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NPEAUCJIOBUE

[TouTtun Bce U3 HAC JIOOST MOTyYaTh MUCbMA, HO PEAKO KTO JIOOUT OTBEYATh
Ha HUX, TeM 0o0Jiee €CJIM MUChbMO HAJ0 HANuUcaTh HAa MHOCTPAHHOM si3bike. [IuchMma,
OJIHAKO, JKM3HEHHO Heo0XoauMbl. OHU AAalOT HaM BO3MOXHOCTh OOpPECTH HOBBIX
IPY3€H U HE TIOPBIBATH CBA3EU CO CTAPBIMU.

JlanHass KHHWTa TIpelcTaBiIseT coOoi coOpaHue o00pas3ioB OOBIYHBIX,
TOBCE/IHEBHBIX MHCEM HA AHIJIMACKOM SI3bIKE, TOYHEE, Ha €ro COBPEMEHHOM
aMEpHKaHCKOM BapuaHTe. Kaxaoe mucbmMo JaeTcs ¢ MepeBOIOM Ha PYCCKUM S3BIK.

[ToTpeOHOCTE B TAaKOTO poOjJia MOCOOMH HECOMHEHHA, OCOOCHHO B CBS3HU C
TeMH KapAWHAIBHBIMA HW3MEHCHUSMH B OOIIECTBEHHOW JKM3HHU, KOTOPHIE
MPOM3OIILJIM B HAIIeH CTpaHe 3a MmocjeaHue ronapl. llepenucka ¢ MHOCTpaHIIAMU
cTaja OOBIJICHHBIM, €CTECTBEHHBIM JICJIOM JIJISI MHOTHX.

C npyroii CTOpOHBI, U3BECTHO, KaK TPYJAHO ObIBa€T HANKCATh JaXXEe MPOCTOE
MMUChbMO Ha WHOCTPAHHOM SI3bIKE, HECMOTpPS Ha OoJyiee WM MEHEE JJIUTEIbHOE
W3y4eHHE s3bIKa B IIKOJIE W B HMHCTHTyTe. [ImchbmMa — 3TO 0OCOOBIN JKaHp,
TpeOyIOIIMi JOBOJBHO XOPOIIIETO 3HAHUS TOTO S3bIKA, HA KOTOPOM OHH MUIITYTCS.

B OonbIIMHCTBE CBOEM MPHUBOJUMBIE MTHChbMAa — 3TO, €CTECTBEHHO, MUChMa
PYCCKUX K aHTJIOS3BIYHBIM KoppecnoHaeHTaM. OJHaKo HMHOTJAa MPUBOASTCS H
MMCbMa HWHOCTPAHIIEB K PYCCKUM, C TEM 4YTOOBI MPEAOCTaBUTH YHUTATEIIIO
BO3MOXHOCTh HAYYUThCS MPABUILHO YUTATh MUChMA, HAITUCAHHBIE HA aHTJIMHCKOM
SI3BIKE.

Nrtak, nepeq BaMM KHWra THMCEM HA aHTJIMMCKOM $3bIKE Ha MHOTHUE
OOBIJICHHBIEC, KUTCHCKUE TEMBbI, WJIM, KaK CKa3aHO B 3arjlaBUM, «Ha BCE Clydau
KUZHI.

BoBce He 00s3aTebHO KONMUPOBATH CIOBO B CJIOBO TO WM HWHOE IMHCHMO
ATOM KHUTH. MOYKHO M HYXKHO YTO-TO MEPEENIbIBATh, YTO-TO OMYCKaTh. TeM He
MeHee 00pasIlbl, MPUBEACHHBIE 3/16Ch, BO MHOT'OM ITIOMOT'YT BaM COCTaBUTh IMHUCHMO
MPAKTUYECKH IS JTF000H CUTyaIuu.

KHura cocrout u3 tpex yacren.

ITepBas wacth, BBeneHue, MocBAlIEHa STUKETY HanmucaHus nucbMa. B Heu
JaHbl HEOOXOIMMBIE MPaBUiIa COCTABIICHHS MMUCEM Ha aHTJIMICKOM SI3BIKE, a TAKKE
HEKOTOpPBIC MpaBUjIa aHTJIMUCKON MyHKTYyaIuu u opdorpadum.

Bropas 4acTh KHUTH BKJIIOYAET HEMOCPEJACTBEHHO OO0pa3libl aHTJIMHUCKUX
MACEM C MEPEBOJOM HA PYCCKHUU SI3BIK.

Tpetba yacTh. [IpunoxeHne, HOCUT CIPABOYHBIN XapaKTEp U COCTOUT M3
Pa3IMYHOTO poAa JOMOJHUTEIbHBIX MAaTEpUANIOB, KOTOPbIE TaK WJIM HWHA4Ye
MIPUTOJIATCS] BaM MPU HAMMMCAHUU TTHCEM.



BBEJEHUE

[TuceMa, KOTOpBIE BBl MUILIETE, - 3TO Balle JIMIO, Ballla BUBUTHAs KApTOUKa,
KOTOpasi MOKET paccKa3aTh MOJydaTeal0 OYeHb U OYE€Hb MHOroe o Bac. MIMeHHO
M03TOMY HEOOXOAMMO C CaMOro Hauajga cKa3aTh, YTO HE JOJDKHO CYILECTBOBATH
IMCEM, Ha KOTOpbIE€ HE CTOWJIO OBl 3aTpayuBaTh BPEMsI U HHEPrUI0, KOTOPHIE
NUCAIUCh Obl, KaK TOBOPUTCS, CIYCT pyKaBa, HEOPEXKHO, JIUIIb Obl YTO-HUOYAb
HaIMCAaTh.

[To-BunuMoMy, HET 0CO0OM HYXIbl TOBOPUTH O TOM, YTO KpacuBoe,
aKKypaTHO O(QOpPMJIEHHOE MUCHMO IMPOM3BOAUT OJaronpusTHOE BIEYaTICHUE, a
HEAaKKypaTHO€ MJIM  IUIOXO  HUCIHOJHEHHOE  HMMEET  MPOTHUBOIOJIOKHBIN,
OTpULATENbHBIA  3P(EeKT. VY uuTaplero Bame TUCBMO  MOMEHTAJIbHO
(dopmupyeTCcsl B CO3HaHMM O0pa3 MUIIYIIEr0 M COOTBETCTBEHHO OTHOILIEHHE K
HeMy. B Bamux nHtepecax, ytoObl popma u cogepkaHue MUchbMa CriocCOOCTBOBAIU
TOMY, YTOOBI O Bac CIOKUJIOCH OJaronpHusATHOE, MOJOKUTEIBHOE BIIEYATICHUE.

JInuyHble MHMCBbMA, TOYHEE MHCbMA POJACTBEHHHKAM WM OJU3KHM, MOTYT
OBITh HAIMCaHbl M YacTO MUIIYTCS OT pyKH. OJHAKO MHCbMa MaJO3HAKOMBIM
JIOASM M, YK KOHEYHO, OQUIMaIbHbIE MHCbMa JOJDKHBI IeyaTaTbcsl Ha
KOMIIBIOTEpE MJIM Ha MalluHKe. ECTeCTBEHHO, Haao CTapaTbCs JeNaTh 3TO Ha
XOpOIIei, KauecTBEHHOW Oymare, €cil, KOHEYHO, y Bac HET CBOET0 JIMYHOTO
OJaHKa, 4TO B HACTOsILlEE BpeMsl HE Takas YK PeJIKOCTh aAaxe B Poccun.

CTPYKTYPA IIUCBMA
Kak u BcAKoe TBOpPEHHE UYEJIOBEUECKOTO pa3yma, TIHChbMO HMeEeT
COOTBETCTBYIOIIYIO CTPYKTYPY, BKIIOYAIOMIYIO ONpeIelicHHbIC YacTh. B nenoBowm,
opuIIMaTLHOM TUCbME WX Oouiblie. B nudHOM, HeopUIHAIBPHOM THChME —
MeHbIe. JlaHHAass KHUTa IMOCBSIIEHA B OCHOBHOM HeO(HIMaIbHBIM MUChMaM Ha
AHTIIMICKOM SI3BIKE, I03TOMY MBI OCTAHOBHMCSI HMEHHO Ha UX CTPYKType™.

*Hanucanuio OoQUIIUATBHBIX U JIETIOBBIX MHCEM BO MHOTOM IOCBSIIIEHA
otnenbHasg kaura: Cmynun JI. I1., Huyyx 1. B. Kax 1991. 216 c.

B o0miem 1 HanOosiee MOJTHOM BHJIE CTPYKTYpa HEOPHUIIMATBLHOTO MHChMa Ha
AHTIIMICKOM SI3BIKE MOXKET OBITh TIPEICTABIICHA CIICIYIOIIUM 00pa3oMm:
1. Anpec ornpaButens (sender's address).
2. Jlara (date).
3. Anpec nonyuatens (inside address).
4. O6pamenue (salutation).
5. 3auuH, wiu neppas ppasza (opening sentence).
6. Texct nmucema (body of the letter).
7. 3axmounTtenbHas pasa (closing sentence).
8. 3akmounTtenbHas GopMyia BexIMBOCTU (complimentary close).
9. Iloanucek oTnpaBuTens (signature).
10. ITocTckpuntyM, T.€. IpUnucKka K okoHueHHoMy nucbmy (P.S. unu Postscript).
KoneuHo, B KaXIOM TMHCbME BOBCE HE O00SM3aTENBHO [OJDKHBI TPH-
CYTCTBOBaTh Bce 0e3 MCKIIOueHUs nepeduciennbie Boie 10 vacteil. Hekotopsie
U3 HUX MOXXHO ONYCTUTh. TeM He MeHee OCHOBHBIE WM, MO YCMOTPEHUIO
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OTIIPABUTEJIS, CaMble Ba)KHbIE YACTH JIOJDKHBI IPUCYTCTBOBATH B KAXKJIOM MHCHME,
n0O0 OHU SBISIOTCS HEOOXOAMMBIMU 3JIEMEHTAMH AHTVIMHCKOTrO MHCbMEHHOTO
ITUKETA.

Pacrionoxenne Ha CTpaHMIE CTaHAAPTHOIO pa3Mepa YyKa3aHHBIX BHIIIE

4acTeW NHMChbMa MOXXHO MNpeACTAaBUTH B BUJIC CXCMBI.
1.

2.

e

o

Nel

HanosHuM npruBeIeHHYIO BBILIE CXEMY HEKUM COACPKAHUEM.

1. Ums/ pamunust oTpaBuTessi, HOMEp
KBapTUPBI/ I0OMa, HA3BaHHUE YIIHIIbI,
rOpoJ, MTaT/ paiioH, MMOYTOBBIMA
WHJEKC U CTpaHa OTIPaBUTENS
2. Mecsi1, aucio, roj

3. Ums/ pamunus nomyyatensi, HOMEp

KBapTUPBI/ I0Ma, HA3BaHHUE YJIHIIbI, TOPO/I,

mTat/ pailoH, MOYTOBBIA UHIEKC U

CTpaHa MOoJIy4yaTens

4. Noporoit [xon!

5. 51 naBHO x0Ten Tebe HanucaTh, HO BCE HE ObLIO BPEMEHH.

6.

7. Utak, %Ay TBOETO OTBETA U KEJIAI0 BCETO CAMOr0 HAUJTy4lIEro.

8. Bcerna TBoi

9. FOpa

10. P. S. [la, 326611 TEOE CKa3aTh, 4YTO BUepa BCTpeTui Bepy.

[locne Toro Kkak Mbl yCTaHOBUJIM OOIIYIO CTPYKTYPY U (OpMY MHUChMA,
[epenieM K KpaTKOMY OIIMCAHUIO €r0 OTIEJIbHBIX YaCTEH.




1. Axpec oTipaBuTeJIs.

Kak BUIHO U3 CXeMBI, aipec OTIIPABUTEIS B AHIVIMMCKOM MUCbME MUILIETCS B
IIPaBOM BEPXHEM YIUIy CTPAHHUIIbL, XOTSI 4acCTO €ro MOKHO BUIETh U B JIEBOM
BEPXHEM YIILy.

CrneunanbHO MOJYEPKHEM, YTO (B OTIMYHE OT PYCCKOrO) B AHIVIMICKOM
IIICBME HOMEp JI0Ma B aJpece CTABUTCA IIEpEe] HAa3BAaHMEM YIMIbl, a HAa3BAHUE
ropoja — IIOCJIE Ha3BaHUA yJIHIBL. MexXay HOMEPOM JOMa U Ha3BaHWUEM YJIWILIBI
3ansTas He craButcsa. Hanpumep:

25 North Road, Apt. 5 5 Green Street, Apt. 3
London W2 4RH Ann Arbor48104
England Michigan USA

Jo mocnenHero BpeMEHU ObLIO MPUHATO OKAHUMBATH KaXKIYIO CTPOUKY
agpeca 3amsATOM, a BECh aJapec TOUKOM. B Hacrosmiee BpeMs 3Ta IpaKTHKa
HECKOJIBKO yCTapesa U aJipec MUIIETCs 0e3 3aMAThIX B KOHIIE CTPOYCK U 0€3 TOUKH
B KOHIIE.

2. 1ara.

JlaTa oTmpaBieHUs Yallle BCEr0 YKa3bIBAe€TCS B MPABOM BEPXHEM YTy, Cpa3y
e TOJT aJIpeCOM OTHpPaBUTEIS (€CIM OH €CTh).

CymiecTByeT HeCKOJIbKO BApUAHTOB HAITUCAHUS JIAThI:

September 7, 1996

September 7th, 1996

7 September, 1996

7th September, 1996

[lepBbIii BapUaHT B HACTOSAIIEE BpeMsl HauboJiee yrmoTpeOUTeIICH.

B nare He craBsATCS HM TpPEMJIOTH, HU OIpPEACNICHHBbIM apTHKIb (3a
UCKITIOUYEHHEM O(UIIMANIBHBIX MHUCEM U JEJIOBBIX IOKyMeHTOB). [locne naThl Touka,
KaK TPaBHJIO, OITYCKaeTCs.

Jlymaercs, HEMIMHAM OyACT HAllOMHUTh U 00 OCOOCHHOCTSX HalUCaHHUs
OKOHYAHWH MOPSIIKOBBIX YHCIUTEIbHBIX B aHTJTMHCKOM SI3BIKE.

1 st, 21 st, 31 st — first 'mepBbIit’

2nd, 22nd — second 'BTOpoit’

3rd, 23rd - third 'tpetuit’

Bo Bcex ocTaabHBIX CiIydasx MOPSIKOBBIE YUCIUTEILHBIC HMCIOT
okonuanwue th: Sth, 11th, 17th, 24th, 30th. Ognako, kak npaBuio, IPU
0003HAaYEHUU JaThl B TMCbME 3TH OKOHYAHHMSI B HACTOSIIEE BpEMs HE
yHOTpeOIIAIOTCS.

Ha3Banust mecsiieB 4acTo MUIIYTCSI COKPAIIEHHO:
January — Jan., May — May, September — Sept.,
February = — Feb., June — Jun., October —Oct.,



April — Apr, August — Aug./ Ag., November —
Nov.,
March — Mar., July — Jul,, December — Dec.

JlaTy MOXHO yKa3bIBaTh U IU(ppaMu, OJTHAKO MPHU STOM CIIEIyET MOMHHUTD,
YTO B aMEPUKAHCKOM BapHUaHTE HA MEPBOE MECTO CTaBSIT MECSl, Ha BTOpPOE —
4YUCJIO U Ha TpeTbe — roj. Hampumep, nara 22 nexadbps 1996 roga uudpamu B
aMEpUKaHCKOM BapuaHTe OyJeT MpeJcTaBlieHa cieayromuMm obpazom: 12.22.96
wiu 12/ 22/ 96. B OputaHckoM BapuaHTe Ha MEPBOE MECTO CTAaBUTCS YMCIIO, a Ha
BTOPOE — MeCSII], KaK U B PyCCKOM si3bike: 22.12.96 unu 22/ 12/ 96.

3. Axpec noJry4yareJsi.

Anpec moxydyaTens MUIIeTCs TaK jKe, KaK U aJpec OTIPABUTENS, U
pacmoJyiaraeTcs B JICBOW YaCTH CTPAHUIIBI, HECKOJIBKO HUKE CTPOKH C JTaTOM.

[lepen Qamunmeit numa, KOTOPOMY BBl HAmpaBiseTe MHUCHMO (€CiH,
KOHEYHO, 3TO HE Balll POJICTBEHHUK HIIA XOPOIIIO 3HAKOMBIN ), TOJKHA 0053aTeITLHO
CTaBUTHCSA OAHA M3 Tpex (popm: Mr., Mrs., Miss. be3 ¢amunuu 3t Gpopmbr He
ynotpebssroTcs, a mocie Gopm Mr., Mrs., Kak TpaBuIO, CTABUTCS TOYKa ™.

*MHoraa, mpaBaa, TOYKa HE CTaBHTCS, OCOOCHHO B OPUTAaHCKOM BapHaHTE
AHTJIMHACKOTO A3bIKA.

Hanpumep:
Mr. Richard Smith rocrioauny/ muctepy Pudapay Cmuty
Mrs. Lucy Long rocnoxe/ muccuc Jlycu JIonr
Miss Agatha Brown rocmnoxxe/ mucc Arare bpayn
Misses Helen and Agnes rocroxkam XejeH u ArHec
Bosworth bozyopT
dopma Mr. ymoTpebnseTcs MO OTHOIIEHHWIO K MYXKUMHEe, Mrs. — K

3aMYyKHEH keHIuHe, Miss — K He3aMyKHEH.

B kauectBe cuHoHUMa GopMbl Mr. B AHTIIMM MHOTJA yIOTPeOsoT Gopmy
Esq. OgHako OoHa CTaBUTCSA HE MEpE] MMEHEM, a IOCJE HEro, U, ECTECTBEHHO, B
sTOoM ciydae popma Mr. orcyrctByer. Hampumep:

Michael S. Johnson, Esq.

Ota dhopma BOCXOJUT K CJIOBY esquire 'IckBaiip'. B cpenHeBekoBoil AHIIIUN
ACKBaANp OBUT OPYKEHOCIIEM PHITIAPsi, BIOCJIEACTBUU K€ 3TO CJIOBO CTAJIO0 O3HAYATh
OMH W3 HUBIIMX JABOPSHCKUX TUTYJI0B. Hekoropoe Bpems »3Ta ¢opma
MCII0JIh30BAJIaCh B MUChMax, OJTHAKO TETIEPh OHA BCTPEUACTCS BCE PEIKE U PEKE.

B Hacrosiee Bpemss B MUCbMaxX MOXHO BCTPETUTb HOBYIO gopmy Ms., KoTOpas
yuTaeTcs [miz] wiam [mis]. Ota ¢gopma, Mo cyTu Jena, SBISAETCS S3BIKOBBIM
HSKBUBAJIEHTOM (opMbl Mr., Tak Kak OHa ymHoTpeOseTcss MO OTHOIIEHUIO K
KEHIMHE Oe30THOCUTENRHO K ¢akTy ee 3amyxkectBa. JlanHas ¢dopma Oblia
pekomennoBana OOH B 1974 romy B pe3ynbTaTe KaMIaHUN pPa3IUYHBIX
OpraHu3aiui 3a paBHONpaBUE KEHIIUH. CleayeTr, OJHAKO, OTMETUTh, YTO B
MOBCETHEBHON JKM3HM dTa (QopMa ymnoTpeOisieTcss HE TaKk 4YacTo, Kak B
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opuManbHOW  Tepenucke, HO0  OOJBIIMHCTBO  KEHIIMH MPEANOYUTAIOT
UCI0Ib30BaTh hopmy Mrs. (3amyxHsisi) wiu Miss (He3aMyxHsist). Tem He MeHee
COBPEMEHHAsl opUIMaNbHAs U Jaxe MoJyopuuuanbHasi KOPPECIOHICHLIUS UMEET
CTPOT'YIO0 TEHJICHLIMIO K UCTIOJIb30BaHuI0 (hopmbl Ms. Hanpumep:

Ms. S. Park  rocnoxe C. ITapk

YacTo nmocnae MHUIMAI0B UMEHH TOYKHU OITYCKAaKOTCHI.
Ecnu BbI HanpaBisieTe MUCbMO B GUPMY UITA OPTaHU3aLINIO, BIAJACIbIEB WIN
PYKOBOJUTENEH KOTOPOU MOKET ObITh HECKOJIBKO, TO BbI ITUIIETE:

Messrs.* Bullman, Carey, and rocriogaM bynmany, Kopu n
Benson bencony
*YuT. [ mesorz]
Mesdames™** Brooks and Coleman rocnoxam bpykc u Koyn-
Mmes. Brooks and Coleman MaHH

**ut.[ ' meidem]

31ech HeNUIITHE KPATKO MOSICHUTh HECOOTBETCTBHE PYCCKOTO M aHTIIMHACKOTO
UMEHHU.

Kak n3BecTHO, y O0NBIIMHCTBA HAPOJIOB, )KUBYIINX B EBporie 1 AMepuke (B
TOM YHCJIE y aHTJIMYaH W aMEPUKAHIIEB), UICTOPUYECKU CIOXKHUIACH JBYHMMEHHAs
cuctema: nmuuHoe uMms U pamunusa. Hanpumep: Jack London. B To xe Bpems y
PYCCKUX W HEKOTOPHIX JPYrMX HApoOJOB HMMEHOBAHUS JIIOACH HMEIOT
TPEXKOMIIOHEHTHYIO CTPYKTYpy: JIMYHOE WM, oT4decTBO, (hammiusg. Hampumep:
Muxaun Miutapuonosuy KyTty30B.

bynyun B mnpuHUMNE ABYHUMEHHOW, AaHTJIMHCKAsh CUCTEMAa HMEHOBAHUSA
JIOJIEN 4YacTo pa3pacTaeTcss OO0 TpeX M Jaxe 4YeThIpeX KOMIIOHEHTOB. Bcem
3HAKOMBI TaKHW€ aHTJIMHCKUE M aMepuKaHCkue mMmeHa, kak William Makepeace
Thackeray, Herbert George Wells.

[lepBoe u3 3Tux umMeH (first name) B aHTTUNCKON CHCTEME HWMEHOBAHMS
JroJIel BeIOUpaeTcs u3 uucia odmenpunsTeix: John, Mary, Jack.

Bropoe ums (middle name), ¢ TOUku 3peHHUST PYCCKOrO YeJIOBEKa, IO
CYIIECTBY HE SIBJISICTCS MMEHEM, TaK KaK B KadeCTBE €ro MOTYT BBICTYIIATh HE
TOJIBKO JINYHBIC MMECHA, HO U (DaMHJIMK POJICTBEHHHKOB, JICBUYbS (haMHJIUS MaTepH
WM Ke JII000e CIIOBO BIUIOTH JIO COYETAHHUS 3BYKOB, HE HMEIOIIETO HUKAKOTO
3HAYEHUs, HO TIOYEMY-TO TIOHPABHUBIIETOCS poauTessiM. Hanpumep:

Charles John Huffman Dickens
Harriet Elizabeth Beecher Stowe

[locnenneit B psiay aHriauiickux uMeH ctaButTcs (amunus (last name,
surname, family name).

Kak mnpaBuio, B aHIJIOA3BIYHBIX CTpaHaX IMEpBOE M TMOCIEIHEEe HMeHa
MUIIYTCSA U IPOU3HOCSTCS MOJTHOCTBIO, B TO BPEMsI KaK BTOPOE
W/ WM TpPEeTbe MMEHa MOryT 0003HAa4aThCs TOJIbKO HAayaJIbHOW OYKBOW WJIM Jaxe
BOBCE HE yNOTPeOIATHCS.




CnoXHOCTH € YyMOTpPeOJCHUEM AaHTJIMHUCKUX HMEH PYCCKUMU BO3HHUKAIOT
€lie U B CBSI3U C T€M, YTO CPEIM 3HAKOMBIX U Jpy3ed B aHTJIOS3BIYHBIX CTpaHax
MPUHATO OOpalieHrue MPOCTO MO UMEHH U TOJBKO, T. €. 10 IEPBOMY KOMIIOHEHTY.
JInst pyccKkuX K€, MPUBBIYHBIX K YMNOTPEOJEHUIO B ITUX CilydasX HMEHHU U
OTUECTBa, TAaKOE YIMOTPEOJICHHE HECKOJILKO CTpaHHO W HenoBko. Ho He Hamo
3a0bIBaTh, YTO OOpaIleHHE 10 MMEHH CPEeIu aMEpHKaHIIEB M aHTJIMYaH BOBCE HE
o3HayaeT OJM3KOM ApyXKObl WM MaHUOpATCTBA. DTO JUIIL OOBIYHOE OOpallleHHe
JPYT K IPYTY JOCTATOYHO XOPOIIO 3HAKOMBIX JIFOAEH, ApYy3€l, pOJICTBEHHUKOB U T.
11

C npyroit cTopoHbI, 0 (haMUIUU (TOYHEE — MO MOCIEAHEMY KOMIOHEHTY
MMEHH) oOpaiarTcs K OQUIIMAIbHBIM JIUIAM WM K HEIOCTaTOYHO 3HAKOMBIM
moasaM. B Takux ciydasx, Kak yXKe€ YKa3blBaJloCh, (aMuIMS UeJIOBEKa
ynoTpeoasieTcss TOJAbKO B codeTaHuM ¢ ¢opmamu Mr., Mrs., Miss, Ms. be3
dbamminu 31 GOpMBbI HE MCHOJB3YIOTCS (HAOMUHAEM, YTO TOYKH Tocie (popm
Mr., Mrs., Ms., Kak TpaBHJIO, CTaBATCS ).

Mr. Brown rocriognn/ muctep bpayn
Mrs. Green rocroxa/ muccuc ['pun
Miss White rocroxa/ Mucc Yaut
Ms. S. Smith rocrnoxka C. Cmut

4. O0pamenne.

dopma oOpaleHuss B TUCHME 3aBUCUT OT CTENEHM 3HAKOMCTBA WIIH
POJICTBEHHBIX CBSI3€U C JIUIIOM, KOTOPOMY BBI aJipecyeTe MUChbMO. Tak, K APY3bsiM
WJIH XOPOIIIO 3HAKOMBIM BBl 00OpaIIaeTeCh:

Dear John, Joporoii J>xon!

My dear John, Moii noporoii JI>xon!

John, Jlxon!

Dearest, Hoporoii!

My darling, Moit noporoti!

K Mao3HaKOMBIM UJIU HE3HAKOMBIM JIFOSIM:

Dear Mr. Smith, YBaxkaemslii rocriogus/ muctep CMurt!
Dear Miss Smith, VBaxkaemast rocnioka/ mucc CMmur!
Dear Mrs. Wilson, VBaxkaeMas rocrnoska/ MUCCUC Y HJICOH!
Dear Ms. Green, VYBaxkaemas rocnoxa I'pun!

Dear Messrs. Smith VYBaxkaemsie rocroga Cmut u JIxoyH3!
and Jones,

B cTporo odunmanpHBIX MO TOHY B COACPKAHHUIO MTIChMAaX BbI MUIIETE:
My dear Sir: ['myOokoyBaxaemblil cap/ rocrnoauH!
My dear Madam: ['my6okoyBaxaeMast MajaM/ rocroxal

B odunmanbHeIX MEChbMaxX HE3HAKOMBIM JTIOASM, (DaMIIIUNA KOTOPBIX BBl HE
3HAeTE, UCTIONB3YIOTCS CIAEAYIOUIe (POPMBI:
Sir: Cop/ N'ocnoiuH!
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Dear Sir, VYBaxkaeMblil cap/ rocnoguH!

Dear Sirs, VBaxkaemsble rocrnojaa!

Gentlemen: ['ocrioma!

Dear Sir or Madam: YBaxkaeMblil c3p/ TOCTIOANH WK
Majiam/ Tocrioxa!

Madam: Manam/ I'ocroxka!

Dear Madam, VBakaemast majjaM/ rocrnosxal

[locnennue nBa oOpailleHUs] YHOOTPEONAIOTCA KakK [0 OTHOIIEHUIO K
3aMYyKHHUM, TaK U K He3aMyXHuM >xeHinuHaM. Coderanue Dear Miss B kauecTBe
oOpallleHUs] B aHTJIMIICKOM SI3bIKE HE YIIOTPEOIIsIeTCS.

O6pamenuss My dear Sir, My dear Madam, Sir, Madam sBastOTCS CTPOTO
obunmansapiMu. Dear Sir, Dear Madam Heckosibko MeHee oduiuaababl. OQHAKO
BC€ 3TU POpMbI yHOTPEOISAIOTCS B OPUIIUATLHBIX CUTYAIUX.

Kpome Ttoro, B Menee oduIMaibHOW W MOTYO(HUIIMATHEHON MEpEnucKe
MO>XHO BCTPETUTH U TaKue (HOPMBI:

Dear Colleague, Jloporoii koytera!

Dear Reader, VBaxaeMbIl YN TATEb!
Dear Editor, YBaxxaeMblil penaktop!
Dear Publisher, VBakaeMbIi U31aTeNb!

B HeopuMadbHBIX K€ CHUTyalHsX, T.€. NMPH OOpAIlCHHMH K 3HAKOMBIM,
POJICTBEHHUKAM, JAPY3bsM, HCIIOIB3YIOTCS TOJIBKO HMCHA.

B oTiimune oT pyccKoro sA3bIKa B aHTJIOS3BIYHBIX MHUChMaX IMOCIC OOpalleHHsI
CTaBUTCS HE BOCKJIMIIATCIBHBIA 3HAK, a 3amnsaTas WIM JBOCTOYHE. 3aIsTYIO
MPUHITO CTAaBUTh B COOTBETCTBUHU C OPUTAHCKOW TpaJauIldeil, a JBOCTOYHEC — B
COOTBETCTBHH C aMEPHKAHCKOW, OJHAKO B HACTOSAIIEE BPEMsS 3TO OTIMYWE MOYTH
HE cOOJIroIaeTcs.

Bce ckazanHOE 00 00paIeHUSAX MOYXKHO MPECTABUTh B BHJIC OOIIEH CXCMBI.

CTtnin Exa. uyuciao MHu. gyuciao
®opMaJILHO U CTPOTO My dear Sir / Sir
opuIHATbHO My dear Madam / Madam
Sir/ My dear Sirs
Ctporo opunmnajibLHO Mr. Smith
Madam/ My dear Mesdames
Mrs. Smith
Dear Sir Dear Sirs/ Sirs
Dear Madam Dear Mesdames/
O¢punnanbHo Mesdames
Gentlemen
Ladies
Dear Mr. Jones Dear Messrs. Jones
Menee ¢popmanbHO (npun and Smith
HAJHIHH NP EABITYIIEH Dear Mrs. Jones Dear Mmes. Jones
NepPenucKM) and Smith
HeopuumnanbHo Dear Jack/ Jack
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5. 3aumumn.

