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AJIFbI CO3

«TinmepaiH YIITYFBIPIBIFBIH — Ka3aK, OPBIC )KOHE aFbUIIIBIH TUIIEPiH Ha-
MBITY — KOFaMJIbl TONTACTBIPYbIH, OHBIH OdCeKere KaOUIETTUIIrl ©CiMiHiH
kerini» (H.O. HazapbaeB) gereH xorapsl yeTaHBIMABI OLnipai. Feuasim, OimiM
0epy, OKy-arapTy cajachl KOFaM JaMYbIHBIH KO3FayIbl KYIIi OOJBIT TaObI-
nanel. OCKelleH yprakka canaisl OiniM, caHanbl TopOue Oepyae, OUTiKTimri
JKOFapsl MaMaHJap Jaspiayna >XOrapbl OKy OPBIHIAPBIHBIH ajlaTbIH OPHBI
epekiie. EmiMi3aiH oleyMeTTiK, SKOHOMHUKAJIBIK KOHE CasiCH OMipiHIIEeT1 o3re-
picTep OUTIKTLNIT] XKOFapbl MaMaHAAP b, )KaH-)KaKThI OLTIKT] YPIIaKThI KAJIbIT-
TacTBIpYbl Tanan erefi. PecMu OaiimaHbicTapipl, OipiiecKeH KOCIMOpHIHAAD
MEH JKeKe OM3HECTI JaMbITy KaraaiblHAa SKOHOMHKA, MEHEDKMEHT, KapiKbl,
aKnapaTThIK TEXHOJIOTHIIAP CAIACHIHIAFbI aybI3IIa iICKEPIiK KapbIM-KaThIHAC
JKOHE IIET TUTIHJE iICKePIIIK XaT ajiMacy MaMaH/IbIFbIH MEHI€pPIeH MaMaHiapra
JIETeH KaXETTLIIK YHEMI ecyie.

byn oKy Kypanbl IIET Tijae iCKepiK KapbIM-KAaThIHAC JKOHE MOJCHUET-
apajblKk KOMMYHHKAIIWS CAIACHIHIAFBI Ka3ipri 3aMaHFbl 3epTTEYJIepli ecernKe
ana OTBIPBII, KOFapbl KaciOu OinimM OepyniH MeMyeKeTTik Oiim Oepy craH-
JapTHIHBIH TananTapsl Herizinae Kypactbipplirad. JKOO-HBIH XanbIKapasblK
KaTblHAacTap (haKkyiIbTeTi CTYAEHTTEepiHIH AaFpUIMIBIH TITIHAE ICKepJiK Xar
JKYPri3y Jarapuiapbl MEH OUTIKTINIriH JambITyFa apHanFaH. OKy Kypajbl eKi
OemiMHeH Typaasl. TepT cabakTaH TypaThIH OipiHII 06JiM — iCKepIiK KapbiM-
KaThIHAC ATHKETI, PECMH KYXKATTap.IbIH KeiOip CTUIIBIIK epeKIIeNiKTepi, pec-
MU iCKEpJIIK XaT aMacy epekesiepi Typajibl TEOPUSIIBIK MaTepHall )KoHE PeCMH
ICKEepJIK XaT aJMacy YITUIEpiHiH TYpJepi, opTypili TarcblpMaiap MEeH KaTThl-
FyJap apKbUIbl KAMTBUIFaH.

1-cabakTa pecMHU-ICKEpIIIK COMIIey CTHIIHIH EPEKIICIIKTepi, aFbUIIIBIH
TiUTIHIH OpUTaHIBIK XOHE aMEPHUKAJIbIK HYCKaJIapbIH/a jKacalFaH xaT-xabap-
JIapAbIH albIpMAaIIbIIBIKTaphl, COHAAN-aK CTYICHTTepAiH 63 K9CiOu KbI3METiH-
Jie iCKepIIiK XaT, (hakc )KoHe dIEKTPOHABI XabapiiaManap CeKisi iCKepIiK xaT-
xabapiap/IelH YII TYPIH jKacay epexesnepi OKbIThUIabl. Onap KYPhUIBIMIBIK-
KOMITO3UIIMSIIBIK, CTUIMCTHKAIBIK €PEKIIENIKTEPl %KoHE Ma3MYH/BIK TOJIBIK-
TBIPY TYPFBICBIHAH KaPaCTHIPbLIAIBL.

2, 3, 4-cabakTap OiNiM aNyIIBIIAPABIH ICKEPIIIK XaT aJMacyblH JKYPrizy
YILIiH Ka)KeTTi YII KaciOM MaHBI3IbI KOMMYHHKAaTUBTIK-COMIIEY JKaFJaiibIHaa —
HIETENIK iccanapaa, KbI3MEeTKe OpHajlacy >KoHe KOMMEPLHMSUIBIK KeiciMIapT
JKacacy Ke3iHJe JaFablIaphl MEH iICKEPITIKTEPiH NaMbITyFa OarbITTanrad. OChl



