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AHHoOTauus
[enoBon aHmMuUNCKUN A3blKk Heobxoaum Ans  B3aUMOAEWCTBUS C  MHOCTPAHHLIMU
KNueHTamn, konneramu, napTHepamu. B umcne obcyxaaembix BONPOCOB: AenoBOe MUCbMO
Ha aHIMUNCKOM N3blke, 0COBEHHOCTM OEenoBOro aHriMmcKoro, oguuManbHO OenoBOM CTUMb
aHIMUNCKOro A3blKa, EeNOBOW aHIMUNCKUA ANA HaYMHAOLWKNX U NPOLOKaoLWNX, YPOKU AEN0BOro
aHIMMACKOro, AenoBble MEpPEroBopbl HA aHIMUIACKOM NA3blke, AenoBble pasbl HA aHrMUACKOM
A3blke, [AenoBble [OOKYMEHTbl Ha aHrMUMACKOM. BU3Hec-kypC aHrmuMruCcKoro 4sblka noneseH
npakTukam, CTyaeHTaM, npenogasaTernsMm, NOMOXEeT HanucaTb Ou3Hec-nnaH Ha aHrmmMnckoM
A3blke, NPONTK cobecenoBaHne, NPOBECTU MEPErOBOPbLI.
KHura ocHOBaHa Ha YCKOPEHHbIX MEeTOAax N3yYeHUs MHOCTPaHHbIX A3bIKOB.
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LLleBuyKk [leHnc AnekcaHppoBuy
[denoBowu aHIMUUCKUWA:
OU3HeC aHrMUUCKUU A3bIK

[enoBas nepenucka

B sTom pasacic nmpeacraBjicHa I/IH(bOpMaI_II/IH O IMpaBUJIax JIeJIOBOM ICPCIIMCKU Ha aHITIMH-
CKOM A3BIKC. 3,[[60]: BBl HalieTe Kak O6H_Iey1'IOTpe6I/ITeJ'ILHBIC B J€JIOBOM MEPCIINCKE CJI0BAa U BbIpa-
JKCHUS, TaK U T'OTOBBIC IPUMEPBI [TUCEM Ha PA3JIMYHYIO TCMATUKY.

OmuH M3 cnocoOOB TpPEeHUPOBaTh MH. SI3BIK — OOy4aTh WHOCTPAHIIEB
PYCCKOMY SI3BIKY, PyCCKOM JTuTeparype, punocodun u uctopuu Poccun (ai1s yero
CTOUT MOBBIIIATH UX 3HAHUE).

Henuc Illeeuyk

3amMedeHo, YTO MHOTHE JIFOIU HE 3HAIOT JIEMEHTAPHBIX MPABUII PYCCKOTO S3bIKA, HAITPUMED:

1. KonngecTBO KaBBbIYEK BCET/Ia JOIDKHO OBITh YETHBIM, KaK CKOOKH B MaTeMaTHKe.

Psom cTosimiye kaBbIYKM MOTYT OBITh ABYX BUJIOB — «...» U ““...” (JIallKK U €J0YKH).

[IpaBuiIbHO: «CIJIOBa “CI0Ba’» WM “‘CIIOBA «CJIOBa»”

HenpaBunbHo: “cioBa’™ u "cioBa «Ciao0Bay

DT OMOKY €CTh Aa)Ke B HA3BaHUIX KPYIHBIX (PUPM M HEKOTOPBIX CTAThAX M KHUKKAX.

2. Ecnu B KOHIIE IPEIOKEHUS €CTh HH(OpMAIHs B CKOOKaX, TOYKA CTABUTCS ITOCIIE CKOOOK,
HE CTaBUTCH Mepes CKOOKaMU U BHYTPU Iepe] 3aKpbIBatoLEel CKOOKOH.

[IpaBunbHO: cioBa (coBa).

HemnpasunbHo: ciioBa. (cioBa.)

JejioBOe MUCBMO HA AHIVIMICKOM

Meneoocep — naemnwlit ynpaeneney, HA4aIbHUK!

Ecnu y éac nem Hu 00H020 NOOYUHEHHO20 — 6bl HE MeEHeODIceD,
a maxcumym cneyuanucm!

Henuc Illeguyk

CocTasiienne JJIO00ro JeJI0BOr0 NMMCHbMA HA AaHIVIMICKOM SI3bIKE MOTYMHSIETCS O0IIMM
npaBuJjam:

* Becw TekceT pa3aensercs Ha a03aibl 6€3 UCIONB30BaHUS KPACHON CTPOKH.

* B BepxHeM JIEBOM YTy TMChMa YKA3bIBAETCS IMOJTHOE UMSI OTIPABUTEIS MJIM HA3BaHUE KOM-
MaHUU C aJIPECOM.

* Jlanee yka3blBaeTcsl UMs aJipecara U Ha3BaHUE KOMIIAHUH, KOTOPOH MUChMO MpeaHa3Ha-
YeHO, a TaKXKe ee aJipec (C HOBOU CTPOKH).

» JlaTta oTmpaBieHUsl yKa3bIBaeTCSd TPEMs CTPOKAMU HUXKE WM B BEPXHEM IPABOM YTy
MchMa.

* OCHOBHOM TEKCT JOJKEH OBITh MOMEIIEH B IIEHTPaIbHON YacTH MUChMa.

* ['1aBHast MBIC/TH MMUCbMA MOXKET HAYMHATKLCS C PUINHBI oOpamieHus: «I am writing to you
to...»

* OOBIYHO MUCHMO 3aKaHYMBAETCs BbICKa3biBaHueM OnaronapHoctu («Thank you for your
prompt help...») u npuBercTBueM «Yours sincerely,» ecnu aBTop 3HaeT ums aapecara u 'Yours
faithfully', ecnu Her.

* YeThIpbMsI CTPOKaMH HUKE CTABUTCSI MOJTHOE UMS aBTOPA U IOJKHOCTb.

* [lognuce aBTOpa CTAaBUTCSI MEX1y IPUBETCTBUEM U UMEHEM.
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HdenoBoe NnUcbMO

Oo0pa3en 1eJ10BOro0 NUCbMA HA AHIVIMHCKOM

Mr Denis Shevchuk

INTERFINANCE-company

Office 2002, Entrance 1B

Tverskaya Street

Moscow

RUSSIA 20 June 2004

Dear Denis,

I'm writing to you in regard of your enquiry. Please find enclosed our
information pack which contains our brochures and general details on our schools
and summer centres.

In England we have two schools, Brighton and Bath, both beautiful locations
which I am sure you and your students will like. Our schools are located in
attractive premises in convenient, central positions. Brighton is a clean and safe
town with a beautiful bay and countryside nearby. Bath is one of the most famous
historic cities in England, famous for its Georgian architecture and Roman Baths.

Accommodation is provided in host families chosen for the ability to provide
comfortable homes, a friendly welcome and a suitable environment, in which
students can practice English and enjoy their stay. We have full-time Activities
Organisers responsible for sports, cultural activities and weekly excursions.

Please complete and return the enclosed registration form in order to receive
more brochures and other promotional materials.

I look forward to hearing from you and later hope to welcome your students
to our schools and summer centres.

Yours sincerely,

Tomas Green

Managing Director
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OcHOBHbIe BbIpaXeHus

* CyIecTBYIOT CTaHAaPTHBIE BHIPAKEHUS, YACTO YIOTPEOISIEMbIE B /1eJIOBOI NMepenucKe Ha
AHIVIMCKOM SI3bIKe, HCIIOJIb30BaHUE KOTOPBIX MPUAACT BEKJIUBBIA U OQUIIMATBHBIA TOH BallleMy
nocnanuto (mogpoduee cm. llleBuyk J[.A. AHIIUNACKUIN S3BIK: CAMOYUYHTE).