3aurMH nuchMa OOBIYHO COCTOUT M3 CJIOB OJIArOJJApPHOCTU 32 MOJIYUYEHHOE
paHee MUChMO WM W3 KaKUX-TUOO Apyrux (pa3 B 3aBUCUMOCTH OT CHUTYallUH.
Cnucok Hanbonee vacto ynotpeOiaseMbix ¢pa3 npuBoautcs B llpunoxkenuu, u
YUTATENh JIETKO MOXKET BBIOpATh U3 HEro HeoOXoaumyto (ppasy.

6. Texcer mucbma. (O6pa3ibl MUCEM MPUBEACHBI B OCHOBHOM YacTH.)

7. 3akaounTeabHas (pasza. (3akarounTeabHbIC (Ppas3bl MUCEM MPUBEICHBI
B [Ipunoxxenuu.)

8. 3akiounTenbHast GopmyJia BeKIMBOCTH.

Kak u ¢popma oOpatienus:, 3akiounTenbHas GopMylia BEKIUBOCTH 3aBUCUT
OT TOr0, KOMY Bbl NHiieTe NTUCbMO. OIHAKO B AaHTJIMHCKOM MUCHbMEHHOM 3THUKETE B
HACTOSIIIIEE BpeMs HCIONB3yeTcs Oojee wim MeHee obmas Qopmyna Sincerely
yours, KOTopasi B 3aBUCUMOCTH OT TOHA BCETO MHUCbMa MOKET BOCIIPUHUMATHCS U
KaKk cTporo oduuuanbHas, M Kak MeHee oduimanbHas, ¥ KaK COBEPIICHHO
HeoduimanpHas. Ha pycckuii a3bik 3Ta popMyiia mepeBOAUTCS B 3aBUCUMOCTH
ot curyaruu kak 'C yBaxxenueM' wiu 'Mckpenne Bam/ Hckpenne tBoif'. DTa
dbopmMya MOXKET UMETh HECKOJIBKO BAaPHUAHTOB:

Sincerely,

Sincerely yours,

Very sincerely yours,

Yours sincerely,

Yours very sincerely,

Always sincerely yours u T.11.

Hapsiny ¢ mpuBeieHHBIMU BbIIIE B O(PUIIMATLHON W JCIOBOM IEPENHCKE
UCIIOJIb3YIOTCS (DOPMBI:

Yours truly/ Yours very truly, [Ipenannbiii Bam
(dbopmanbHO U ODHUITHATBHO)
Truly yours/ Very truly yours, [Ipenannsiii Bam

(HecKoJIbKO MeHee (opMasbHO,
HO TaKke 0(UIIUATIBHO)

Memnee Oq)HHHaJIBHBIMI/I ABIAKOTCA:

Faithfully yours, C yBaxeHueMm/ C coBeplLIEHHBIM I10-
YTEHUEM
Cordially yours, Hckpenne Bam

[TogunHeHHBIE OOBIYHO OOpaIIalOTCsI K CBOEMY HAa4aJIbCTBY:
Respectfully yours, C yBaxxeHnem
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B nucemax poACTBEHHUKAM WJIM XOPOLIO 3HAKOMBIM MOT'YT HCHOJIb30BATHCS
T€ e (POPMBI:
Yours cordially,

Very cordially yours, Cepneuno oM / Bamn
Faithfully yours,

Yours (always) faithfully, Bcerna npenannbiii Tebe/ Bam
Yours ever,

Ever yours,

As ever,

Yours as always, Bcerna tBoi/ Bam

Yours affectionately,

Lovingly yours, JIroOsmuii Te0s / Bac
Devotedly (yours),

Yours truly, [Ipenannblii TeOe/ Bam
Your very sincere friend, TBoii/ Bamr uckpeHHuii apyr

3axmrounTenbHas GopMyiia BEXKIMBOCTH B MHUCHME MOXET UMETh U Ooree
WHTUMHBIN XapakTep. Tak, Hampumep, OJM3KHM JIpYy3bsIM W POACTBEHHUKAM
MO>KHO HAIMCATh:

Affectionately (yours),

Yours affectionately,

Yours with love, JIroOsimii Te0s

(Lots of) love,

(Lots of) kisses, Ilenyio

Your loving son/ daughter, TBOWTIOOAIINIA CBIH / 10Yb
Your devoted niece, [Ipenannas Tebe IeMsiHHUIIA

[Tocne 3axmounTeNnbHOW (HOPMYJIBI BEXKJIMBOCTA CTAaBUTCS 3amsiTas, Ha
CJIEIYIONICH CTPOKE MUIIETCS UMS WU haMUITHUS.

Wtak, Mbl paccMOTpENH CTPYKTYpy U COJEpkKAHUE OCHOBHBIX 4YacTeu
nucbMa. KoHeuHO, HamucaHuWe MUChbMa — 93TO TIYOOKO TBOPYECKHM IpoIiecc,
KOTOPBIA HE MOXKET ObITh OTPAHUYECH KAKUMH-JIUOO0 KECTKUMU UHCTPYKIIUAMH WU
oboporamu. OnHAKO COOJIOJICHUE TPHUBEICHHBIX BBINIC IMPaBUJ IOMOXET BaM
ycnentHee U 3QGeKTUBHEE BECTH NEPEMUCKY HA aHTJIMHCKOM SI3BIKE.

O®OPMJIEHUE KOHBEPTA

B Hacrosimee Bpemst B CIIIA, na, moxanyii, u Bo Bceit EBpore (Bkirouas
AHIIWI0), CYIIECTBYET €IMHBIA cTaHaapTt odopmieHus KoHBepTOB. CoOriiacHO
ATOMY CTaHJAPTYy UH(POpPMaLUs pacroiaraercst B CTporo onpeaeIeHHOM MECTE U B
CTPOro ONpeAcNeHHOM MNopsake. OCHOBHOM MPUHLUN 3TOTO PACHOJOKEHUA: OT
YaCTHOTO K 00IleMy, OT MHAUBHIYyMa K cTpaHe. B Hamielt ctpane undopmanus Ha
KOHBEpPTE pacrojiaraeTcsi B OOpaTHOM TMOpPSAJIKE: OT CTpaHbl K WHIUBUAYYMY.
[IpencraBum oOmyro cxemy OG(OpPMIIEHHS aMEPUKAaHCKOrO M €BPOIEHCKOro
KOHBEPTA.
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Hamomaum 3Ty cxemy collepKaHuEM.

1. Ums, bamunust oTopaBuTes, 2. Mapka,
HOMEp KBapTHUPhI/ 10Ma, yKa3zaHHe Ha croco0
HAa3BaHUE YJIULBI, TOPOJ, JIOCTaBKH

mTaT/ pailoH, MOYTOBBIN
WHJIEKC,CTpaHa

3. Nms,pamunus nomyvaTens,

HOMED KBapTHPHI/ TOMa, HA3BaHUE YITHIIBI,
ropoi, mTat/ paiioH, MOYTOBBIA WHIEKC,
CTpaHa

Obpasey oghopmnenus konsepma

J. Wilhelm Stamp
410 Lawrence Street, Apt. 5 REGISTERED MAIL
Ann Arbor MI 48105 AIR MAIL
USA

Mr. J. R. Smith

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

Kak BuiHO U3 cxembl 1 00pa3lia, OCHOBHOE OTIMYUE POCCUHCKOTO KOHBEPTA
OT aMEPHUKAaHCKOI'O0 COCTOMT B TOM, 4YTO B 000MX ajpecax (OTHpaBUTENS H
MoJiy4artesisi) Ha aHTJIMWCKOM $I3bIKE BHauajie muiiercs GaMuiius, 3aTeM HOMEp
J0Ma, yiula, HOMEp KBAapTUPbl WM amapTaMeHTOB, TOPOJ, CTpaHa, uYTo
(bakTHYeCKH MPOTHUBOIOIOKHO TOMY, YTO Mbl IPHUBBIKJIM BUJETh Ha POCCUMCKUX
KOHBEpTax.

Eme o0AHO CylIEeCTBEHHOE M OYEHb Ba)XXHOE pa3iMuue COCTOUT B
pa3MelleHuH ajpecoB Ha KoHBepTe. Ha Hamem koHBepTe o0a aapeca HMUIIYTCS
CIpaBa: aJipec IoJydyaTesisd B IPaBOM BEPXHEM YIUIy, a aipec OTIPABUTENSI — IO
HUM, TaKxKe crpaBa. Ha aMepukaHCKOM WJIM €BpPONEHCKOM KOHBEPTE aJpec
OTIIPaBUTENS MUILETCS B JEBOM BEPXHEM YIJy, a aJpec MoJydarenass — IOYTH
nocepelMHe KOHBEpPTa, HECKOJbKO CIpaBa M HEMHOro KHM3y. MHorma, mpasna
(0cOOEHHO B 4YacTHBIX NHChMax), agpec OTHOpaBUTENs MUIIETCS Ha OOpaTHOM
CTOpPOHE KOHBEPTA, HO aApec IOoJydyaTells BCEr/a Ha JIMLEBOM CTOPOHE IpaBee OT
LEHTPa, HEMHOT'O KHU3Y.

13




[TouroBas cmnyx0a CIIA mnpugaer O0JbIIOE 3HAYEHHE MPABUIBHOMY
o(OpMIICHHIO KOHBEpPTAa M PACCHUIAET CBOUM KJIMEHTAM CHEIHUAIbHYIO MaMATKY-
cxemy How to Address Envelopes Completely and Correctly (cm. c. 17). ImenHno
cOOJIIOICHUE YCTAHOBJICHHBIX TMPaBUI O0ECIEUYUBACT OBICTPYIO U TOUYHYIO
JIOCTaBKY KOPPECIOHJEHIUM ajapecaTy. Mbl TakKe COBETYEM UYMTATENIsIM CTPOTO
NPUACPKUBATECS HMEHHO 53TOM cXxeMmbl O(GOpMIICHUS KOHBEpTa, HHAYe Ballle
MMCHbMO BO3BPATUTCS K BaM, IIPOiJIsl BECh Kpyr 00paOOTKHU Ha MOYTOBBIX MalIMHAX
Epomnsr u CIIA.

Heckonpko 3ameuannii, TOABOASAIINX UTOTH.

[Ipexxne Bcero HEOOXOIUMO e€Ille pa3 MOAYEPKHYThb, 4TO HHGpOpMALUs,
MpeACTaBICHHAss Ha KOHBEpPTE, JOJDKHA OBITh MO CYIIECTBY TaKOM XKe, Kak u
uH(opMalKs BO BHYTPEHHEM ajJipece, T. €. B CAMOM IHChME.

INFORMATION PLEASE!
D4 AESSCIATOS - dﬂ?l
7iB PARK AYE 5 | !
RE®W TORK MT 109931502 I !
TOAER
:‘nn.!. iﬁ,h:.':f;:uu.c-?:q MILL Dnr¥E AFT 14
GTOH ¥a& I2304-1300
Al Lse pour Husdy 455 L roe, nclude the
wrirm addmess And il s iTow pparticent ar
I the 71 + 4 oo, e Teamber
mbeae s vl
e s
s T 1 Ly Dy, Boane
Wt of Souh Sirest, Pacer, Road
Lirde. .. 7

Agpec mosiydyaTessi HaUMHAETCs C €ro MOJIHOTO UMEHHU W (pamMuiauu, mepen
KOTOPBIMH 00s13aTEILHO CTaBUTCS ojHA U3 popM: Mr., Mrs., Miss, Ms.

Hanee cnenyeT ykazaHue Ha HOMEpP JIOMa, Ha3BaHHE YJIUIIbI, IEPEyiKa U T.1I.
(Street, Avenue, Drive, Lane, Place, Road, Circle). Ilpu 3ToM 0OBIYHO
YKa3bIBAa€TCA, IJIe€ HAXOAUTCS JaHHAs YJIHIA N0 OTHOIIEHUIO K CTpaHaM cBeTa: N,
S, W, E (cesep, tor, 3anajg, BocTtok). Homep goma craBUTCS mepen Ha3BaHUEM
yIUIBI, 3aT€M CIIeAyeT HOMEp KBapTHpbl WM anaprameHToB (Apt., Suite).
Hanpumep:

350 West Forty-Second Street, Apt. 10

85 N Gower Street, Apt. # 5

39 S Alexandra Road, Suite 8
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B npuBeneHHsIx npumepax otMeTuM cienytomiee. Ciosa Street, Apt., Suite
(ynuua, KBapTHpa, aapTaMeHThl) Yallle BCEro MUIIYTCS ¢ 3arjaBHOM OYKBbBI. 3HAK
# o0o3HauvaeT 'HoMep' (TIpaBia, OH MOXKET U HE CTABUTHCS).

Jlanee B ajgpece creAyeT Ha3BaHWE Tropoja, IITaTa (Yamle BCEro
COKpallleHHO€e) uiu rpadcTBa — B BenukoOpuTtanuu (ToXe COKpAILEHHOE).

3atem uner noutoBell uHAeKkCc (ZIP Code = Zone Improvement Plan). B
CHIA »stoT MHAEKC cocToUuT u3 msatu uudp, B BenukoOpuranun — u3 OykB U
undp. 3a noutoBbiM uHAEKCOM B CIIIA MoxeT cTosiTh ele oAUH (MECTHBIN) KO/,
cocrosuil u3 yetelpex Hudpp. Hakonen, ciemyer Ha3BaHHE CTpPaHbl, KOTOPOE
MOXET KaK-TO BBIICIISITHCS WU NOAYEepKUBaThes. Hampumep:

Mr. John S. Smith Mr. Giles S. Leman

25 High Street, Petersfleld 3500N 29th Street, Apt. 7
Hants., GU 31 4LN Waco TX 76708-2642
Great Britain USA

Kak BugHO M3 mpUMepoB M Kak OOBIYHO MPHUHSATO B HACTOSIIEE BPEMs, B
KOHIIE CTPOYEK ajJpeca 3amsThle HE CTaBITCS, a BECh aJpeC HE OKAHYMBACTCS
touko. Kpome Toro, kak yxe Obulo oTMedeHO, Ha3BaHusa mrTatoB B CIIA wu
rpadctB B BenukoOputanuu yacto odo3Havatores cokpamieHHo (MI = Michigan;
Hants = Hampshire). [ToutoBeie unaexcel B CIIA 1mudpossie (76708-2642), a B
Anrnuu OykBennbie u mugpossie (GU 31 4LN; WC2 3AB).

Takum xe oOpazom odopmisercs W aapec OTIPABHUTENS, C TOW JIUIIb
pasHMICH, 9YTO B HEM, KaK IpaBWIO, He cTaBuUTcs dopma Mr., Mrs., Miss, Ms.
nepes UMEHEM U (paMUIIHe OTIPaBUTEIS.

HNuorpa B ampece moiydarenss MOTYT BCTPETUThCA cioBa care of wim
COKpAaIllEHHO ¢/0, C.0. OTH CJOBa O3HAYAIOT, YTO TMCHMO HAMPABIAETCS
KOHKPETHOMY JIMIY, OJTHAKO HJIM OTIPABUTEII0 BOOOIE HEM3BECTEH aJIPEC ITOTO
JMIIa, WIKA 3TO JHUI0 BPEMEHHO HaXOAMUTCS HE Mo cBoeMy ajapecy. COOTBETCTBEHHO
MUCHMO HAIpaBIsIeTCS JAPYroMy JIMIy WM B OpPraHU3AlMIO IS TMepeaadyu
YKa3aHHOMY JIMITy. DTO MOKET OBIThb, HallpUMEp, OTENb, B KOTOPOM OCTaHOBUJICS
MoJIy4aTeb MHUChMa, WM €ro APY3bsS M 3HAKOMBIC, KOTOPBIE MOTYT IepeaarTh
MMCHMO 110 Ha3HauYeHH0. Hanpumep:

Mr. R. Jones

c/ o Hotel Savoy

Paris

France

B 3akitoueHue 1a MM HECKOJIBKO OOIUX COBETOB:

Azipec moitydateliss Ha KOHBEPTE BCET/a CISAYET MUCATh MOJHOCTHIO U, TI0
BO3MOKHOCTH, IMEYaTHBIMU OYKBAMH — 3TO OOCCIICUUT €r0 HAJCKHYIO JOCTaBKY
ajpecary.

He crapaiitech BMECTHUTH ajpec B JBE CTPOKH, MHUIIUTE €ro Ha TPEX WU
YEThIPEX CTPOUYKAX.
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Paznuunble yka3aHuss O cmocobax JOCTaBKM IIHCbMa JAENAIOTCS, Kak
[IPaBWIO, [IOYTOBBIM OTIEJICHUEM B IIPABOM BEPXHEU YaCTU KOHBEPTA 101 MApKOU,
OJIHAKO MHOTJIa OHU MOTYT OBITh ClI€JIaHbl U BaMH JINYHO OT pyku. Hampumep:

Registered (mail) 3aka3Hoe

Air mail/ Via air mail ABua

Express (delivery) Dkcrpecc

If notdelivered please B ciiyyae negoctaBku
return npoch0a BEPHYTh

OCHOBHBIE IIPABUJIA OP®OI'PA®UN
U IYHKTYALIUU AHTJIMACKOI'O A3BIKA

IIponucHbie OYKBBI

Hcnonp30BaHUE TPOMHUCHBIX OYKB B aHTIUHCKOM SI3BIKE TOMYHHSCTCS
HECKOJIbKO WHBIM MPABUJIaM, HEXKEIIH B PYCCKOM.

C nponucHBIX OYKB B aHTTTUHCKOM SI3BIKE TTUIITYTCS:

1. IlepBoe c10BO MpeMIOKEHUS.

2. llurata BuyTpu npemioxenus (God said, Let there be light. - Gen. 1:3).

3. IlpssMoii BONPOC BHYTPU MNPEIJIOKECHUSA, HAAKE €CIM OH HE BBIACISACTCS
kaBeiukamu (He usually asks himself, Am 1 right?).

4. Jlmunoe mecroumenue s (He and I disagree).

5. Nmena coOcTBeHHBbIC: (aMuiInKM, WMEHa, reorpauyeckue Ha3BaHUS
(Adamson, Chapman, John, Mary, Washington, New Y ork).

6. IlpunaratenbHble W JApyrue 4YacTH pedyd, OOpa3OBaHHBIE OT HMEH
cooctBennbix (English, Russian, American, Americanism, New-Yorky). Cp.,
OJIHAKO, TJIaroJi anglicize.

7. HasBanus HapozoB, pac, IieMeH W s3bIkOB (Japanese, Russians, the
Russian language).

8. 3Banms, tutynbl, qopkHOCTH (Queen Elizabeth, President Clinton, Mr.
President, Your Honor, U. S. Minister Kevin Nicholson, Associate Professor John
Robinson, Chief Engineer Leonard Cole-man, General Manager Tom Jones).

9. OdunmanbpHbIC Ha3BaHUI HAIIMOHAJIbHBIX/ MEXKIYHAPOIHBIX
roCy/IapCTBEHHbIX/ yacTHBIX opranuzanuii 1 qokymeHToB (The Constitution of the
United States, the Fifth Congress, Federal Reserve Bank, Charter of the United
Nations).

10. CymectBuTelbHBIE (M YacTO MpUJIAratelbHbIC), OTHOCSIIHECS K
nousTuio 6oxkectra (God, the Almighty, Allah, Providence, Lord).

11. Ha3anusi aHet Hepenu, Mecsies, npa3aaukoB (Monday, March, New
Year, Christmas, Fourth of July, Good Friday).

12. Ha3BaHums J0TOBOPOB, TOCYIApCTBCHHBIX AaKTOB, HMCTOPHYCCKUX
cobbiTui, 3m0x, BoH (Versailles Treaty, Mid3le Ages, the Civil War, War of
1812).

13. Ha3Banus ctpan cBeta u ux npousBojinbie (the North, a Northerner).

14. Ha3BaHus nUTEpATYpHBIX NPOU3BEICHUH, >XYpPHAJOB, CTaTed M T.I.
(Shakespeare's Macbeth, the Journal of the American Medical Association).
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15. HazBanust Toproeix Mapok (Philips, Sony).
16. Ha3Banust yueHbIx cTeneneut u nomkHoctelt (A.B., Ph.D., M.D.).

IIpaBuia nepenoca

Kak u B pycckoM si3bIke, IEPEHOC B aHTIUHCKOM BCET/Ia TTOYUHEH CMBICITY
cnoBa. CiexyeT oOpamaTh BHUMaHUE HA TO, YTOOBI TIEPEHOC HE MCKA3UJ CMBICI
CJIOBA WJIU €TO TIPOU3HOIIICHUE.

IIepeHOC HEBO3MOKEH B CIECAYIOIINUX CIyYasX:

I. He pexoMeHayeTrcsi MEPEHOCUTH IMOCJIEAHEE CIIOBO TMPEAJI0XKEHHUS Ha
CIICYIONIYI0 CTpaHMITy. Takke HEe PEKOMEHIYEeTCs TIEPEHOCUTh Ha CIEAYIONIYIO
CTpaHHUIly CTPOKY, KOTOpas sSBIISICTCS MOCIeAHEH B ab3arre.

2. Henp3s mnepeHOCHUTh 3HAKW TMPENUHAHUSA, a TakKe COKpaIleHHBIC
o0O3HaueHUsT Mep Beca, [JIMHBI, BPEMEHU, OTACNAS HX TEM CaMbIM OT
YUCIUTEIBHOT0, K KOTOpoMYy OHM OoTHOCcATCS (220 km, 500 cm).

3. Henp3s oTaensaTh GamMuiInio OT HHUIIHAIIOB.

4. CoOcTtBeHHble uMMeHa Hukorna He paszpenstorcs (Moscow, London,
Africa).

5. Caemyet u3beratb mepeHOCa COCTABHBIX yacTel Ha3BaHuil (the Atlantic
Ocean, Latin America).

6. Henp3s pazbuBats nepenocom OykBerHbie a00peBuatypsl (USA, UNO).

7. CnoBa, cOCTOSIIIIME M3 OJHOTO CJiora, HUKOraa He mepeHocsarcs (though,
through, height).

8. Cybduxc Tperbero Jmiia eTMHCTBEHHOTO YHUCJa riaroja B HACTOSIIEM
IIPOCTOM BPEMEHHU -S, -€S HE TIEPEHOCUTCS JIaXKe B TEX CIydasix, KOrja oH oOpasyer
camocrosTeabHbIi cior (he buys, he sells, he wishes).

9. OkOHUYaHWE MHOXECTBEHHOT'O YMCJIAa CYIIECTBUTEIBHBIX He MEePEHOCUTCS
JaXxe B TeX CiIydasx, Korja oHO o0pa3yeT caMmocTositenbHbii cior (houses, boxes).

10. Coueranusi OykB, 00OO3HayaroUMe OJUH 3BYK, HE pa3lESAIOTCS TpPH
nepeHoce.

[TepeHOC BO3MOKEH B CIACAYIOIINUX CITyYasx:

1. PazaensroTcs yiBoeHHBIE cortacHbIe (mis-sion, let-ter).

2. PaznensroTcs 1B corjacHele, cTosmue psajgoM (pen-cil, sterling).

3. [Ipeduxcer u cyhdukcel otaenstorcs ot kopHs (dis-like, prolong, drffer-
rent, acknowledg-ment).

4. CnoxxHbI€ CJIOBa JISTSATCS HA COCTaBHBIE yacTh (some-times, there-after).

5. CoriacHasi MKy NBYMS TJIACHBIMH IIEPEHOCHTCS CO BTOPBIM CIIOTOM
(ma-jor, la-ter).

6. Ilepenocsarcs cyhduKChl CpaBHUTEIBLHOH M IPEBOCXOJHON CTCIICHH
npuiararenbHeix (short-er, short-est).

7. llepenocurca cyddukc -ing npudactus 1 repynaus (go-ing, play-ing).

Touka
1. Kak 1 B pycCKOM, B aHIJIUMCKOM S$I3bIKE TOYKAa CTAaBUTCA B KOHIIE
MPEIOKEHUS.
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2. B otnuuue OT pycCKOro, B aHIJIMHCKOM SI3bIKE TOYKA CTABUTCS B KOHLE
MPEAJIOKEHUSI, BOIPOCUTENIBHOIO Mo (opMe, HO COAEpKALIero He BOIpoOC, a
npocb0y (Will you kindly fill in the enclosed form and return it directly to us).

3. Kak mnpaBmio, cokpamieHus (3a HMCKJIIOYEHHEM Ha3BaHUW rocynap-
CTBEHHBIX U MEXAYHAapOJHBIX OpPraHHU3aluil) OKaHYMBaKOTCS TOYKOM (Mr., Mrs.,
Dr., pp., Dec, 7 p. M., 30 mins., no. 15).

Takue dopmel, kak 1st, 2nd, 3rd, 4th u T. 1., UCMTOAB3YIOTCS O€3 TOUEK.

4. Touka OTHENSAET LEJI0€ YUCIO OT AECATUYHOU ApOOH, a TaKKe LEHTHI OT
nommapa(12.32 ft., $ 15.75).

5. B KoOHIIE 3arojioBKa TO4YKa, Kak MPaBujo, HE CTABUTCS.

3ansaTasn

W3 Bcex MyHKTYallHOHHBIX 3HAKOB 3amsiTas MPEACTaBIsSET HauOOJbIINE
TPYIHOCTH KaK I ”HOCTPAHIIEB, TAK U JUIsl CAMUX HOCUTENEH sI3bIKA.

1. 3anmaToil B aHTJIMHCKOM SI3BIKE, TAK K€ KaK M B PYCCKOM, Pa3aeiIsltOTCs
YacTH CIIOKHOTO W CloXHOToaunHeHHoro npesioxenus (This decision should in
no way diminish your excellent record, and we will be able to take advantage of
your considerable talent). Eciu B CI0XXHOIMOJYMHEHHOM MPEIJIOKEHUN HMEETCS
HECKOJIBKO MPHUIATOYHBIX MPEITIOKEHUN, TO BCE OHH, KaK MPABUIIO, Pa3/ICIISIOTCS
3amsITHIMU, IPUYEM 3arsTasi CTAaBUTCS U TIepea coro3oM and.

2. 3amsaThIMU BBIICTSAIOTCS TaKHe BBOJHBIC CIIOBA M BBIpaKEHHs, Kak: of
course, on the contrary, on the other hand, consequently, furthermore, moreover,
nevertheless, therefore, in the first place, unfortunately u ap. (The question,
however, remains unsettled. Nevertheless, we shall go).

3. 3amArasg CTaBUTCA MEXIy OJHOPOJHBIMH WICHAMH TPEIJIOKECHHUS,
KOTOpBIEe HEe coenuHeHbl cotozamu (Five minutes, ten minutes, a quarter of an hour
went by, yet nobody appeared).

4. Ecnii HECKOJIBKO OJTHOPO/IHBIX WICHOB CBSI3aHBI 0€CCOI03HO, a TOCIETHUN
MPUCOEIMHEH TIOCPEJCTBOM coro3a and/ or, TO BCE€ OJHOPOJHBIE YJICHBI
pa3feNsoTCs 3alAThIMU, IPUYEM 3aI1isiTasi, B OTIIMYME OT MPABUI PYCCKOTO SI3bIKA,
ctaButcs U nepen coro3oM (We are sending you bicycles, cars, motorcycles, and
motorscooters). ITo0 MPaBHWIO OTHOCHTCS W K TEM CydasM, KOrja IMOCJICIHUNA W3
OJIHOPOJIHBIX UJIGHOB BbIpakeH cioBoM etc. (et cetera) (Forks, knives, spoons,
etc.).

5. 3amsATas BbIICIACT MPUIOKCHUE C MOSCHUTSIHHBIMHA CJIOBAMH, CTOSIIEE
nocJye omnpezaensieMoro cymiectsutenbHoro (St. Petersburg, the second capital of
Russia, is a wonderful city).

6. 3ansTas BeIIeNseT npuyacTHbId 00opot (Seeing the dog approaching, he
ran off down the sreet).

7. 3anstas Beigenser oopamienue (Friends, Romans, countrymen, lend me
your ears). OOpalieHue B Hauaje MUChbMa BBIJEISETCA 3alsiTON, B OTIUYHE OT
PYCCKOTO SI3bIKa, T/IC B TIOJJOOHOM CJTy4dae CTaBUTCS BOCKIUIATEIHHBINA 3HAK.

8. 3amsTas CTaBUTCS B KOHIE MUCbMa MOCIE 3aKIIOYUTEIBHOU (OPMYJIbI
BEXKJIMBOCTH, Nepe] noAnuckto (Sincerely yours,).
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9. B o603HaueHusIX nart 3amnsitas otaenseT yucio ot roaa (The contract was

signed May 15,1996).

10. 3ansTas cTaBUTCS BHYTPU MHOTO3HAYHBIX YHCEII JJISI OTACJIEHUS Kilacca
TBICSY OT COTEH, Kjlacca MHWJIJIMOHOB OT COTeH Thicsad u T. A. (15, 000, 000).
3ansiTas HE CTaBUTCS NpU 0003HAYEHUU MHOTO3HAYHBIX HOMEPOB JIOMOB, CTPaHUI]

KHMUT'.

PA3JINYUSA B HAIIMCAHUU MEXIY AMEPUKAHCKUM
U BPUTAHCKUM BAPUAHTAMU AHTJIMMCKOI'O SI3bIKA

B nacTosimiee BpeMsi MeXIy aMEpPUKAHCKUM W OpPUTAHCKUM BapHaHTaMHU
AHTJIMHACKOTO SI3bIKA COXPAHAIOTCS Pa3JIMUMs B HAMCAHUHU HEKOTOPBIX IPYIMI CIIOB.
OTHU pa3nyuus MOKHO MPEJICTABUTH CIEAYIONIEH TaOnuIeH.

US

British

Example

tcion

Xion

connection/ connexion
complection/ complexion

dg

dge

judgment/ judgement
abridgment/ abridgement

ae, oe

ecology/ oecology
anemia/ anaemia

cr

1c

theater/ theatre
center/ centre

1ze

ise

organize/ organise
moralize/ moralise

11

leveling/ levelling

11

fulfillment/ fulfilment
enrollment/ enrolment

or

our

humor/ humour
color/ colour

defense/ defence
offense / offence

Apec OTOPaBUTENS

NHpaekc mpeAnpusaTHS CBSI3H U aApeC OTIPABUTENS

aJIpEeC MoJaydaTciisd

d)aMI/IJII/IS'I ajgpecara, yjauiia, HOMEp A0Ma, KBAPTHUPHI

rOpOJi, ITAT, HOYTOBLIA MHJIEKC, CTpaHa
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1. IPOCBHbBbI
O ITPEAOCTABJIEHUU PABOTbI
JOB-APPLICATION LETTERS

YBaxkaemsle rocriozal

S obOpaiiarock K BaM, 4TOOBI y3HATh, 3AMHTEPECOBAHBI JIX Bbl B IPUHATHH HA
paboTy B Baily (UpMY 4YeJIOBEKa C XOPOIIMM 3HAHUEM AHTJIMHCKOTO sI3bIKA IS
BEJICHUSA JI€JI C POCCUMCKUMH WJIM AMEPUKAHCKUMU MTAPTHEPAMMU.