cabakTapabIH OachIH/Ia aTajJFaH KOMMYHUKATHUBTIK-COMIICY KaFaibIHaa KOJI-
JTAHBUIATHIH ICKEPITiK XaT-Xabapiap/bl xKacay epexenepi MeH yITiiepi Typalsl
TEOPHSUTBIK TyciHikTeMe Oepineni. CoHbIMEH Oipre JeKCHKa MEH KITUIIAPJIICH-
reH (pazamapapl MEHrepy, XaT Ka3blCyFa KaXeTTi KeWOip rpaMMaTHKaJIBIK
epexenepai Kairaiay MakcaThIHAA TYPJIl TULMIK JKATTBIFYJap YCHIHBUIAIBL.
CoHBIHIA iICKEePITiK XaT-XabapiapAablH OCHI TYPJIEPiH KYPACTHIPY JKoHE KaObII-
Jlay JarablIapblH JIaMBITATBIH COWMJICY JKaTThIFyNaphl Oepineni. XKarteirymnap
KapanaiibIMHaH KypHenire Kapail KaFuAachIMEH OMJIACcTHIpbUIFaH. Op cabak
CTYJEHTTEP/IiH allFaH OUTiMIepi MEH AaFAbUIapbIH )KWHAKTAyFa OaFbITTaIFaH
pelik oibIHMEH askTananbl. COHBIMEH KaTap OKYy KYPaJbIHBIH OipiHIIi O6ri-
MiHJIe CTYJeHTTepre MeT TUTiHAE iCKepIliK XaT alMacy calachlHAaFrbl Ka3ipri
3aMaHFbl YpAICTEpl )KaKChl TYCIHYyTe KOMEKTECETiH OKYy MATiHAepi OepinreH.
OKy KYpaJIBIHBIH €KiHIIII 06JIIMiHIIE ICKEePITIK KOHE AIEKTPOHIBI XaT alMacyra
TOH, aFBUIIIBIH TUTIHJE ICKEPIIIK XaT aJMacyIbl THIMII JKYpri3y YIIH €H Ka-
JKETTI KU1 KOJAHBUIATBIH CO3 TIPKECTEPi MEH KBICKAPTYJIap CHII31IreH.

CoHpait-aKk 0Ky Kypallbl CTYIACHTTEPIIH alFaH OLTIMIiH, iCKEepIIriH XKoHe
JAFIpIIapbIH OaKpIIayIbl )KY3€re achlpyFa MYMKIHIIK OepeTiH TeCT JKoHE o3
OCTiHIIIE )KYMBIC icTey OaphIChIH/A KOJIJAHATHIH TAIICHIPMATIAPMEH TOJIBIKTHI-
PBUIBII, TEPMUHJIEP MEH HETi3T1 YFBIMIAP/IbIH aFbUIIIBIHIIIA-KAa3aKIIIa-0phICIIa
CO3/Iirl YCHIHBLUIFaH.

Aemopnap



I bOJIIM

1-cabak

ICKEPJIIK KAPbIM-KATBIHAC 3TUKETI

Ortuker — Oenrini Oip MiHE3-KYIBIKTBIH OenriieHreH TopTidi. Ickeprik
3THUKET — 1CKePIIiK KapbIM-KaThIHAC JKYHeCiHIeri MiHe3-KYJIbIK TopTibi. Ickep-
JIK OTUKET epekeNepiHiy HeTi3i:

— iCKep opinTecKe SJIETTi )KOHE ChINabl KaThIHAC

— OPTYPJIi KBI3METTIK JKaFaalmarel KbI3METKepJIep apachlHIarbl Oenrimi
0ip apaKamIbIKTHIKTHI CAKTay;

— mrenriM KaObuIaayapl OUTy XKoHE ONap/Ibl OPHIHJIAY KaOiieTi;

— ICKepJIiK KapbIM-KaThIHACTAFBI aJaJIIBIK;

— OpINTeCTi pEeHXKITHEH XKOHE OHBIH apblHA THICIIEH, «ua» JKOHE «IHCOKN»
Jien aiita Oiny;

— CI3IiH MIKIPiHI3Te COMKeC KeIMEHTIH 63TeHIH MiKipiHe TO3IMILTIK;

— 3 KaTeNiKTepiHai MoHbIHAal Oity, e3iHe-031H CBIHMEH Kapay;

— naymnacy Ke3iHmje OeemiHi eMec, apryMeHTIH Il Maiinanana Oury.

JKazbama ickepiik KapbIM-KaThIHACTA iCKEPIIK 3TUKETTI caKTay Ka)er:
KapbIM-KaTbIHAC (OPMYJIAachIH/IA, OTIHIIITEPAE, Oac TapTylap/a, MarkIMIap-
na (TmpeTeH3us1), apryMeHTTey TACUIIepiHe, TancelpMaiapasl KypacTeIpyaa
KoHE T.0.

YH7ey — afpecart TYIFachlHa aNeIUIIHAICHL. Y HIEY IiH MiHETi — agpecaT-
neH OaiilaHBICTBl OpHATY, OHBIH Ha3apblH ayJapy, KbI3BIKTHIPY. YHACYIiH
efoyip xanmsl popMyJanapbl iCKepIiK KapbIM-KaTBIHACTHIH K€3 KeJIreH JKaF-
JalbIHIA TTaliaTaHBUTY Bl MYMKIH.

Kypmemmi (meei)... mwipza! (Yeascaemvui eocnooun...!), Kypmemmi
(meei)... xauvim! (Veaoicaemas cocnooica...!) nemece Kypmemmi moipsanap!
(Veaoicaemvie cocnooal).

JlayasbIimMibl TYJIFAIapFa 1aya3bIMbIH KOPCETE OTHIPHII )KOHE TET1H aTamMaii
(pamunmsIch3) yHACCYTE OONIAIBL:

Kypmemmi Ilpezudenm mwipza! (Yeaoicaemoiti cocnooun Ilpezudenm!),
Kypmemmi Tepaza muvipza! (Yeascaemwiii cocnooun npedcedamens!), Kyp-
memmi axim mouipsa! (Yeaosicaemviti cocnooun map!), Kypmemmi munucmp
muip3a! (Yeaoicaemviii 2ocnooun munucmp!).

[TakpIpy XaTTaphIHIA, KYTTHIKTAYJIApAa aThl )KOHE OKECiHIH aThl OOMBIH-
11a YHAEYyTe KoJ Oepinei:

Kypmemmi Acxam Katipamynet!, Kypmemmi Jlaypa Bornamxuizo!