1. Obpasene

Diear Zirs, Dear Jir or Madam

(& CIIM BAM He MPES CTHO ML A0 0aTa)

Dear M, Mrs, Iiiss or Ms

(0T BAM HIEECTHO HIAA 4ARECaTa; B TOM CIIYHae KOTAA
BBI HE SHAETE CEMeFHOE IIOIOMEHHE MEHIIFHEL CIeAeT
mmcatek M, rpybof onmbxof AETAETCA MOIIONES OF AHHE
bpraser “Mrs o Miss™

Diear Franl,

(B ofpanreHE K sHAROMOMY QeloEeky]

2. Berynunenne, npe gpimyuee odiueHHe .

Thanlk ywou for your e-mail of (date). .

Crackbo 5a Balle DHCEMO OT (SHETL)

Further to sour last e-mail. .

(JTERUAA Ha BALIE THCRMO. .

[ apologise for not getting in contact with ywou hefore
now. ..

A nponry DPONIEEEA, WTO A0 CEC TIOP He HATIECAT
BaM. ..

Thanl wou for your letter of the Sth of March,

Cracebo sa Banre meesmo oT 5 Mapra

With reference to your letter of 23rd March

OTHO CHTEMBHO Banero mercena of 23 MapTa

With teference to vour advertisement in “The Titmes”™

DITE O CHTREHO BalleH perararael B T abnac

3. ¥razauHe NPHUHH HATHCAHHA THCEMA

[ am wiiting to enguire about

H remiry sang, wTobBEI VIHATE.

[ ath wiitihg to apologise for

A memiry Bant wT00EI MEEHEITECE 4.

[ am writihg to confirm

1 rmemiry Ban, wro BBl I0ATE epARTE. .

[ ath wiiting in connection with

A Iy BAM E CEATHC ..

We would like to point out that. .. Me1 xoTems el 0BpaTHTE Bale FEOMIAMEE Ha ..
4.IIpocsba
Could you possibly. He rormm BEI BB ..

[would be grateful if vou could ..

H Brm BBI OPHSHATEISH Ban, ¢ BRI ERT ..

I would like to receive

H BEI XOTEI IOITYTTE ...

Please could vou send me..

He naormmes BRI BRI BRICTATE MHE.

5. Cormawee ¢ yCI0BHAMH.

[would be delighted to ... H Bpm BRI prag ...
[would be happy to H B BBI CACTIME. ..
[would be glad to A Brm ARIpag, ..

6. Coolmere oo HoEocTeR

Unfortunately ... F cooganerzoo. .

I am afraid that ... Eoroce, uro. ..

[ at sotry to inform you that e Tmxeno coobITaTe Bang HO L.

We regret to inform ywou that. . F cooganerroo, MBI BRIEVRAEHET 000 BIIETE Ban O,

7. TlpHnoske e K MHCEDTY D00 HHTE TEHEIX MATEPHATOE

We are pleased to enclose ..

IEI ¢ YHOEOIE CTEMEN BEITAABIE AET. ..

Attached you will find ...

B nprmpemmerson daiine 551 HabfigeTe...

We encloge ..

eI mprmarasn. ..

Please find attached (for e-mails)

Br1 HafigeTe ImIprEp eTIeHHEET Gafi. ..
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8. Bricxarsmpanne BaareJapHocTH 32 MpoSE e HHEDH HHTEpeC .
Thanlk ywou for wour letter of Cracebo 5a Banme MHeEM0
Thanlk yvou for enguiting Crackfio 7a DR OAETEHHEDT METEpEC. .

We would like to thank wou for your letter of

Iie1 oTem: Byl mofnarogap e Bac 3a...

9. Tlepexox x apyToii TeMeE.

We would also like to infiorm you ...

Tvle1 Tak me xoTerm: eI coobDLupTE Bant 0. ..

Regarding wour question about ..

(JTHOCHTENEHD Balllero EOIIpOca ...

In answer to your question (encquiry) about ..

B OTEET Ha FALL EQIIPOC 0.

I also wonder if

I eHA TaRCHE METEpECVET. ..

10, Jomo MHTe s HEIE BONPOCEHL

I am a little unsure about.

1 HeMHOTO He VEEPEHE ...

[ do ot fully understand what. .

H He g0 KoMITa TOMATL ..

Could you possibly explain. ..

He naormms Op1 BRI 0D BACHETE. ..

11. Hepegayva mopoprrapm

['tn weititg to let wou know that. .

A memiry, wrobel coofnpme o ..

We are able to confirm to you...

MBI MOME OSTE BRRITE ...

[ am delighted to tell vous that. .

eI ¢ yRoEOHE cTEHE coobImaent o ...

We regret to inform you that. ..

B COXHANEHHH, MEI BEIVEEHET CDDEUJ;E‘I'I'I:\ BALI O...

12, Tlpe xuoceeome cEoel monmouH

W ould vou like me to. 7

M ory et & (egenars)...?

If you wish, I would be happy to...

Ecrm xoTeTe, A © pagocTeiO. .

Let e know whether wou would like me to..

CooBImETe, &I Ban IOHAA0 OMTCA MO IOKMOLTE.

13. Hamoroniatne o HanteyeHHoH BeTpeye HIH 03HIANHe

OTEETA

I look forward to ...

f ¢ HeTepPIeHHENM FLY,

heating from you soon

KOrg4a chory CHOEA WOEOUATE EAC

meeting you next Tuesday ECTRAMH © BAME B CHeAyEONRE Broprem

seeityg you next Thursday ECTHETH ¢ BalH E HeTEepr

14. Ilogmics

Eind regatrds, U WEaHEHEEM. ..

Vours Faithfially, Hoexperme Banr (ecm Mrad wenoseka Ban 2e 1oEecTHO)

Yours sincerely,

(& I B B MEE 6 CTHO)
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NMucbmo-3anpoc nHdopmaunmn

[Mucemo-3anpoc nnpopmaruu (Inquiry Letter) ornpaBnsitorcsi, Korga HEOOXOAUMO MOTYYUTh
Oosiee MOIPOOHYI0 HHPOPMAIHIO O HHTEPECYIOIIEM Bac TOBApPE WIIH yCIIyTe.

B Havane nucbMa cieayeT NOMECTHTh Ha3BaHUE U aJpeC Balleld KOMIIAHUH, HUXKE JTOJDKHO
UATH Ha3BaHUE KOMIIAHUU, B KOTOPYIO BBl oOpaiaetech. COCTaBUTh TEKCT MUChMa BBl MOJKETE C
TIOMOIIBIO CIEMYIOIINX CTAaHIAPTHBIX BBIPAKCHUH.

1. O¢pnumnanbHoe oOpalieHne, MOCKOJIbKY € aIpecaToM Bbl He 3HAKOMBI.
Dear Sir or Madam, Dear Sirs

2. Yka3aHMEeHCTOYHUKANH(OPMALUNOKOMIIAHUM
With reference to your advertisement (ad) in...
OTHOCHUTENHHO Balleil peKamMbl B

Regarding your advertisement (ad) in ...
KacarenbHo Bamieil pekiamsbl B ...