A okonuun Cankt-IleTepOyprckuii rocyaapCTBEHHBIM YHUBEPCUTET C
JUILIOMOM MarucTpa 1o CueuuaIbHOCTH «PycCKuil SI3bIK U TUTEpATYypay.

A noctosinHO npoxuBato B CaHkT-IleTepOypre. Y MeHs ecTh ONbIT padOThI
Ha KOMIIBIOTEPE, U S TAKKE CIIENUATIAZUPOBAIICS B MIEPEBOJE C AHTIIMICKOTO.

Kpowme Toro, y MeHsI €CTh BOIUTEIBCKUE MPAaBa, U 51 JOBOJBHO XOPOILIO BOXKY
MarmuHy. YTo Kacaercs paboThl, TO S MOTY BBITIOJHSTE €€ B JIF000E BpeMH.

51 3auHTepecoBaH B paboTe y Bac, TaK KaK CUYUTAIO, YTO CMOTY MCIIOJIh30BaTh
T€ HAaBBIKM, KOTOPBIE YK€ TMOJIYYHJ, a TaKXe MNPUOOpPECTH HOBBIE, KOTOPHIE
MOBBICAT MO0 MPOGECCUOHAIBHYIO KBaTU(UKAITHIO.

51 Hazeroch, UTO BBl CEPHE3HO PACCMOTPUTE MOE MHCBMO U MPEAOCTABUTE
MHE BO3MOXHOCTb BCTPETUTBHCS C BaMU [JIs JNAJbHEUILETro OOCYXIEHHUS 3TOrO
BOIIpOCA.

Cnacu0o 3a BHUMaHHE.

Hckpenue Bai

C. Kysneyos

Dear Sir or Madam,

I am writing you to find out if you would be interested in hiring a person
with a strong background in English to work with your firm in its dealings with
Russian or American partners.

I have graduated from the State University of St. Petersburg with a Master's
degree in Russian language and literature.

I am a resident of St. Petersburg. I have had experience working with
computers and my training has focused on work of translating between English
and Russian.

In addition I have driver's license and can drive rather well. In considering
a job I have flexibility in terms of working hours.

I am interested in working in your firm to use the skills that I acquired es
well as to learn new skills that would develop my professional qualifications
further.

I hope you can give my letter serious consideration and that it would be
possible to meet with you to discuss this matter further.

Thank you for your attention.

Sincerely yours;

S. Kouznetsov
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YBaxkaemsle rocrozal

MeHsi uHTepecyeT MeCTO MOMONIHHUIBI 1Mo Aomy B Okcdoprae, pexiamy
KOTOpOToO s Bujena B razere «Canau Taitmcy.

MHe BoceMHaaaTh JIET, 1 y4yCh Ha BTOPOM KypCE€ aHTJIMHCKOIO OTAECIEHUS
Cankr-IleTepOyprckoro rocy1apcTBEHHOTO YHUBEPCUTETA.

Moii otenr pabotaer un:xkeHepom B Cankt-IlerepOypre, a Mama npenogaet
AHTJIUMCKUU SI3BIK.

S nmobno nereit u Obuta OBl paja MpUCMAaTPUBATh 33 HUMHU U BBIMOJIHSTH
MEJIKYI0 paboTy MO I0MY, HO, K COKAJICHUIO, 1 HEBaKHO TOTOBIIIO. M

S cBoOOIHA € cepeANHBI U0 4O KOHIIA aBrycTa U Oyly paja BO3MOXKHOCTHU
MONPAKTUKOBATHCS B AHTJIMHCKOM, KOTOPBIN 1 BOCEMb JIET U3ydalia B IIKOJIE.

B cnywae ecam Bac 3auHTEpecyeT MO€ IPENJIOKEHHWE, S TOTOBa
MPEIOCTaBUTh BaM PEKOMEHIALMU OT CIEAYIOMUX JIFOAEH, KOTOPbIE MOI'YT MHE UX
aTh. JTO...

Haneroch Ha CKOpBIN OTBET.

C yBaxxeHHeM

Dear Sirs,

I am interested in the au pair * post at Oxford which I saw advertised in the
newspaper The Sunday Times.

I am eighteen years old, and now I am in my second year at the State
University of St. Petersburg in the Department of English.

My father is an engineer here in St. Petersburg and my mother is a teacher
of English.

I am fond of children and would be willing to help with yours and to do odd
jobs about the house but, unfortunately, I am not very good at cooking.

I would be free from the middle of June until the end of August and would
welcome the opportunity of practicing my English which I studied for eight years
at school.

Should you be interested in my application, you could contact the following
persons who are willing to act as references for me. They are...

I hope to hear from you at your earliest convenience.
Yours faithfully,

*Au pair [rezju:me:] (¢pp.) — TOMOIIHUIIA TIO XO3SIUCTBY, OOBIYHO WHO-
CTpaHKa, KOTOpasi paboTaeT 3a KBapTHPY U CTOJI, OMHOBPEMEHHO PY4asiCh SI3BIKY.
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VYBaxkaemsle rocrozal

S xoren Obl IPEANIOKUTh CBOIO KaHIUAATYPY AJis pabOThl BO BpeMs JIETHUX
KaHMKYJ, KOTOpas peKJIaMHpyeTcs B BalleM OObsBIeHMH B Trazere «CaHKT-
[leTepOyprckue HOBOCTH.

S BeimyckHuk CaHkT-IleTepOyprckoro rocygapCTBEHHOTO YHHMBEPCHUTETA
(Poccust) u 6bU1 OBI paji BO3SMOXXHOCTH CTaXXKUPOBATHCA B Baliel hupme.

B HacTosiiiee Bpems s 3aHUMarOCh Hay4YHO-UCCIEN0BATEIbCKOW paboTON B
o0JlacTh MEXaHUKH, U MPAKTHKa B Bamiel (prupme Oblia Ol MHE OYEHD MOJIE3HA.

[Ipunarato kpatkyto apToouorpaduio.

51 Ob11 OB OYEHB O1arojapeH, eciau Obl Bbl PACCMOTPENH MOE 3asBJICHUE.

C yBaxxeHueM

Dear Sirs,

I would like very much to offer myself as a candidate for the summer
vacation job as advertised in the newspaper St. Petersburg News.

I am a graduate student of the State University of St. Petersburg (Russia)
and would greatly appreciate an opportunity to train in your firm.

At present I am engaged in postgraduate research in the field of mechanics
and practical experience with your firm would be very useful.

I have attached a short resume. *

I would be very grateful if you would consider my application.

Yours faithfully,

* Resume [rezju:me:] (pp.) — kpaTkas aBroOmorpadus (pesrome), mpea-
CTaBIisieMasi KAaHIUAATOM Ha JIOJDKHOCTb.

VYBaxaemsle rocrona!

Sl BbITyCKHUK MOCKOBCKOTO TEXHMYECKOI'O YHHMBEPCUTETAa M XOTEd Obl
y3HaTh O BO3MOKHOCTH BCTPEUM C BaMH, YTOOBI OOCYIUTH MOE MpPEIJIOKEHHE O
paboTe B Baleli KOMIaHUU.

B nacrosmee Bpems s pabotato B «MuTepueimnn [Iponaxrc Jlumurten» B
KauecTBe MeHemkepa. M3 mpunaraemoil MHON Ouorpaduu cienyer, 4To y MEHs
€CTh TPEXJIETHUM CTaX paOOThI B 3TOM TOIKHOCTH.

S Hazmercp, YTO 3TOT NPOLLIbI ONBIT B COYETAHUM C IPAKTUYECKUM
XapaKTepoM TMPOMJIEHHOIO0 MHOI0 OOy4YeHHus [JejaloT MEHS MOAXOASIINM
KaHAUJATOM JJI Balledl KOMIIAHUH.

2Kny Bamero orsera.

C yBaxxeHHEM

Dear Sirs,

I am a graduate of Moscow Technical University and I would like to inquire
about the possibility of an interview with you to discuss what I have to offer your
company.
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I currently work for International Products Ltd., as a manager.

As you can see from the enclosed resume, I have three years experience in
this position.

I hope that this past experience coupled with the practical nature of my
completed training would make me a good candidate for a job with your company.

I am looking forward to hearing from you.

Yours sincerely,

YBaxkaemble rocnoja!

S Obl XOoTen MOCTynuTh Ha paboTy B KadecTBE IEpEeBOJYMKA B Ballle
areHTCTBO.

S npunarato aBroomorpaduio, cBEeHUS O CBOEH KBaIU(UKAIIMK, a TAKKE
MMEHA TPEX YEJIOBEK, KOTOPhIE MOTYT MEHS PEKOMEHOBATh.

Ecnum BBl coutere, 4To s NO CBOMM JIaHHBIM COOTBETCTBYIO BallUM
TpeboBaHUAM, Oymy paa MpouTH codbece0BaHume.

[Ipunarato Kk TMCbMY KOHBEPT C aJPECOM M MApKOil /1JIs Balllero OTBETA.

C yBaxkeHHEM

Dear Sir or Madam,

I should like to make an application for the post of an interpreter at your
Agency.

You will find a full account of my career and qualifications on the attached
personal record sheet, and I have also added the names of three referees.

If you feel that my qualifications meet your requirements, I shall be pleased
to come to an interview.

I enclosed a stamped addressed envelope for your reply.

Yours faithfully,

YBaxkaemblil JOKTOp ATTBYA!

Mmue xoTenock Obl MOJYYUTh MECTO IpernojaBaTesis McTopuu Ha Bamem
(bakynbTeTe Ha CPOK OT OJJHOTO JI0 TPEX JIET.

Mmue 45 net, s UMeI0 CTENeHb JOKTOpa M JWUILUIOM 00 OKOHYAHHMU JETHHUX
KypcOB 110 UcTOpuu B OKCHOPICKOM YHUBEPCUTETE.

C 1985 roma s paboraro Ha wucTopuueckoMm (akynbrere PocToBCKOro
yHUBepcuTeTa. Y MeHs 6onee 25 nmyOnukauuii mo HoBod uctopuu. Cpean HUX —
TPHU KHUTH.

B 1989 roay s yurtan jekuuu MO COBPEMEHHOW MCTOPUM B YHUBEPCUTETE
mtata Hero-JIxepcu, a B 1990 — 1992 rogax pabotan crapiiuM npenojiaBaTeiemM
B YHUBEpcHUTETEe BammHrrona.

B HacTtosimee BpeMs s uMTar0 Kypc JIEKIMM 110 COBPEMEHHOW HCTOPUHU
CTyzeHTaM POCTOBCKOro yHMBEpPCHUTETA.
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Ha Bamem ¢dakynbrere s Mor Obl BeCTH KypC COBPEMEHHOUM pyccKoM
ucrtopuu. Sl Mor Obl Tak)Ke YMTATh JICKIIMU 110 HOBOM eBpormeickoil uctopuu. Bee
3T KYPCHI 51 MOT OBl BECTH JTMOO HA aHIJIMICKOM, JTUOO Ha PYCCKOM SI3bIKE.

[Tpunarato aBrobuorpaduro nius Bamero paccMorpenus. Eciu y Bac ecth
KaKue-1nbo BOMpOCHl WK Bam HY>KHBI 1ONOJHUTENBHBIE CBEICHUS, MOXKAYICTa,
U3BECTUTE MEHS.

bnaronapro 3a BHUMaHue.

C yBaxxeHneM

[Ipunoxenne: apToonorpadus.

Dear Dr. Attwood,

I would be interested in a position as a professor of history at your school
for a period of one to three years.

I am 45 years of age, and I have a Ph. D. and a Diploma of Summer Courses
on history at Oxford University.

I have been giving lectures at the University of Rostov since 1985. I have
more than 25 publications on Modern History. Among my publications are 3
books.

In 1989 I was a lecturer of Modern History at the University of New Jersey
and in 1990-92 I was a senior lecturer at the University of Washington.

Presently I am teaching Modern History at the Rostov University.

At your school I could conduct courses in Modem Russian History. I could
also lecture on Modem European History, All of these courses can be delivered in
either English or Russian.

Enclosed is a copy of my resume for your consideration. If you have any
questions or wish any additional information, please, feel free to let me know.

Thank you for consideration.

Sincerely yours,

Enc: Resume

YBaxkaeMble rocroa!

S tonpko uTo mpodyen B xypHaje «Taitm» Bare oOBSABICHHUE O BaKaHCUU
aJMUHUCTPATOPA U XOTeJ OBl MPEIOKUTH BaM CBOM YCITYTH.

K nuceMy mpumnarato cBelieHHs 0 MOeH KBalu(uKaluu U craxke paboThl, a
TaK)Xe TPU PEKOMEHAATEIbHBIX MUChMA C MOCIEIHUX MECT CIY>KOBI.

Komnneru, pekomeHayronme MEHs, COTJIaCHBbI JaTh XapaKTePUCTUKY MOUX
JUYHBIX KAY€CTB, MTOCKOJIbKY OHU 3HAIOT MEHS HECKOJIBKO JIET.

Bbyny pan BcTpeTuThCsl ¢ BaMu B J11000€ HAa3HAYEHHOE BaMU BPEMs.

Hazeroch Ha GnaronpusiTHOE pelieHre Borpoca.

C yBaxkeHHeEM

Gentlemen:
I have just read your advertisement in the magazine Time for the position of
a manager, and I would like to offer my services for the post.
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I am submitting a summary of my qualifications and experience, together
with copies of three recent references.

The writers of my references have stated that they are prepared to speak for
me in regard of my character, each having known me personally for several years.

I would be pleased to meet with you at almost any time by appointment.

Trusting for a favorable reply to my application.

Respectfully yours,

YBaxkaemble rocnoja!

S numry BaM B OTBET Ha Ballle OOBSABICHUE O BAKAHCUU KIIEPKA, KOTOPOE
nosiBuiIock B razere «HoBoctu» 20 ceHTSOpsI.

Mae 21 roa. B 1989 rony s 3akoHYMI POCTOBCKYIO CpeAHIO0 KOy Ne 12 ¢
XOPOIIMMHU OLIEHKAaMH MOYTH MO BCEM MpEIMETaM, BKJIOYasi aHTJIMUCKUN SI3BIK U
KypC KOMIIbIOTEPHOT'O O0yUEHHSI.

B HacTosiiiee Bpems s 3a04HO y4yCh B MECTHOM KOJIJIEIKE JJIS MOJTYYESHUS
CIIELIMATIBHOCTH «byXrajiTepckuil yueT».

[locnenqnue Tpu TOAa s paboTar0 HA HEMONHYH CTaBKYy B Mara3uHe
MHOCTPaHHOM KHUTH B PocToBe.

Mue cornacunuch nath pekomeHpanuu aBa 4enoseka: H.II. HBanoB,
Poccus, 191028, Cankr-IlerepOypr, bonpmioit np., 25, k8. 5 1 M.M. Muxaios,
Poccus, 115000, PoctoB, 7-i mpocnexT, 1. 5, KB. 2.

Ky monoxuTeabHOro OTBETA.

C yBaxkeHHeEM

Dear Sirs,

I am writing to you in response to your advertisement for a clerk which
appeared in the newspaper the News of September 20.

I am twenty-one years of age. In 1989 I left the Rostov Secondary School
#12 with good passes in practically all subjects, including English and computer
training.

I am currently studying for a certificate in accounting at the local college as
a part time student.

For the last three years I have had a part time job at Foreign Books Store in
Rostov.

The two people listed below have agreed to ect as referees for this
application: LP. Ivanov. 25 Bolshoy Pr., Apt. 5, St. Petersburg, 191028, Russia
and M .M. Mikhailov. 57th Avenue, Apt. 2, Rostov, 11500, Russia.

I look forward for a favorable reply.

Yours faithfully,

YBaxaeMblil rOCTIOINH !
S obpamarocs k Bam B cBsizu ¢ Bamum o0bsiBieHneM B razete «MecTHbIe
HOBOCTH» OT 12 Mas C.T.
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VY MeHsl AecATUIETHUM cTax Oyxrairepckod palOoTsl. [loaTomy s cumTaro
ce0st MOAXOJAIMM KaHIUJaToOM i1 paboTel B Bameit pupme.

[Ipunarato pestome, koTopoe mnpouHpopmupyer Bac o moeit pabote B
KauecTBe Oyxrairepa.

beuta 61 Bam ouens OmaromapHa, eciu Obl Bbl cOuiM BO3MOKHBIM MPUHSATH
MeHs B yao0OHoe 115t Bac Bpems.

C yBaxxeHnem

Dear Sir,

I am writing you because of your advertisement in the newspaper Local
News of May 12.

I think that 10 years of book-keeping experience have qualified me to seek
employment at a company like yours.

I am enclosing my resume that will inform you of my experience as a book-
keeper.

I would greatly appreciate your granting me an interview at your
convenience.

Sincerely yours,

HavyaibHuKY oTa€/Ia KaapoB

VBakaeMbIH rOCIIONNH !

MeHnst mHTEpeCyeT JOKHOCTh PYKOBOJUTEIS TOPTOBOTO OTIENa, O KOTOPOU
BEI nanu 0OBsABIIEHNE B CETOMHAIIIHEN ra3eTe.

B nactosiiee Bpems s paboraro B komnanuu «IIpogaxka u oOcmyKuBaHHE.
[Tocnexaue Tpu roja s paboTas B IIECHTPAIBHOM O(HCe ITON KOMITAaHHH.

3a BpeMsa paboOThl s OBLI MOBBIIIEH B JIOJDKHOCTH JI0 TUPEKTOpa OT/Aela
TOPTOBJIM, PEKJIAMbI U1 MapKETHHTA.

Kpome Toro, s 3aHMMan IOJKHOCTh PYKOBOIUTEINS MPOU3BOJCTBA B (hUpMe
«PeMOHT MalmMH» U JOJKHOCTh HayalbHUKA UCCIIEIOBATEIBCKOTO OTHEe]a B TOU
xKe pupme.

Hanerocw, 4To MHE Oy/eT BhICIaH OJIaHK 3asiBJICHUsI O pUeMe Ha paboTy.

C yBaxkeHHEM

To the Head of Personnel Department

Dear Sir,

I am interested in the post of sales manager which you advertised in today's
newspaper.

At the moment I am employed by the firm Sales & Service. For the last three
years I have been in their Central Office.

While I was there, I was promoted to manager of the sales, advertising and
marketing departments.

Other positions which I-have held have included production manager for the
firm Machinery Repair and head of the research department of the same firm.

1 hope that an application form will be sent to me.
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Yours faithfully,

YBaxaeMblil rOCTIOIUH !

S Obl xoTen moAaTh 3asBICHUE O NpUeMe Ha paldoTy Ha JOMKHOCTh
MOMOIIIHUKA MPOrpaMMHCTa, O KOTOPOHM ObUIO OOBSABICHO B JKypHaje
«KoMInbroTEPHI».

[lonararo, yTo MOsi KBaIM(PUKAIUS BIOJIHE COOTBETCTBYET 3TOU JOJIAKHOCTH,
u Oyny mpusHaTelIeH, eciau Bbl BhllIeTe MHE OJaHK 3asiBICHHUS] O IpUEME Ha
pabory.

OTtnpaBbTe, MOXKaMyHCTa, ITOT OJAHK MO aJIpecy, YKa3aHHOMY HHXKE.

biarogapro Bac 3a nomonis.

C yBaxxeHuem

Deer Sir;

I would like to apply for the position of assistant computer programmer as
advertised in the magazine Computers.

[ feel that I am especially qualified, and would appreciate your sending me
an application form.

Please send the application form to the following address.

Thank you for your help.

Sincerely yours,

VBaxxaemsble rocnoal

S Opl xOoTenm monaTh 3asBICHHE O TpHeMe Ha padoTy Ha JOJKHOCTb
HAYYHOTO COTPYAHHUKA, O KOTOPOW TOBOPUTCS B BallleM OOBSIBICHUHU.

A nokrop Hayk, ydeHyw creneHp mnonyduna B Cankrt-IletepOyprckom
rOCYJapCTBEHHOM  YHUBEPCHUTETE, y MEHS TakkKe IMATWIECTHUH  CTax
HCCIIeI0OBATEIBLCKOM paboThl B IHCTUTYTE aCTPOHOMUM.

[Ipennaraemasi JOMKHOCTh MPEACTABISAET IJIsI MEHS OCOOBIM MHTEpec, Tak
KaK 5 CHEUATH3UPYIOCh UMEHHO B 3TOM 00JIaCTH.

[Ipennonaraemsiii CpOK COTPYHUUECTBA — J[BA I'0Jla — MEHS YCTPaUBaeT.

B aBroOuorpaduu, kotopyro s Tpuiararo, S Ha3Bal HMMEHa JIBYX
PEKOMEHIYIOIIMX MEHs JItojiei: ogHoro u3 Poccuu, apyroro uz AHrium.

byny npusHaTeneH, e€cii Bbl BBIILUIETE MHE AHKETY-3asBIICHUE, a TaKKe
JIpyrue HeoOX0MMbIE TOKYMEHTHI.

C yBaxkeHHeM

Deer Sirs,

I wish to apply for the post of Research Associate as described in your
advertisement.

I have a Ph. D. degree taken at St. Petersburg University as well as five-year
research experience gained at the Institute of Astronomy.

The offered post presents an unusual interest to me as it belongs to the field
in which I specialize. The period for which the fellowship is offered— two years —
would suit me.
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In my curriculum vitae,* which I enclose, I have given the names of two
references, one from Russia and one from England.

1 should be very much obliged if you could send me your application form as
well as further particulars.

Yours faithfully,

* Curriculum vitae (ram.) — xpaTkas Onorpadus, CHHOHUM pe3loMe, Yalle
ynoTpeOnsiercst a AHTIIUM.

YBaxxaeMmblii T-H CMHUT!

HenaBno s y3Han, yto Bamia opranu3zanus nana o0ObsiBIeHHE O BakaHcuu. B
OOBSIBIICHUU YKa3bIBAJIOCh, UTO BbI uiere kaHauaatoB ajis paboThl B 00JIaCTH
TEJICKOMMYHUKAIIHA.

[IpounTtaB 0OBSABIECHUE, S TMOHSJ, YTO HUMEIOIIMHCA Yy MEHS OIBIT
aIMUHUCTPATUBHON M IOPUIUUYECKON NESATEIbHOCTH B COUYETAHUHU C MHOTOJIETHUM
OTIBITOM PabOTHI B chepe aBTOMATU3AINH SBIISCTCS MPEKPACHBIM OCHOBAHUEM LIS
MOJIYYEHHUS PEKIaMUPYEMOM JOIKHOCTH.

CeronHst yTpoM s IO3BOHIII TIO YKa3aHHOMY Telie(hOHYy, U MHE CKa3aJH, YTO
Bame areHTcTBO BCe emie mpuHHUMAaeT 3asBieHus. s ymoOcTBa COTpyIHUKA,
MIPOBOJISIIIIETO MHTEPBBIO, 5 MpUJIarar aBToonorpaduro.

S 6w OBI BecbMa OJaromapeH, eciiv Obl BBl kKak MOYKHO CKOpee peliniiu ¢
BamuM pykoBOJICTBOM, CMOTY JH I CIHOCOOCTBOBAaTH OCYIIECTBJICHHUIO 3ajad,
crosimux nepen Bameit opranuzanueii. Eciu sxenaTenpHa BeTpeda, TO COOOITUTE

Ecnu ot mens tpebyercs momoiiHUTENbHAS MHGOpPMAIIHS, TO, MOXKaIyHCTa,
MTO3BOHMUTE.

C yBaxkeHHEM

[Tpunoxxenne

Dear Mr. Smith,

I recently became aware of your office's advertisement for a vacancy. It
indicated your office was seeking applicants for telecommunications.

Upon reading the ad copy, it occurred to me that my special combination of
administrative and legal experience, when coupled with my long-time interests in
automation, would provide excellent background for the advertised positions

This morning I called the telephone number listed, and was advised that
your agency is still accepting applications. For the convenience of a reviewing
official,/ attach a copy of my resume.

I would appreciate early discussions with your principals to ascertain how [
might contribute to accomplishment of your agency's mission. Should a meeting be
desirable, please let me know.

In the meantime, should additional information be needed, please feel free to
call.

Sincerely,
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Enclosure

I'ocmoma! O

DTO MUCHMO HAIIMCAHO B OTBET Ha Bamie o0baBIeCHHE OT 15 urong 1996 rona
B « YHUBEPCUTETCKOM OIOJLIIETEHEY.

VYuuteiBas, uto s OyAy 3auMHTEpecoBaH B mepeesne B Jlamnac, a Takxke To,
YTO I MOJOWAY MO CBOEH KBaIU(PUKAIMKM M TOTOB MOJAATh 3asiBICHUE HAa OTY
JIOJKHOCTh, TPONIy Bac  BBICIATh MHE KOMHHM  TPWUTJIANICHHUS WU
KBaTU(UKAIMOHHBIN OJaHK U UHCTPYKIUU T10 3aMOJHEHUIO 3asIBJICHUS.

3apanee Oyarogapro 3a OBICTPBIN OTBET HA MOIO ITPOCKHOY.

C yBaxxeHuem

Sirs:

This is in response to your advertisement in the July 15, 1996 University
Bulletin.

In anticipation that I would be interested in relocating to the Dallas area,
would be qualified, and would be interested in making application for that
position, please send me copies of the bid or qualifications sheet and application
instructions.

Thank you for your early attention to this request.

Sincerely,

VYBaxkaemblit fokTop Kemn!

bonwmmoe cmacu6o 3a muceMo, B KOTOpoM BbI coobimaeTe, 4To sI YCIOBHO
NpUHAT Ha Kadenpy Xxumuu Bamero yHmBepcuTera s pabOThl B OCCHHEM
cemectpe 1996 rona.

S moHMMarp, 4YTO OKOHYATENIbHOE peIlIeHHue OyaeT NpHHATO, Koraa s
BBIMNOJIHIO YCJIOBHS, YKa3aHHbIe B Bamem nuceme. B TeueHHE HECKOJIIBKUX JTHEH s
BBIIILJIIO OCTABIIMECS IOKYMEHTHI.

Xouy BbIpa3uTh BaM CBOIO MPU3HATEIBHOCTH 32 Ty MOMOIb, KOTOPYIO BbI
MHE J1II00€3HO OKa3aJIHu.

Nckpenne Ba

Dear Dr. Kelly,

Thank you very much for your letter in which you told me that I have been
conditionally admitted to the Department of Chemistry of your University for the
Autumn Quarter of 1996.

I understand that my admission will become final when I have fulfilled the
conditions as stated in your letter. Within a few days I shall be sending you the
remaining official records.

I wish to say how much I appreciate all the assistance you have kindly given
me.

Sincerely yours,
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VYBaxaemslil npodpeccop Cmur!

Obpamatoc k BaM, Tak kak s 3auHTEpEeCcOBaH B MOJydeHUU Ha Baiem
(bakynbpTeTe AOHKHOCTU TPENOJaBaTeNsl PYCCKOIO sS3blKa Ha MEPUOJ OT OJHOIO
rojia 10 AByX JIET.

Jletom s ObUT MpUTTANIEH HA BPEMEHHYIO CTaBKY IMpENojaBaTelisi pycCKOro
a3blka B yHuUBepcutTeT beilnop B ropome Beiliko, mratr Texac. S Hapesncs
MOJIYYUTh CTaBKy Ha JBa WJIM YEThIPE CEMECTpa, HO OKa3aJloCh, UYTO S MOTY
MOJIYYUTh CTAaBKY TOJBKO Ha OJIUH. Tak Kak s HE XOTEJ MOTEePSTh BO3MOMXKHOCTh
npenogasaTh B CIIA, s mpuHSII 3TO NPEIIOKEHHE.

[locne okonuanusi cemectpa 20 nexabpsi s Bo3Bpamaroch B KazaHckuit
yauBepcutetr (Poccust), ¢ Tem 4roObl BO30OHOBHUTH CBOIO  OOBIYHYIO
MpenojaBaTeabCckyto pabotry B yHuBepcurere. Ecnmu ke s Oyny u3bpaH Ha
MPENnoaAaBaTeIbCKy0 JNOKHOCT, Ha Bamem ¢dakynbreTe, TO s JErKO CMOTY
Bo3BpatuThes B CIIIA B aBrycre mnm ceHTsOpe.

bonee Toro, ecnu He0OX0AUMO, TO 51 MOT OBl HaUaTh MpernoiaBaTh Ha Bamem
dakynbreTe B sstHBape. B HacTosIee Bpemsi y MeHsl ecTh Bu3a J-1, KoTopasi, Kak s
MOHUMAI0, MOKET OBITh MPO/IJIEHA HA TOJ] WK OOJIbIIIE.

Ha Bamem ¢dakynprere s Mor Obl BeCTH MNPAKTHUYECKHE 3aHATHUS T10
PYCCKOMY $I3BIKY ISl HAUMHAIOMIUX M JIJIST TIPOJOJIKAIOIIUX 00yUeHUE CTYICHTOB.
S OBl Takke MOT YHUTaTh JEKIHMH (HAa PYCCKOM WJIM HA AHTIMKUCKOM S3BIKE) IO
pyccKkoi auTepaTtype U 1no Kypcy «CoBpeMeHHasi pocCUiiCKasi AE€HCTBUTEIbHOCTbY.

Kak TpeboBasioch B OOBSABICHHH, s IpUJaral CBOK aBTOOHOTpadwuio,
CIIUCOK HEKOTOPBIX CBOMX IMYOIMKAIUNA U TPU PEKOMEH/IAIIHH.

Cmacu6o 3a Bamry momorp.

Uckpenne Bam

C. Cunoposn

[Tpunoxenne

Dear Professor Smith:

I am writing concerning my interest in a teaching position at your school as
a professor of Russian for a period of one or two years.

Late this summer I was invited to be a visiting professor of Russian at
Baylor University in Waco, the state of Texas. While I hoped for a two to four term
position, the only one available was for one semester only. Not wishing to pass up
the opportunity to teach in the USA, I accepted the position.

After my term ends on December 20,1 will return to my position to Kazan
University in Russia, to resume my regular teaching position. If I am chosen for
the teaching position at your school, I could easily come back to the USA in August
or September.

More than thet, if necessary, I could begin to teach at your school in
January. I currently have aJ-1 visa, which, as I understand, could be extended for
a year or more.
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At your school I could conduct courses in practical Russian for beginners
and intermediate level students. I could also lecture on Russian literature and
present-day Russian life, either in Russian or in English.