Bip kacinTik opTara YHACY Ke3iHIe MbIHAAal YHAEYJIepre )ol Oepinesi:

Kypmemmi apinmecmep! (¥ eaxcaemvie xonnecu).

DTHUKET epexeciHe ColiKec, erep KyKaT aJipecaTka )Keke YHaey Gopmya-
cbIMeH OacramaTblH 0ojica, OHIA KY)XKATTBIH COHBIHIA KOJJBIH ajAblHIAa
«Kypmemnen...» (C Veaoicenuem...) 1ereH ChIMaiblUIbIK KOPBITHIHABLIAY (Op-
MyJIachl O0IyBl KaxeT. ICkepirik KaphIM-KaThIHAC CHUIIATBI OOMBIHIIA PECMHU
OOJFaHABIKTAaH, OHBIH KATHICYIIBUIAPHl — YWBIMHBIH aThIHAH SPEKEeT eTeTiH
naya3sIMBI TYJIFaliap MEH KbI3METKepIIep OTIHIMTep, cypayxarrap, YChIHbIC-
Tap, MiKipiaep, T.C.C. KYpacThIpy Ke3iHje Kemlie TYpAiH |-)KarblHua YHACY
HBICAHBI KAOBLIJaHFaH:

Cizoepoiy masapaapuvinvizea «Kazaxcman-Keimaii maldenu-vinmulmax-
MACMbIK CANACLIHOAZbLY KeNiCiM HCOOACHIH YCLIHAMBI3 ...

Ci30ep0in Kapaynapuiywizea dxcane beximynepinizee bac cviz6a scodbacvin
YCHIHAMDBI3 ...

10.10. 2010 orc. No9-8/23 kenicimutapmmoiy OpbIHOALY MEPIIMIHIY AsK-
manwvin Keie srcamkanvin Ciz0epoin ecmepiyizee canamvis. ..

Cumnosuymee Kamvicy MyMKiHOi2iHi3 mypansl Xabapiayviybi3ovl omi-
HeMi3. ..

Kexemre Typain 1-xarwl OoiibiHIIA YHACY DOPMYIIACH («OmMiHEMIHY,
«YCLIHAMBIHY, «UUAKbIPAMbIHY) Jaya3bIMJIBIK TYJIFAlap/blH ONaHKilepiHge
pacimiienreH KyKaTTapia mnaiiiaiaHpuiapl. Xar ajiMacy Ke3iHae ICKepIlik
STUKET HOPMAaJIapbIH CAKTayIbIH YJIKEH MaHbI3bl Oap. Xat ammacyIbiH OipiHiii
JKOHE HETI3T1 epexkeci — jkayan co30ay, e3 TiliciH KyTtipmey. benrinenren
Mep3iMae xayan Oepy MyMKIiHIIK OosiMaca, Oyl Typajibl azpecaTKa Kajai
JKOHE KalllaH TYNKUTIKTI jkayan OepijieTiHiH Xxabapiiay KaxXeT; OCbIFaH Opai,
KeIIKTipreHre KemipiM cypaiybl THiC, OHBIH OOBEKTHUBTIK ce0ebiH TYCIHIIpY
KaxeT. [ckep apinTecrieH mibIHaiiBI 00Tyl )KoHE OFaH ceHy KaxeT. Kepek emec
XaTTap/Ibl XKa3yIbIH KXKETI J)KOK., OpOip XaT KaHJail MoceJieHI KaMTHIMACKIH,
KOII Co3/1i eMec, OaphIHIIIa aKImapaTThl 001y THIC. XKayanTsl malbiHaay Ke3iH e
«aapecaTy PeKBH3UTIH PICIMIIEyTe YKBINTH OOJIFaH KOH: erep KEeITeH XaTKa
OacuIbICHl KO Koiica, OHJIa JKayanThl COHBIH aThIHA Ki0epy Kaxer, erep Oac-
IIBIHBIH OpbIHOACAphI KOJI KOkca, OHJa OFaH jxayan Oepy KaxeT. Xar anmacy
OOlBIHILIA SPINTECTEH jKayall KYTUIreH XKoHEe 01 MaHbI3Ibl O0Jica, OHJa KeJeci
XaTTa opiNTecTiH kayaOblHa alfbic aTKaH >keH. Erep opinTec opblHIamybI
MYMKIiH eMec OTiHill Oijaipce, OHAa MYMKIHAITHIIE OHBIH OpHBIHA Oacka Oip
YCBHIHBICTHI HeMece KeliHipek xabapiacynbl eTiHy HeMece e3re MeKeMere
xabapracybl YChIHY, jKayanTaH 0ac TapTy ce0eliH TYCIHAIpY KaKeT, oTipiK
CBHIMTAWBIIBIKTAP AJBIHBIT TacCTATYBl THIC. «Kblibl Kabax maHblimyvlHbl30bl
emineminy (Byobme max nobesnvl) jxoHe «Xabapnayza Kapcol 60IMAYbIHbL3-
obl emineminy (He omkasicume 6 nobesnocmu coobuums) CASIKTHI ICKEPITIK
XaTTapAarbl OPBIHCHI3 YHICYJIEP 00JIMayhl THIC.
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KpI3MeTTiK XaTTapAbIH MOTIHIEPIHIE «MEeH ) JKIHE «01» CCIMIIIKTEP1 aJIbII
TaCTaJICBIH, OJAPJABIH OpHBIHA «0i3» XoHEe «Ci3» eCIMIIKTepIMEH aaMacThl-
pBUTYBI THIC. «bi3 opbindaiimouizy (Mol ebinonnum) co3nepi BIPHIKCHI3 €TiCTEP-
MEH «0izben opvindanadwvly (Hamu 6ydem 6vinoninero) aybICTHIPBUTYHI JKOH;
«Ci3 ycvinacwiz» (Boi npednacaeme) emec «Cizben ycvinwvinovly (Bamu npeo-
JIOJICEHO).