3. IIpocb0a BBICJIATH HEOOXOUMbIE JAHHbIE
Could you please send me ...
He mornu ObI BBI BEICIIATE MHE

I would be grateful if you could...
S O6b11 OBI O;1aromapeH, €Ciu BHI. ..

Can you give me some information about...
MoskeTe JTi BBI JaTh MHE HH(POPMAIIHIO O. ..

Could you send me more details...
Mornu Obl BBl BBICIIaTh MHE MTOAPOOHYIO0 HH(OPMAILIHIO. . .

4. J1omOoJHUTEIbHbIE BONPOCHI
I would also like to know ...
51 ObI TaKKE XOTEJN y3HATh. ..

Could you tell me whether ...
Ckaxwure, noxanyiicra. ..

5. lloagnuck
Yours faithfully, Uckpenne Bam, (ecnu umst Bam He u3BecTHO)
Yours sincerely, (ecnu ums Bam u3zBecTtHo)

ITpumep

Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501
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Jackson Brothers
3487 23rd Street
New York, NY 12009

September 12, 2000

Dear Sirs,

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

Yours faithfully,
(Signature)

Kenneth Beare
Administrative Director
English Learners & Company

JononuutensHo cM. HleBuyk J[.A. ITcbMO Ha aHIIMICKOM S3BIKE: IIPUMEPHI, KaK MHCATh
(JmuHOE, NEN0BOE, Pe3loMe, TOTOBBIE TMChMa Kak oOpaselr).
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NMncbmo-oTBeT Ha 3anpoc MHopmaumm

Korma xommnanus momywaetr muchMmo (Inquiry Letter) ¢ mpocb0oil BbicnaTe moapoOHYIO
UH(POPMAITUIO O €€ TIPOIYKIIMHU, TOBAPE HIIH YCIyTe, B OTBETHOM ITMChME OYCHB BAKHO MPOU3BECTH
0JaronpusATHOE BIICUATIICHUE HA TIOTCHIIMAIBHOTO KJIMECHTA WITH MapTHepa. BexuBbIi, rpaMOTHO
COCTaBJICHHBIN OTBET 0053aTENILHO OyET CIIOCOOCTBOBATh CO3/IaHUIO MTOI0OHOTO BIICUATIICHUSI.

1. O0pamenne
Dear Mr, Ms

2. BrarogapHocTh 32 0Ka3aHHOe BHUMAaHUe
Thank you for your letter of
Cracu0o 3a Barie NMCbMO. ..

We would like to thank you for enquiring about ...

Mpi xoTenu 661 MOOIAarofapuTh Bac 3a MPOSBICHHBINA HHTEPEC. ..

(mononmautensHo cM. IlleBuyk JI.A. JlenoBoi aHIMIICKHI S3bIK: cTaHAapTHBIE (Ppasbl Ha
anruiickom; IlleBuyk JI.A. busnec anmumiickmii: kypc OusHec anrnuiickoro; LlleBuyk J[.A.
AHMIMICKUI 17151 9KOHOMUCTOB (y4eOHUK aHmiuiickoro si3eika); LlleBuyk J[.A. Ilpaktuueckas u
TeopeTUYecKasi rpaMMaTHKa aHTIIMHCKOTO s3bIKa (aHIITMICKAs TPaMMAaTHKa)).

3. IIpexocrasiieHue TpedyeMoii HH(pOpMaLUU
We are pleased to enclose ...
MBI ¢ yIOBOJILCTBUEM BKJIA/IBIBACM. . .

Enclosed you will find ...
B npukpemieHHOM (aiinie BbI HaaeTe. ..

We enclose ...
Mp1 npunaraem. ..

4. OTBeET HA JONMOJHHUTEIbHbIE BONPOCHI
We would also like to inform you ...
MEI Takke xorein Obl COOOIIUTE BaM O...

Regarding your question about ... OTHOCHUTENBHO Balllero BOIIpoca o...

In answer to your question (enquiry) about ... OTBeyast Ha Balll BOIIPOC. ..

5. BoIcka3pIiBaHHe HAAeKIbI HA JajIbHelilee MI00TBOPHOE COTPYTHUYECTBO
We look forward to ...

MpI HaneeMcs

hearing from you
yCIIBIIIATh BaC CHOBA

receiving your order
HIOJIyYUTh OT BAC 3aKas.
10
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welcoming you as our client (customer)
YTO BBI CTAHCTEC HAIIIUM KIINCHTOM

6. Hoanuck

[TomHuuTe, KOTIA BBl OOpaIIaeTech K YeJIOBEKY, MM KOTOPOTO BaM HE M3BECTHO, CIEIYyeT
nucars 'Yours faithfully' u xorma ums u3sectno — 'Yours sincerely’,

IIpumep orBeTa Ha 3anpoc HHGOPMALUH
Jackson Brothers

3487 23rd Street

New York, NY 12009

Kenneth Beare

Administrative Director

English Learners & Company

2520 Visita Avenue

Olympia, WA 98501

September 12, 2000

Dear Mr Beare,

Thank you for your enquiry of 12 September asking for the latest edition
of our catalogue.

We are pleased to enclose our latest brochure. We would also like to inform
you that it is possible to make purchases online at http://www.litres.ru

We look forward to welcoming you as our customer.
Yours sincerely,
(Signature)

Position

(monpobuee cm. leBuyk /I.A. AHIIUICKUIA S3bIK: CAMOYYUTEIb)

11
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NMucbMo-Xanoba

[TuceMmo, conepkariee xanoly WK IPETeH3UH M0 KaueCTBY MPHOOPETEHHOTO TOBapa U OKa-
3aHHBIX ycnyT, Ha3biBaeTcss Complaint Letter. OcHOBHas 11e1b TAKOTO MUChMa — MEPEAATh MOIHYIO
uH(OpMAIHIO 110 BO3HUKIIEH mpodneme. [TuckmMo Takxke MOXKET BBICTYIIAaTh B KAYECTBE OHUIHAIIb-
HOTO IOKyMEHTa, YBEIOMJISIFOIIIETO O HEOOXOIMMOCTH MTPOBECHHSI TPOBEPKU U YCTPAHEHHSI HETIO-
JaJI0K.

[TuceMo AOMKHO cofep aTh BCIO HEOOXOAUMYI0 WHGOpPMAIUIO, Kacalollylocs TaHHOU
yCIIyTH WK TOBapa. Hamuinmre mogHoe Ha3BaHUE U OMHMCAHUS TOBapa, IaTy MPUOOPETeHUs WU
yKa3zaHus yCIyTH | T.1. Baia nens — oObsICHUTD BCe A€Talu, HO HE MIEPEerpykKaTh MIUCbMO HEHYXK-
HBIMU TTOApOOHOCTAMU. KpoMme Toro, HeoOX0auMo yKa3aTh Ballld TOXKENaHUs, YCIOBUSA U CPOKU
yCTpaHeHus IpooIeMm.

Komy anpecoBarp 1anHoe nucbmMo?

[Ipu npuoOpeTeHnn ToBapa WM 3aKII0YSHUH IOTOBOPA, Ha TPEOCTABICHUE YCIYT, BbI OJTY-
yaeTe KOHTAaKTHBIN aaipec uiu TeaedoH YeT0BeKa, KOTOPIM MOXKET PEIIUTh BCE BO3HUKIIUE CIOXK-
HocTH. OOBIYHO B HEOONBIINX KOMIIAHUSAX 3T BONPOCHI peliaeT Biajaenel] komnanuu. B opra-
HU3ALUAX CPETHETO YPOBHS — €r0 3aMECTUTENb WM BBICIINI PYKOBOASIIUN cocTaB. B KpymHbIX
KOMITaHUSX OOBIYHO CYIIECTBYET OTAEI MO padoTe ¢ KIMEHTaMH, KOTOPBIA 3aHUMAETCS PEIIeHUEM
TaKHUX BOMPOCOB.