As requested, I enclose a copy of my curriculum vitae, a list of some of my
publications and three letters of reference.

Thank you for your assistance.

Sincerely,

S. Sidorov

Enclosure
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12. OTBETHI HA TITPOCBBbI
O ITPEAOCTABJIEHUU PABOTbI
ANSWERS TO JOB-APPLICATION LETTERS

YBaykaemblii r-H XapBu!

A mumy Bam, 4TOOBI COOONIUTH, UTO HAalla BpPEMEHHAas BaKaHCHUS IO
Kadenape GU3MKH yxKe 3ar0JHEHA.

Cnacu6o Bam 3a 10, uto BBl mposBIIM MUHTEpEC K HaIlleMy KOJUICIXKY, H,
nokayucTa, pa3periuTe MHE noxkenaTb Bam ymaum B Bamux ganpHenmmx
MOUCKaX PabOTHI.

C yBaxxeHuem

A. Anbepmcon

Dear Mr. Harvey,

I am writing to let you know that our visiting position in Physics has been
filled.

Thank you for your interest in our College and please allow me to wish you
the best of luck in your future endeavors.

Sincerely,

A. Albertson

VYBaxkaemblii r-H Hbroman!

bnarogapum Bac 3a Baiie 3asBieHue 1o MoBOJly BpEMEHHOM, CpokoM Ha |
roJl, BAKAaHCHH 110 Kaeape XUMHH.

MpbI BHEMATENBLHO paccMOTpUM Barie 3asBieHre U CHOBa CBsikemcs ¢ Bamu,
KOTJla CMOXeM cooO0ImuTh BaM uT0-TO GoJiee onpenesieHHoe.

Eme pa3 cnacubo 3a wuWHTEpeC, KOTOPBIM BBl MPOSBWIM K HaIIeMy
YHUBEPCUTETY.

C yBaxkeHHEM

Dear Mr. Newmen,

Thank you for your application for omne-year visiting position in the
Department of Chemistry.

We will review your application carefully and get back to you when we have
something more definite to report.

Thank you again for your interest in our University.

Sincerely,

VYBaxkaemslii 10KTOp CKOTT!

3aKOHUYMIICS IEPBBIN Typ 0TOOpa KAHIAUIATOB Ha JTOKHOCTh JOLICHTA.

Mpbl cuumraem, utro Oynaer chpaBe[IMBO cooOuwmTh Bam, uro Bama
KaHJUJaTypa He OyIeT paccMaTpUBaThCs B CIENYIOIIUX Typax. OTO PELICHUE HE
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cBs3aHO ¢ Bamel kBanudukanuei, OHO MOTUBUPOBAHO JIMIIb CHEUU(PUUECKUMHU
HY>XJaMu Hamied kadepsl.

bimaromapum Bac 3a TOT wMHTEpec, KOTOpbIM BBl NposBUIM K OTOU
JOJKHOCTH.

C yBaxxeHHEM

Dear Dr. Scott,

The first stage of our review process for the associate professorship has
been completed.

We think it fair to inform you that you ere not among those still under
consideration. This is no reflection on your credentials but a decision motivated by
specific needs of our department.

Thank you for your interest in this position.

Sincerely yours,

VYBaxkaemslii r-u Cmut!

bimaromapro Bac 3a Bam 3anpoc 0 IOMKHOCTH JOLIEHTA Ha OTHCICHHE
CJIaBSIHCKHUX MCCIEAOBAHNN B MUYUTaHCKOM YHHUBEPCHUTETE.

K coxanenuto, mojgaya 3asBJICHUN 3aKOHYMIACH | CEHTSAOPSI, U TIOATOMY MBI
HE HMEIM BO3MOXHOCTH pPAacCMOTpeTh Bamie nucbMo 1O TOBOAY 3TOrO
0OBSBIICHUS.

Cnacu6o0 3a Bamr uHTEpEc K 3TOM TOTKHOCTH.

C yBaxkeHHeEM

Dear Mr. Smith,

Thank you for your application for the position of Lecturer in Slavic Studies
at the University of Michigan.

Unfortunately, applications closed on 1 September and therefore it was not
possible to consider your response to the advertisement.

Thank you for taking an interest in the position.

Yours sincerely,

VYBaxaemsblil T-H Jleiike!

bnaromapro Bac 3a 3ampoc 0 BO3MOXXHOCTH paboThl B KOMIaHuu Ail-bu-2Owm.
MpI iennm Bain nHTepec K Hallle KOMITAaHUH.

HecmoTpst Ha TO uto Bamm Ouorpaduyeckue naHHble TPOU3BEIM Ha HAC
camoe OJIaronpusATHOE BIIEYATICHHE, B HACTOSIIEE BpEeMs Y HAac HET BaKaHCUM,
KOoTOpasi Obl COOTBETCTBOBaNA Bamemy onbITy U KBauUKaLUK.

Mpg1 6ynem xpanuTh Bairy aBToOuorpaguio B TeueHHE rofia B KapTOTeKe Ha
CJIy4ail, eciiv MOsIBUTCSL BaKaHCHsI, COOTBETCTBYIOIAs Bamieit kBanudukamm.

Emie pa3 6narogapum Bac 3a nposiBieHHbIN HHTEpEC.

Kenaem Bam ycriexa B mouckax pabOThI.

C yBaxxeHHEM
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Dear Mr. Lakes,

Thank you for your inquiry about employment opportunities at [IBM
Corporation. We appreciate your interest in our company.

Although your background is impressive, we currently have no openings that
match your skills and qualifications.

We will keep your resume on file for one year for review should we have en
opening for which you are qualified.

Again, thank you for your interest.

Best wishes for success in your career search.

Yours sincerely,

VBaxxaeMblii T-H XoJjiaeH!

Cnacu6o Bam 3a To, 4TO BBl MPEeIOCTAaBUIM HAM BO3MOXKHOCTh PacCMOTPETH
Bamy kanauaaTypy A npremMa Ha padorTy.

MBI BHEUMATEIIFHO O3HAKOMMIJINCH C Bammm ombiToM M KBanudukamuwein u
CUMTAEM, 4YTO B HACTOSIIEE BpemMs y Hac HeT il Bac cooTBeTCTByrOHIEH
TOJDKHOCTH. OJTHAKO €CIIM TaKOBasl MOSIBUTCS, TO MbI C YOBOJIBCTBHEM CBSIKEMCS
¢ Bammn.

Mpbl nenuMm Bam uHTEpec K Halleld KOMIIAaHWM WM Kejnaem Bam ycriexa B
Bammux nouckax.

Uckpenue

Dear Mr. Holden:

Thank you for giving us the occasion to consider you for employment.

We have carefully reviewed your background and qualifications and find
that we do not have an appropriate position for you at this time. If one should
develop, however, we will be pleased to contact you.

We appreciate your interest in our company and wish you success in your
search.

Sincerely,

VYBaxaemsblil r-H @uiep!

Sl uckpenHe neHro Bam uHTepec k Hamen komnaHuu. S mpouen Bamry
aBroOuorpaduto ¢ mHrepecoM. OpHaKo, 0OCYyIUB €€ C COTPYAHMKAMU OTJIEJIOB
KaJIpOB U MAapKETHHIA, s C CoKalleHneM coob1iaro Bam, 4to B HacTosiiee Bpems y
HAacC HET BaKaHCHH, KOTOpasi Obl COOTBETCTBOBAAa Bamel kBanudukauu.

bimaromapum Bac 3a TOT uHHTEpec, KOTOpbIM Bbl IIposBWIM K Haleu
kommanuu. S yBepeH, uto Bl ckopo HalizeTe cebe padborTy.

C yBaxkeHHeM

Dear Mr. Fisher:
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Your interest in our company is genuinely appreciated. I read your resume
with interest. However, after evaluating the resume with our personnel end
marketing departments, I regret that we do not have e position open at this time
that fits your abilities.

We thank you for your interest in our company and I am sure that you will
find a position soon.

Respectfully yours,

YBaxkxaemas r-xa [lapnona!
bimarogmapum Bac 3a mucemo ot 5 ampens 1996 roma, B kotopoM Bai
3ampalinBaeTe 0 BO3MOXKHOCTH MOJIYYEHHUS AOIKHOCTH. K coxkanieHnto, BIHYXAEH
COOOIIUTh, YTO Y HAC HET a1 Bac moaxopsiero Mecta U MaJOBEPOSITHO, YTO OHO
MOSIBUTCA B OJIM KaIeM Oyayiiem.
C yBaxxeHuem
C. Cmum
WHcriexTop 1mo nmpueMy Ha paboTy

Dear Ms. Pavlove,

Thank you for your letter of April 5, 1996 inquiring about the possibility of
an appointment.

I regret to say that we do not have a suitable vacancy for you, nor does it
seem likely that one will arise in the near future. Yours sincerely,

S. Smith

Appointment Administrator

VBaxaewmslii r-H ITonos!

Bamie nuceMo npe3nsieHTy Kopropauuu ObUIO HallpaBlI€HO MHE JUIsl OTBETA
Bawm.

bnarogapto Bac 3a mmcemo. A ¢ OGonbmuMm wuHTEpecoMm mpouen Barmry
ouorpaduto. OgHaKo, K COXKAJICHHIO, B HAaIlleM OT/eNie cedyac HET BaKaHCHIA.
Bo3MoxHO, OHA TOSIBUTCS B Oy 1yllIeM

Hckpenne Bain

Dear Mr. Popov,

Your letter to the President of our Corporation has been passed on to me for
reply.

Thank you for your letter. [ reed your CV* with great interest.
Unfortunately, however, our department at present has no vacancies. It may be
possible in the future that we will have a vacancy.

Yours sincerely,

* CV — cokpauieHue ot JaTUHCKOro curriculum vitae 'aBroouorpadus'.

VYBaxaemslii r-H Tumodees!
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bmaromapum Bac 3a mnuceMo, K coxaneHuro, B Halmem OTIEJNE HET
BakaHTHbIX MecT. OpHako s Oyny XpaHuTh Bamly aBToOMorpaduio y cebs B
kaproteke. C yBaXXeHHEM

Dear Mr. Timofeev,

Thank you for your letter. Unfortunately, our department does not have any
positions open. I will, however, keep your resume in my flies.

Sincerely yours,

YBaxaemslii r-H 1BaHOB!

Bamu marepuansl, nocianubsie r-uy OysHy J[>KOHCOHY, ObUIM MepeliaHbl B
MOU OTJEIL.

K coxanenuro, B HacTosimiee BpeMs y HAac HET BakaHcui no Bamrei
CIIeIMaTU3 a1 H.

Bamu aBroOmorpadguss u pexomeHmanuu OyayT XpaHUTBCS B HAIICH
KapTOTeKE Ha TOT CiIy4ail, ecnu B OmrkaiimeM OyaymeM y Hac TMOSBUTCS
BaKaHCHs, COOTBETCTBYIOIIas Bamel kBanupuKauu U OnbITY.

Cnacu60, uTo Bl IpOsSIBUIIM UHTEPEC K HAILIEMY OTIETY.

C yBaxxeHHEM

DearMr. Ivanov:

Your materials sent to Mr. Owen Johnson have been forwarded to my office.

Unfortunately, we do not have any openings at this time in the field of your
specialization.

Your resume and references will be kept on file in case we have an opening
appropriate to your background in the near future.

Thank you for interest in our department.

Sincerely,

VYBaxaemslil npodeccop CMUpHOB!

[lo mopyyeHuio pykKoBOJCTBa yHuBepcuTeTra mTara Oraiio s ¢ OOJNbLIUM
yIIOBOJICTBUEM IIpejuiarar0 BaMm BpeMEeHHYI0 TOIKHOCTH Ipodeccopa pyccKOro
A3bIKa TOJILKO Ha Mepuoj oceHHero cemectpa 1997 rope.

3ansTus HauHyTcs 26 aBrycra 1997 roga u npojoikatca nNpuoIU3UTENbHO
1o 20 nexadbps 1997 rona.
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Bame 3apnnarta 3a Bech cemectp coctaBut 14 000 momnmapor CHIA. Drta
3apIuiaTa, 3a BBIY€TOM HAJIOrOB, CTPAXOBKHU U T. M., Oy/IeT BblnaBaThcsi Bam B Buje
€KEMECSYHBIX BBIILJIAT IEPBOTO YKCIa KaXJ0ro MECsIa.

[Tpomry Bac kak MOXHO ckopee COOOUIUTh HaM TelerpaMmmoi win (hakcom,
[IpUHUMAETE JIM BBl 3TO IIpeiioxKeHue.

C Hanny4yIIMMU NOKETaHUSAMU

Dear Professor Smirnov:

In the name of the University of Ohio it is my pleasure to offer you the
position of Visiting Professor of Russian for the fall 1997 semester only.

Classes begin August 26, 1997 and last approximately till December 20,
1997.

Your salary for the entire semester will amount to $14,000. This salary
minus deductions for taxes, insurance, etc. will be paid in monthly installments on
the first of each month.

Please cable or fax us as soon as possible your acceptance or rejection of
this offer.

With best wishes,

VYBaxkaemslii r-H CaMbrod3!

Ham npustHO mnpennoxxuth Bam TOMKHOCTH TMOMOIIHMKA MEHEKepa B
Hamel pupme HaumHas ¢ 1 HosOps 1996 roxa.

Bamra 3apab6ortnas miata 6yner 36 000 momrapos CIIIA B rox. Ber takxke
OyzeTe moayJyaTh CIeAYIONUe JOTOTHUTEbHbBIE JIHIOTHI:

Ecnu BBl pemuTe NpUHATH 3TO MMCBMEHHOE MPE/JIOKEHNE, TO, OKATyHCTa,
MOJTNHUIIUTE MPUIaAraeMyto KOIHUIO 3TOTO MUChMa U BEPHUTE €€ KaK MOXKHO CKOpee
B IIpUCIIaHHOM JiJ1s1 Barrero yio6¢cTBa KOHBEpTE ¢ MapKOA.

Ot uMmenu Hamied QuUPMBI pa3pelinTe MHE MO3/ApaBUTh Bac U BbIpa3uTh
HAJEXIy, YTO BBl NPUMHTE TPEIJIOKEHHEe B TOM BHJE, B KaKOM OHO
c(hOpMyYITHPOBAHO BHIIIIE.

C MCKpEHHHUM YBa)KEHUEM

(IToxmuce)

[TPUHVMAIO:

Dear Mr. Samuels,

We are pleased to offer you employment with our firm in the position of
Assistant Manager, commencing Nov 1, 1996.

Your rate of compensation will be$36, 000 per year. You will receive the
following "fringe benefits ”:

If you decide to accept the written offer, please sign the enclosed copy of this
letter and return same as soon as possible in the self addressed (stamped) envelope
enclosed for your convenience.

On behalf of our firm let me congratulate you and express our hopes that
you will accept the within offer, as set forth above.
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Very truly yours,
(Signature)
ACCEPTED
13. BAITPOCHI O BO3MOKHOCTH
YUYEBbI
APPLICATIONS FOR STUDIES

B IlpueMHY10 KOMUCCHIO

YBaxkaemble rocrnoja!

51 Obu1 OBl OYEHBb MPU3HATEIEH, €CIU Obl BbI COOOIIMIIA MHE, KAKUE€ UMEHHO
KYPChI BbI IIPE/IJIaraeTe MHOCTPAHHBIM aCIUPAHTaM B 00JIaCTH (PUBHUKH.

S xoTen 6bI y3HATH MOJAPOOHOCTH O BO3MOXKHOCTH OOYUCHHS B aCIUPAHTYPE
BallleTO YHUBEPCUTETA.

3apanee Onarogapio.

C yBaxxeHuem

B. Anmonos

To the Admissions Olffice

Dear Sirs,

I would be very grateful if you could give me some information about the
particular courses of study you provide for foreign graduate students in the Reid of
physics.

1 should like to explore the possibility of graduate study at your University.

Many thanks in advance.

Sincerely yours,

V. Antonov

YBaxxaemble rocroa!

MeHsi ouyeHb MHTEpecyeT MporpaMmMa TOJATOTOBKM AaCHHPAHTOB JJiA
MOJIyYeHUs CTENEeHU JOKTOopa HayK, M S XO0uy ToJaTh JOKYMEHTHI JIs
MOCTYIUICHUS B aCIUPAHTYPY.

He mornu Obl BbI mpuciaTh MHE OpOIIOpPY ¢ MOApoOHON wH}OpManueit o
pPa3IUYHBIX aKaJIEeMUYECKHX Y4YeOHBIX Kypcax, a TakXe CO CBEICHUSIMH 00
YCJIOBUSX O0YUYEHUSAMHU KHU3HHU aCTUPAHTOB Ha (PaKyIbTETE aHTJIMICKOTO sI3bIKA?

C yBaxkeHHeM

Dear Sirs,

I am greatly interested in your graduate program leading to a Ph. D. degree
and should like to apply for admission to graduate status.

Could you kindly let me have an information brochure giving particulars on
various academic curricula that are available as well as information on the
facilities in the Department of the English Language?

Yours faithfully,
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YBaxkaemsle rocrozal

51 OB XOTEN MPOWTH MHTEHCUBHBIM Kypc OOy4YEHHUsl aHTJIUMHCKOMY S3BIKY B
BallleM S3BIKOBOM LIEHTPE B T€UEHUE OCEHHEro cemectpa 1997 rona. [loxanyiicra,
BBIIIUIUTE MHE HEOOXO0IUMbIE POPMBI U JJOKYMEHTHI.

S cosznaro, yTto miara 3a oOydeHue B BamieMm llentpe coctaBiasier 990
nosutapoB CIITA 3a kakablid HIECTUHEAETBHBIN CEMECTP, @ KHUTU CTOSIT IPUMEPHO
90 nosutapoB. Pacxosbl, CBA3aHHbBIE C TPOKUBAHUEM, COCTABIISIOT OT 1465 no 1740
IOJUIAPOB 32 Kaxablii ceMecTp. COOTBETCTBEHHO, S JOKEH HMMETh B CBOEM
pacnopsbkeHuH 1o kpaHend mepe 2545 nonnapos CIIIA. S cornaceH HeCTH Takue
pacxonsl.

O6patiatoch K BaM ¢ MPOCO0I MOMOYb MHE YCTPOUTHCS C KUIBEM B BallleM
Lentpe. S Obl XxOTEn 3ape3epBUPOBATH KOMHATY JUIsl MPOKUBAHUA BABOEM. S
CO3HAIO0, YTO TaKas KOMHaTa OyJeT cTouTh 515 mosmmapoB 3a cemecTp, KpoMe TOro:
25 nonnapoB 3a yOOpKy nomenieHus, 35 101apoB 3a KOMMYyHalbHbIe yeiayru u 50
J0JITaApOB — 3aJI0T 3a YyIIep0, KOTOPBI MOKET OBITh HAHECEH KUJIHIILY.

A noceutato BaM 6e3B03BpaTHbIN jJeno3uT B 200 1os1apoB, KOTOPHIH OyAeT
3a4TE€H MHE 32 apeHAy KOMHATBI B IIEPBOM CEMECTPE.

Sl Takxke co3Haro, 4YTO SI3BIKOBOM LEHTP MOCTABUT B H3BECTHOCTH
UMMUTPAIIMOHHYI0O W HaTypainu3zanuoHHyio ciayk0y Coenunenasix [llTaTos
Awmepuku B ciydae, ecnu s npueny B CIIA 6e3 cooTBeTCTBYIOMIMX (PUHAHCOBBIX
CPEICTB MU eciH s He Oyay COOTBETCTBOBATH CTAaTyCy CTYIIEHTa, MPOITyCKas
3aHATUSL.

C yBaxxeHHEM

Dear Sir or Madam:

I would like to study in the intensive English course at your Language
Center during the Fall Term of 1997. Please send me the necessary forms and
documents.

I understand that the tuition at your Center is § 990 for each six week term
end books cost approximately $ 90. Living expenses are estimated to be between $§
1,465 and 1,740 for each term. Therefore, I should have at least $ 2,545 available
to ma. I agree to be responsible for these expanses.

Please help me arrange housing at your Center. I would like to reserve a
shared bedroom. I understand that the cost of & shared bedroom is $515 per term
in addition to a $§ 25 per term cleaning fee, a 335 utility charge, and ¢ $50 damage
deposit. I am mailing you a non-refundable deposit of$ 200 which will be applied
to my first term's rent.

I also understand that the Language Center will notify the Immigration and
Naturalization Service of the United States of America if I arrive in the USA
without adequate funds or if I do not maintain my status by studying full time.

Sincerely yours,
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YBaxkaemble rocrnoja!

bonwioe cnacu6o 3a MucbMo, B KOTOPOM Bbl Ha3bIBaeTe MPUOIU3ZUTEIBHYIO
cTouMOoCTh Moero ooyuenus B CIIA.

S Obu1 OBl pajg BO3MOXXHOCTH padOTaTh, MOCEIIasi YHUBEPCUTET, YTOOBI
3aIuIaTUTh 3a yueOy, U Obl1 Obl OJlarogapeH 3a Jr0o0e npeaiokeHue, KoTopoe Bol
MHE MOJKETE ClIeJIaTh B 3TOU CBSI3H.

Moii HMHCTUTYT TOTOB OIUIaTUTh TPAHCIOPTHBIE PACXOJbl, BKIIOYas
CTOMMOCThH aBUAOUIIETOB.

Cnacu60 3a NOMOIIIb.

C yBaxkeHHEM

Dear Sirs,

Many thanks for your letter providing me approximate estimate of the costs
relating to my studies in the USA.

I would indeed welcome a chance to work while attending the University end
should be grateful for any suggestions that you may offer in this respect.

My Institute is willing to provide 6 travel allowance that will cover the cost
of the air tickets.

Then k you for your assistance.

Yours faithful,

VYBaxkaemble rocrnozal

51 mo3Boisto cebe oOpaTUTHCS K BaM € MPOCHOON MPOUTH CTaXKUPOBKY Ha
BallleM 3aBOJIe B paMKax MporpamMmbl MeXIyHapOJHON accolanu Mo oOMeHY
CTYACHTAMH IS MOJIy9eHUsI TPO(HECCHOHATLHOTO OTBITA.

Mens 3o0ByT Cepreit MBaHOB, s CTYISHT MO CHEIHAIBHOCTH WH)XCHEP-
snekTpuk. Ceifyac s Ha 4YeTBEPTOM Kypce, a BeCh CpOK oOyueHHs — Ooiee miaTu
JeT.

Kpome mMoero pogHoro, pyccKoro si3bIka, st TOBOPIO U THIITY ITO-aHTIUHCKU U
MO-HEMEIKH.

Moii anpec: Poccus, 191001, Cankr-Iletepoypr, HeBckuit nip., 54, kB. 5.

S1 Hamren Bamr 3aBOJ B CITUCKE OTpACie MPOMBIIUICHHOCTH, MPUHUMAIOIINX
ydacTHe B Iporpamme oOmeHa. S yke JaBHO 3HAKOM C €ro JesITeIbHOCTHbIO, U
MEHS BCerja BIeYaT/sa TPEBOCXOAHAs padoTa Ballero MpPeANpUsTHS.
B03MOXHOCTh MpPUOOpPECTH y Bac MPOU3BOJACTBEHHBIA OMBIT 3HAYUT JJIsI MCEHS
OYEeHb MHOTO.
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S 6yny odeHb OjarojiapeH, €clid Bbl pacCMOTPHUTE MO0 KaHAWAATYpPY Ha
JIOJDKHOCTh COTPYIHMKA OJHOTO M3 BamlUX OTAENOoB. S coriaceH Ha IOOYIO
JOJIKHOCTh, 00CCTICUMBAIOIITYO TIPOKUTOYHBI MUHIUMYM.

Uto kacaeTcsi cpoka CTaXKHUPOBKH, TO MHE XOTEJIOCh Obl, YTOOBI OH HE
MIPEBBINIAT HECKOJIBKUX HENIETh BO BPeMsl JICTHUX KaHUKYIL.

OdeHb HAJICFOCh TIOJYYUTh Balll OTBET.

C yBaxxeHnem

Deer Sirs,

I take the liberty of applying for 6 training period at your Works within the
scheme of the International Association for the Exchange of Students for Technical
Experience.

My name is Sergey Ivanov and I am a student in electrical engineering. I em
now in my fourth year, the whole course of studies extends over Five years.

Besides my native tongue (Russian) I speak and write English and German.

My full address is as follows: 54 Nevsky Prospect, Apt. 5 St. Petersburg,
191001, Russia.

I have found your Works on the list of industries participating in the
Exchange Scheme. I have been acquainted with the activities of your Works for a
long time and have always been impressed by the fine work you have done. An
opportunity to acquire technical experience in your Works means a great deal
tome.

I would be very grateful if I could be considered a candidate for work in one
of your departments. I would accept any position within a living wage.

As to the length of the training period, I realize that it is not to exceed a few
weeks during the summer vacation.

I hope to hear from you.

Yours respectfully,
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14. XAPAKTEPUCTHUKMNU,
PEKOMEHJAIINU, ABTOBUOI'PA®UN
REFERENCES, RESUMES

Tomy, K KOMY 3TO UMEET OTHOLICHHE

A 3naro r-Ha C. AntoHoBa c mepBoro kypca Cankr-IlerepOyprckoro
YHUBEpPCUTETA.

[lo MoeMy MHEHHWIO U MHEHHMI0O MOMX KOJUIET, OH ObLI HCKJIIOYUTEIHLHO
BBIJIAIOIIUMCSL CTYJEHTOM. Ero oneHku Bcerga Obutn BbicokumHu. OH pabotan
CEPbE3HO U I0OPOCOBECTHO.

DTO YEeCTHBIM, NPAMOM, HANAEKHBIM W BBICOKOHPABCTBEHHBIM YEIIOBEK,
KOpOue, YEJIOBEK BRICOKUX MOPAJIbHBIX KaueCTB.

OH xopoiio naaut ¢ aogpMu. OH MHOTO pabOTaeT caM U B TO K€ BpeMs
TpeboBaTeseH K ApyruM. Kak nmpaBuiio, OH IPUHUMAET BEPHBIE PEIICHMUS.

Ecnu y Bac BO3HUKHYT BONPOCHI WM BaM MOHAJOOUTCS JAOMOJHUTENIbHAS
uH(popMaIys, moxanyicra, oopanaiiTech Ko MHE B JIF000€ BpeMH.

C yBaxxeHHEM

To whom it may concern *

I have known Mr. S. Antonov since he was a first year student at St.
Petersburg University.

In my judgment and in that of my colleagues as well, he was an
outstandingly exceptional student. His marks were consistently high. His work was
performed seriously and conscientiously.

He is an honest, straight-forward, dependable and moral person, in short, he
is a person of strong moral values.

He gets along with people well. He is a hard worker himself and at the same
time demanding of others. He usually has the right judgment in decisions he takes.

If you have any questions or wish to have additional information, please,
feel free to contact me at any time.

Sincerely yours,

* To whom It may concern — o0OpalieHue B TuCbMe WU JISJIOBOM Oymare B
TOM CIly4yae, KOT/Ia He U3BECTEH ajipecar.

VYBaxxaemble rocroa!

B oTBeT Ha Bale muchbMO C BOIIPOCAMU OT 5 aBTyCTa, B KOTOPOM BbI IPOCUTE
OLICHUTHh JIMYHBIE M TpodeccuoHanbHble KadecTBa TI-Ha CugopoBa, s paj
NPENJIOKUTh BaM KOHPUACHIIMATBHO CIEAYIONYIO0 HH(DOPMAIUIO:

1. 4 3naro r-na CugopoBa nocneauue 10 mer.

2. OH Bcerja oTinyaics Tpy10JIr00uem.

3. [lo MOeMy MHEHHI0, €EMY MOKHO MOJIHOCTBIO IOBEPSTh.

4. On oOnamaet 3amevyaTeIbHBIMU JIMYHBIMU KaueCTBAMU.
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S ¢ moMHOW YyBEpPEHHOCTHIO MOTY peKoMeHJ0BaTh r-Ha CuIopoBa Kak
UCKIIIOUUTEIBHO HAJEXKHOTO M CIOCOOHOIrO 4YejoBeKa J0oMYy JHULY WU
OpraHu3aluy.

C yBaxxeHneM

Dear Sirs,

Replying to your letter and questions of August 5, concerning the character
and qualifications of Mr. Sidorov, I am pleased to offer you, confidentially, the
following information:

1. I have known Mpr. Sidorov for the past 10 years.

2. He has always shown himself to be industrious.

3. In my estimation, he is entirely trustworthy.

4. His personality is excellent

In fact, I do not hesitate to recommend Mr. Sidorov to anyone interested in
employing a thoroughly dependable and capable man.

Yours truly,

YBaxaemsiit noktop xedd!

Pexomennyto Bam acniupanta FOpus CMmupHOBa, MOEro y4eHHKa, KOTOPBII
MUIIET TUCCEPTAMIO O COBPEMEHHOW aHTJIUMCKOMN JpeME.

OH TpynonoOWB W TaJaHTJIMB, U MHE KaXeTCs, YTO MPU HEOONIbIION
MO/IJICP’KKE OH CMOT OBbI HAITMCATh OTIIMYHYIO PadoTy.

51 3Ha10, uTO BBI OUEHB 3aHATHI, OHAKO 51 ObLT ObI OYEHb MPU3HATEIICH, ECIH
061 BBl cMOTTM TOTOBOPUTH C HUM, KOT/Ia OH IIPUENIET B AHTIIHIO.

Uckpenne Bam

Dear Dr. Jeff,

This is to introduce a post-graduate student of mine, Yuri Smirnoff, who is
writing a thesis on modem English drama.

He is hardworking as well as intelligent, and I feel that with a little
assistance ha might produce a fine piece of work.

I know you are very busy but I would be most grateful if you could have a
chat with him when he arrives in England.

Yours sincerely,

VYBaxkaeMblil 1okTop PoOnHCOH!

B oTtBet Ha Baiie nucbMo cooOiaro, uTo 3Harw goktopa Anapes HoBukosa
MHOTHE€ TOJZIbl C TEX MOpP, KaK OH BOIIE] B COCTaB MCCIEAOBATEIBCKOW TPYIIIHI,
PYKOBOJMUTENEM KOTOPOW s SIBISAIOCh. Ero KaHauaatckas AuccepTaus TaKkKe
HamnucaHa MnoJi MOUM PYKOBOJICTBOM.