Erep opinTecke oHBIH ajfaH MiHACTTEMECIH OPBIHAAY KXKETTLUIIT TypaIbl
ecKe Tycipy KaxeT 0oJica, OHAA eCKe Tycipy HeMece MmpeTeH3us (YoK) elKaH-
Jail JepeKiTiKci3 OipKaIbINTH )KOHE aHBIK KYPacTHIPBUTYHI THIC.

1.1. PecMu Ky:KaTTapabIH Kei0ip CTHIBAIK epeKIIedikTepi
1. Kazakcran Pecny0auKkachIHIaFbIl MeMJIEKETTIK 0acKapy opraHaa-

pPbl, MHHHMCTPJIKTep, BeAOMCTBOJIAp, MeKeMeJiep MeH YHbIMAap, OKY
OPBIHIAPHI ATAYJIAPBIHBIH AJFANIKBI €O31 0ac JpiNmeH Ka3blIaabl:

Kazaxcman Pecnyonukacoinvly Xanvikapanvix, « Kasax miniy koeamol
Coipmisl icmep munucmpiiei Kaszaxeman XKazywwinap ooazgv
Kaszaxcman Pecnybauxacol on-Dapabu ameindassl

Kapotcvt munucmpniei Kazax ynmmuix ynueepcumemi
betibimwinix xopeay komumemi Kazax ynmmuix nedacozuxanvix
YHUeepcumemi

«Capaiiy, «yit» ce3iepi MOJICHH MEKEME aTaybl PETiHJIE KEKellle, KOIIIIe
Typiiepae Oac opimmeH skassuiansl: Pecnyoauxa Capaiivt, Enboex Capaiivl,
Yximem Yuii.

2. Temenpaerineii ataynapaa 6apJibIK ce3 0ac IpinmneH xKa3bljaaabl:

Kaszaxcman Pecnybauxacuvlnoly Kaszaxcman Pecnyoauxacst
Ipe3udenmi IIpezudenminiy Kaprvievl
Kaszaxcman Pecnybauxacuolnoly Kasaxcman Pecnybauxacolnoly
Yrkimemi Iapramenmi

3. JdyHunexxy3ijiik KOFaMAbIK YilbIMAAPIbIH aTayJapbl 0ac dpinmeH ka-
3BLIAJIBI:

bipikken ¥ammap ¥iivimol bipikken ¥nmmap ¥uvimoiHoly
Kayincizoix Keneci



4. HlapTtTapaarbl, KOHBEHIUJIAPAAFbI, KeJiciMaepaeri xajabiKapa-
JIBIK TEPMHUH/I KYPaiiThIH 6apJibIK €03 0ac dpinmeH Ka3bLIaAbI:

Moapmebeni Yazoanacywer Tapanmap, Yximem bacuwinapol, Yximem bac-
wivicwl, Exi Tapan, Tomenwe osicane Oxinemmi Enwi, Yaxvimua Cenimoi OKin.

5. ChIpTKBI 0allyIaHBICTAPABI JKYy3ere acbIpyFa KaTbICThI OacKa JUII-
JIOMATHAJIBIK JIaya3bIMAAp MeH MeKeMeJep/iH aTayJapbIHAaFbl OipiHmi
ce3zep 0ac opinmeH Ka3blLIagbl:

Enwinix, Muccusa, bac xoncynovix, Cayoa exinemmiei, bac xoncyn, Jxo-
HOMUKanblK Macenenep sconinoeai keyecui, Cayoa exini, Cayoa kenecuici.

6. XaapIKapaablK IIAPTTAPABIH, KeJiciMaepaiH, KOHBeHIHSIAPAbIH,
COHIAM-aK JejleranusjapabiH, KOMUCCUSIIAPAbIH aTaybIHAAFbI OipiHuii ce3
0eH KaJIKbI eciMep 6ac JpinmeH xKa3bLIaabl:

Hexnapayus, Lllapm, Koncynowix wapm, Kazaxcman-Hpan xenicimi, Ka-
saxkcmaun-Kvimati xammamacsi.

7. XanpIKapaJbIK KATbIHACTApFa 0ailIaHBICTBI MBIHA TipKecTep Kii
JpinmeH Ka3pLIaabI:

beximineen epamoma, Kazak-aecmpus xkeniccozoepi, Kazaxcman-Keimaii
MeMieKemmiK ue2apachwl.

8. MemJiekeTTik HarpaaaJjap, KypMeTTi aTakTap 6ac dpinmeH xa3bl-
Jaabl:

«Xanvix Kahapmaroi» «llapacam» opoeni
JHcoeapul Oapediceli
epexuenik benzici

«Epen epnici ywiny meoani Kazaxcman Pecnybnuxacvinbiy
enbex CIHipeeH eblbIM Kaupamkepi

Kazaxcman Pecnybnuxaco Kazaxcman Pecnyonuxacvinbiy
Memnexemmix collinbleblHbIY Ue2epi  XATBIK HCA3YUIBICHL

9. OCcKepH KIHe FbhLIBIMH aTAKTApP, FHLJIBIMH JdpexKesiep Kili apin-
MeH Ka3blIajbl:

asuayus mapwansl (0ipax npogheccop
asuayusviy bac mapwanst)



apmusi ceHepailbl akaoemux

2eHepan-maiiop Qunonozus vLILIMOAPHIHBIH
Kazaxcman Pecnyonuxacoinviy O00KmMOpbl, O0YeHm
¥FA koppecnondenm myuieci