N3 kaKkuX OCHOBHBIX YacTeil COCTOUT NMUCbMO?

1. Beryniienue

Name of Contact Person

[Tonnoe umst agpecara ( €Cliv U3BECTHO)

Title, if available

Company Name

HasBanne kommnanuu

Consumer Complaint Division

Otnen no pabote ¢ KIMEHTaMU

Street Address

City, State, Zip Code

AJnpec KoMIaHuu

Dear (Contact Person):

OO6pareHue

2. BBenenue, conep:xamiee HH(popmanuo npuodpeTeHHOM ToBape Julo yciyre.

On (the 1st of July), I (bought, leased, rented, or had repaired) a (name of the product,
with serial or model number or service performed) at (location and other important details of the
transaction).

1 urons st (mpuoOper, can B HaeM, apeH0Ball, OTPEMOHTHUPOBAN) ( TOJTHOE Ha3BaHHUE TOBapa
C CEpUITHBIM HOMEPOM WJIH BUJI YCIIYTH) 110 aJIpecy ... ( 1ajee yKa3blBaeTcs qpyras BakHas HHGOp-
MaIys O COBEpPIICHHOMN CIETIKE)

I am writing to draw your attention to a problem in your customer service section.

S nuiny, 9ToObI MPUBJIEYD Ballle BHUMaHUE K TPOoOIeMe B OT/ENE 10 padoTe C KIMEHTaMHU.

I wish to complaint in the strongest possible terms about the treatment I received from a
member of your staff

S1 ObI XOTEN BBIPA3UTh MPETEH3UU K OOPAIEHUIO CO MHOM Balllero COTpyIHHUKA.

I am writing to express my strong dissatisfaction with the goods I received this morning.

S nuiry, 9To00bI BBIPA3UTh HEAOBOJIBCTBO NMPOAYKTAMH, TOTYUYEHHBIMU CETO/IHS YTPOM.

12
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I am writing to complain about the quality of the product I purchased on-line from your
website.

A uIry, ‘-ITO6LI BBIPA3UTh HCAOBOJILCTBO Ka4YCCTBOM IIPOAYKTOB, 3aKA3aHHBIX Ha BalllEM
caire.

I am writing in connection with the negative attitude of a member of your staff.

A U1y B CBA3KU C HCTATUBHBIM OTHOLICHUEM YJICHA Ballleil KOMITAaHUH.

3. Onucanue BO3HUKIIEH MPo0IeMbl

Unfortunately, your product (or service) has not performed well (or the service was
inadequate) because (state the problem). I am disappointed because (explain the problem: for
example, the product does not work properly, the service was not performed correctly, I was billed
the wrong amount, something was not disclosed clearly or was misrepresented, etc.).

K coxanenuto, Bamr ToBap ( yciyra) He OTBEUaeT HEOOXOAMMBIM TPEOOBAHUSIM , TaK Kak
(ykasbiBaeTcs mpobiiemMa). S pazodapoBaH, MOCKOJBKY ( OObSCHSAETCS CUTYyallUs: HallpUMep, IpU-
00p 110X0 paboTaeT HE KaU€CTBEHHO, MHE MPEAbIBUIN HEMPABIWIbHYIO CyMMY K OILJIaTe, YTO-TO
He OBUTO OOBSCHEHO)

The equipment I ordered has still not been delivered, despite my phone call to you last week
to say that it was needed urgently.

3akazaHHOE 00OPYJIOBaHUE BCE €Ile HE JOCTABICHO, HECMOTPS Ha TO, YTO 51 Y’KE 3BOHUI BaM
Ha TPOLUION HEJEIH U COOOIINII, UTO OHO TpeOyeTcst HEMEIJIEHHO.

To resolve the problem, I would appreciate it if you could (state the specific action you want—
money back, charge card credit, repair, exchange, etc.). Enclosed are copies of my records (include
copies of receipts, guarantees, warranties, cancelled checks, contracts, model and serial numbers,
and any other documents).

Jist pemeHus mpoOIieMBl, st ObLT OBl OJIaroIapeH, €CITH BhI (YKa3bIBAIOTCS Bl TPEOOBAHUS:
BEpHETE JIEHbI'M, KPEIUT, POBEJIETE PEMOHT, IPOoU3BeAeTE 0OMEH U T.1.) Konuu 10KyMeHTOB npu-
JJararoTCs (HpI/IJ'IO)KI/ITC KOIIMW KBUTAaHIINU, l"apaHTHfIHBIﬁ TaJIOH, aHYJIMPOBAHBIC YCKHU, KOHTPAKTLI
U IpyTUe TOKYMEHTBI).

I look forward to your reply and the resolution of my problem, and will wait until (set a time
limit) before seeking help from a consumer protection agency or the Better Business Bureau. Please
contact me at the above address or by phone at (home and/or office numbers with area code).

S1 1y Baliero OTBeTa C PELICHUEM M0 Moel mpobiieme u Oymy »xaath 10 ( yKa3bIBaeTCs
KpalHHIA CPOK) MPEKIE YeM 00PATUTHCS 32 TIOMOIIBIO B OPraHU3AIIMIO 110 3aIUTE MPaB MOTPeOu-
teneit. CBXKUTECHh CO MHOM MO ClenyIomeMy aapecy win tenaedony ( ya3pIBaeTcs aApec U HOMEP
Tenedona)

Please deal with this matter urgently. I expect a reply from you by tomorrow morning at the
latest.

[Moxanyiicra, pemmre 3Ty MpodiaeMy HeMeIeHHO. S JKIy Balllero OTBETa He MO3/HEe 3aB-
TpAIIHEro yTpa.

I insist on a full refund otherwise I will be forced to take the matter further.

Sl HacTamBaro Ha MOJTHOM BO3MEILIEHUH PACXOIOB, MHAUE 51 Oy/ly BBIHYKJCH ...

Unless I receive the goods by the end of this week, I will have no choice but to cancel my
order.

Ecnu st He mony4y qaHHBIN TOBAp 0 KOHIIA HEEH, y MEHs He OyIeT APyroro BEIOOpa, Kpome
KaK aHHYJIUPOBAaTh 3aKa3.

I hope that you will deal with this matter promptly as it is causing me considerable
inconvenience.

S1 Hazeroch, BBl pa3depeTech C ATUM JICJIOM HEMEJICHHO, TIOCKOJIbKY ATO JIOCTaBIISICT MHE
Cepbe3HbIE HEY100CTRA.

4. OxoHYaHHE MHCHMA
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Yours sincerely/Yours faithfully
Your name

14
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NMucbMo-npuHeceHne N3BNHEHUN

[Mucemo ¢ w3BuHeHHsiMU (Apology Letter) ornpaBisieTcss B OTBET Ha MUChbMO-)KaIo0y
(Complaint Letter). Hauath crnemyeT ¢ BbIpaKeHUS COXKalEHUS, TNYHOW 00ECIIOKOEHHOCTH CJIO-
XKuBIIeics cutyanueid. Heo6xomumo oObACHUTE, Kakue mard OyayT/0buUTd MpeAnpPUHSITHL, YTOOBI
yYCTPaHHUTH MPOOJIEMyY U H30€XkKaTh ee MOBTOPeHHS B OyayiieM. Huxke Bbl HaliieTe HECKOIBKO (pas,
UCIIOJIb3YEeMbIX TIpu Hanucanuu Apology Letter

1. BoipaskeHue MPU3HATEJIbHOCTH 32 COO0IEHHE O CJI0KUBIICHCH CUTYallMU

Thank you for bringing the matter/issue/problem to our attention.