Hoxrop HoBuKOB 6€3yCI0BHO BaJISIETCSl MEPCIEKTUBHBIM YUEHBIM, KOTOPBIN
MPOJIEMOHCTPUPOBAJI CBOIO CITIOCOOHOCTH K aHATUTUYECKOMY MBIILICHUIO, YMEHUE
CTaBUTh 3a/1a4M, MOJJMHHBI HHTEPEC K TEOPETUUECKUM HCCIECAOBAHUSIM U
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OpraHu3aTOPCKUe CrocoOHOCTH. ETo ycepaue u pe3yabTaThl paboThl, MOTyUYEHHBIC
K HACTOSIIIIEMY BPEMEHH, IMO3BOJISIOT 3aKIIOYUTH, YTO OH HE IMOABEACT TEX, KTO
BO3JIaracT Ha HETO HAJICHK/IbI.

Toapumu no pabore n0OAT nokTopa HoBuUKOBa 3a e€ro mpocTotry u
Ipyxentooune.

S momararo, yTo mpodeccruoHaIbHbIe CIIOCOOHOCTH JoKTOpa HoBHKOBa B
COUETAHWUU C €ro JIMYHBIMH KayeCTBAaMH MOTYT TapaHTHPOBATh HECOMHEHHBIN
ycrmex ero Oyaymiedl nesTeNIbHOCTH MW JAaloT MHE TPaBO TMOAJIEPXKATh €ro
KaHIUJATypy Ha TOJDKHOCTH JOIICHTA.

C yBaxxeHuem

Dear Dr. Robinson,

In reply to your letter, I wish to say that I have known Dr. Andrei Novikov
for many years ever since he joined the research group of which I am in charge.
His postgraduate work is supervised by me, too.

Dr. Novikov is certainly a promising scientist who has shown full capacity
for analytical thinking, ability to organize and formulate ideas, and genuine
interest in basic research. His zeal and the results he has achieved so far allow us
to surmise that he will not fail those who place hopes in him.

Dr. Novikov is very popular with his fellow-workers for his simple and
friendly manners.

I believe that the professional qualifications of Dr. Novikov combined with
his personal qualities can guarantee full success in his future activities and entitle

me to support his application for the position of Associate Professor.
Yours faithfully,

ToMy, K KOMy 3TO UMEET OTHOIICHUE

SIBNsIsiICh pYKOBOAUTENIEM HCCIEA0BATENbCKOM TPYIIBI 3TOTO MHCTUTYTA, S
UMEI0 YJOBOJIbCTBHE C YBEPEHHOCTHIO PEKOMEHIOBAaTh AOKTOopa CMUpHOBa Ha
JOJDKHOCTD IMTOMOIITHUKA 3aBEYIOIIET0 OTAEIOM B BallleM HHCTUTYTE.

Hoxrop CMHpHOB Bcerja NpOSBISUT He3aypsiaHbIE CIOCOOHOCTH B CBOEH
paboTe, MHUIMATUBY B IMOCTAHOBKE M PEIICHWHM HAYYHBIX MPOOJEM, BBICOKYIO
OTBETCTBEHHOCT.

C yBaxxeHHeEM

To whom it may concern

In my capacity as heed of the Research Group of this Institute, I have the
pleasure of strongly recommending Dr. Smirnoff for the post of Assistant Head of
the Department of your Institute.

Dr. Smirnoff has always shown great ability in his work. He possesses
initiative in the formulation and solution of research problems in his field and has

a strong sense of responsibility.
Yours faithfully,
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ToMy, K KOMY 3TO UMEET OTHOLIIEHUE

JlokTOp AHTOHOB SIBJISI€TCS TAJAHTIMBBIM MOJIOJBIM YUYEHBIM. Sl 3HAIO €ro C
1994 rona, Korga OH MOMY4YMJ JOJDKHOCTH HAYYHOTI'O COTpyAHMKA B MHCTHTyTE
XUMHH, TJ€ 5 padoTat0 KOHCYJIBTaHTOM.

Mps1 "yacTto 00CyXJ1aji MHTEPECYIOIINE HAC TEMbI, U 1 HE MOTI HE 3aMETUTh
HE3aypsIIHBIX CIOCOOHOCTEM, KOTOPbIE OH NPOSBIISIET B CBOEH HCCIEA0BATEIbCKOM
pabore. HeyauBuTEeNnbHO, YTO OH BCErja JIOCTUTAET YCIEXOB B CBOUX HCCIEHO-
BaHUSAX.

Hackonpko s 3Ha1o, B HACTOAILLEE BPEMsI OH PYKOBOJUT OJHUM U3 OOJBIINX
IIPOEKTOB.

He comHeBaioch, 4YTO €ro CHOCOOHOCTM U  HHTEIJIEKTyallbHas
HE3aBUCUMOCTD SIBJISIFOTCA TEMH LIEHHBIMH Ka4€CTBaMH, KOTOPbIE TaK HEOOXOAMUMBI
JUISL OCYILIECTBIIEHUS 000 HAYYHO-HUCCIIE0BATEIBCKOM MPOrpaMMBI.

C yBaxxeHuem

To whom it may concerny

Dr. Antonov is a talented young scientist. I have known him since 1994 when
he took a post of researcher at the Institute of Chemistry, where I work as a
consultant.

We have often discussed points of interest, and I could not fail to notice the
keen intellect he applies to his research. No wonder that he is doing well in his
work.

I understand that at present he is responsible for the general operations of a
major project.

I have no are an asset to any research program.

Faithfully yours,

ToMy, K KOMy 3TO UMEET OTHOIICHUE

Mue pgocrtaBnsier OOJBIIOE YIAOBOJBCTBUE TMOJJEPKAaTh MPOChOy T-Ha
Boponuna o mosiy4eHur JOJDKHOCTH MEPEBOIUMKA YCTHOW M MUCHMEHHOU peyH.

['-u BopoHuH mporien mATUIECTHUNA KypC M3YyYECHHS aHTJIMMCKOrO S3bIKa B
MockoBCKOM ToCynapcTBeHHOM yHHUBepcutere. OH Bcerja MposiBIsI OOJbIION
WHTEPEC K aHTJIMUCKOMY SI3BIKY U JTUTEpPAType U YCIICIIHO Cajl IK3aMEHBI.

OH mpoBen JIETHUE KaHUKYJbI B BenukoOpuTaHuu, U s ¢ YBEPEHHOCTHIO
MOATBEPXK/IA0, YTO OH 00JIaJlaeT JOCTAaTOYHBIM 3HAHUEM AaHTJIMMUCKOTO S3BIKa,
9TOOBI W3BJIEYb MOJB3Y M3 COTPYAHHYECTBA C Ballled OpraHu3aluei, a Takxke
MOXET OBITh BEChbMa MOJIe3€H B KaUeCTBE KBATU(UIIMPOBAHHOTO MEPEBOTINKA.

S ¢ ToJHOW YBEPEHHOCTHIO PEKOMEHAYH BalleMy pPYKOBOJICTBY
KaHAUAaTypy r-Ha BopoHHHA Ha Ty JOJDKHOCTh, HA KOTOPYIO OH MPETEHYET.

C yBaxkeHHeEM

To whom it may concern
I have much pleasure in supporting Mr. Voronin's application for the post of
an interpreter/ translator.
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Mr. Voronin has completed five years of work in English at the University of
Moscow. He has always shown a great interest in the English language and
literature, and he did well in his examinations.

He has spent one summer vacation in Great Britain, and I have not the
slightest hesitation in stating that he possesses a sufficient knowledge of English to
enable him to profit from his stay in your organization and to be of considerable
utility in a position as a qualified interpreter/translator.

It is with the utmost confidence that I recommend Mr. Voronin for
consideration of the position he is seeking.

Yours sincerely,

YBaxaemas r-xa Matpro3!

Co Bcell OTBETCTBEHHOCTBIO PEKOMEHAYIO I'-XKy MUWITOH KaK BBICOKOKBAJIM-
(ULIMPOBAHHYIO CEKpETapIIy.

Omna paboTtana co MHOH 5 jeT. B TeueHne 3TOoro BpeMeHU OHa Mokasaia ceost
YMEJbIM, XOPOILIO OPraHU30BaHHBIM U TAKTUYHBIM YEJIIOBEKOM I10 OTHOILLIECHHIO KO
BCEM, C KeM Obl OHa HU padorTara.

Sl pekoMeHayI0 €€ ¢ MOJTHOM YBEPEHHOCTHIO.

Nckpenne Bam

Dear Ms. Mathews:

Mrs. Milton is highly recommended as an extremely qualified secretary.

She worked for me for five years. During that time, she proved to be
efficient, well organized and tactful with all those people she had to deal with.

I do not hesitate for a moment to recommend her.

Sincerely yours,

ToMy, K KOMY 3TO UMEET OTHOLIEHUE

Co Bcedl OTBETCTBEHHOCTHIO pekoMeHayr Bianumupa CmupHOBa Kak
KaHAMJIaTa Ha II0Jy4Y€HHE CTUIICHAUM 10 TOCYJApCTBEHHOW IIporpamme
CTUIICHINH.

Kak pykoBogutenb, s MMen BO3MOXKHOCTb pabOTaTh HEMOCPEACTBEHHO C
Bnagumupom Oosiee nByx JseT. Bmaaumup — yIUMBHUTENbHO NpPENaHHBIN ey,
TaJaHTIMBBIA M MHOro paboTaromuid 4YenoBeK. Ero s3bIKOBbIE BO3MOKHOCTH
BKJIFOYAKOT: QHTJIMUCKUN, KUTAUCKUU U, KOHEYHO, PYCCKHUHU.

[lepBass gomxHOCTh Bmagumupa B Hamed ¢upme —  TJIaBHBIU
npenacraButenp 1o npojaxam B Cankr-IletepOypre. U oH nmpekpacHo cripaBuiics C
HEel, B 3HAYUTEJbHOM Mepe Oyaroaaps cBOed CHOCOOHOCTU MPOSABISTH BBICOKHI
npodeccruoHaaIu3M BO BCEX JEIOBbIX HAUMHAHUSX.

B nauwane storo roga Brnaaumup ObLI MOBBIIIEH B JOHKHOCTH W CTall
MeHepkepoM 1o Cankr-IletepOypry (MeHemxkep Mo KaHaly MpSMbIX Npojax). B
HACTOsIIEE BPEMsI OH OPraHU3yeT €IMHBIM KaHajl NPAMBIX IIPOAAXK [0 PETHOHY B
10 MUJUTMOHOB YEJIOBEK U YK€ IOCTUT B 3TOM HaIpaBICHUH OOJBIINX yCIEXOB.
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OH OyzeT OrpOMHBIM IPUOOPETEHUEM J1JIs1 TPOTrPAMMEBI.
Menemxep

To whom H may concern

I highly recommend Viadimir Smirnoff as a candidate for the Government
Fellowship Program.

As Manager, I have had the opportunity to work directly with Viadimir for
well over two years. Viadimir is an extremely dedicated and hard working
individual with an abundance of talent. His language capabilities include English,
Chinese and, of course, Russian.

His original assignment with our firm was as a key sales representative in
the city of St. Petersburg. And he was very successful in it. This was due, in large
part, to his ability to provide the highest standards of professionalism in all of his
business undertakings.

Viadimir was promoted at the beginning of this year to the position of St.
Petersburg Manager (Direct Sales Channel Manager). He is now building en
entire Direct Sales Channel for a region of over 10 million people and has already
made significant progress.

He would be a tremendous asset to the program.

Manager

Hoporoii bopuc!

B cBoeM nocienHemM nucbMe Thl IPOCHIT MEHS HAIMCATh, KAK COCTABIISIOTCS
aBToOHOrpaduu Mo-aHTIMUCKU. BBIMOTHSIO TBOIO TPOCKHOY.

Huxe mnpuBenen Oonee WIM MEHEe pacHpOCTpaHEHHBIM oOpaszell
aBroomorpaduu, kKortopas, kcrath, HaszpiBaeTci CURRICULUM VITAE
(cokpamenno CV) B Benukooputanun 1 RESUME B CIIIA.

1. Ima u agpec

2. JIata 1 MECTO pOXKACHUS

3. I'paxk1anCcTBO

4. CeMmeitHOE TIOJIOKEHUE

5. MeCTOXKUTENBCTBO B HACTOSIIIEE EPEMS

6. Obpa3zoBaHue

7. OnbIT peGOThHI

8. JIOIKHOCTh B HAacTOSIIIEE BPEMsI

9. JononHuTenbHas UHPOpMaLIUS

10. Criucok nmyOauKanuil Wik Ipyrux JOCTHKEHUM

Hckpenne tBOU
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Dear Boris,

In your last letter you asked me how to write a resume in English. [ am
complying with your request.

Below is more or less the usual model for a resume, which, by the way, is
called CURRICUL UM VITAE (abbreviation CV) in Britain and RESUME in the
USA.

1. Name & Address

2. D ate & Place of Birth

3. Citizenship

4. Marital Status

5. Present Residence

6. Education

7. Working Experience

8. Present Status

9. Additional Information

10. List of Publications or other accomplishments Sincerely,
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15. AEJIOBBIE IINCBMA
BUSINESS LETTERS

YBaxxaeMmblii r-H J[KeKcoH!

[lumy Bam B mponoikenue Hamiero pasroBopa B Bamem oduce B Hbro-
Hopke. braromapio Bac 3a To, uTo Bl He HOXajeau BPEeMEHH BCTPETHTHCS CO
MHOM, Y 3a TO, YTO J1aJIi MHE BO3MOXHOCTb OOJIbIIIE€ Y3HATH O...

A Ttaxxke Onaromapro Bac 3a mnpenocTaBieHHYHO MHE BO3MOXHOCTH
MOAPOOHO U3N0XKUTH OMBIT... @ TAKXKE MO NPEIBIAYIIUNA OIBIT...

Eme pe3 cmacu6o Bam 3a BcTpeuy.

C HaMIIy4IIMMU TTOKETaHUSIMU

K. Cokonos

Dear Mr. Jackson,

I am writing you to follow up my conversation with you at your office in New
York. I appreciate your taking the time to meet and to allow me the opportunity to
learn more about...

I also appreciate the opportunity to present in depth the experience of... as
well as my prior experience with...

Thank you vary much again for the meeting with you.

C Sokolov

YBakaeMblii r-H AHAEpCOH !

[lens Moero nucbMa — MPOAOIKUTH TO 00CYKICHHE, KOTOPOE MBI ITPOBENN
B Bamewm oduce Ha nponuioii Hexene. B Hem Ooliee IeTABHO paccMaTPUBAIOTCS
T€ IIaru, KOTOpPbIe Mbl 00CYXAAJIN C LIEJbI0 OCYIecTBIeHUs Baiero npoexra.

Co Bpemenu Moero mnuchbmMa OT 10 nexkabps HM3MEHWINCh HEKOTOpPbIE
O00CTOSITENIbCTBA, YTO 3aCTAaBISIET HECKOJBKO MMO-MHOMY paccMaTpUBaTh 3STOT
npoekT. S 66l oueHb XoTen padoTaTh ¢ BaMu Haj 3TUM MPOEKTOM.

MosxHo i 6ynet BctpeTuThes: ¢ Bamu B Mockse win B Cankr-IletepOypre,
4TOOBI 0OCYUTH 3TOT BOIIPOC?

Hckpenne Bain

Dear Mr. Anderson,

The purpose of this letter is to follow up on the discussion we had in your
office last week. This letter details the steps we discussed to make your project a
reality.

Since my letter of December 10, there have been a number of changing
circumstances that necessitate e different approach be used to develop the project.
I look forward to working with you on this project.

Would it be possible to meet you either in Moscow or St. Petersburg to
discuss this further?

Sincerely yours,
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Hoporoii [leitBun!

S momyunn 9acth akca ot... OH ObUT MOCNIaH B KOHIIE MPOLLION HeleIu, HO
s TOJTyYWJT TOJIBKO CaMyI0 BEPXHIOIO YacTh OAHON CTPAHUIIBL.

He mor Obl TBI yTOYHHUTBH, KTO TOCHIAN €r0, U MOMPOCUTh MX MOMBITATHCS
CHOBa OTIpaBuTh ero? S Obu1 Obl OYeHb TeOE OJarogapeH.

S Taxxe ObUT OBl OJaromapeH, eciid Obl ThI MOATBEPAMI IMOJYYSHHE 3TOTO
MOCTIaHMs, C TEM YTOOBI 5 3HA, TIOIYYHII JIU ThI €TO0.

Cnacu0o 3a MoMoIk.

ITpuser

Dear David,

I received a partial fax from... It was sent late last week, but I only received
the very top portion of one page.

Could you check to see who sent it and ask them to try it again? I would be
most appreciative.

Also I would appreciate your acknowledging the receipt of this message so [
will know that you received it.

Thanks for your assistance.

VYBaxkaemslii r-H [Iutepcon!

B npopomxkeHue Hamero mpenblAymiero TeneOHHOTO pas3roBopa s
MpUIaraio K 3TOMY MUChbMY KOIHUIO. ..

Hapnetoch, 4To oHa BaM TPHUTOAMTCS, a €CIU BaM MOTpedyeTcs emie 4To-
HUOY/Ib, TO HE CTECHAUTECh U 3BOHUTE MHE.

C npuBeToM

Dear Mr. Peterson,

Following our earlier telephone conversation, I attach hereto a copy of...

I hope that this is of some use to you, but if you need anything more, please,
do not hesitate to call me.

Regards,

VYBaxxaemblil r-H @yT™aH!

51 mo3Bonmi cebe mocnath Bam 3TOT (hakc BMeCTO TOro, 4ToObl OECTIOKOUTD
Bac no tenedony.

Ha npomnoit Henene s ornpaBui Bam kopoTkoe mpeasioxkeHue. XOTeloCh
Obl 3HAaTh, COOTBETCTBYET JIM OHO MHTEepecaM Bamieil komnaHuu.

Mpg1 xoTenu Ol cOTpyaHUYaTh ¢ Bamu u Obutn Ob1 Os1arogapHsl, eciiv Obl Bl
COOOIMJIM HaM KaK MOXHO CKopee, BIMCBhIBaeTCs JM B Bamm mnmaHel 3TO
COTPYJITHUYECTBO.

C yBaxxeHHEM
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Dear Mr. Footman:

I am taking the liberty of writing you this fax instead of interrupting you by
phone.

Last week I mailed you a brief proposal. Now I am wondering if it suits your
company's needs.

We wish to do business with you and would appreciate it if you would let us
know as soon as possible if we fit into your plans.

Sincerely yours,

YBaxaemas r-xa biap!

Coobmato Bam, uto mbl nonyuwin Bamie nucbmo, natupoBanHoe 20 mast u
aJpecoBaHHOE HAIlEMy MEHEKepy r-Hy bpykcy.

I'-a1 bpyxkc OoiieH, U ckopee Bcero ero He OyaeT Ha pabore mpumMepHo a0 10
utona. Korma oH Bo3BpaTtuTcs Ha paboTy, s moBeAy Bare mocimanme 10 €ro
CBEJICHUSI.

Bam

Dear Ms. Blair:

This letter is to inform you that we have received your letter dated May 20
that was addressed to our Manager Mr. Brooks.

Mr. Brooks has been ill and is not expected to return to the office until about
June 10. When he returns, I will bring your letter to his attention.

Yours truly,

VBaxxaeMmblii T-H birak!

Mbl nonyuwnu Bame nuceMo ot 8 mas. Ilepemaem ero B otnein... Ham
Ka)XeTCs, 9YTO TaM IPOBOAATCSA cXOoAHble ¢ Bammmu uccrnenoBanus. OHu OyayT
pazbl cBsizaThea ¢ Bamu.

C yBaxkeHHEM

Dear Mr. Black,

We have received your letter of May Sth. We are passing it on to the
Department of... We understand they are engaged in a similar line of research.
They will be delighted to contact you.

Yours truly,

I'ocnioga!

B oTBer Ha Bamy pekiiamy B razere «CeroaHs» Mbl XOTeIU Obl MOJYYUTh
pactieHku Ha TenedoHHble anmnapathl «Kobpa» ¢ mamsaTeio ot 9 10 13 HOMEpOB.

[ToxanylicTta, yKaXXUTe, KaKyt0 CKHJKY Bbl JI€JIa€T€ MPU ONTOBBIX 3aKYIKaX
Y [IPU OIJIaTE€ HAJTUYHBIMH.

C yBaxxeHHEM
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Gentlemen:

With reference to your advertisement in the newspaper Today we would like
to receive your price-list of Cobra telephone with 9 — 13 number memory.

Please state what discount you allow for quantities and cash payment.
Respectfully yours,

N rocnona!

IIpocum Bac BbICIATh HAM Balll HOBBIM KaTajoOr KOMIIBIOTEPOB U
MHUKPOIPOLECCOPOB. MbI Takke OyJaeM MpU3HATEIbHbI, €CIIM Bbl MPUIOKUTE K
CBOEMY OTBETy OecIUlaTHbIE MPOCIHEKTh M YyKaxeTe yciioBus aoctaBku DOb
Canxr-IletepOypr.

C yBaxxeHuem

Gentlemen:

Please send us your new catalogue of Computers end Microprocessors. We
also would be grateful if you could enclose free descriptive leaflets with your reply
and quote your terms f.0.b. * St. Petersburg.

Yours faithfully,

* f.0.b./ FOB free on board - ¢panko-60pT, ¢ omimaToil pacxomoB IO
norpy3ke u mepeBo3ke 3a cuer mokymartens; cp. cl.f./ CIF cost, insurance and
freight - cToumocTh, cTpaxoBanme u (Gpaxt (NMPoaaBell OIUIAYUBAET H3JICPIKKH,
(GpaxT u CTPaxOBKY IO JOCTaBKE TOBapa B yKa3aHHBIA MMyHKT Ha3HAUCHU)

I'ociona!

Mpsi Oyznem OnarogapHsl, €CIM Cpa3y Ke M0 MOJIYYeHUH TaHHOTO 3a1poca Bbl
MPUIILJIETE BaIll KATAJIOT U CIHCOK IIEH Ha Ballld HOBbIE aBTOMOOWIIH.

IIpocum ykazaTh Bamu camble HU3KHE 1ieHbI 110 oTipaBke CH®D Mockaa 3a
€IMHUILY TOBapa.

C yBaxkeHHEM

Gentlemen:

We should be grateful if you would send us by return mail your catalogue
and price-list of your new cars.

Please quote your lowest prices CIF Moscow per one.

Respectfully yours.

YBaxkaemble rocnoja!
KauecTBO mpencTaBieHHBIX BaMU OOpa3llOB MPOU3BEIO HA HAC OOJbIIOE
BIICYATJICHHE, U MBI TOTOBBI 3aKYITUTh y BaC MPOOHYIO MApTHIO.
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MBb1 coCTaBWJIM CIHMCOK H3AENHMM, KOTOpPBIE HAC 3auHTEpecoBad. Mbl
COrJacHbl Ha YaCTUYHYIO OTIIPABKY TOBapa U XOTeNH Obl, YTOOBI MOJIOBUHA HAPTUH
ObLJ1a 10CTaBJ€HA B TEUEHHUE TPEX-YETHIPEX HEMEIIb.

Onuara Oyner npousBoautbest B nosuiapax CHIA. Mbl roTOBBI OTKpBITh
MOATBEPKICHHBIN 0€30T3bIBHBINA aKKPEIUTUB B AHTJIUU.

Ham xotenock Obl Takke 00CYAUTH C BAMHU BOIIPOC O CKUAKE. MBI COTJIacHBI
Ha CkuJKy B 10% OT LieHBbI BCell MapTUU ¢ OJHOM OTOBOPKOM: CKMJKA HAa HaIlH
HOBBIE 3aKa3bl B TEYEHHUE T'0J1a OCTAHETCA MO KPAWHEN MEpEe MPEKHEN.

[ToxxanyiicTa, MOATBEPANUTE MOIYUEHUE 3TOrO MUCbMA (PAKCOM.

C yBaxxeHuem

Dear Sirs,

We were very impressed by the quality of samples, and we are ready to give
you a trial order.

We have prepared a list of the items that we are interested in. We agree for
part shipment and we would like half the quantity to be delivered in three to four
weeks.

Payment will be made in US Dollars. We are ready to open a confirmed and
irrevocable Letter of Credit in England.

We would like to discuss the question of discount as well. We could agree for
a 10% quantity discount with one provision.

Any further orders we place within a one year period would receive at least
the same discount

Please confirm the receipt of this letter by fax.

Sincerely yours,

I'ociopa!

[IpuHumass BO BHMMaHME Balle MUCbMO OT 7 MapTa M Hall TeJaepOHHBIN
pasroBop ot 24 MapTa, MbI BBICBITIaEM (C 3TUM MUChMOM) Har 3aka3 Ne 10/078.

MBI ya0BIETBOPEHBI KAaYECTBOM BaIllUX aBTOMOOWIICH, HO, YECTHO TOBOPS,
HaM Ka)XeTcCsl, 4TO OyJeT TPYAHO MPOoaaTh 3TH MAIIMHBI 110 Takou 1eHe. [loatomy
MBI TIPOCHM Bac CHU3UTH LIEHY Ha 5%.

C yBaxkeHHEM

Gentlemen:

Referring to your letter of March 7 and our telephone conversation of
March 24 we are pleased to enclose our order # 10/076.

We are satisfied with the quality of your cars, but frankly we think that it
would be difficult to sell the cars at this price. So we ask you to reduce your
quotation by 5 per cent.

Yours faithfully,

VYBaxaeMmsle rocro;a!l
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lNociogun [[xelim3, koTopslid HegaBHO OOKIBan B Cankrt-lletepOypre, nan
HaM Baml ajapec. Mbl OyaeM BecbMa MpHU3HATENbHBI 32 MHPOPMALMIO O Ballei
JEeSTENbHOCTH.

Hama ¢upma sBasercs akuuoHepHbIM oOmectBoM. Ee yupenurenu —
KpyIHEUIIMe TPOMBINIJICHHbIE NpeanpusTis. Mbl OuY€Hb 3aWMHTEPECOBAHBI B
NPUOOPETEHUH TOTPEOUTENBCKUX TOBApOB, BKIIOYAs MNPOAYKTHl NUTaHUSA, Ha
OapTepHOI OCHOBE.

Byznewm panbl COTpyTHUYECTBY C BaMH.

C yBaxxeHHueM

Dear Sirs,

Mpr. James who recently visited St. Petersburg has given us your address. We
would appreciate any information on your activities.

Our firm is a joint-stock company. Leading industrial enterprises are among
its founders. We are strongly interested in buying consumer goods including
foodstuffs on a barter bests.

Your cooperation will be very much appreciated.

Very truly yours,

VBaxkaeMrble rocriona!

Hameit ¢upmoit paspaborana opuruHajgbHas TEXHOJOTHS IPOM3BOJICTBA
Mscopybok. Ham crano m3BectHo, uto Bama Qupma Bemer pedOTy B TOM Ke
HAIMPaBJICHUH, TaKUM O0Opa3oM, y Hac MOTYT OBITh B 3TOM 00JacTU TOYKH
conpukocHoBeHus. Kpome toro, Hama ¢upma obrnagaeT HEOOXOAUMBIMU MTPOU3-
BOJICTBEHHBIMH MOIITHOCTSIMHU M KBaJTU(DUIIMPOBAHHBIM TIEPCOHATIOM.

Mb1  momaraem, 4TOo BaM  OyAeT  HEOE3BIHTEPECHO  MOJYYHUTh
JOTIOTHUTENbHYI0 HH(OPMAIMI0O O HAIIUX BO3MOXXHOCTSAX, a B IEPCHEKTHUBE
MIPOBECTH TEPErOBOPHI O CO3JaHUHM COBMECTHOTO MpeanpusiTus. s momydeHus
nanbHeWed nHGopMauu TUIIUTE HaM 10 aJpecy:

XKnem ot Bac CKOpOTo OTBETA.

C yBaxkeHHEM

Dear Gentlemen:

Our firm has developed a unique technology of mince-machines production.
We have received information that your firm is in the same line so we might have
common interests in business. Besides, our firm has all the necessary means of
production and skilled labor.

We hope that you will be interested to learn more about our possibilities
and, in the future, to hold talks on the possibility to organize a joint venture. For
further information please write to the following address:

Looking forward to your early reply.

Yours respectfully,

VYBaxaeMmsle rocro;a!l
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B Omwxkaitiine 10 nuHeld B Bamiem paiioHe OyaeT NpeicTaBUTENb Hallen
¢bupmbl. S Haznewch, Bbl yaenute eMy 10 MUHYT CBOEro BpEMEHHU C TeM, YTOObI OH
MOT TPOJEMOHCTPUPOBATH BaM YHHUKAJIbHOCTh M BBICOKOE KAau€CTBO HAIIEro
TOBapa.

Eciu temM BpemeHeM y Bac OyAyT Kakue-ITMOO BOIPOCHI, MOXKajyiicTa,
MO3BOHUTE WJIM NMPULILIUTE HaM (akc.

C yBaxxeHnem

Dear Sirs,

We will have in your area during the next 10 days a representative of our
firm. I hope you will allow him 10 minutes of your time so that he can show the
uniqueness and high quality of our product.

If you have any questions in the mean time please call or fax us.

Sincerely yours,

YBaxaewmsbli r-H JleriBuc!

bnarogapum Bac 3a mucemo ot 15 mas.

C ynoBOJABCTBHEM BbICHIJIaeéM Bam Haml Katajor KOMIBIOTEPOB U
MHKPOIIPOIIECCOPOB, Iae Bbl cMOXKeTe HaWTH HCYEPIBIBAIONTYI0 WH(POPMAITUIO O
pa3IMYHBIX MOJEsAX. B oThpaBieHHe BKJIOYAEM JI€CATh I[BETHBIX PEKIAMHBIX
OYKJIETOB.

MbI MOXEM TpeIOKUTh BaM 3T KOMIIBIOTEPHI C OIPOMHOM CKHUIKOM.
Ilpennaraemass po3HuuHasi 1ieHa wusroroButenss — 3500 nommapo CIHIA 3a
KOMIUIEKT, a Hala 1eHa — 2699 gosnapos.

Haiu 1ieHs! 1 ycaoBUs yKa3aHbl B TPUIIOKEHUH.

C yBaxkeHHEM

Dear Mr. Davis,

We thank you for your letter of 15 May.

We have pleasure in sending you our catalogue of Computers and
Microprocessors where you can find full information about the various models. We
enclose ten colored descriptive leaflets.

We can offer these computers to you at huge savings.

Manufacturer's suggested retail was $3,500.00 but our price is $ 2,699.00
each.

Our prices and terms are stated in the attached list.
Yours faithfully,

VYBaxaeMmsle rocro;ia!l

55



C ynoBOJILCTBUEM COOOIIAEM BaM, YTO Mbl ObLITM OUYE€HB PaJIibl MOTYUYUTH Balll
3aKa3, TaKk Kak OH MpPEeJCTaBIIsSIET COOOW Haily mepBylo cAenky ¢ Bamu. J[oOpo
MOKAJIOBATh K HaM!