10. Kazakcran Pecnmy0gmMkachl MeMJIEKeTTIK 6KiMeT KoHe OacKapy
oprasjaapsbl :Kyiiecinjaeri jiaya3piM aTayJjapsbl 0ac dpinmneH xa3bliaabl:

Kazaxcman Pecnyonukacwimly Kazaxcman Pecnybnukacel

Ipesuoenmi Ipe3udenmi Oximwiniziniy bacwwicw

Kazaxcman Pecnyonuxacoinviy Kazaxcman Pecnybnuxacot

Memnexemmik xamuibicol Ipemvep-Munucmpi Kenceciniy
bacwwicor

Kazaxcman Pecnybnuxacei Kazaxcman Pecnyonuxacoinvly

Kapoicor munucmpi Coipmibl icmep Munucmpi

11. Mep3imai 6acnace3 arayjapbl ThIPHAKIIAFA aJBIHbIN, 0ac Jpin-
MeH Ka3blIajbl:

«Ana miniy eazemi «uniomamust HcapuibiCobly HCypHAbL

12. «MeMJIeKkeTTTiK» JereH o3 MbIHAJail peTTe 0ac JpiNmeH Ka3bl-
Jaabl:

Kazaxcman Pecnybnuxacwinbiy Kazaxcman Pecnybnuxacvinbiy
Memnexemmix exmanbacsl Memnexemmix niyvi

Kazaxcman Pecnyonuxacoinoliy
Memnexemmix aHypambl

Ecxepmy: Temenperinent xaraaiinapia «MeMICKETTIK» CO31 Killli 9pilmeH Ka3bl-
TajIbL:

Kazaxcman Pecnybnuxacvinoiy MeMAeKemmiK op2an
MeMAeKeMMIK ue2apachl

MeMleKemmiK Yibim MemiieKemmix 6acKapy opeaHoapul
MeMIeKemmiK MEeHIK MeMAEKeMMIK MEHULIK HbICaHOapbl



13. PecMu Ky:KaTTapabIH MOTiHiHIE Kypaeai aTayjdapablH IIAPTTHI
TYPA€E BIKIIAMIAJIFAH ATAYbl aJbIHABI:

Kazaxcman Pecnybauxacol scare
Peceii Dedepayusicol
(byoan api xapaii — Tapanmap)

«CyHKapy a#cabblk akyuoHepIiK
KO2ambl

(byoan api xapaii — Kosam)

14. PecMu Ky:KaTTapAbIH MOTiHIHIe KYpAeai aTayiaapiabIH KbICKap-

FaH HYCKACHI aJIbIHA/IBI:
(PKAK) JKabbvix akyuoHepix Ko2am
(AAK) Awwix axyuonepnix Kosam

(PAK ) Pyxapanvix aknapam
Kypanoapul

(KO) Keoden Odazwt

(TMJ]) Toyenciz Memnexemmep
Jlocmacmuizbl

(EKbBIY) Eyponadazel Kayincizoix
orcarie blnmvimaxmacmuix Yiivimol
(IIM) huxi icmep munucmpiiei
(MAH) Memnexemmix
asmouHcnexyus

(¥KK) ¥ammbix kayincizoix
Komumemi

(KUIC) XKayanxepwiniei wexkmeyni
cepikmecmix

(CIM) Cotpmip icmep MuHucmpiici

(Kaz¥y) On-@apabu ameinoasyl
Kasax ynmmuix ynusepcumemi
(EypA30K) Eypazusibix
Oxonomukanvix Kozamoacmoix
(P®) Peceti Dedepayusicol

(AOCLIIK) A3usi0azel 03apa ic-KUMbLL

JiCaHe ceHim DIndipy wapanapol
JICOHIHOC2I KeHec

(LLIBIY) Hlanxait bInmvlmakmacmoix

Yiibimbl
(ACEAH) Oymycmix-Lvizvic A3us
Memnexemmepi Kayvimoacmoizwi
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3axpvimoe axyuoneproe obwecmeo
(340)

OmKpwimoe akyuoHepHoe 0ouecmso
(OA0)

Cpedcmeo maccosoui ungopmayuu
(CMH)

Tamoowcennwiui Corosz (TC)
Coopyarcecmeo Hezasucumvix
Tocyoapcme (CHI)

Opeanuzayus bezonacnocmu u
Compyonuuecmsa 6 Eepone (OBCE)
Munucmepcmeo snympennux oen (MB/])
Tocyoapcmeennas asmouncnexyus
(I'4H)

Komumem nayuonanbrou 6e3onachocmu
(KHE)

Tosapuugecmso ¢ 0epaHuyeHHOl
omeemcmeenrocmvio (100)
Munucmepcmeo unocmpanmsix oen
(MHz)

Kazaxckuii nayuonanvuwiii ynueepcumem
um. ano-Dapabu (KazHY)

Espazuiickoe Dxonomuueckoe
Coobuwecmeo (EepA39c)

Poccuiickan @edepayust (PD)

Cosem no 83aumooeticmsuro u mepam
oosepusi 6 Azuu (CBMJIA)

Hlanxaiickas Opeanuzayus
Compyonuuecmsa (LLIOC)
Accoyuayus 2ocydapcmes
FOz0-BocmounoiiAzuu (ACEAH)