Cnacu60, 4T0 COOOIIMIM HaM 00 3TOM Jiesie/mpolneme.

I appreciated your advising me of this incident...

J171s MEHsI OY4eHb BaYKHO Ballle COOOIICHHE.

2. Boipa:keHnue coxxajieHusl.

We are very sorry to hear that...

Hawm 1sxeno ciplmarb 00 3TOM..

I am very sorry for this situation...

51 oueHb COKAICIO O CIIOKUBIICHCS CUTYAIUH.

3. U3BuHeHHMe

We apologise for...

MBI IPOCHM MPOIICHUS 3a. ..

Please accept our apologises for...

[IpumMuTe HalM U3BUHEHMUS. . .

4. O0bsicHeHHE JelicCTBHH KOMIIAHUH

Please be assured that we will...

BynbTe yBepeHsl, 4TO MHI. ..

You have my assurance that ...

51 rapaHTHPYIO BaM. ..

To compensate for the inconvenience caused...

J111s BO3MEIICHUSI IPUYMHEHHBIX HEYJJ00CTB. ..

We are doing everything we can do to resolve the issue

Mgl enaeM Bce BOSMOXKHOE ISl PEIICHUS POoOieM

I can assure you that this will not happen again

O6e1aro, 4TO 3TO BIPEAb 3TO HE TOBTOPUTHCS

I am trying to sort it out/sort the problem out as a matter of urgency.

51 meITaroCch pa3odpaTbes C ATUM/ PEIIUTh ATy MPOOJIeMy HEMEUICHHO

Please return the faulty goods, and we will refund you/repair them/replace them

[Moxanyiicta, BEpHUTE HEKaueCTBESHHBII TOBAp M MbI BO3MECTHM BaIllH 3aTPaThl/IIPOU3BEICM
PEMOHT/OOMEHSIEM €TO.

5. HanomuHaHue 0 GOJIBIIONH BAKHOCTH /111 COBMECTHOTO COTPYIHHYECTBA

We value your custom highly

J111s Hac OYEHb BAYKHO COTPYIHUYECTBO C BAMH.
Your satisfaction is our priorit

15
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HanucaHue e-mail

DNeKTpOHHas MouTa cTajga OCHOBHOM (hopMoii 00IIeHUS MEKAY MPEACTaBUTEIIMH pa3iIiny-
HBIX OpraHU3alMii 110 cCaMbIM pa3HbIM BonpocaM. CieyiTe cieay oM npaBuiiaM Ipy 001eHUN
0 AJIEKTPOHHOM MoyuTe:

1. Xopomo npezncrassre cede aapecara. OTTOro, KOMy Bbl MUIINTE, OyAET 3aBUCETh CTUIIb
nucbMa. UeM Ovke OTHOIIEHUS — TEM MEHbIIE (POPMaTbHOCTEH.

2. CocrapnsiiTe nociaaHue M0 BO3MOXKHOCTH KPAaTKUM U YeTKUM. DTO MPaBUIIO pacipocTpa-
HSETCS Ha BCE BUJBI JEJIOBOTO OOIIEHUS, HO JUIs JIEKTPOHHOM MOYThI CTAHOBUTCS HanbOJIee akTy-
aJIbHBIM, TIOCKOJIBKY BOCIIPUHMMATh HH(POPMALIMIO ¢ MOHUTOPA CIOKHEE, 4eM ¢ ucTa. Jlaiire Bo3-
MOXHOCTb BallleMy aJjpecaTy OTBETUTh Takke KopoTko. Hampumep, BMecTo TOro, yToOb! nucars:”
Let me know what you think”, nmydme nocraButs Bonpoc tak:”’Is 3 PM or 5 PM best for you?”

3. Ilone “Tema” MOMKHO OBITH 3alOJIHEHO TaK, YTOOBI YETKO OTPakaTh OCHOBHYIO HJICIO
HMChMa.

4. ITpusetctBue (Dear Sir/Madam) He 00s13aTeNbHO 7151 CTAHJAPTHOM MEPETHUCKH, OTHAKO B
JIeJIOBBIX MUCbMAaX HE OyAyT JUIIHUM.

5. B nepBbIX cl10Bax HaA0 chOPMYIMPOBATH, B CBA3H C YEM Bbl UILIUTE MUCbMO: BBl OTBEYA-
eTe, Ha3HayaeTe BCTpeuy MJIM BBICKA3bIBAE€TE CBOM COOOpa)KeHUs B CBA3M C ueM-To. Hampumep: /
am replying to your letter dated 15 January 2007 wherein you asked for information concerning
our Spring courses on Business Writing.

6. Ecint B 37IeKTpPOHHOM ITUCbME Bbl HAUWHAETE CJIOBO C 3arJIaBHON OYKBBI, 3TO 03HAYAET, YTO
BBl XOTUTE BBLIEIHUTH €r0, KaK HanOojee BaXXKHYIO MbICIb.

7. JInuHa KaXJI0W CTPOKH HE JOJDKHA MPEBBILATh 65 3HAKOB, B MPOTHUBHOM CIy4ae TEKCT
MOXET UCKa3UThCS IPU MPOYTEHUH MHChMa Ha APYTOM KOMITBIOTEpE.

8. IT1cbMO TOHKHO OBITH XOPOILIO CTPYKTYPUPOBAHO — BCTYIUIEHHE, OCHOBHAs 4acTh ((hakThl)
U BBIBO/I.

9. KISS (Keep it short and simple). [TomHuTE, 4TO BEpOSATHO Balll ajipecar MoaydyaeT JeCATOK
IIUCEM B JIEHb — CTOUT SKOHOMUTH €T0 BPEMH.

10. Mcnonb30BaHNe CTaHIAPTHBIX COKpAIIEHUH, XapaKTepHBIX IJIs MOBCEIHEBHOU mepe-
nucku , Takue kak "IMHO” ( In My Honest Opinion) Takyke He IPUBETCTBYIOTCS.

11. TmiarenbHO MPOBEPHTE MUCHMO, U3MEHUTD MITH YIAIUTh €T0 IOCJIE OTIIPABKH YK€ HEJIb3sL.

12. OGpaTHbIil 371€KTPOHHBIN afpec U UM OTIIPaBUTEIS JIydllle HAalKcaTh B KOHIIE MHUChMa,
Ha cy4ail eciau nucbMo OyZieT BHIBEICHO Ha I1e€4aTh.

13. O6uieHue no >IEKTPOHHOM MOYTE MPEANoaraeT akTUBHOE B3aWMOJICHCTBUE ITO3TOMY,
MOJIYYHB HIEKTPOHHOE MUCbMO, Ha KOTOPOE BbI HE MOXKETE OTBETUTh HEMEIJICHHO, CIIE/IyeT OTIpa-
BUTH COOOILIEHHE O MMOJYYSCHUH HChbMa U MPeINoIaraeMoM BPEMEHU OTHPABKU MOJIHOTO OTBETA.

Kak o0parurtbcs ¢ npocb0oi

* Eciu BBl NMIIUTE HAYAJIBHUKY — Oy/AbTe MpEeNbHO BEKIMBBI, 0COOEHHO, €CIIU Bl HE
yBEpEHBI, YTO OH(a) 3HAET BaIlle UMsl.