Teneps, Korja Ha4yauo MOJIOKEHO, Mbl YBEPEHBI, YTO Hallla MepBasi CAENKa
MOBJICYET 3a COOOM J0JIr0e U y/IauyHOe COTPYAHUYECTBO. Bbl yOenautech, 4TO Mbl
MPUJIOKUM BCE€ YCUIIHS, YTOOBI BBl OCTAJIMCH JOBOJIbHBI.

Cnacu0o 3a goBepue.

C yBaxxeHneM

Dear Sirs,

We are pleased to tell you how glad we were with your order because it
represents our first business transaction with you. Your business is welcome!

Now that we have got started we are sure our first dealing will start a long
and happy cooperation. You will find we will do our best to please you.

Thank you for your generous confidence in us.

Yours truly,

YBaskaeMsble rocnoja!

Mpbl oueHb NpuU3HATENbHBI BaM 3a Balle nucbMo OT 23 sHBaps. K
CO’KaJICHUIO, MBI HE MOKEM TMPEIOKUTH BaM HHTEPECYIOIINE Bac (hoToamnmaparsl,
TaK Kak cefyac UX HET B HAJIMYUU.

Opnako y Hac ectb Oonbllias mapTUs IPYrHUX HOBBIX (hoToammaparos.
Hageemcsi, yTo 3Ta MOJenh YCTPOUT Bac, W MpUiIaraeM K MUChbMY OeCTUIaTHBIN
KaTaJIor U MPEHUCKYPaHT.

CKopocTh JOCTaBKM TapaHTHUPYETCs, M Mbl MOTJM OBl  BBICIATh
dboToanmapaTsl K KOHITY aBrycrta Ha ycioBusx CUO.

Haneemcs, 4To Hallle pejioKeHNe 3aMHTEPECYET Bac.

C yBaxkeHHEM

Dear Sirs,

We are obliged for your letter of January 23. We regret that we cannot offer
you the cameras you enquired about because we do not have them in stock now.

We have, however, a large inventory of other new cameras. We hope that
this model might suit you and enclose a free catalogue and a price-list

A fast delivery is guaranteed and we could supply the cameras by the end of
August on CIF terms.

We hope that our offer will interest you.

Yours sincerely,

VYBaxaemsle rocrona!

Mp1 3auHTEepecoBansbl B mokynke 100 mryk

He moram Obl Bbl COOOUIUTH MHE ILIEHY B Ballel (prMe Ha EIUHHUILLY
YKa3aHHOT'O TOBapa, a TAKXKe CKUIKY MPH MOKYIKE TOBapa ONTOM.
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Bce nens! nomkHbl ObITh yKazansl @Ob Ha Ham oduc, Takke H0HKEH ObITh
o003HaueH Cpok JeiicTBus 1eH. Beeraa Ba

Dear Sir or Madam,

We are interested in purchasing 100 units of

Would you please notify me of your firm's unit price for the above goods as
well as discounted price for buying in volume.

All prices should be FOB our place of business and state the date on which
the price quotation expires.

Very truly yours,

YBaxaemble rocrnoja!

B 3akaze ot 10 urons 1996 roga mMbl 3anpocuiiy 10CTaBKY TOBapOB, CHUCOK
KOTOPBIX IMPUJIAraeTcsi K 3TOMY MUCHbMY. MBI MOJHOCTHIO OIUIATHIN YKa3aHHBIN
ToBap 4ekoM oT 1 cenTsiops 1996 roga. Mbl mpocuM Bac JOCTaBUTH 3TOT TOBAp.

C yBaxkeHHEM

Dear Sirs,

By order dated June 10, 1996 we requested delivery of the goods attached to
this letter. By check dated September 1, 1996 we paid for said goods in full.
Demand is hereby made of you to deliver these goods.

Very truly yours,

I'ociona!

HacTtosiee nucbMo KacaeTcsi Halllero 3aKas3a Ha MOKYIKY OT 5 uroist 1996
roja 3a Homepom 127.

B cBA3M ¢ TeM 4YTO BBl HE CMOIJM TPAHCIOPTUPOBaTH TOBAp B
YCTAHOBJIEHHOE BpEMsi, HACTOSIIMM MUCBMOM Mbl aHHYJMPYEM YKa3aHHbBIN 3aKas3,
OCTaBJIsAsg 3a cOOOM MpaBa, KOTOPbIE HAM MOTYT IPUHAIIEKATh.

Bam

Gentlemen:

Reference is made to our purchase order dated July 5, 1996 and numbered
127.

Due to your failure to ship the goods within the time required, we hereby
cancel said order, reserving such further rights we may have.

Very truly,

YBaxkaemslii r-H bepu!

Mpb1 nonyunnu Bam 3aka3z or 6 HosiOps 1996 roma Ha TOBap, CHHMCOK
KOTOpOTO IMpuiiaraercsa kK nucbMy. Hacrosimum mbl coobmiaem Bam, uto He MokeM
ceiiyac TI0CTaBUTh 3TOT TOBAp, TaK Kak...

C yBaxxeHHEM
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Dear Mr. Birch:

We are in receipt of your order dated November 6, 1996 for the goods
attached to this letter. Please be advised that we are unable to deliver the goods to
you at this time because...

Very truly yours,

VBaxxaemas r-xka IIukox!

Cnacu6o 3a Bam 3aka3 Ne 2/35 Ha Hamm moaHoOChl [t MpoAykToB. K
CO’KaJICHUIO, TPAHCTIOPTUPOBKA TOBapa ObllIa 3a/iepkaHa, TaK Kak ero HeT celyac B
HaJIMYHMHU Ha CKJIAJC.

Mbl Hageemcss oTHpaBuTh e€ro Bam B TedyeHwe crenyromux 15 gHER.
[IprHOCHM M3BUHEHUS 3a 3aJIEPKKY U BBI3BAHHBIC €10 HEY00CcTBa. MBI mepenuieM
Bam ToBap, Kak TOJILKO OH OyJI€T B HAJTUYHH.

Ecmu Ber xoTtutre orMeHUTH Bamn 3aka3, moskaiyicra, JaiuTe Ham 3HaTh, U
MbI ohopMuM, 1o Baremy kenanuio, BO3BpaT JE€HET WIH KPEHT.

Eme pa3 npuHOCHUM CBOM M3BUHEHUS 3a 3aJCPKKY.

C yBaxxeHHEM

Dear Mrs. Peacock,

Thank you for your order 2/35 for our food service trays. Unfortunately,
your shipment has been delayed because this item is out of stock.

We hope to ship within the next 15 days. We apologize for the delay and any
Inconvenience this may cause you. We will ship your order as soon as it is
available.

If you wish to cancel your order, please let us know end we will arrange a
refund or credit, whichever you prefer.

Again, we apologize for the delay.

Yours sincerely,

YBaxkaemblii T-H JlapcoH!

[Toxanyiicta, ormeHute Hai 3aka3 Ne 346, natupoBaHHbii 6 Mas 1996 rona,
Ha TpH JlazepHbIX mpuHTepa. CoxaneeM, 4TO HE MOXXEM Jajiee KJIaTh OTIPaBKU
TOBapa MPOU3BOIUTEIICM.

Mpb1 nmoHuMaem, 4To 3Ta 3ajiepKKa Mpousonuia He no Baieil BuHe. byaem
uMeTh Bac B Buay, eciii B Oy/yiiieM HaM MOHA00sITCsl TOA00HbBIE YCIIYTH.

C yBaxxeHHEM

Dear Mr. Larson,

Please cancel our order number 346, dated 6 May 1996, for three laser
printers. We regret that we are unable to wait for the delayed shipment from the
manufacturer.
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We understand that this delay was not your fault. We will keep you in mind
for similar requirements that we may have in the future.
Yours sincerely,

YBaxkaemas r-xa Kyk!

Bame nucemo ot 6 masa 1996 roga no noBoay AOCTaBKA HEKAYECTBEHHOIO
TOBapa ObUIO HAMpPaBJICHO MHE. Sl BHUMATENbHO U3yYal0 3Ty CUTYallUI0 U HAJICIOCh
ee ObicTpo paspemnTh. Korma Bompoc OyaeT paccMOTpeH, S JaM Bam nmuchMeHHBIH
OTBET WJIM TIO3BOHIO IO Tele(OHY.

VYBepsato Bac, 4to Mbl 04eHb cepbe3HO BoclpuHMMaeMm Bamry xkanoOy. Bel
Ul HAC IICHHBIA KJIHMEHT, W JII000€ HEYyJIOBOJBCTBUE ¢ Barieir CcTOpoHBI
CBUJIETENILCTBYET O TOM, YTO CYIIECTBYET HEOOXOAMMOCThH YIYUILIEHHS PaOOTHI C
HaIllEd CTOPOHBI.

Ecnmu nna pemenust Bompoca MHE moTpedyercs Oombiie WHGOPMAIMHA OT
Bac, s cBsxych ¢ Bamu.

Cnacu0o 3a Barmie Tepnienue.

Uckpenne Bam

Dear Mrs. Cook,

Your 6 May 1996 letter regarding the delivery of damaged merchandise was
forwarded to me. I am looking into the situation and I hope to resolve it quickly.
When I have finished my investigation, I will write or call you with a response.

I assure you that we are taking your complaint very seriously. You are a
valuable customer, and any dissatisfaction on your part indicates an opportunity
for improvement on our part.

If I need more information from you to help me resolve this matter, I will
contact you.

Thank you for your patience.

Yours sincerely,

I'ociona!

Mbl nmonyumnu 3aka3 Ha 150 000 nmonnmapoB ot kommanuu «Pomxep
bneiixong Komnanu». OHu HazBanu HaM  Bamly GuUpMy Ui [OJTyYCHHS
PEKOMEH 1IN H.

Mpg1 xoTenu Obl y3HATh, 3aCIHY)KMBACT JIM ATAa KOMIAHUS JOBEPHUS U MOXKET
JIM OHA HECTU OTBETCTBEHHOCTH 32 3aKa3 Ha TAKyIO0 CYMMY.

Mpg1 OyniemM mpu3HATENbHBI 32 J00YI0 HH()OPMAIINIO, KOTOPYIO BbI MOTJIU ObI
HaM J1aTh, U OyJIeM CUUTATh €€ CTPOro KOH(PUIEHIIUATLHOM.

[Ipunaraem KOHBEPT ¢ OOPATHBIM aIPECOM W MApKOM JJIsl Balllero OTBETa U
3apaHee OJiarogapuM Bac 3a JIFOOE3HOCTb.

Hckpenne

Gentlemen:

59



We have received an order for $ 150,000 from Messrs. Roger Blake and Co.
They have given us the name of your firm as a reference.

We venture to ask you to advise us whether they are good for this amount
and whether they are trustworthy.

Any information which you may give us will be gratefully appreciated and
treated strictly confidentially.

We enclose a stamped addressed envelope for your reply and thank you in
advance for your courtesy.

Sincerely,

I'ocnona!

B orBer Ha Bame nuceMo OT 11 ssHBaps Mbl 1a€M BaM MHTEPECYIOLIYIO BacC
uHpopMaluio.

«Pomxep brneiik san Kommaam» — mononas gpupma, mois3yromascs: camon
BBICOKOM peryTanuerd B ropoje. Mbl COTpyIHUYaEM C HEW B T€UECHHUE TPEX JIET U
MPULLJIM K 3aKIFOYEHUI0, YTO UM BIIOJIHE MOKHO JIOBEPSITH BO BCEX OTHOILICHUSX.
Mp1 ObI ¢ YBEpEHHOCTBIO TPEOCTABUIIA UM KPEIUT Aa)e OOJibllle YKa3aHHOW BaMU
CYMMBL.

[Ipocum cuutaTh 5Ty WHGOPMAIMIO CTPOTO KOH(DHICHIUATBHON U 0e3
KaKOW-T100 OTBETCTBEHHOCTH C HAIIE CTOPOHBI.

Uckpenue

Gentlemen:

In reply to your letter of January 11, we give you the required information.

Messrs. Roger Blake and Co. are a young firm who enjoy the best
reputation. We have done business with them for three years and have found them
quite trustworthy and reliable in every respect. We would not hesitate to grant
them credit in excess of the amount you mention.

Please treat this information in strict confidence and without responsibility
on our part.

Sincerely,

KondunenunansHo

I'ocnona!

K coxanenuto, Mbl He MOXEM MPEAOCTaBUTh BaM HH(OpMaLKI0, KOTOPYIO
BbI IPOCWJIM B CBOEM MHChMe OT 11 sHBaps.

Hamie nenoBoe coTpyaIHUYECTBO € 3TOM (PUPMON OBLIIO HACTOJIBKO KPaTKUM,
YTO Mbl HE HMMEEM BO3MOXKHOCTHM COBETOBaTh BaM, MOXXHO JiM 0e3 pHcKa
MPEeIOCTaBUTh 3TON (prpMe KpeauT Ha yKazaHHyo cymmy. [loxanyiicta, HaBeguTe
CIPaBKHU Yepe3 Kakoe-I11u00 areHTCTBO WU OaHK.

CoxaiieeM, 4TO HE MOXKEM OBITh 00JIee MOJIE3HBIMU BaM B 3TOM JI€JIE.

[Ipocum paccMaTpuBaTh 3TO MUCHMO KOH()HUICHIIMAIBHO.

Nckpenne
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Confidential

Dear Sirs:

We regret we cannot supply the information you require in your letter of 11
January. Our business with that firm has been so small for us that we see no way
of giving you any advice as to whether the involved sum can be credited safely.
Please make inquiries through an agency or a bank.

We are sorry for not being more helpful in this case.

Kindly treat this letter with confidence.

Sincerely,

YBaxkaemsblii r-H Maknonanna!

Mp1 coxarneeM, YTO HE MOKEM MOPYUUTHCS 32 HAJIEKHOCTh Kopropanuu X.
Harmr onieiT paGoTsl ¢ 3TOM (hrpMoil OBLT HEYOBICTBOPUTEIICH.

B TeueHue mnocinegHUX HABYX JET, KOTAa Mbl MOAACPKUBAIN JI€JIOBbHIE
OTHOLIEHUS C Kopropauued X, OHa HEOJHOKPATHO HE BBINOJHSIA CBOU
¢dbuHaHCOBBIE 00s13aTenbCTBA. bosee Toro, B HacTosmee BpeMs 3Ta pupma JoJKHA
Ham 50 000 mommapos CIIA 3a ToBap, mpuOOpPETEHHBIN 32 MOCIEAHUE MIECTh Me-
CSILIEB.

Msbl 3Haem, uto 5Ta HHGOpMANMS OCTAaHETCS KOH(MUICHIMAIBLHOW, H
HajieeMcs, 4To oHa Oynet Bam mosesHa.

Uckpenne Bam

Dear Mr. MacDonald:

We regret that we cannot vouch for the reliability of X corporation. Our
experience dealing with this firm has been unsatisfactory.

During the past two years that we have been having a business relationship
with X company, they have repeatedly failed to meet their financial obligations. In
fact, right now they owe us $§ 50,000 for purchases made over a period of six
months.

We know that this information will remain in confidence and we hope that it
will be helpful to you.

Sincerely yours,

VYBaxaemas r-xa Kpoccman!

Mpr1 oOpamaemcst kK Bam, 4ToObl HAIOMHUTB, 4TO Hall c4eT Ne 378 Ha cymmy
5000 pommapos CIIIA Bot yxe 30 qHeil HE omIayeH.

Ecin y Bac ectp mpoOsieMbl ¢ OIUIaTOM ATOTO cuera, TO, MOXKAIyHCTa,
HEME/IJICHHO MTO3BOHUTE MHE, C TEéM YTOOBI Mbl MOTJIM CKOPPEKTUPOBATH €TO0.

Cnacu6o 3a Baiie HezamemyiutebHOE BHUMaHUE K TOMY BOIIPOCY.

C yBaxxeHneM
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P. S. Ecnu BBl yXe NEPEUUCHIWIA 3Ty CYMMY IO IIOYTE, MOXKAIyWCTa,
MPUMUTE Hallly 0JIAr0JapHOCTh U MPOUTHOPUPYITE 3TO MUCHMO.

Dear Mrs. Crossman,

This is a reminder about invoice number 378 for $ 5,000, which is now over
30 days past due.

If there is e problem with this invoice, please call me at once so we can
correct it.

Thank you for your prompt attention to this matter.

Yours sincerely,

P. S. If your payment is already in the post, please accept our thanks and
disregard this notice.

B Bbanux Hvto-Hopka

Jara:

I'ocnona!

Hacrosmum BaM mpeAnuchiBae€TCs MPEKPATUTh OIUIATy IO MPEICTaBICHUU
CIEYIOLIET0 YeKa:

Nwms nmonyuarens: Jleounn Iletpos

Jarta geka: 25.10.96

Cymma: 50 000 gomnapos CIITA

Homep ueka: 27

OTo mpekpallieHue miaTexa OCTaeTCsl B CUIIE JI0 CJICAYIOUIETO MUCbMEHHOTO
pacTopsKEHUA.

HaumMenoBanue cuera: BamtoTHbIN cuer

Homep cuera: 24367- 49875

IHonnwuce:

To: The Bank of New York

Date:

Gentlemen:

You are hereby directed to stop payment upon presentment of the following
check:

Name of Payee: Leonid Petrov

Date of Check: 10.25.96

Amount: $50, 000

Check Number: 27

This stop order shall remain in effect until further written notice.

Name of Account: Currency Account

Account Number: 24367- 49875

By:

Memneooicepy no pabome ¢ nepconanom
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Hacrosmum coobmiaro, uto ¢ 5 nexadbps 1996 rogma s yBOJBHSIIOCH U3
KOMITaHHUH.

C yBaxxeHHeM

To: Personnel Manager

Effective December 5, 1996 I hereby resign from employment with the
company.

Very truly yours,

Kowmy:

Hacrosiimum coob1iato, 4To sl yBOJIBHSIIOCH C JOJIKHOCTH B
KOPIIOpPALNU C CETOIHSIIHETO AHS.

C yBaxxeHuem

(ITonnucs)

To:

I hereby resign as of the Corporation effective forthwith.
Very truly yours,

(Signature)
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Ilpunoscenue

1. HAUBOJIEE YIIOTPEBUTEJ/IbBHBIE BBIPAKEHMUS,
NCHOJIB3YEMBIE B HAYAJIE IIMCBMA

Cnacubo/ orpomMHoe crmacu0o 3a
n00poe/ Teraoe MMchbMo OT 15 Masl.

Bonbiioe cnacubo 3a Baiie 1o0poe u
TEIUIOC NHUCHMO OT 16 mros.

Cmacubo Tebe 3a TBOE MUCHMO 110
MoBoOay BU3UTa /[>)kOHa B...

Buepa s mony4dni1 TBOE MUCHMO. ..

51 Ob11 OYEeHB pajl MOIYYUTH TBOE
MTUCHMO.

51 odeHb MEHIO TBOU JIOOPHIC CIIOBA.

S uckpenne 6maromapen Tebe 3a...

S odeHb coXkajero, 4To y MeHsS He ObLIO
BO3MOKHOCTH JINYHO TTOOJIarogapuTh TeOs
3a...

Bp110 MpUSTHO MOTYYHUTH OT TEOS
MACHMO TIOCJIE CTOJIb MPOIOJDKUTEIIBHOTO
BPEMEHH M y3HATh, UTO...

Bp110 MpUSITHO MOTYIUTH OT TEOsI
MACHMO TIOCTIE CTOJIB JIOJTOr0 TIEpPEephIBa.

Kaxkast mpusiTHast HEOKUJAHHOCTB!

s meHs ObLI0 OOJIBIITIM
YJIOBOJIBCTBUEM. ..

51 TOJIBKO YTO MOJYYHIT TBOE TTUCHMO H...

CeromHs yTpoM, K MOEMY OTPOMHOMY
YIHUBJICHHIO, 5 TIOJIYYHJI OT Te€OS MUCHEMO.

S Tak pan, 4TO THI...

S numry tele...

A He capiman o Teobe...

[TpusatHO OBUIO y3HATH, YTO THI...

Kakume  3axBartbiBatomue/  3ameda-
TeJIbHbIE/ BOJHYIOIINE/ paJJOCTHbIE HOBOCTH!

Tax MHOTO BCero MpOM30ILIO C TEX MOP,
KaK s mucain teoe.

Kak MHOro BpeMeHH Mpouuio ¢ TeX mop,

Thank you/ thank you very
much/ thank you ever so much for
your kind/ warm letter of May 15.

Many thanks for your kind
and warm letter of July 16.

Thank you for your letter
concerning John's visit to...

I recieved your
yesterday...

I was delighted to receive
your letter.

[ appreciate
words.

I am sincerely/ truly grate-
ful to you for...

I regret very much that I
did not have an opportunity to
thank you personally for...

It was nice to have a letter
from you after so long and to hear
that...

It was nice to have a letter
from you after all this time.

What a pleasant surprise!

It was with great pleasure
for me...

I have just received your
letter and...

This morning, to my great
astonishment, I received a letter
from you.

[ am so pleased that you...

[ am writing you...

I have not heard from you...

How nice to hear that you...

What exciting/ wonderful/
thrilling /happy news!

letter

your kind
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KAaK MBI BCTPEYAIUCh MTOCIEAHUN pa3!

[Ipouuio MHOrO BpeMEHH € TEX IMOp, Kak
g OT TeOsl 4TO-IU0O0 CHbIIAN, U S OYEHb XOUYy
y3HaTh, KaK Thl IO’)KUBAEIIIb.

Kak Tosbko s ycnpima...

[TpuBeT, Kak ThI MOKHUBACIIbL cElYac?

Teneps M03BOJIb MHE paccKas3aTh O ceoe.

[To3npasmsito c...

[TozapaBisito u
Hamyqmero!

[To3npaBmsito ¢ 1HEM pOXAeHUA!

S xoTten OBl TOJBKO TOXEJIAThb Bam
Becenoro PoxnaectBa u cuactiimBoro Hosoro
rojaa.

Hannyumne noxenanus k PoxnectBy u
HoBomy rony.

Thl Oyneup yIuBISATHCA, TOYEMY 51 Tak
JOJITO TSAHYJI C OTBETOM. ..

Sl TOBKO YTO BEPHYJICA U3...

Teneps, KOraa st HAKOHEI MOTY CECTh U
HaIKuCcaTh BaM CHOBA...

KaxeTcs, yxe Bce B MUpe, KpOME MEHS,
HanmucaJim Tebe W TOo3apaBUIM TeOs, HO S
OBLI...

S 3agepxaincss € OTBETOM Ha 3TO
MUCBMO, IIOTOMY YTO...

S cobupancs HamucaTh C T€X IOp, Kak
MOJIy4MJI TBOE MHCHMO, HO Y MEHs OBUIO Tak
MHOTO BaXHBIX JIeJI, 4TO S HUKAK HE MOT
HaWTU BpeMs.

Bbl Oyzaere yauBiIeHbl, MOJIYyYUB TUCHMO
oT a0COJIIOTHO HE3HAKOMOTO YEJIOBEKA.

A wmanewoch, Bl He Oynere NpOTUB
MOJIYYUTh MMUCHMO OT...

Bbl HEe 3HaeTe MEHs, MO3TOMY MO3BOJIBTE
MHE IIPEICTaBUTHCS.

41 y3Hau Bame uMs U ajgpec or...

KCJ1aro BCCIO

S numry, mTOTOMY 4TO, Kak sl IOHUMAIO,
BBl OBl XOTEJIM MUMETh Jpyra Mo MEpenucKke B
MOEH CTpaHE.

So much has
since I wrote you.

What a long time it is since
we last met!

happened

It is a long time since I
heard from you and I am anxious
to know how you are getting on.

As soon as I heard...

Hello, how are you these
days?

Now let me tell you about
myself.

Congratulations on...

Congratulations and all best
wishes!

Many happy returns!

This is just to wish you a
very merry Christmas and the
happiest of New Years.

With best wishes
Christmas and the New Year.

You will be wondering
why it has taken me so long to
reply...

I have just returned from...

Now that I am finally able
to sit down and write you again...

By now everyone in the
world except me seems to have
written to congratulate you, but I
have been...

I have delayed answering
this letter because...

I have been meaning to
write ever since | received your
letter, but I have had so many
important things to do that I just
haven't had time.

You will be surprised to get
a letter from a perfect stranger.

for

I hope you don't mind
receiving a letter from...
You don't know me so let
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Bame ums s y3Han ot r-Ha X, KOTOPBIN
ITIOCOBETOBAJI MHE CBS3aThCS C BAMM.

IInmy KOpPOTKYHO — 3aluCKy,
nooyarogapuTh Teos

S naxxe He 3HAIO, Kak 01arogapuTh TeOs

qTOOBI

3a...

OT UMEHU MOEro My>Ka U OT ce0sl TUYHO
s OUIIYy BaM, 4YTOObI MOOJAroJapuTh Bac 3a
BAllIE...

Kak Muio ¢ TBoei CTOPOHBI BCIIOMHUTD
O MOEM JHE POXKACHUS U KAKOW MPEIECTHBIN
oJIapok!

Teneps, Korga s BO3BpaTWICS TOMOMH, s
X0Uuy cpa3zy K€ HamucaTb U MoOJaroJaputh
Te0s 3a...

Teneps, Koraa s BO3BpaTWICS TIOMOMH, s
CUMTAI0 CBOMM JOJITOM HAalMCaTh U BbIPA3UTh
Te0e MOK CaMylo TeIUIyr 0JaroJapHOCTh 3a
BCIO Ty JOOpPOTY U TOCTENPUUMCTBO, KOTOPOE
ThI OKa3aJl MHE B CBOEM JIOME.

boroch, 3TO MNHUCBMO TPUUYUHHUT BaM
0osib. Sl 10ONTO COMHEBAJICS, NpEeXKAE YeM
Hamucarth €ro, Ho...

S Haperoch, Bbl IPOCTUTE MEHS 3a
OECIIOKOMCTBO, HO S 3HAI0, 4YTO BBI
€IMHCTBEHHBIN, KTO MOT ObI TOMOYb MHE.

W3BuHUTE, TTOKATYyHCTa, 9YTO OECIOKOIO
Bac, HO 51 OB ObI OYEHB OJIar0IapeH, €CIU OBl
BBI IIOMOTIJIM MHE B OYCHB JICTUKATHOM JICIIC.

51 Ob1 OBl BaM MpU3HATENICH, €CIU Obl
BBL...

S xouy mpocuTh Bac 00 0YeHb OOJIBIIIOM
OOJKCHHH.

He w™ormm
oJl0JDKeHue?

He 3Haro, xak HayaTh, TaKk KaK s XO4y
MIPOCUTH Bac O OOJIBIIIOM OJ0JKEHUH.

OBl  BBI caciaarb MHC

[lpomry mpomeHusi, YTO
BCTPETUTH BaC, KaK IIAHUPOBAIIOCH.
Sl ¢ coxxanenueM y3Hai, 4To...
Het cnoB, koTopbie OBl BBIPA3HIN MOIO
OTrPOMHYI0/ TTyOOKYI0 Nevalib 10 CIIyYaro...
MHe ObUIO O4YeHB/ YXKACHO TSIKEIO

HC Mor

me introduce myself.

I obtained your name and
address from...

I am writing because I
understand you would like to
have a pen friend in my country.

Your name has been given
to me by Mr. X who suggested
that 1 should get in touch with
you.

This is just a brief note to
thank you for...

I don't know quite how to
thank you for...

On behalf of my husband
and myself I am writing to thank
you for your...

How very kind of you to
remember my birthday and what
a lovely present!

Now that I am back home I
want to write straightaway and
thank you for...

Now that I am back at
home, I feel that 1 must write and
thank you most warmly for all the
kindness and hospitality shown to
me at your place.

I am afraid this letter is
going to hurt you and I hesitated a
long time before writing it, but...

I hope you will forgive me
for troubling you, but it has
occurred to me that you are the
only person who may be able to
help me.

Please forgive me for
troubling you but I would be very
grateful if you would help me in a
very delicate matter.

I should be grateful if you
would...
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YCIIBIIATD O...

Mpb1 ObUTM UCKPEHHE OTOPUYEHBI, Y3HAB O
BallleH MOTEPE.

S cunTaro cBOMM J0JITOM HAaIlKCaTh BaM,
KaK 51 COXKaJelo...

[Tunry ¢ Tem, YTOOBI BBISICHUTb...

S 3aumHTEpecOoBaH B  JIOJDKHOCTH...
OOBSIBIICHUE O KOTOPOH 5 HAIIIEN B...

S — uneanbHBIM KaHIUAAT AJ1 pabOTHI,
KOTOPYIO BBl PEKIIAMUPOBAIIH, U S OUEHb XOUY
€€ MOJYYUTb.

S 61 OBl OueHb OJlarogapeH, eciau Obl
Bbl BBICIQJIM MHE CBEJCHHUS O JIOOBIX achu-
PAaHTCKUX  CTUNECHAUSAX,  KOTOpPbIE  BBI
npeasiaraeTe sl UHOCTPAHIIEB.

B oTBet Ha Bam 3amnpoc ot 21 ceHta0ps
0... MBI MOKEM COOOIIHUTH BaM, YTO...

Mgl ¢ coxkajeHueM cooOImaeM BaM O
TOM, YTO...

C coxaieHrneM coo0IIIaeM BaM...

Mpg1 GarogapuM Bac 3a Ballle MUCHMO H
CO’KAJIEEM, YTO IO MPUYUHE... MBI HE CMOXKEM
MIOMOYb BaM.

Hena B HLm—ﬁopKe 3aJICpKAU  MOE
BO3BpalllecHue Ha paboTy 10 CETOIHSIIHETO
THSL.

OT0 MUCHMO SIBISIETCS HKaI0O0H Ha...

Cnacu6o 3a Bamie nucbMo oT 20 HOsIOps
U 32 TOT MHTEpPEC, KOTOPBIA BBl MPOSBUIU K
Hamel gupme.

Hac ouens unrepecyer...

Ml paabl Y3HATh U3 BAICTO HCAABHCT'O
3aIpoca, YTO Bbl HHTCPCCYCTCCh...
Bonwiioe cnacu6o 3a Balr 3a1poc o...

Mecsn ToMy Ha3ag MBI IIOCJIAJIA BaM...

DOTO  NHCBMO  COIEPKUT  BAXKHYIO
uH(pOopMaIIo, KOTOPYIO, 1 YBEPEH, Bl OyJieTe
pazpl MOJTYYUTh.

ITpumure, IIOXKAIIYHCTA, Hallu
HMCKPEHHUE W3BUHEHUS 3a OIMOKY B BalleM

I want to ask you a very
great favor.

I wonder if you would do
me a favor.

I don't know how to begin
because I have a great favor to
ask you.

[ am terribly sorry that I
could not meet you as planned.

I was sorry to learn that...

There are no words that can
express my great/ deep sorrow
about...

[ was extremely/ terribly
sorry to hear of...