(UKY) Ucram Kongepenyuscor
Yiibimbl

(DhIY) Dxonomukanvix,
blnmvimakmacmoix ¥iivimol

(XEY) Xanvikaparix Enoex Yitvimo

(XBK) Xanvixapanwix Bamoma Koput

(Ab) lynuexcysinix banx
(EK/IB) Eyponanvix Katima Kypy
Jicone damy OaHKi

(MAT'AT3) Xanvikapanvix amom
SHEPEUSCHI HCOHIHOE2] AeeHmMMIK
(EK) Eyponanvix Kozamoacmuix
(OADK) Opmanvix A3zus
Oxonomuxanvix Kozamoacmulew
(FOK) Bipmymac Sxonomuxanwix
Kenicmix

(MJ]B) Hcnam Hamy banxi

(YY) bipixken ¥immap Yiivimul

(AB) Asuanvix lamy bauxi
(FOHUCE®) bY¥-nviy 6ananap xopol

(AY) Jynueosicysinik Oencaynvix
cakmay Yilbimol

(HATO) Xanvikapanwix conmycmix
Amaanmuxanvix, wiapm 00azel
(ACY) Jynuexcysinix Cayoa ¥iivimoi

(UHTEPIIOJI) Xanvikapanvix
KbLIMbIC NOTUYUSACHL YIbLMbL
(FOHECKO) binim, eviivim meH
MaOeHuem macenenepimen alHabl-
camuin bipikken ¥nmmap yiivimol
(AM¥) Amepuranvix Memnexemmep
Yiibimbl

(TFOPKCOH) Typix mindec endepoiy
MaOeHuemi MeH oHepiH bipnecin
O0ambimy JHeoOHIHOe2T XanvlKapanvlk

yuibim

Opeanuzayus Ucnamcxoni Konghepenyuu
(OHEK)

Opeanuszayuss IKOHOMUHECKO20
Compyonuuecmsa (O9C)
Medcoynapoonas Opeanuszayust Tpyoa
(MOT)

Mesicoynapoonsiii Bantommwiii Pono
(MB®)

Bcemupnwii bank (Bb)

Esponetickuii 6ank peopeanuzayuii u
pazeumusi (EBFPP)

Medcoynapoonoe azenmcmeo amomHou
snepeuu (MATATO)

Esponetickoe Coobuecmso (EC)
Lenmpanvro-Asuamckoe
Oxonomuueckoe Coobugecmeo (LJADC)
Eounoe Dxonomuueckoe Ipocmparcmeo
(E2I)

Hcnamexuii bank Pazeumus (UBP)
Opeanuzayus Obveounennvix Hayul
(00H)

Asuamcxuii bBank Pazeumus (ABP)
Medwcoynapoonwiii horo demeli
(TOHUCE®D)

Bcemupnas opeanuzayus
30pasooxparenus (BO3)
Medrcoynapoonuiii
Cesepoamnanmuueckuti coros (HATO)
Bcemupnas mopeosas opeanuzayus
(BTO)

Medwcoynapoonas opeanusayus
yeonosrou nonuyuu (MHTEPIIOJI)
OOH, 3anumarowascs no onpocam
00pazo6amus, HAyKU U KyIbimypbl
(FOHECKO)

Opeanusayus amepuKkaHCcKux 20cyoapcme
(OAI)

Medsicoynapoonas opeanuzayust no
COBMECHHOMY PA38UMUIO KYIbIYpbl U
UCKYCCMBAMIOPKOAZLIYHLIX CIMPAH
(TFOPKCOH)
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IckepJiik xaT-xabapasbl :kacay epeskeci

JKazbamra ickepIik KappIM-KaThIHAC HBICAHBI PETIHJIE XaT aJMacy iCKepIiK
JKOHE JKeKe-pecMHU OOJbIT OermiHemi. IcKepilik XaT ajMacy 3aHIIbl MEKEMeIep
(xocimopsIHAAp, YiBIMAAp, MEKeMeTep, pupManap) apacbiHia )Ky3ere achlpbl-
Ja]pl XKOHE OJIapAbIH SKOHOMHKAIBIK-KYKBIKTHIK KbI3METIHIH MaHBI3bl Mace-
JenepiH uenryre kemekreceai. JKeke-pecMu xat aamacyia KaTbICyIIbUIAPABIH
0ipi — MIHIIETTI TYpHe JKeKe TYJIFa, ajl eKiHIIiC1 — 3aHbI TYJIFa OOJBIT TaOkI-
nanel. Ickeprik XaT anmacy ickepilik XxaT-xabapiap apKbUIbl )Ky3ere achlpbl-
Janel — TYPJIl icKepilik XxaTTap MeH xabapnamanap (pakCUMUIbI1, 3JEKTPOH-
IIBIK, TeNerpadThIK, TEISKCTIK XKoHe T.0.).

1.2. PecMu-ickepJIik CTHJIBAIH epeKmIeiKkTepi

Ickeprik xaT anMacyplH, acipece iCKepJIiK XaTTapAblH €pPeKIle epeKIe-
JIT1 OHBIH Ma3MYHBIH OasHOAYIbIH PECMHU-ICKEPITIK CTHIII OOJIBIT TaObLTAIbI,
OJI KeJeCi epeKIIeTiKTepIMEH CUITaTTalIabl:

— PECMHU 7KOHE CHITANBUIBIK;

— MEKEHXaMbl, SFHU XaT KYPacThIPYIIBIHBIH (>KiOepyLIiHiH) JKoHE aape-
caTThIH OO0ITyHI (aTyIIBIHEIH);

— iCKepIiK XaT-xabapiaplblH TaKbIPBINTHIK MIEKTESYNLIIri, OHAa O/ICTTE
1-2 cypaxk Kapanajpl;

— TOHHBIH OCUTapanTHIFEl (IMOIIMOHAIIEI JKOHE SKCIPECCUBTI CO3MIEPAiH
6omMaysi);

— Ma3MYHHBIH KOMITO3UIUSUIBIK JKOHE JIEKCUKAJIBIK, 01 pKEIKIIIT;

— OMIBIH, JAJAIrT MEH aliKbIHIBIFbI,

— KBICKA JKOHE KBICKA;

— TYPaKTHI CO3 TIPKECTEPiH KOHE TUIMIK aifHaIBIMIap bl KeHiHEeH KoJiJia-
Hy (KJIMIIMPIICHTeH TiPKECTEPiHiH);

— apHalibl TEPMHUHOJIOTUSHBI Mal1aany;

— JIOTHKAJIBIK OaiTaHbIC KypalAapblH Naiiatany.