I would be grateful if...

 Eciiu BbI uimTe KoJsiere v oH(a) HEe SIBJSIETCS BAIIMM JPYTOM, BHIOEpUTE HEUTpaIbHBIN
CTHJIb — CpETHUI MeX 1y (pOopMaIbHBIM U HEPOPMaIbHBIM.

Could you..?

* Eciin BB IUIINTE MAJIO3HAKOMOMY 4€JIOBEKY — OyJIbT€ BE)KIIHMBBHI.

I wonder if you could..?

* Ecnut BBI umuTe paboTHUKY APYroi KOMIAHUM — CTUJIb JOJDKEH 3aBUCETh OTTOTO, 3HA-
KOMBI JIM BbI ¢ HUM/HEH MM 00paliaeTech BIIEPBHIE.

I would be grateful if... (xk HE3HAKOMOMY )
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Could you..? (k 3HaKOMOMY)
(monpo6uee cm. Illepuyk /I.A. AHIIMACKUH S3bIK. YCKOPEHHBIN KypC: CPEAHUN YPOBEHB. —
M: Acrt: Boctok — 3aman, 2007)
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CocTtaBneHue pe3rome

CocraBieHre yIauHOTO pe3loME Ha aHTJIMICKOM SI3bIKE YacTO SBISIETCS OQHOW M3 CaMbIX
CJIIOKHBIX 3aJa4 MpH TOUCKe pabOThl 3a TpaHMIICH WM B 3amajJHOW KommaHuu. [IpaBHIBHO
COCTaBJICHHOE PE3IOME CYIIECTBEHHO MOBBIIIACT IIAHCHI COMCKATEs pH TpynoycTporicTie (http://
www.deniskredit.ru).
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Popma pe3romMe Ha aHIMTMUCKOM

CocraBieHre yIauHOTO pe3loME Ha aHTJIMICKOM SI3bIKE YacTO SBISIETCS OQHOW M3 CaMbIX
CIIOXKHBIX 3aJ1a4y MpHU MOUCKE padOThI 3a TPAHUIICH WM B 3amagHoi KomMmaHuu. Pestome nomkHO
0TBEYaTh BCEM HEOOXOAMMBIM TPEOOBAaHUSAM, HO IIPHU STOM BBITOJAHO OTJIMYATh BAC OT IPYTHX Ipe-
TEHJCHTOB Ha JaHHYIO JOJKHOCTh.BaMm mpuaeTcs moaBecT UTOT CBOEMY KU3HEHHOMY OIBITY Ha
1-2 cTpanuIax, OCBETHB MPHU ITOM CBOU Hambosee BbAaroImuecs 1ocTmkeHus. O0b4Ho, paboTo-
JaTteb He YUTAeT MOJHOCTHIO KaXI0€ pe3toMe, IMOATOMY HEOOXOIMMO Cpasy 3auHTEPecOoBaTh €To
caMOH BaXHOUW MH(POPMAIIUCH.

B nomors Tem, KTO mpeTeHAyeT Ha COIUIHYIO TOIKHOCTD B MEXKIYHAPOAHON KOMIIAHUU HITH
coOupaeTcs UCTIBITaTh ce0s B MOKMCKe paboThI 3a mpeaenamu Poccuu, MbI ipe/iaraeM HECKOIbKO
COBETOB II0 COCTABJICHUIO PE3IOME Ha aHTIIMHCKOM SI3bIKE M 00pa3el] pe3loMe Ha aHTIIMHCKOM.

B CHIA pe3tome npunsito Ha3biBaTh Resume, B EBponie — CV (Curriculum Vitae).

CrangaptHas ¢popma pe3roMe eBpOMecKOro ypoBHs BKIIIOYAeT B ce0st 6 OCHOBHBIX YaCTeH:

1. Jlnunas uadopmanus (Personal Information)

2. llens (Objective)

3. Onsit pabotsl (Work Experience)

4. O6pazopanue (Education)

5. Cneuunanbuble HaBbikH (Additional Skills)

6. Pexomennamnuu (References)

OcHOBHbIE MOMEHTbI, KOTOPbIE JO/KHbI ObITh YYTEHBbI IPH COCTABJIEHHHU pe3loMe:

1.Bo-niepBhIX, BECh Balll OMBIT Pa0OTHI, OIUTAYMBAEMbIN U HEOILJIAYMBACMBIH, C TIOJTHOM 3aHs-
TOCTBIO U 110 COBMECTHTEIBCTBY. BCIIOMHUTE BCE BUJIBI ICATEIILHOCTH, KOTOPBIE BXOIWIN KOT/Ia-
1100 B BalK 00S3aHHOCTH.

2. Bamre O6pa3OBaHI/ICZ MOJIY4YCHHC YUCHBIX CTeHeHCﬁ, CBUICTCIILCTB 00 OKOHYaHUH pasinyd-
HBIX y‘IC6HHX 3aBC,Z[eHI/II>'I.

3. Kakasg-mubo JAOMOJHHUTCIIbHAA ACATCIbHOCTL: YJICHCTBO B PA3JIMYHbLIX OpPraHHU3alUAgX,
cny>K6a B apMHUHU U T.[.

4, BLIGCPI/ITG U3 MPEAbIAYINX ITYHKTOB (I)aKTBI, HaI/I6OJ'Iee, 10 BallIeMy MHCHUIO, BA’KHBIC, B
6yz1ymel71 pa60Te, HMCHHO OHHU 1 COCTAaBAT OCHOBY BaAllICI'0 PC3HOME.

5. Pestome cienyer Havyath ¢ nuyHou uH(opmanuu (Personal Information). Hanumure
MIOJTHOCTBIO CBOE UM, YKQXKUTE aJipec, TenedoH, dEKTPOHHBIHN aapec.

6. CnemyrouM TYHKTOM SIBISE€TCSA LeJb BallleTO YCTPOICTBA Ha MAHHYIO JIOJKHOCTH
(Objective). B HECKONBKUX CIOBaX OMUIIUTE PaOOTY, KOTOPOW BBl XOTUTE 3aHATHCA M MPUYUHBI,
110 KOTOPBIM BbI CUMTACTE CBOIO KaHAWAATYPY MOIXOJsIei s Hee. [IpencTaBpre Bay caMmbie
Ba)KHBIC TIOCTIKCHHUS B JJaHHOW 00nacTu. PeximaMupyst ce0si ¢ HamIydIei CTOPOHBI, MOKa3bIBas,
B YeM UMCHHO BBI IIPEYCIICIIN, Bl Oy/IeTE BBITOIHO OTIIMYATHCS OT JAPYTHX MPETCHICHTOB HA JaH-
HYIO JIOJDKHOCTb, IIPOCTO TIEPEUUCIISAIONINX CBOM CIIOCOOHOCTH. PacckasbiBas o ceOe, UCTIONB3yiTe
OoJbIlie MpHUIaraTebHbIX, 3TO CIEIaeT TEKCT 0ojiee SIPKUM W HJUTFOCTPATUBHBIM, BOT KPaTKUM
niepeueHb HanboJIee ynoTpeOuMbIX CIIOB:

* directed, led managed, supervised;

« achieved, delivered, drove, generated, grew, increased, initiated, instituted and launched;
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* cut, decreased, reduced, slashed;
» accelerated, created, developed, established, implemented, instituted, performed,
pioneered, planned, produced, re-engineered, restructured, saved and transformed.