We were sincerely/
honestly/ very sorry to hear about
your loss.

I feel I must write to tell
you how very sorry [ am...

[ am writing to inquire...

I am interested in the post
of... which I saw advertised in...

I am the ideal candidate for
the job you have been advertising
and [ am very anxious to get it.

I would be most grateful if
you could send me details of any
postgraduate scholarships which
you may be offering to students
from overseas.

In answer to your inquiry
of September 21 about... we are
able to inform you that...

We regret to inform you
that...

It is with regret that we
inform you...

We thank you for your
letter and regret that, owing to...
we will not be able to help you.

Business in New York
delayed my return to the office
until today.
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HUIOHBCKOM CYETE.
C yI10BONIBCTBUEM
coo0IIaeM BaM CIIEIYIOIIHE LICHBL. ..

npempiaracm BamMm CJICAYIOIIUC TOBAPHI...

MOChJIAEM  BaM  Hall  IOCJICIHHUU
KaTaJor...

[Tpunaraem...

[lpunaraem Kk  JAHHOMY  TIUCBMY
obpaserl...

Coo0mure HaM, MOKATYHCTA. ..
CooOmraeM BaM, 4TO...
Hacrosmum noaTeepxaaem, 4to...
Cchutasch Ha Ballly pekjiamy...

[TonrBepxmaeM NOTy4YEHHE. ..

B nmpogomkenue Hamero nuceMa...
OTHOCHUTEIILHO BallleEro 3aKasa...

IIo3BonprTe MHE OT HUMEHH Tr-Ha N
OTBETUTH Ha Ball 3aIpocC OT...

[Ipomy MeHs W3BUHUTH 3a TO, YTO HE
OTBETWJI Ha Ballle TUCbMO PaHbIIIE.

[ am writing to make a
complaint about...
Thank you for your letter of

November 20 and the interest
expressed in our firm.
We have considerable

interest in...

We are glad to know from
your recent inquiry that you are
interested in learning about...

Thanks a lot for your
request for information about...

About a month ago we sent
you...

This letter contains some
important information, which I
am sure you will be glad to have.

Please accept our sincere
apology for the error in your June
bill.

We have pleasure in

submitting the following

quotation...

offering you the following
goods...

sending you our latest
catalogue...

Attached please find...

You will find enclosed
with this letters sample of...

Please kindly inform us...

Please know that...

This is to confirm that...

Referring to your
advertisement...

We  acknowledge  the
receipt of...

To follow up on our letter
of...

With the reference to your
order...

On behalf of Mr. N allow
me to respond to your inquiry
of..

My not

apologies  for
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| responding your letter any sooner.

2. HAUBOJIEE YIIOTPEBUTEJIBHBIE BBIPAKEHUA,
NCHOJIB3YEMBIE B KOHIE IIMCBbMA

Hanuim, noxainyiicra, nockopee.

C mHereprnieHueM kay OT TeOs
OTBETA.

Hapneroch, 4TO TBI BCKOpPE CHOBA
Hanuiienlb MHE M 4YTO MUChbMa y Bac HE
3a€PKUBAIOTCS.

[locrapaiics HanucaTtp MHE €I
OJTHO ITACHMO.

O06s13aTenbHO HaIUIIN MHE
MOCKOpPEee M PaCcCKaKu MHE Bce 0 cede U 0
CBOEH CEMBbE.

S oueHb XO4Uy YCIHBINATH YTO-
HUOynb OT TeOs, MO3TOMY HaIlUIIH,
MOKayicTa, Kak MOKHO CKOpee.

Tel He mpencTaBisenb, Kak s X04y
YCIBIIATH OT T€0S YTO-HUOY/Ib.

Haneroch Bckope mony4uTh OT TeOs
MUCHMO.

A Oyny pan ycawlmath 4TO-HHOYIb
o Tebe.

S 6bu1 OBI MpU3HATEIEH 3a CKOPBIN
OTBET.

Sl moHMMalo, YTO OCTajJOCh Majo

BpeMEHHM, M OblT Obl OyaromapeH 3a
OBICTPBIN OTBET.
Hanumm wmHe, mnoxanyicra, |

paccKaKu Bce HOBOCTH O...

S oueHp xouy TeOS YBUACTh U
MO3TOMY HE Oyay A0 BCTPEYH TOBOPHUTH
HU O KaKHX HOBOCTSIX.

S kmy, 9TO BBl HANWINETe MHE B
Onmxaiiiee yaqoOHOe /Jis BaC BpeMs.

XopoIio O BCKOPE YCIBIIIATh YTO-
HUOY/b OT Bac.

WHaTepecHo, Kak THI MOXHUBACIIb H
KaK MPOJIBUTAIOTCS TBOHU JIEJa.

Ecom 'y Bac  Oymer  Bpews,
[I0KAJIyHCTa, HAIlMIIUTE MHE IOCKOpee.

Please write soon.

I look forward/ I am looking
forward very much to hearing from
you.

I hope that you will write me
another letter soon and that there isn't
a postal "go- slow" in your country.

Do try to let me have another
letter of yours.

Do write to me soon and tell me
all about yourself and your family.

[ am very eager to hear from
you, so please write as soon as you
can.

You have no idea how much I
am looking forward to hearing from
you.

I hope to have a letter from you
before long.

I would be delighted to hear
about you.

I would appreciate an early

reply.

I realize that this is very short
notice, and would be grateful for an
early reply.

Please write and tell me a!! the
news of...

[ am looking forward to seeing
you and will keep all my news untill
then.

I look forward to hear from you
at your earliest convenience.

It would be nice hearing from
you soon.

I have been wondering recently
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MHe Bcerma TpHATHO TOJNyYaTh OT Bac
MUChMa.

S O Obl OnaromapeH, eciu Obl
NOJy4WJI OT Bac H3BECTHE KaK MOXKHO
cKopee.

Sl BKITagpIBat0 KOHBEPT C AAPECOM U
MapKoOW ¢ TeM, 4TOOBI BbI MHE OTBETHIIH.

[Toxamylicta, MUK MHE TaK 4acTo,
KaK TOJIbKO MOXEUIb.

B crmenyrommuii pa3 s mocraparoch
OTHPABUTH ITUCHBMO BOBPEMHI.

Bcero camoro Hamiry4mero.

Kenaro ynaun!

C Hauny4mIMMu NoKeJIaHusImMu !

MpI xenaem Tebe caMoro 0OJIbIIOTO
CYaCTBhSI.

Hawmnyumune mnoxkemnanus OT BCexX
Hac 10 CIy4amw...

C ceplleuYHbIM ITPUBETOM.

ITepenaii mpuBeT Mapu 1 eTAM.

A 6yny nmroouTs TeOs Beera.

[Toueny# 3a MeHs AeTEM.

Mou MBICIIH BCera ¢ TOOOM.

Bce TBOUM cTapbie Apy3bs mepenaroT
Te0e cepIeUHbIN PHUBET.

51 xody, 4TOOBI ThHI 3HAN, YTO S HE
3a0bIBatO TEOSI.

Ilepenaii MOW TIPUBET TBOEH MaM€E U
JIxopaKy, U elie pa3 Oosbioe Tebe cria-
cu6o.

Mosi Mama MPUCOCAMHSICTCS KO MHE
u kenaeT Tebe Becenmoro PoxknmectBa u
CYACThS M YCIIEXOB B HOBOM TOJTY.

Sl Hajmewch, UYTO ThI
OTJOXHEIIIb.

beperu ce0s.

Kenaro Tebe xXopolio MPOBECTU
Bpems. [Inmm vae.

W3BuHU, 4TO OECIIOKOIO TEOS TaKUM
o0Opazom.

Sl Haneroch, 4TO BBl MPUMETE MO
UCKpPEHHUE U3BUHEHUS.

DnBapa MPUCOSAUHSIETCS KO MHE C

XOpOLIO

how you are getting on and whether
things have been improving for you.

Please write to me before long
if you have time. I always enjoy
letters.

I would be grateful to hear from
you as soon as possible.

I enclose a stamped, addressed
envelope for your reply.

Please write me as often as you
can.

And next time, I will make sure
that I send a letter in time.

Ail the best.

Best of luck to you!

With all good wishes!

We certainly wish you all the
happiness in the world.

With best wishes from all' of us
on...

With  kind/
regards.

Give my love to Mary and the
children.

I (will) love you forever.

Kiss the children for me.

My thoughts are always with

kindest/  best

you.

All your old friends send their
love.

I want you to know I am
thinking of you.

Remember me to your mother,
and to George and many thanks again.

My mother joins me in wishing
you a very merry Christmas and a

happy and prosperous New Year.

I hope you will have a very nice
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W3BUHEHUSIMU 32 0ECIOKOMCTBO, U MBI 00a
nuieM BaM  Hallld  caMmble  JIy4lliue
MOKEJaHUS.

XOoTs s HUKOMM O0Opa3oM HE Hecy
OTBETCTBEHHOCTH 32 3Ty HEJIOBKYIO
CUTYalIUIO, 5, ECTECTBEHHO, CJEJal0 BCE OT
MEHsI 3aBUCSIIEE, YTOObI UCIIPABUTH €€.

[Toxamy¥icra, emie pa3 IpoCTH MEHA
3a TO, YTO HE BO3BpaTUJl TeO€ 3Ty BEIllb
HEMEIJICHHO.

WN3BuHUTE, YTO BBIHYXXACH OBLI
HamucaTh TaKoe MUChMO, HO, TTOBEPHTE, Y
MEHS HET BbIOODA.

[Toxxanyiicta, U3BUHU MEHS, HO MOE
pelieHre abCoM0THO OKOHYA-TEIBHO.

OyeHb MHUJIO C TBOEH CTOPOHBI
nucaTh MHE TaK 4acTo.

TBonm mmCHMa
CYaCTJIMBOM.

Ecnu Tl HE OTBETHINL B TEUCHUE
IIBYX HEJCINb, sl Oy1y BRIHYKJICH H3MCHHUTH
CBOE pEILICHUE U...

Jlail MHE 3HaTh, YTO Thl PEUIHUIIIb.

Ecnmu BBl Oyaere 3aHSITBI B 3TO
BpeMsi, JaliTe MHE 3HaTh, KaKoe JpPyroe
BpeMsi OyZieT BaM yj00Hee.

[Toxxanyiicra, maMTe MHE 3HATh
MIOCKOPEE, 3aMHTEPECOBAHBI JIU Bbl B 3TOM.

UYrto BBI Aymaere?

XoTenock OBl 3HATH,
0’KHIATh.

He 3a0ynp...

Jlalite MHe 3HATh, yJAOOHO JIM 3TO

ACIaroT MCH:

Korja Bac

BaM.
Bo3moxHO 1111 310?
Ecim  Bbl  3HaeTe  Kakywo-1u0o
KHUTY, KOTOpasi Obuta Obl MHE T0JIE3HA, TO
s ObLJT OB OUEHB BaM OJ1aroJiapeH.

[Tpunomry U3BUHEHUS 3a
NPUYMHEHHOE BaM  OECIOKOMCTBO U
HaJCCh, BEI MoMMeTe, 4TO0

00CTOsITENbCTBA OBUIN CUIIBHEE MEHS.
51 6b11 ObI ONarogapeH, ecinu Obl Bb
BbICJIAJIM MHE OoJjblie WHPOPMALMH U

holiday.

Take care of yourself.

Have a good time and write
often.

Please forgive me for troubling
you in this way.

I do hope you will accept my
heartfelt apologies.

Edward joins me in apologizing
for troubling you and we both send
you our best wishes.

Though 1 am
responsible  for this unfortunate
situation, I will naturally do
everything in my power to remedy it.

in no way

Once more, please forgive me
for not returning this thing to you
immediately.

Forgive me for having to write
such a letter, but, believe me, I have
no alternative.

Please forgive me, but my
decision is quite irrevocable.

You are a dear to write me so
often.
Your letters make me so happy.

If you do not reply within two
weeks, I will have to change my mind
and...

Let me know what you decide.

If you are not free then, let me
know if there is any other time which
would be more convenient.

Please do let me know soon if
you are interested in it.

What do you think?
Let us know when to expect
you.
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aHKETY JJIsl TOCTYTICHHUS.

Moxer ObITh, BBl OyAeTe Tak
M00€3HBI U TaIUTe MHE 3HATh, YAOOHO JIK
3TO.

Cosxaiero, yTo 0€CIOKOI0 Bac, HO A
HE 3HAI0, YTO JeJIaTh.

Sl He 3Haro, yTto OBI g Aejlan 0Oe3
TEOs.

Ecnu y Bac Oymer BpeMs MOMOYb
MHe, Oyly BaM OY€Hb 00s3aH.

biarogapro u xny.

3apanee  Onaronapro
HEOIIEHUMYIO ITOMOIIIb.

Pazpemure MHE 3apaHee
mo0arofapuTh Bac 3a BaIly TOMOIITb.

Pazpemure MHE erle
no0JIarogapuTh Bac.

MpbI TBOM JOKHHUKH 34...

[Toxxanyiicra, 1ail MHE 3HATh, YEM S
MOTY TIOMOYb.

[Toxxanyiicra, MO3BOHU MHE, €CJIU
MOHAO00NTCS Kakas-HUOYAb TOMOINb OT
MCHS.

BacC 3a

pas

Tel Beap 3Haemb, 4YTO BCErla
MOKEIIIb PACCYUTHIBATH HA MEHA.
Jdain Moe wuMsS W aapec HH-

TEpBbIOEpAM, €CIIU HYKHO.

MpI K1EM BalllMX YKa3aHUU.

Ecnu Bam nmoTpeOyroTcs enle Kakue-
aM00 YTOYHEHUS WM  TIOMOIIb, TO
HAIIUIIUTE MHE, TOXKaJayicTa, W II0-
3BOHHUTE 10 YKa3aHHOMY Telie(poHy.

Eciu MBI HMYEro HE TOJYyYUM OT
Bac CO CJICAyIONICH IMOYTOH, MBI Oyaem
BBIHY)KJICHBI TepeaaTh 3TO IO B PYKH
HaIIMX FOPUCTOB.

K coxaneHuto, 3To y)ke He mepBas
Haia »kanoba, ¥, eciii BOMpOoC HE Oyner
pEIIeH TOJOXKUTEIbHO, MBI HE Oyaem
OOJIBIIIEC TTOCKUTATh BaM 3aKa3bl.

Ecnu MBI HE 1amy OTBET MO KaKUM-
aubo  MyHKTaM  Balllero  3ampoca,
MOKaJyiCTa, HAMUIIMTE HAaM CHOBA.

Don't forget to...

Let me know if this is
convenient for you.
Would that be possible?

If you know of any book which
might be of assistance to me, I would
be most grateful.

While 1 greatly regret the
inconvenience, I feel sure you will

understand it was due to
circumstances quite beyond my
control.

I would be grateful if you
would send me further details and an
application form.

Perhaps you would be kind to
let me know if this is convenient.

[ am sorry to bother you with
this, but I don't know what to do.

I don't know what 1 would do
without you.

If you have time to give me any
assistance, I will be greatly in your
debt.

Thanking
anticipation.

I thank you in advance for your
much valued help.

Let me thank you in advance
for your help.

Let me thank you once again.

n advance/

We are indebted to you for...

Please let me know what I can
do to help.

Please call on me if there is
anything I can do to help.

You know you can always
count on me.

Do not hesitate to give my
name and address to interviewers.

We await your instructions.
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Camo coboil pazymeercs, UTO
mobas  uHpoOpMalMs, KOTOPYIHO  BbI
npeaocTaBuTe, OyAeT paccMaTpUBATHCS

CTPOr0o KOH(MUIEHIHUATIBHO.

C coxaneHueM CTaBUM Bac B
U3BECTHOCTh, YTO, €CJIM TOBap HE
MOCTYNUT K HAaM K KOHI[y MEcCsla, Mbl
BBIHYXJICHBI OyJIeM aHHYJIMPOBATh 3aKa3.

S Bce ke HamewCh, YTO 0JTa
3a/iepKKa He MPUYMHIIA BaM HEYJ00CTB U
BbI IPUMETE MOU U3BUHEHUSI.

Msbl mpuMeM Bce HEO0OXOIUMBIE
Mepbl 11 TOro, YTOOBI TOJA00Has
cuTyanus 0oJibllle HE TOBTOPUIIACH.

B naHHBIX OOCTOSITENBCTBAX MBI
MOXEM TOJBKO MPOCUTH BaC MPUHSTH
Hallld MCKPEHHHE W3BUHEHUS 3a MPUYU-
HEHHOE BaM OE€CIIOKOWCTBO.

Mbsi  Obut OBl YpE3BHIYAITHO
OnaromapHel, €ciii Obl Bbl OTBETHJIM HAM
KaK MOXHO CKOpe€e.

Mpb1 Obutm OBl TpHU3HATEIBHBI 3a
OBICTpPBIN OTBET.

MoxeTr OBITh, BB OyjaeTe
J00E3HBI ¥ TIOJTBEPAUTE MOTyYEHUE.

Mpb1 ObuTH OBl IPU3HATENBHBI, €CIIN
OBI BBl MOTJIM OTBETUTD OBICTO.

Haneemcs Ha YIOBOJILCTBUE
paboTaTh C BaMH.

Bair O6bICTpBIif OTBET TOMOXKET HaM
OKa3aTh BaM TMOMOIIIb.

Paccmotpurte, mokanylicta, Haiu
MPEIJIOKEHUS.

Haneemcst Bckope MOJIyduTh OT Bac

TaK

OTBET.
[loxanyiicra, oOpamaiiTecb K Ham
HE3aMEJIMTENBHO, €CIM Y BaC BO3HUKHYT
€11e BOIPOCHI.
Haneroce, BBl  corjacurecb €
KOHCTPYKTUBHOCTBIO CKa3aHHOTO BBIIIIE.

If you require any further
details or assistance, please write to
me or telephone at the above number.

Unless we hear from you by
return mail we shall be compelled to
place the matter in the hands of our
lawyers.

Unfortunately this is not the
first time we have had to complain
and if the matter is not dealt with
satisfactorily, we will not place any
further orders with you.

If we have not covered all the
points in your inquiry, please do not
hesitate to write to us again.

Naturally, any information
which you supply will be treated in
the strictest confidence.

We regret to inform you that if
the goods have not reached us by the
end of this month, we will be
compelled to cancel the order.

I do hope the delay has not
caused you any inconvenience and
once more hope you will accept my
apologies.

We will take all possible steps
to ensure that such a situation does
not arise again.

In these circumstances we can
only ask you to accept our sincere
apologies for the trouble caused.

We would be most grateful to
have your reply as soon as possible.

We would appreciate a prompt
answer.

Perhaps you would be good
enough to acknowledge the receipt.
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Your early reply will be
appreciated.

We look forward to the
pleasure of serving you.

An early reply would help us to
help you.

Please give our proposals your
kind consideration.

We hope to hear from you
shortly.

If you have any further
questions, please do not hesitate to
contact us.

[ hope you find the above
constructive.

3. HAUBOJIEE YIIOTPEBUTEJIBHBIE 3AK/TIOYUTEJ/JIbHBIE
POPMYJIbI BEXKJIMBOCTH

Sincerely yours,
Sincerely,

Yours sincerely,
Very sincerely,

Very sincerely yours,
Most sincerely yours,

Hckpenne Bam

Truly yours,
Yours truly,
Yours very truly,

[Ipenannsiii Bam

Becbma npenannbiii Bam

Very truly yours,

Yours, Bami/ Troit/ [Ipenannbiii Bam
Faithfully yours, C coBepIIeHHBIM MTOYTEHUEM/
Yours faithfully, YBaKEHHUEM

Cordially yours,

Yours cordially,

Cordially, Uckpenne Bam

Very cordially,

Most cordially yours,

Respectfully yours, C yBaxxeHHEeM/ MOYTEHUEM
Best regards/ Regards, C HAWTYYIIUMU TTOKETaHUSIMU
Bzzgtzgg yours, [Ipenanubiit Bam/Tebe

Your devoted husband, TBoi1 00K MyX
Affectionately yours,

Yours affectionately yours,

C nr000BBIO
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Affectionately,

Y our most affectionate son, JIroOsiuii Te0s ChIH

Your affectionate cousin, JIro6simmii Te0s Opat
Yours ever,

Ever yours, Bcerna Bam/TBoi

Always yours,

As ever,

Love, With love,

With all my love,

Lovingly yours, JroOsuii TeOst

Lovingly,

All my love,

Your loving son/ friend, JIro0smumii Te0st ChIH/ IpyT
Adoringly yours, oG Te6s

Fondly

Your own, TBoit

Your friend, TBo#t apyr

Tenderly, JIroOsmmii TeOst

Cordially, as always, Cepaeuno, kak Bcerja
With sincere thanks, C uckpeHHel 0J1aro1apHOCTHIO
Good-bye for now, Jlo cxoporo

Fraternally, Hpyxecku (wieHaMm Kiyoa)

4. CJIOBA U BBIPAKEHUSA
NHOCTPAHHOI' O ITPOUCXOK/JIEHUA,
YACTO BCTPEYAIOIIMECH B IIEPEIIMCKE*

* Ilpum cocTaBieHHWM AHHOTO pasjena ObUIM HMCIOJIb30BaHbBI CIEAYIOITUE
cripaBouHble u3naHus: babuues H. T., bopoecxuii 5. JW. CnoBapb JaTUHCKHX
KpbUIATBIX CJIOB, M., 1982; babkun 4. M., lllenosyos B. B. CiioBapb UHOS3BIYHBIX

BeIpakeHu# u cioB. JI., 1981; Mawson C. O. S. Dictionary of Foreign Terms. New
York, 1961.

Ad hoc (7at.) a1 3TOrO, MPUMEHUTEIBLHO K ATOMY, Ha JAHHBIA CIIydaii;
KCTaTH

Ad hominen (;1aT.) paccuuTaHHbBIN Ha YYBCTBA, @ HE HA pa3yM

Ad honores (1aT.) paau novyeTa Wik 4ecTH; 0€3 OIJIaThl, 0€3BO3ME3THO

Adios! (ucn.) 1o cBumanus!

Ad lib/ Ad libitum (nar.) 0e3 MNOATOTOBKH, WMIPOBU3UPYS;, He-
OTPAaHUYEHHO, CKOJIBKO XOUETCs
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Ad litteram/ Ad verbum (J1a1.) 70CJI0BHO, OYKBaJILHO, CJIOBO B CJIOBO

Affair d'amour (¢p.) 1000BHas CBSI3b, pPOMaH

Affair d'honneur (¢p.) neno yectu; qy31p

A la (dp.) Bpoze, Hanoo6ue, Ha MaHep

A la carte (¢p.) anskapT, HOPUMOHHO, Ha 3aKa3 (0 OJ0JaX B peCTOpaHE)

A la fourchette (¢pp.) ansidypier, Ha CKOPYIO PYKy, HE caasiCh 3a CTOJ (O
3aKyCKe, Y’KUHE)

Alma mater (J1aT.) CTyJ€HYECKOE Ha3BaHHE YUEOHOIO 3aBEACHUS

Alter ego (51aT.) BTOpOE sI; caMblil OJIM3KUI IPYT U €IUHOMBIIIJIEHHUK; Yei-
1100 JIBOMHUK

Anno Domini (y1at.) Haie 3psl

Annus mirabilis (1aT.) rox yyaec

Ante meridiem (7aT.) 10 MOXYIHS

Apres moi/ nous le deluge! (¢p.) [locne mens/ Hac XxoTb noromn!

A priori (J1at.) anpuopu, 3apaHee, He3aBUCHUMO OT ONBITA; YMO3PUTEIHHO

A propos (bp.) KcTaTu, MEXKy TPOUUM

Aqua vitae (11aT.) BoJ1a )KU3HU, BOAKA

Ars longa, vita brevis (1aT.) ckyccTBO BEIUKO, dKU3Hb KOPOTKA

A tout prix (¢p.) 11000i1 1IEHOM; BO YTO OBI TO HU CTAJIO

Au contraire (pp.) HanpoTHB, HA0O60POT

Auf Wiedersehen! (Hem.) 1o cBuganus!

Au naturel (pp.) B HaTypanbHOM BHJIE; MPUTOTOBJICHHBIM MPOCTO; O€3
MIPUKpPAC; TOJIBIIIOM, B Y€M MaTh POJUia; COOCTBEHHON MEPCOHOM

Aut bene, aut nihil (Jiat.) uiu xopoio, Wi HAYEro (TOBOPUTH)

Aut Caesar, aut nihil (nat.) unu Lle3apsb, wim HUYEro

Avant-propos (}p.) gem0 nepBoii HEOOXOIUMOCTH; TIPEIUCIOBHE

Ave Maria (nat.) ABe Mapus (monutBa boropoauiie)

Beau geste (¢pp.) KpacuBbIii KeCT, 32 KOTOPHIM 4aCTO HUYETO HE CTOUT

Beau monde (¢p.) 60MOH, BEICIINI CBET

Belles-lettres (¢p.) OenmneTpucTrka, Xya0KeCTBEHHAS JIUTEpaTypa

Benevalete! (n1at.) byasTte 310poBbI!

Bete noire (¢p.) HeHaBUCTHBIN, IPOTUBHBIN YEJIOBEK; MPEAMET HCHABUCTH

Bien dit (¢p.) xopomuro ckazano (006 y1ayHOM OTBETE, PEILIUKE)

Bona fide (;1at.) 106poCcOBECTHO, YECTHO; YUCTOCEPICUHO

Bon horn me (¢p.) 106pbIit Manblit; TPOCTOMN YETOBEK

Bonjour (pp.) 100psIii 1eHB

Bon mot ({pp.) MeTkoe c10BO, OCTpOTA

Bonne amie (¢p.) noapyxka; 1r000BHUIIA

Bonne nuit (pp.) 106poit Houn

Bonsoir (¢p.) 100psIiil Beuep

Bon ton ({pp.) 60HTOH, CBETCKOCTh; XOPOILIUNA TOH, XOPOIINE MaHEePbI

Bon vivant (¢p.) 60HBUBaH, YeIOBEK, JIOOSIINI )KUTh B CBOE YIOBOJILCTBUE

Bon voyage! (bp.) no6poro mytu!

Carpe diem (71aT.) JIOBU JIeHb; JIOBU MTHOBEHUE

Carte blanche (¢p.) xapT-Onanii, nosiHas cBo06oa NeUCTBUN
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Casus (J1at.) ciy4ail, IpoucIecTBUE

Chef-d'oeuvre (¢pp.) menesp

Cherchez la femme (pp.) 3a BcemM croutr >xkeHmwuHa (OykB, Wmurte
YKEHIIUHY)

Circa (;1at.) 0K0J10, MPUOTUZUTENHHO (OCOOEHHO O /1aTax)

Citius, altius, fortius! (1at.) beicTpee, BbilIe, cuibHEE!

Cito (;1aT.) OBICTPO, CPOYHO

Comme il faut (¢bp.) xoMuibdo, OJIaroNPUCTONHBIN; COOTBETCTBYIOMIUI
MIPaBUJIAM CBETCKOTO MPIIAYHS

Contra (71at1.) npoTUB

Coup d'etat (dp.) rocymapCTBEHHBIM MEPEBOPOT; PE3KOE, PEHIUTEIBHOE
npeoOpa3oBaHue

De facto (;1at.) ne-daxro, Ha nene, GaKTUIECKH, B IEUCTBUTEILHOCTH

Dei gratia (7aT.) MUI0CTBIO OOXKbEN

De jure (;1aT.) Ae-tope, OPUANYECKH, B CUITY 3aKOHA

Demarche (¢p.) nemapiil, 1UIIOMaTAYECKUN 11ar

Demode (¢p.) BoilIeAIINNA U3 MOJBI, YCTAPEBLIUN

De mortuis aut bene, aut nihil (;lat.) O mepTBBIX OO XOpoOIIO, TUOO
HUYETO

Deo gratias (nat.) 61arogaps bory, cmacu6o bory

Deo volente (J1at.) o Bosie bora

Dernier cri (¢p.) mocnemanee cioBo; MOCISTHUN KPUK MOJIBI

De trop (¢p.) cimmkom, gepecayp

Deus ex machina (nat.) HeoxxuganHoe cnacenue (OykB. bor u3 MammHbI)

Divide et impera! (nat.) Paznensit u BnacTByii!

Dixi (71at.) g cka3ai, s BbICKa3aJICs; 1 3aKOHYMIT

Ego (nart.) s

En avant! (¢p.) Briepen!

Enfant terrible (¢p.) HecHOCHBIN peOCHOK; YEIIOBEK, CTaBAIIMK IPYTrUX B
HEJIOBKOE MOJI0KEHUE

En masse (¢p.) B Macce, B 11e710M

En passant (¢p.) MUMOXOZ0M, MEXKYy IPOUUM

En rapport (¢p.) B COOTBETCTBUU; B CBSI3U, B KOHTAKTE

En route (¢p.) B myTH, no gopore, no myTu

Entre nous (pp.) mexay Hamu (ToBOPSI)

Errare humanum est (1at.) YenoBeky CBOMCTBEHHO OIIUOATHCS

Et cetera/ Etc. (;1at.) u Tak nanee; u ToMy ojo0HOe

Excelsior! (siat.) Bnepen u Bbiie!

Ex gratia (yat.) u3 MunocTu; 100poBOJILHO, HE 110 003aHHOCTH

Ex libris (71at.) axcnubpuc; U3 KHUT (TaKOr0-TO)

Gaudeamus, igitur (nat.) Utak, Oyaem Becenutbcs!

Gratis (nat.) 6ecruiatHO, 6€3BO3ME3THO

Homo homini lupus est (;iat.) YenoBek 4enoBeKy BOJIK

Homo sapiens (71aT.) 4eJIOBEK pa3yMHbI; MBICIISIIUN YEJIOBEK; YETOBEK KaK
pa3yMHOE CYIIECTBO
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Honoris causa (1aT.) paau noyera; 3a 3acliyTu

Hors-d'oeuvre (dp.) 3akycka; 4ro-1160 HEOOBIYHOE, SKCTPAOPIUHAPHOE

Ib/ Ibid/ Ibidem (;1aT.) Tam ke, B TOM K€ MECTe

Idee fixe (¢p.) uaedukc, HaBsI3uMBas uaes

Id est (;1at.) TO ecTh

Ignorantia non est argumentum (nat.) He3nanue — He 10BOJ

Ilusions perdues (¢p.) yrpaueHHbIE WLTIO3UU

Imperium in imperio (J1at.) rocy1apcTBO B rOCy/1apCTBE

In memoriam (;1at.) B mamsTh (0 KOM-1100), MaMsATH (KOro-auoo)

Inter alia (7aT.) B 4acTHOCTH; Cpeau MPOUYETO; MEXKIY MPOUUM

In vino veritas (;1at.) MictuHa B BUHE

Ipse dixit (;ar.) ronocimoBHoe yrBepxkaeHue (OykB. Cam ckaszan);
0e3yMHOE TTPEKIOHECHHE Tepe]] YbUM-THO0 aBTOPUTETOM

Je ne sais quoi (¢p.) Cam(a) He 3HAIO YTO

Jeunesse doree (¢dp.) 30510Tast OHOCTH; 30JI0TAsT MOJIOACKD

Jour-fixe (pp.) Kypdpukc, neHr Hedenu, NpelHA3HAYEHHBIA sl TpHemMa
Ipy3€i, 3HAKOMBIX

Kaput(t) (HeM.) ctoMaHHBIN, HEIPUTOAHBIN; Pa3rPOMIICHHBIN

Kinder, Kuche, Kleider, Kirche (Hem.) netu, KyxHsl, Iiiatbs, HEPKOBb

Le Diable etait beau quand il etait jeune (¢p.) B monogoctu u uept Obin
KpacuB

Le roi est mort, vive le roil (bp) Kopons ymep, n1a 3apaBcTByeT KOpOJIb!