1.3. IckepJiik xat

AFBLTIIBIH TiJiHgeri ickepaik xat (business letter) ogeTrTe MbIHAKAM
MiHAeTTi 6eJiMaAepai KaMTUABI:
The Letterhead [lamka (xa3y OpHbIH KAMTHIbI)
The Reference Line cinreme
The Date xarTsl xi6epy KyHi
The Inside (Reader's) Address imki MekeHKaiibI
The Greeting / Salutation yaney / canemuecy

arwbdE
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6. The Body of the Letter ma3myHs! xat
7. The Complimentary Close ceimaitbuibik popmMymnacer
8. The Signature Block konran6a 610ors!

XaTThIH MiHAETTI eMec OoJikTepi:

9. The Attention Line HakThI agpecaTka ciareme

10. The Subject Line skanmbr XaT Ma3sMyHBIH KOPCETY
11. The Enclosure konnanbamaps1 KepceTy

12. CC Notation xemripmenepai xkibepyre Hyckay

Ickepaik xaTTapabl skacayabIH Heri3ri epesxkeJiepi:

1. XatTapIbIH KOMIIITIr afpecaTThIH OFaH eIl KUBIHIBIKCHI3 )Kayan 0epyi
VIIIiH YHBIMHBIH aTaybl MeH AepekTeMenepi 6ap Omankinep e xa3puransl. XKi-
OepyIIiHiH aThl MEH JIaya3bIMbl XaTTBIH COHBIH/IA FAHA KOPCETIIE I,

2. Cinremere HycKay XaTTBIH PETTIK HOMipi Hemece aOOpeBHaTypachl, Mbl-
CaJTbl, XaT YKa3FaH KIOePYIIiHIH KOHE XaTIILIHBIH aThI-KeHi 00JTybl MyMKIiH.

3. Kynni »xa3yabiH Keseci Hyckanapsi 6ap: bpuranmsik (BE) — 1 September,
2010 / 1st September, 2010 >xone amepuxanbik (AE) — December 1, 2010 /
December 1st, 2010. AlinpiH aTaybslH ce30€H a3y KaKChl, OUTKeHi Oip KYH,
Mmeicaisl, 01/09/2010 Gpuranapik Hyckana 2010 >xeiabH 1 KeIpKyiieri, an
aMepuKanbK Hyckaaa — 2010 xeuiasiH 9 KaHTapEhL.

4. AnymsIHBIH MEKEH)Kalbl MBbIHAIal TOPTIMIIEH COJI )KaKTa OpHAJIACaIbL:
chImmaiibl YHIEyMeH aThl (Mr./Miss / Mrs./Ms.), nayasbimMbl, OeiiMi, aTaysl,
¢upmarnap, Mekerxkaiibl (YH, Kelme, Kaja, mrat/rpadcTBo, uHAEKC (postcode
(BE) / ZIP code (AE), en). AnpecaTTsl ka3yAarbl KaTeJIIKTEp KYpMeTTeMey-
LIJTIK peTiHae KaObUIIaHybl MYMKIH.

5. OriHimTepain HyYCKaIapsl:

Ci3 Oinerin agamra Dear Mr. White,

Ci3 OiIMeNTIH agamra Dear Sir,

Ci3 GisieTiH oifenre (oifen agaMra) Dear Ms./Miss/Mrs. Brown,
Ci3 GinmeiiTiH aifenre Dear Madam,
Kommnanwusira, ayasbIM/Ibl TYJIFAChIHA Dear Sir/Madam,

6. XaTThIH MOTiHI 9pOipi aHa TaKbIPHINTHI €HTi3eTiH ab3amnrapra Oeti-
Heni. Ickeprik xaTTa 1-2 MocemneHi KapacThIpy KEPEK.

7. ChINalbUIBIKTBIH KOPBITHIHABI (POpMYIIachkl XaT OachlHAa KOJIIaHbLUIFaH
oTiHIITepre OalaHbICTHI XKOHE «IIbIH XYpeKTeH Ci3lliH ...» OpBIC CO3 TipKe-
CclHE COMKeC Kee/i.

Dear Sir(s)/Dear Madam/Dear Sir or Madam, | Yours faithfully,

Dear Mr. White/Dear Ms./Miss/Mrs. Brown, | Yours sincerely, (BE)
Yours truly (AE)
Respectfully yours (AE)
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8. Koxn koto OJ10TbIHA XaT aBTOPBIHBIH JKEKE KOJIbI )KOHE OHBIH MaFbIHACHIH
anry Kipeni (TOJBIK aThI-KOHI XKoHE Jiaya3bIMbl, KQXKeT OOJIFaH Karaaiga 0e-
JMHIH aTaybl).

9. Kommnanusra Hemece OemiMre jka3y Ke3iHIe MYMKIHIITIHIIE XaT Ki0e-
plreH agam kepcerineni, Mpicansl, Attn. Production Manager.

10. XaTThIH *aJITbl Ma3MYHBIH KOPCETY XaTTapAbIH CYPBITITATYbIH KEHII-
nmeteni. Kox acTel ChI3bUIAABI HEMeCe KaIBIH KapimmeH OoTiHemi.