M3beraiiTe TakuX KIINIIE, KAK:
Dynamic,

people-oriented
results-oriented
self-motivated

hands-on leader

visionary

7. Ilocne atoro nepeiaure k onucanuto oneita pabotel (Work Experience). Hauats HyxHO
C Ballero NnocieaHero Mecra padborsl. Heo6xonumo nate Ha3BaHUE KOMIIAHUU, PO €€ IEATEIIbHO-
CTH, Ballly JOJDKHOCTb. PacckaspiBast 0 BalleM NPEAbIAYIIEM OIbITE, HE CTECHAWTECH YIIOMSIHYTh O
cBouxoCTIkeHUsAX. [lepeuncrsiite MmecTa cBoeil mpeapinymeii paboTel B 00paTHOM XPOHOJIOTH-
YECKOM IOPSAAKE, HAYNHASA C MIOCIICIHETO.

8. PacnipocTpaHeHHOH OMMOKON SIBISIETCS MOCTPOCHHE pe3ioMe MO “‘QyHKIHOHATBHOMY
INPUHLUITY, pa3esisi BECh ONBIT padOThl Ha TPYIIIBI B 3aBUCUMOCTH OT poja AESITEIbHOCTU. DTO
MOXET CTaTh HACTOSIIIIUM IMPOBAJIIOM ISl IPETEHCHTA Ha paboTy, TaKk Kak paboTonareab MOXKET
M HC IPOYHTATh €ro pe3roMe. He YK%LIBaﬁTC IMPUYIKNH CMCHBI pa6OTI)I, 9TO MOXKET BBIITIAACTh KaK
OIpaBJaHUC WJIM YKa3aTb Ha Balllk BO3MOKHBIC HCIOCTATKH. B ITYHKTC, IMOCBAIICHHOM BallICMYy
o6pazoBanuio (Education) onummmre Korja, kakoe yueOHOE 3aBe/IeHHE Bbl OKOHUMIIN, KaKyIO TOJTy-
YWJIN CIICHUAJIBbHOCTD. He 3216yI[I)TC NEPEUYNUCINTL BCC NOMOJTHUTCIbHBIC KBaHHq)HKaHHH, CTaXu-
POBKH, OTHOCAIIUECCA K TOM AOJDKHOCTH, KOTOPYIO BbI XOTCIIN OBl MMOJIY4YHNTD.

9. NomnonHauTenbHas HHGOPMAIIHS, TaKas KaK YPOBCHb BIIAJCHHUS HHOCTPAHHBIMU SI3BIKAMH,
yYMEHHE padO0TaTh ¢ KOMITBIOTEPOM, HAJTMYHE BOJUTEIHLCKHUX MPaB M TOMY MOI00HAs, TOJKHA OBITh
nepeurcieHa B myHKTe cnenuaibabie HaBblku (Additional SKills), ecnu ona umeer oTHolIeHHE K
BallTUM 00SI3aHHOCTSIM B HOBOM JTOJPKHOCTH.

10. O0BpyHO pe3roMe 3akaHumBaeTcs MyHKToM pexkomeHaanuu (References), B xoTopom
HY)KHO HAa3BaTh HECKOJIBKO JIFOACH C TpeAblaymieii paboThl (3KenaTreinbHO HETOCPEICTBEHHBIX
HaYaIbHUKOB) C YKa3aHHEM JIOJHDKHOCTH, HA3BaHUEM OPTaHU3AIMH, KOHTAKTHBIM TelIe(DOHOM, dJIeK-
TPOHHBIM aJIPECOM, KOTOPBHIC MOIJIH ObI 32 BaC MOPYYUTHCS. BBIMTYCKHUKH BYy30B, HEC HMECIOIINC
OTIBITa pa0OThI, MOTYT Ha3BaTh B KAYE€CTBE MOPYUUTEIIS IEKaHA WIIM 3aBEAYIOIIETO Kadeapoii.

11. ITocnenuwmii myHKT MOXxHO 3aMeHUTH (paszoit “ REFERENCES Available upon request.”

12. O6bem pe3toMe MOJIOJIOTO CIICITUAINCTA HE TOJDKEH MPEBBIIATh | CTPAHUIIBI, €CITH KE Y
BaC 3a TUIeYaMu OOJIBIION CTaXK paboThl, MH(MOPMAIIHIO O ceOe HY)KHO Pa3MECTHTh He Oosiee ueM
Ha IBYX CTpaHHUIIaAX.

13. Cnenaiite Bam 1OKyMeHT ynoOHbIM s uteHusi. ChopmupoBaB oOUImii TIaH pe3ome,
y0eauTech, UTO B HEM €CTh JOCTATOYHO YUCTOIO IPOCTPAHCTBA. BepXHee 1 HUKHEe OIS TOJIKHbI
ObITh HE MeHee 1.5 caHTUMETPOB BBICOTOM, a OOKOBBIE MMOJII HE MeHee 2. Mexay OTaeabHbIMU
Y4acTsMH pe3loMe OCTaBystiiTe mpoOensl. JKupHbIM MIPHUQPTOM BBIAEISNHTE Ha3BaHHUS ITYHKTOB, a
TaKKe Ha3BaHWI KOMIIAaHUM 1 MeHa. Ecnu Batie pestome OyieT COCTaBICHO HEAKKypaTHO U OyaeT

20



0. A. LeByyk. «[lenoBow aHrMUNCKUIN: BU3HEC-KYPC aHIMMNCKOro A3blkay

HEY/1I00HO JUIsl YTEHMsI, HE MHOTHE 3aXOTAT ¢ HUM o3HakoMuTcsd. He monuepkuBaiite cioBa u He
UCIOJIb3yHTE KYPCHB, AJIs IPUAAHUS BBIPA3UTEIbHOCTU. Takue yJI0BKU CKOpEe CHU3AT 0011iee BIie-
YaTJIeHUue OT IPOYUTAHHOTO.

14. He npumensiiite penkue mpudThl U PUBICUYECHUS] BHUMAaHUS yuTarenss. OpuruHaib-
HBIH pHU(T HE MTPUBETCTBYETCA B ACTIOBOM JOKYMEHTAIMH, TI0 OAHOM 3TOM MPUYNHE €T0 MOTYT U
HE MpoYnTaTh. J{JIs MOIHOM yBEpEHHOCTH, UCIIONB3YHTE TaKue CTaHIapTHBIE MpUTHI, Kak Arial,
Garamond, Helvetica, Tahoma or Times Roman. He HaunHaliTe kax10e MpeioKeHNEe OTMHAKO-
BBIMU (ppazaM¥ U HE BBOAWTE JIMYHBIC MecTOMMEHHsI. UTOOBI cenarh TeKCT Oosee BhIPa3UTEb-
HBIM HCIIONIB3YHTE Pa3HOOOPA3HYIO JICKCHUKY.

15. Ilumure pe3tome KOHKPETHO AJIs ONpEeAEICHHON BaKaHCUU.

HGJ'II) HalmMCaHus pE3IOME — MOJTYYHUTh KOHKPETHYIO JOJKHOCTD B OHpGI{GJ’IGHHOfI KOMITaHUM.
[ToaTOoMy pacckasbpIBaTh CIIEAYET O TOM, YTO OyZeT BaXKHO Ha HOBOM MecTe pabotsl. [Ipomyckaiite
TO, 4TO HC NMPCACTABIIACT 00JIBIIIOro 3HaueHUs. YeM MEHBIIIE BEI 6YI[6TC YOOMHWHATb HC3HAYHUTCIIb-
HbIC (DAKThI, TEM OOJBIIOE 3HAYCHHE MPUOOPETET CaMOE TTIaBHOE.