Le roi s'amuse (¢p.) Kopoinb 3ab6aBnsercs

Le secret de Polichinelle/ Le secret de comedie (¢p.) cexper
[TonuimmHens; MHUMBINA CEKPET

Liberte, egalite, fraternite (¢p.) cBo60oaa, paBeHCTBO, OPATCTBO

Magnum opus (J71aT.) BbIJIatOIIEECs MPOU3BEICHUE

Maitre (¢pp.) merp (MOYTHUTENTHLHOE HA3BAHUE YEIOBEKA BBIJAIOIIUXCS
JapOBaHUM)

Manus manum lavat (;1at.) Pyka pyky moet

Manage de convenance (¢p.) Opax 1o pacuery

Mauvaiston (¢p.) 1ypHOI TOH, HEBOCITUTAHHOCTb

Medice curat, natura sanat (nat.) Bpau neuur, npupoaa ucrensier

Memento! (;1at.) [Tomuu!

Memento moril (siat.) [Toman o cmeptu!

Memento viverel (nat.) [lomau o xxu3uu!

Mens sana in corpore sano (1at.) B 310poBOoM Tenie — 310pOBbIT AyX

Merci (¢p.) cnacubo

Mesalliance (¢pp.) me3anbsHc, HepaBHBIN Opak

Modus operandi (1aT.) cioco6 gercTBUS

Modus vivendi (s1aT.) 06pa3 ’KU3HHU, YCIOBUS CYIIECTBOBAHMUS;

BPEMEHHOE COIJIAIlICHUE

Mon dieu, que les hommes sont bdtesl (¢bp.) boxxe moii, kak riynsl aroau!

Mot juste (pp.) MeTkoe 3amMeuanue, CI0BO
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Mutatis mutandis (7aT.) ¢ COOTBETCTBYIOUIUMU HEOOXOJIUMBIMHU
W3MCHCHUSIMU; U3MEHHUTH TO, YTO TPeOYET N3MECHCHHUS

Nego (naT.) oTpuIao

Nemo (1aT.) HUKTO

Nil (naT.) HUYTO, HUYETO

Noblesse oblige (¢p.) [lonoxenue o0s13p1BaeT

Nolens volens (7aT.) BoJieii-HEeBOJICH, B CUIIy HEOOXOAUMOCTH; XOUellb HE
XOYEIITh

Noli me tangere (1at.) He TpoHb MeHS1, He TpUKacaics KO MHE

Nom de guerre (¢pp.) nceBroHnm

Nom de plume (}pp.) nceBnoHnm nucarems

Non olet/ Pecunia non olet (siat.) He naxuer; JleHbru He maxHyT

Nota bene/ N. B. (y1at.) HoTabeHe, oTMeTKa (OYKB. 3aMeTh XOPOIIIO)

Nouveau riche (¢p.) HyBopuiil, OOraThiii BBICKOYKA

Null a dies sine linea (;tatr.) Hu omHoTO 1HS 6€3 CTpOUYKH

Obiit (7at.) On/ ona ymep/ ymepia

Omnla mea mecum porto (J1aT.) Bce CBOE HOITY ¢ COO0MU

Omnia vanitas (1at.) Bce — cyera

On dit (¢p.) roBOPAT...; CIOyX, CIJICTHS

Ordre du jour (¢dp.) pacriopsiok THS; MOBECTKA THS

O, sancta simpllcitasl (;1at.) O, cBsiTas npocrora!

O temporal o mores! (;1at.) O BpemeHa, 0 HpaBbi!

Panem et circenses (;1at.) Xne6a u 3peuiin

Par excellence ({pp.) mpeumMyIiecTBeHHO, TIIaBHBIM 00pa3oM

Par exception (¢p.) B BUIe UCKITIOUEHUS

Par exemple (¢}p.) Hanmpumep

Pari passu (y1aT.) paBHO, HapaBHE U OJTHOBPEMEHHO

Paris vaut bien une messe (¢p.) [lapux crour o6egHN

Pas (¢dp.) mar; nocTymnok; npeueaeHT

Passim ({p.) Be3ne, Bcroay, 3/1eCh U TaM, B pa3HbIX MeCTax

Per annum (J1aT.) €XETOHO; B IO

Per aspera ad astra (n1at.) Uepes TepHuu K 3Be371aM

Per capita (y1at.) Ha qymy (HacenaeHus ), Ha YeIoBeKa

Per se (1at.) cam/ camo/ camu 1o ce0e; B YUCTOM BHUJE, 0€3 MpUMecei; 1o
CYTH; HETIOCPEICTBCHHO

Persona grata (nat.) nepcona dara; U0, MOJB3YyIOMIEECS OCOOBIM
BHUMAaHHEM, JKeJIaTeJIbHAS JIMYHOCTh

P. F. (Pour feliciter) — TO3/paBJICHUE 10 CIyYaro Mpa3IHUKa

P. F. N. A. (Pour feliciter — TO3/paBJICHUE 10 CIyYaro

A T'occasion Nouvel An) Hogoro roga

P. P. C. (Pour prendre conge) — mnpoliaHue TP OKOHYATEIHLHOM OTHE3/Ie
P. C. (Pourcondolier) — BBIpa)KEHHE COO0IE3HOBAHUS
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*[Ipu cocTtaBieHUU pa3nenoB S5, 6 ObUIM MCHOJB30BAHBI CIEAYIOIINE
cupaBouyHble u3fanus: Pwuibaxun A. M. CnoBapb aHIIMMCKUX JIMYHBIX UMEH. 2-€
u3a. M., 1989; On xe. CinoBapb anrnuiickux ¢pamunuii. M., 1986.

5.HAUBOJIEE PACIIPOCTPAHEHHBIE AHI JINMCKUE UMEHA*

Mystcckue umena Kenckue umena
Abraham Diibpaxam Ada Diina
Adam Anam Adeline AnenuH
Adrian Diipuan Agatha Arara
Alan Anan Alice E)115(¢
Albert Anbept Alison DIIMCOH
Alexander AuiexcaHip Amanda Amanna
Alfred Andpen Anita AHuTa
Andrew 1):010)% Ann OHH
Anthony OHTOHU Barbara bap6apa
Austin OctuH Beatrice bearpuc
Basil bas3un Belinda benunna
Benjamin benmxamun Bridget Bpumxer
Bernard bepnapn Caroline Kapomnaiin
Brian bpetioH
Bruce Bpyc Catherine Koatpun
Carter Kaprep Cecilia Cecunus

Celia Cunus

Charles Yapms Christine Kpuctun
Christian Kpucrtuan
Christopher Kpucrodep Daisy Jetizu
Clifford Kmuddopa Deborah Jlebopa
Curtis Keptuc Delia Junust
Cyrus Caiipyc Diana Jlnana
Daniel Janben Dorothy JlopoTu
David JetiBua Eleanor DJIeHOP
Dennis Jlennauc Elizabeth Dnuzaber
Donald Jonann Emily OMIWIH
Douglas Jlarnac Evelyn Wpnun
Edward OnBapa Fiona ®duoHa
Francis ®pancuc Florence dopeHc
Geoffrey Hoxeddpu Freda dpuga
George Jlxopk Gladys ['maauc
Gerald Jlxepann Gloria ['nopus
Gilbert ['unbepr Grace I'peiic
Gordon ["opnon Helen XeneH
Graham ['peiiam Irene Alipun
Gregory ['peropu Isabel N3aben
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Harold Xapoig Jacqueline JxaknuH
Henry XeHpu Jane JIxenn
Herbert Xepoept Jennifer Jxenaudep
Howard Xayapa Jessica Jlxeccuka
Hugh Xb10 Josephine JIxozepun
Isaac Alizek Joyce Jlxoric
Jack Jlxek Kathryn Katpun
Jacob JIxeikoo Laura Jlopa
James Jxenms Leonora Jleonopa
Jeffrey JIxeddpu Linda Jlunpa
John JlxxoH Lorna Jlopna
Jonathan JlxoHataH Lucille Jlycunn
Keith Kut Lucy Jlycu
Kevin Kesun Lynn JI uuH
Lawrence JlopeHnc Mabel Meii6n
Leonard Jlenapn Margaret Mapraper
Lewis Jlyuc Marjorie Mapxopu
Louis Jlyn Mary Mbpu
Malcolm Mai koM Mildred Muninpen
Martin MapTtun Monica Monuka
Matthew Marttbio Nancy Houcu
Maurice Mopuc Nora Hopa
Michael Maiikn Pamela [Tamena
Miles Maiin3 Patricia [Tatpumus
Nathaniel Haranwen Pauline [Tonun
Neil Hun Priscilla [Tpuccunna
Nelson Hencon Rebecca PeGekka
Nicholas Huxkonac Rita Pura
Norman Hopman Rosalind Pozanunn
Oliver OnuBep Rose Poy3
Oscar Ockap Samantha Camanra
Oswald Ozyana Sandra Cannpa
Patrick [TaTpux Sarah Capa
Paul [Ton Sharon [I>pon
Peter [Tutep Sheila [na
Philip Punun Shirley [upnn
Ralph Pand Susan Cy3an
Raymond PeliMmonn Sybil Culun
Reginald Pexnnanyg Sylvia CuiBus
Richard Pruapn Vanessa Banecca
Victoria BukTopus
Violet Baiionet
Robert Pobept Virginia Bupmxunus

81




Roger Pomxep Winifred Yunudpen

Ronald Ponann Yvonne HBoHH

Simon CaitMoH

Stanley Ctonnu

Steven CruBeH

Thomas Tomac

Wallace Youuc

Walter Yonrep

William Yuuibsim

. HAUBOJIEE PACITPOCTPAHEHHBIE
AHTJIMHCKHUE ®AMUJINA
Abramson DitbpamMcoH Arthurs Aptyp3
Adamson AJlaMCOH Atcheson ATuecoH
Adderiy Annepnu Attwood ATTBY]I
Addington AITVHTTOH Audley O
Adrian Oliipuan Austin Octun
Albertson AnGepTcoH Ayrton DpToH
Aldridge Onapux
Allford Omndopa Babcock babkok
Alsopp Onconn Backer bakep
Anderson AHJIepCOH Baldwin bonaynn
Andrews AHIIpY3 Bargeman bapmxman
Archibald Apunben Barnes bapn3
Arnold ApHona Barrington bappunrron
Bawerman bay>pman Dernck Heppuxk
Becker bekep Dickinson JlukuHCOH
Benson bencon Dodson Jloncon
Berrington beppunrron Donaldson JloHancon
Birch bepu Donovan JloHOBaH
Bishop buion Douglas Jlarnac
Black biax Dowman Jlayman
Blare biep Dutton JlanToH
Blomfield brnombuna / Duncan JlaHKaH
brymduin Dunce Jlane

Boolman bynman Durham Japem
Bootman byrman Dyson JlalicoH
Bosworth boszyoprt Eddington DJIIUHTTOH
Bradberry Bbpan6eppu Edwards Dnyapnas
Bradshaw bpaaiio Ellington DJUIMHT TOH
Brickman bprkman Elmers DnMep3
Brooks Bpyxkc Enderson DHJEpCOH
Brown bpeyn Erickson OPHUKCOH
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Bush bym Evans OBaH3
Calhoun Kanxoyn Faber Deitbep
Campbell Kamb6enn Fane Oeiin
Carey Kapn Farmer Papmep
Carrington KappuHrron Farrell Pappenn
Carroll Kapposn Ferguson Deprycox
Carter Kaprep Finch DOuHY
Chandter Yangmep Fisher dumiep
Chapman Yanman Fitzgerald OuUTIRKEepAI
Charlson Yapiicon Flannagan daHHaraH
Chesterton YecTepToH Flatcher dnetuep
Clapton Knanron Fleming DaeMuUHT
Clifford Kimuddopa Ford dopa
Coleman Koynman Forman dopmaH
Conors Konopc Forster dopcrep
Cook Kyxk Foster docrep
Cramer Kpemep Francis dpaHcuc
Creighton Kpaiiton Fraser Opeiizep
Croftoon Kpodron Freeman dpuman
Crossman Kpoccman Fulton DynTOH
Daniels Jlanbens Galbraith I"anGpeitt
Davidson JeitBuacon Gardner I"apauep
Day e Garrison ["appucon
Dean Juna Gustman I'actman
Gate ['eiiT Larkins JlapkuH3
Gerald Jlxepann Lawman Jloman
Gibbs ['u663 Leapman Jlunman
Gilbert ['mnbepr Leman Jleman
Gill [ Lewin Jlyun
Gilmore ['mamop Little Jluttn
Gilson Jlxuncon/ Livingston JIUBUHTCTOH
I'nincon Longman Jlonrman
Gimson I'mmcon/ MacAdam Maxkamgam
JI>KuMcoH MacAlister Makanucrtep
Goldman 'onaman MacDonald MaxkaoHana
Goodman ['ynman Macduff Maknadd
Haig Xeur Macey Meiicu
Hailey Xenn Mackenzie MaxkeH3u
Hamphrey Xamppu Mansfield Manchuig
Hancock XaHKOK Marlow Mapnoy
Hardman XapaMaH Marshman Mapuiman
Harrison XappucoH Mason MeiicoH
Hawkins XOKHUH3 Mathews Martbr03
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Higgins XWITUH3 Mercer Mepcep
Hodges Xomxes Michaelson Maiikjicon
Hoggarth Xorrapt Miers Maiiep3
Holiday Xonuaen Miller Musnep
Holmes Xoyam3 Miln MunH
Howard Xayapa Milton Munton
Jacobson JIxeiikoOcoH Molligan Mounuran
James Jxeiim3 Morrison Moppucon
Jeff Jxedd Murphy Mepdu
Jenkin JI>KeHKuH Nash Ham
Jerome J>xepom Nathan Heiitan
Johnson J>xoHCOH Neal Hun
Jones J>xoyH3 Nelson Hen con
Keat Kur Nevill Hesunnn
Kelly Kemnu Nicholson Hukoicon
Kendal Kenpnan Nyman Haiiman
Kennedy Kenneau
Kennett Kenner
Kingsman Kunraman
Kirk Kepx
Laird Jbpn Oakman Oykman
Ogden OrneH
Oldman Oynaman
Oldridge Oynnapumx
Oliver Onusep
Lamberts JlamGepTte Osborne 0360pH
Otis OyTHc Oswald Ozyann
Owen OysH Smith Cmut
Page ITeiix Stanley Crannu
Palmer [Tanmep Stephen CruBeH
Parkinson [lapkrHCOH Stevenson CTHBEHCOH
Parson Ilapcon Sykes Caiike
Pass [lacc Taft Tadt
Paterson ITatepcon Taylor Teiinop
Peacock [Tuxox Thomson Tomcon
Pearcy [Tupcu Thorndike TopHpaalik
Peterson Ilurepcon Thornton TopHTOH
Philips dunnnc Timmons TuMMOH3
Porter IlopTep Tracey Tpenicu
Quincy Kyunncu Turner Tepuep
Raleigh Ponn Vance Bane
Ralphs Pandc Vaughan Bon
Ramacey Pam3nu Wainwright YoliHpauT
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Reynolds Penonns Walkman Yokman
Richards Puyapn3 Wallace Yonuc
Roberts PobGepre Waller Younep
Roger Pomxep Walter Yourep
Russel Paccen Ward Yopn
Ryder Paiinep Warren Yoppen
Salisburry ConcOypu Watson Yorcon
Salomon CanoMoH Wayne VYoiin
Samuels Campro2713 Webster Va6ctep
Saunder Conpnep Wesley VYa31m
Shackley [Taknn White Yait
Sheldon [lennon WifKinson YUIKUHCOH
Sherlock [Ilepsiok Winter Yunrep
Shorter [opTep Wood Byn
Simon CaiimoH Youmans IOman3
Simpson Cumncon Young SAur
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7. HAUBOJIEE YIIOTPEBUTEJIBHBIE COKPAIIIEHUSA

Aodpec:

Apt Apertment — KBapTupa

Ave. Avenue — aBEHIO

Bldg. Building — 3JJaHHE

Blvd. Boulevard — OynbBap

Dr. Drive — Mpoe31

Pkwy. Parkway — [IHUpOKasg yJuIa C DJJIEMEHTaMd CaJ0BoO-

MapKOBOW apXUTEKTYphl, MO KOTOPOM OOBIYHO 3amlpelleH Mpoe3] THKEIOoro
TpaHCTIOpTa

PI. Place — 1) nnomanp; 2) HeOobIas yIULA, TYIHUK

P. O. Post Office — mouTa

P. O. B. Post-Office Box — a00OHEMEHTHBIH SIIUK

Rd. Road — nopora

Rte. Route — J10pora, 1mocce

Rw., Rwy. Railway — JKeJIe3Has J0pora

Sq. Square — TUTOIIAb

St. Saint — CBSITOMN

St. Street — yIuIa

Ha3zeanua wumamoe CILLA

AL Alabama Anabama
AK Alaska Ansicka
AZ Arizona ApuzonHa
AR Arkansas Apkan3ac
CA California Kamudopaus
CO Colorado Komopano
CT Connecticut Konuektukyt
DE Delaware Jenasep
DC District of Columbia Oxpyr Komymbus
FL Florida dnopuna
GA Georgia Jxopmxus
HA Hawaii I"aBaiin
ID Idaho Atinaxo
IL Illinois Nnnunotic
IN Indiana WNunuana
IA Iowa AlioBa
KS Kansas Kanzac
KY Kentucky Kentykku
LA Louisiana Jlyuzunana
ME Maine Meiin
MD Maryland Mbpunena
MA Massachusetts Maccauycerc
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MI Michigan Muunran

MN Minnesota Munsnecora

MS Mississippi Muccucunu

MO Missouri Muccypu

mt Montana MoHrana

NE Nebraska HeGpecka

NV Nevada Hesana

NH New Hampshire Hpro-I'emnmup

NJ New Jersey Hero-/xxepcu

NM New Mexico Hpro-Mekcuko

NY New York Hito-HMopk

NC North Carolina Cesepnas Kaponmna

ND North Dakota CesepHnas [lakota

OH Ohio Oraiio

OK Oklahoma Oxitaxoma

OR Oregon Operon

PA Pennsylvania [lencunbBaHus

PR Puerto Rico [Tyspto-Puxo

RI Rhode Island Pox-Aiinenn

SC South Carolina Oxnas Kaponuna

SD South Dakota HOxnas Jlakora

TN Tennessee Tennecu

TX Texas Texac

UT Utah FOta

VT Vermont BepMoHnT

VA Virginia Bupoxkuans

VIft Washington Bammarron

VW West Virginia 3anagHas Bupmxkuaus

WI Wisconsin Buckoncun

\\A% Wyoming Baitomunr

Bpema

A.D. Anno Domini — Haue 3pbl
B. C. before Christ — JI0 Halllei 3pbl
GMT Greenwich mean time — BpeMsl IO TPUHBUYCKOMY MEpPUIUAHY
CST Central standard time — 1ieHTpasibHOE nosicHoe Bpems (CIIA)
EST Eastern standard time — BocTouHOE nosicHoe Bpemst (CIIIA)
MST Mountain standard time — ropsoe nosicioe Bpemst (CLIIA)
PST Pacific standard time — TUX0O0KeaHcKkoe nosicioe Bpems (CIIIA)
a. m. ante meridiem — J10 TIOTYTHS
p. m. post meridiem — TIOCJI€ MOy THS
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/nu nedenu

Mo./ Mon. Monday — TIOHEJICJIbHUK
Tues. Tuesday — BTOPHUK
Wed. Wednesday — cpena
Thurs. Thursday — YETBEPT
Fri. Friday — OATHHLA
Sat. Saturday — cy006oTta
Sun. Sunday — BOCKPECEHBE

Mecauywt
Jan./ J. January — AHBapp
Feb. February — ¢eBpaib
Mar./ M. March — maprt
Apr. April — anpenp
M. May — Maii
J. June — WIOHb
J. July — HIOJIb
Aug. August — aBryCT
Sept. September — ceHTIOpb
Oct. October — OKTA0ph
Nov. November — HOA0pb
Dec. December — nmexabpb

3naku

@ at the rate of — 110 1IEHE
/ and, or — |, WIN
$ dollars — JIOJUTaphI
£ pounds — (GYHTBI CTEPJIMHTOB
% percent — TMPOIICHT
# number — HOMED
& and —Wu
© copyright — aBTOPCKOE MPaBo

Pasznoe
a/c account — CcYeT
AOB any other business — mo0as aApyras caemnka, 10001 Ipyroil BOIpoc
A/R all risks — mo0as cIy4yalHOCTb
bbl barrel — Oappensb (140,6 — 190,9 )
¢ cents — IEHTHI
cc carbon copy — Komus
CD cash discount — CKHUJIKa IIPH OIUIaTe HATMYHBIMU
Co. Company — KOMITaHMS
c/o care of — yepes, 1o ajipecy
COD cash on delivery — ormuiata HaJIO’KEHHBIM ILJIATEKOM
contd. continued — MPOJOKEHHUE CIEAYET
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Corp. Corporation — KOpIopanus

D/A documents attached — JIOKYMEHTBI PUIIOKEHBI
Dept. Department — JIenapTaMeHT

do. ditto — TO K€ camoe

doz. dozen — NIOXKUHA

Dr. Doctor — JOKTOp

a. g. exempti gratia (JiaT.) — Hanpumep

enc., end. enclosure — TPUIOKEHUE

et al et ali1 (J1at.) — W IpyTHue

etc et cetera (;1at.) — W TaK janee

ft foot — ¢yt (30,48 cm)

gal gallon — rayoH (3,79 n)

HQ headquarters — 1mTab-KBapTUpa

hrs hours — Yackl

i.e. id est (J1at.) — TO €CTh

i/c in charge of — WCTIOJIHSIOIINKN 00513aHHOCTH
in inch — nwonM (2,54 cm)

Inc. Incorporated — AMEIOIINAN CTaTyC KOpHopanuu
int. interest — MPOLICHTHI

intl. international — MEXKIYHAPOIHBI

Ib pound — ¢yHT (453,59 1)

LE latest estimates — MOCJIETHUE TaHHBIE
Ltd. Limited — C OTpaHUYEHHON OTBETCTBEHHOCTHIO
ml mile — v (1609 m)

M&S marketing & sales — MapkeTHHT U IpOJaXKH
N/C no charge — 0e3 HauuCaeHu!

OH overhead expenses — HaKJIaJIHbIE PACXOJIbI
0Z ounce — yHuus (28,35 1)

p. page — CTpaHuIa

p.a. per annum (JlatT.) — B TOJ

PA personal assistant ~— pedepeHr

pcs pieces — IITYKH

P&L profits & losses ~ — npuObUIH U YOBITKH

pt pint — nuHTa (0,47 1)

P.O. peyment order — IUIATSKHOE MOPYUYCHUE
pls please — IOXaJIyncra

qt quart — xBapta (0,95 i)

TM trade mark — TOpProBasi Mapka

USD United States dollar — gomnap CILIA

VAT value added tax — HJIC

VP vice president — BUIIE-TIPE3UACHT

vs versus (71aT.) — MPOTHUB

w/c week commencing — HauMHAIOUIASCS HEAENS
w/c without charge — 0e3 ortaThl

yd yard — sipa (91,44 cm)

89



8. HA3BAHUSA CTPAH, HAPOJAOB, CTOJIMII *

Afghanistan Adranucran Afghan Kabul
Albania AnbGanus Albanian Tirana
Algeria ATxup Algerian Algiers
Argentina ApreHTrHa Argentinian Buenos Aires
Australia ABcTpanus Australian Canberra
Austria ABcTpus Austrian Vienna
Bahamas baramckue o-Ba Bahamian Nassau
Bahrain baxpeitn Manama
Bangladesh banrnagem Dacca
Belgium benbrus Belgian Brussels
Bermuda Islands bepmynackue o-Ba  |Bermudian Hamilton
Bolivia bonuBus Bolivian LaPaz

Brazil bpesunus Brazilian Brasilia
Bulgaria bonrapus Bulgarian Sofia
Burundi Bypynnu Bujumbura
Cambodia Kambomxka Cambodian Phompenh
Cameroon KamepyHn Cameroon Yaounde
Canada Kanana Canadian Ottawa

Chile Y Chilean Santiago
China Kurait Chinese Beijing/ Peking
Colombia Konym6us Colombian Bogota
Congo Konro Congolese Brazzaville
Costa Rica Kacra-Puka Costa Rican San Jose
Cuba Ky6a Cuban Havana
Cyprus Kunp Cypriot Nicosia
Czech Uexwus Czech Prague
Republic Janus Dane Copenhagen
Denmark

Dominican Jomunukanckass  |Dominican Santo Domingo
Republic Pecny6iinka

Ecuador DKBas0p Ecuadorian Quito

Egypt Erumner Egyptian Cairo

El Salvador CanbBagop Salvadoran San Salvador
Ethiopia Oduonus Ethiopean Addis Ababa
Finland Ounnauaus Finn Helsinki
France PpaHnus Frenchman Paris
Germany I'epmanus German Bonn

Ghana ["ana Ghanaian Accra
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Gibraltar ['ubpanrtap Gibraltarian Gibraltar Town
Great Britain/ Benuko6pura- British/ Briton / London
United Kingdom/ |ausa/ Coenunennoe |Englishman
England KOPOJIEBCTBO/
AHrnus
Greece [penmst Greek Athens
Guatemala I'BaTemaia Guatemalan Guatemala
City
Guinea ['BuHEs Guinean Conakry
Haiti ["anTn Haitian Port-au- Prince
Hawaii ["aBaitn Hawaiian Honolulu
Honduras ['onpypac Honduran Tegucigalpa
Hong Kong ['OHKOHT Hong Kong
Hungary Benrpus Hungarian Budapest
Iceland Ucnangus Icelander Reykjavik
India Nunus Indian New Delhi
Indonesia Nunonesus Indonesian Jakarta
Iran Wpan Iranian Tehran
Iraq Upaxk Iraqi Baghdad
Ireland Wpmanaus Irish(man) Dublin
Israel W3pannb Israeli Jerusalem
Italy Wranus Italian Rome
Ivory Coast beper CionoBoit Abidjan
KocTtun
Jamaica Smaiika Jamaican Kingston
Japen SAnonus Japanese Tokyo
Kenya Kenus Kenyan Nairobi
Kuwait Kyseiit Kuwaiti Kuwait City
Lebanon JluBan Lebanese Beirut
Liberia JInbepus Liberian Monrovia
Libya JIuBus Libian Tripoli
Luxemburg JlrokcemOypr Luxemburger Luxemburg
Madagascar Manarackap Madagascan Antananarivo
Malawi Manasu Lilongwe
Malaysia Manaii3us Malayaian Kuala Lumpur
Malta Masbra Maltese Valletta
Mexico Mexkcuka Mexican Mexico City
Monaco Monaxko Monegasque Monaco-Ville
Mongolia Mouronus Mongol Ulan-Bator
Morocco Mapokko Moroccan Rabat
Nepel Henan Nepali Kathmandu
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Netherlands / Hunepnanast / Netherlander/ Amsterdam
Holland [Nonnmanaus Hollander
New Zeland Hogas 3enangus  |New Zelander Wellington
Nicaragua Hukaparya Nicaraguan Managua
Nigeria Hurepus Nigerian Lagos
North Korea Ceepnas Kopes  |North Korean Pyongyang
Norway Hopgerus Norwegian Oslo
Oman OmaH Omani Muscat
Pakistan [Takucran Pakistani Islamabad
Panama [Tanama Panamanian Panama City
Papua — New|llanya— HoBas  |Papuan Port Moresby
Guinea ['BuHes
Paraguay [TaparBaii Paraguayan Asuncion
Peru ITepy Perugian Lima
Philippines OUINIIUHBI Philippian Manila
Poland [lonbmia Pole Warsaw
Portugal [Topryranus Portuguese Lisbon
Puerto Rico ITyspro-Puko Puerto Rican San Juan
Romania PyMbIHust Romanian Bucharest
Russia Poccus Russian Moscow
Rwanda Pyanna Kigali
Saudi Arabia CaynoBckas Saudi Riyadh
ApaBus Arabian
Senegal Cenerai Senegalese Dakar
Sierra Leone Coeppa- Jleone Sierra Leonean Freetown
Singapore Cunramyp Singaporean Singapore City
Slovakia CrnoBaxkus Slovak Bratislava
South Africa HOxnast Appuka  |South African Pretoria
South Korea HOxnas Kopes South Korean Seoul
Spain Wcnanus Spaniard Madrid
Sri Lanka [pu-Jlanka Colombo
Sudan Cynan Sudanese Khartoum
Sweden [IIBenus Swede Stokholm
Switzerland [IBeitniapust Swiss Berne
Syria Cupus Syrian Damascus
Taiwan TaiiBaHb Taiwanese Taipei
Thailand Tannany Thai/ Thailander  |Bangkok
Togo Toro Togolander Lome
Tunisia Tynuc Tunisian Tunis
Turkey Typuus Turk Ancara
Uganda VYranna Ugandan Kampala
United Arab|O0beariHEHHbBIE Abu Dhabi
Emirates ApabOckue
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OMHpaTHI
United States of|CIIA American Washington
America / USA
Uruguay Ypyrsaii Uruguayan Montevideo
Venezuela Benecyana Venezuelan Caracas
Yemen Hemen Yemenite Sana'a
Zaire 3aup Kinshasa
Zambia 3amous Lusaka
Zimbabwe 3um0Oa0Be Harare

* [Ipu cocTaBIE€HUM NAHHOTO pa3jeia ObLIM HUCIOJb30BAHBI CIEAYIONINE
cripaBouHble u3naHus: [opckas M. B. AHIIo-pycCKMM M PYCCKO-aHTIIMMCKUUN
cinoBaps reorpaduuecknx HazBaHmii. M., 1993" International Travel Guide
Eurocard, 1988.
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