Ecnu Bl mocbuiaeTe PE3OMC B PA3JIMYHBIC KOMITAHWUH, MAIINUTC OTACJIBHBIC PE3IOMC JJIA KaXK-
JI0TO KOHKPETHOTO MECTa.
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ConpoBoauTenibHOe NMMCbMO

OTHpaBJ’IfIfI PE3OMC Ha MHTCPCCYIOIYIO BAC BAKAHCUIO, 00s13aTeNBLHO MTHIIIHTE COIIpoBOaAU-
TCJIBbHOC IMHUCBMO. HOI[O6HO€ MMHUCbMO MOZKET Cpa3y IIPUBJICYb BHUMAHUC K Balleu KaHIuAaTtype U
ITOBBICUTD Balllk HIAHCHI HA ITOJIYUCHUC JKeraeMon pa6OTBI.

B COIIPOBOAUTCIIBHOM ITHUCbME Bbl MOXKCTC!

¢ JOIIOJHHUTCIIbHO O6paTI/ITB BHHMMAHHC Ha Ballln HpO(I)CCCI/IOHaJIbHBIC JOCTHXKCHUA, UMCIO-
IIMe 3HaYeHUE JJIs JaHHOM BaKaHCUM

® COO6H_II/ITL, MMOYEMY BbI 3aUHTCPCCOBAHBI B IIOJTYUYCHUU 3TOM pa6OTI>I

¢ [IPOACMOHCTPUPOBATL Balllk 3HAHHA AHTJIUMCKOTO S3BIKa B YMCHHSA HAIIUCAHUS NCITOBBIX
IIHUCEM.
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NMncbMo nocre NHTepBbLIO

B OonbIIMHCTBE 3amaTHBIX KOMITAHUH SIBJISIETCS. HOPMOU MOJTyYSHHE MUChMa O1aroapHOCTH
OT coMcKarels mocie cooecenoBanus. B Poccun momoOHas mpakTrka rmoka He MoJydriia IIHpo-
KOTO pacrnpocTpaHeHus. [l03ToMy Takoe MUChMO MOXET OBITh TOTIOJHUTEIBHBIM IJTFOCOM B BaIIly
TI0JTB3Y.

[Tocne okoHuaHus coOecemoBaHMs 00s3aTEILHO YTOUHUTE TOYHOE UMSI COOCCETHHKA, €ro
KOHTAKThI WJIM BO3bMHUTE BU3UTHYIO KapTOUKy. [IMCHhMO O1aronapHOCTH JO0JIKHO OBITh COCTABICHO
TI0 MIPaBUJIAM BEICHUS JCJIOBOM MEPEMUCKHA HA aHIJIMICKOM SI3BIKE M OTIIPABICHO (haKCOM HIIH TI0
AIIEKTPOHHOM IOUTE.

OTnpaBka Takoro JOKYMEHTA JaeT BaM HECKOJIbKO MPEeUMYIIECTB:

— BBl MOXKETE MOKa3aTh Ce0sl BEKIMBBIM, OTBETCTBEHHBIM UEIIOBEKOM

— MPOJAEMOHCTPUPOBATH CIIOCOOHOCTH 1O paboTe C JIEIOBON KOPPECIIOHACHITUCH

— oOpaTtuTh Ha ceOs BHUMaHue paboToaaress

— YCWIUTh MOJIOKHUTEIHHOE BIICYATICHUE

— 100aBUTh BOXHYIO HHPOPMAITUIO, HEYITOMSHYTYIO BO BpeMsi COOEeCEI0BaHUS

— BBICKa3aTh MHEHHSI O BOIIPOCaX, 00CYKIAaBIIUXCS HA COOECEIOBaHUU

IIpumep:

Your Name

[Address]

[Telephone # Email]

[Date today]

[Interviewer's name]

[Company name]

[Address]

[Address]

[Address]

Dear [Interviewer's name],

Thank you very much for taking time out of your busy day to talk with me
about the [job title] position. I enjoyed meeting you and the members of your
department, and I am excited about the chance to work with such a great team.

Since I am a self-starter by nature and a team player too, I like that you
encourage individuals to take ownership of projects, but each can still count on
team-member support. It's the best of both worlds.

Judging by our discussion earlier today, [ believe that my qualifications are
an excellent fit, particularly my [specific education, experience, skills, etc.]. The
position is exactly what I'm looking for, and I'm confident that I can be a significant
contributor to the success of [company or department name]. I sincerely hope you
agree.

I'd like to add that I have a Web-based portfolio, where you may view recent
samples of my work. The address is [http://].

Thanks again for interviewing me. If you have questions or concerns, please
feel free to contact me. I look forward to hearing from you again.

Yours sincerely,

[Sign]
AMepHKaHCKoe pe3loMe — IPABHJIA HANIUCAHUSA
1. 2, a nyume 1 cTpanuia
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2. lpudt Times New Roman nnm Arial, 10-12 kerinb

3. He ncnonp3yiiTe TaOIHIIBI, pAMKH U (POHBI

4. He naspiBaiite pestome CURRICULUM VITAE

5. Ilomectute cripaBa BBepXy MasieHbKast (poTorpadust B OM3HEC-CTHIIC

6. He ykasbiBaiiTe CBOM I1OJ1 M BO3PAcT

7. B marax cTaBbTE€ CHayaja MeCsIL ITI0TOM JCHb

8. I[Ipo oOpa3oBaHKe HAMMIIUTE KAKUE TUIJIOMBI U CEPTU(UKATHI BbI MOMYYHIH U Koraa. He
JETAIU3UPYUTE.

9. I1po onbIT pabOTHI: HAYHKUTE C MOCIEIHEH JOHKHOCTH, IEPEUUCIUTE HE OONBIIE TPEX, HO
OTUIIINTE UX TTOPOOHO

10. He Bruttouaiite B pe3toMe peKOMEHIAINH. YKOKUTE, YTO MOXKETE BBICIATh UX IO 3aIPOCY

11. Huxorna He numute B pazaene “Lenn” — “CoBeplieHCTBOBATHCS B AHITIUHCKOM ™

More details for American Resume Format

When the ISE office presents a candidate to an American company, ISE sends the candidate's
resume to be evaluated by the company. For this reason it is extremely important for the candidate
to have a good resume. The candidate's resume must catch their attention upon first glance. Below
are some helpful tips to get your candidate's resume noticed:

1) KEEP THE RESUME TO ONE or TWO PAGES ONLY. This is most important as
the HR director

usually does not have time to read through several pages on each candidate. The one page
resume will pique interest just enough for them to ask for more.
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KoHel o3HakomuTtenbHoro doparmeHTa.

Tekct npenoctabien OO0 «JlutPecy.

[IpounTaiiTe 3Ty KHUTY UEIMKOM, KYIIMB IOJIHYIO JIeraabHy10 Bepcuto Ha JlutPec.

Bbe3omacHo omnarute KHUTY MO>KHO OaHKOBCKOM KapToit Visa, MasterCard, Maestro, co cueta
MoOMIBHOTO TenedoHa, ¢ IIaTexHoro TepMunana, B caione MTC unu CsasHol, uepe3 PayPal,
WebMoney, Annexc.densru, QIWI Komenek, 60HyCHbIMM KapTaMH WU APYTrUM ynoOHbIM Bam

CIOCO0OOM.
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