11. Kox koo OjorbiHaH KeHiH KOChIMIaiap OOJIFaH jKarnaiia KOCHIM-
IIaHBIH aTaybl, TapaKTap CaHbl )KOHE JTaHAIAPbI )Ka3bLIaIbL.

12. Erep xar xemripMeci 6acka aapecarrapra xioepince, «CC» KpIcKap-
THUTYBI KOMBUIAJIBI )KOHE OJIapJIbIH aTTaphbl KOPCETLIS .

1.4. DaeKTPOHIBI XaT

DiexkTpoHAbIK Xabapiama (e-mail) apHaiisl GarmapmamManapia ska3blUIabl.
TakpIpBINIKa KeJeci IeMeHTTep Kipeai: )Ki0epyIIiHiH MeKeHKaiibl (ABTOMAaTTHI
TYpAe naiia 0omazpl); amyIIbIHBIH MEKCHXalbl (KOPCETiTyl KepeK); XaTThlH
KellipMenepi kidepinren anamaapablH MEKEeHKaiibl; xabapiaaMa TaKbIPHIObIH
kepcety. KyH aBroMaTThl TYpAe 6araapiama apKelibl KepceTiieni. TeMenae xat
MIeH KOJIZIBIH MOTiHI KenTipuireH. MoTiH CTHI iCKepU XaTKa KaparaHja airtap-
TBIKTaH (opMaIbl eMec, ajl Au3aiH epeskesiepi OHIA KaTall CaKTaIMaraH.

1.5. ®dakc

daxkc (fax) ickepn xaTKa yKcac, 6ipak o1 HEFypIIbIM KbICKa dpi epKiH Ka-
canazpl. KoMmaHUsHBIH PEKBU3UTTEPI KOPCETIIreH OaHKire 0achlil MIbIFapy-
ra Oomanbl. YCTiHTI AepekreMene (akc HeMipiepi, KiOepyluiHiH jKoHe amy-
HIBIHBIH aThI-)KOHI, KYHI, TAaKpIPbIOBI, APaKThIH OipiHIi HeMipi (Cover sheet)
KepceTiieni. XabapiaMa MOTiHi, CHITAMBUILIKTBIH COHFBI CO31 *OHE KOJTaHOA
6more1 Oepinred. dakc Tini kUi pecMu emec, Oipak ci3 opKalaH OaiaHbIC Kar-
JTABIH eCKepPYiHi3 Kepex.

1.6. IIpecc-pean3

Ipecc-penu3 aHbIKTaMackl OOMBIHINA (aFBUIIIBIH TiTIHAEPress-release —
Oacrmace3 yIIiH HIBIFapbUIbIM) — «bacna, pamuo, TeneBU3us KbI3METKepiepi
YIIiH MIYFBUT )KapUsIayFa HEMece TapaTyFa KaTaThlH KYXKaTTap MEH aKkmapar-
THI KYpPalTBIH apHAWbBI OI0JUIETeHbY. byl sKapusUTaHBIMHBIH HET13T1 MiHIETI —
JKYpHAJIMCTEPre, COJaH KeHiH OKbIPMaHIaP IbIH KeH asChlHA KOFaMIbIK MaHbI-
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361 Oap okurajap Typajisl xabapaap ery. [Ipecc-penus — Oyl Hazap aynapy
YIUiH 9pEKeT Kypajbl, 0J KOMIIAaHUIAP OHE KOPCETIIETiH KbI3MET Typalbl
Oenrini 6ip KOFaMABIK IMIKIpi JKacay >KOHE YCTay YIIiH Kypasl KbI3METiH at-
Kapaipl.

OHbl ka3y YIIiH Ke3 KeJIreH OKUFa TYPTKi 00JTybl MYMKIH:

— XanpIKapanblK AeHTel e oTKI31IeTiH CaMMHAT, CUMIIO3UYM, KOH(bEpeH-
LM KOHE T.0.;

— ’KaHa ’k00aap/pl KOCy;

— aKIMsUIap MEH KOHKYPCTap OTKi3Y;

— KBI3MET KOPCETYIiH OaraapbIHBIH HEMece MapTTaphIHBIH 63Tepyi;

— CEMHUHapIIap MEH KopMeliep OTKi3y;

— aCCOPTUMEHTTEPIH 3repyi, XKaHa TayapyapAblH IIBIFYHI;

— KOMITaHHS KbI3MET CallaChIHBIH KEHEI01, puiIraiiapablH allblIybl, )KaHa
KBI3MET KOpCeTyJep;

— KOMITAaHUSHBIH KalbIPBIMIBUIBIK aKIMsIapblHA KATBICYbI, JEMEYIILIIri;

— FBUIBIMH JKETICTIKTEp, OMJIAI TaOYIIBIIBIK TICH JKaHAJIBIK alryiap;

— MepeiToNIap, alTyJIbl garasiap.

IIpecc-peau3ai TapaTyaIbIH BIHFAMIBI TOCLII — 3JIEKTPOHABI TTomTa. COH-
Jaii-ak KyKatThl (pakc OoHbIHIIA KiOepyTe O0maIb:

— Xar;

— penus;

— xabapnama.

[pecc-penm3ai a3y Ke3iHae MbIHa/al COTTep i €CKepreH MaHBI3/bL:

— KyxKatThiH ataysl (IIpecc-penus);

— TapaTy KyHi;

— aTaysl (TaKBIPBINITHI )KOHE TPECC-PENHU3/IiH MOHIH allaibl);

— Mpecc-penu3aiH MOTiHi, OipiHII Ke3eKTe OKUFaHbI OTKI3yiH KYHI MEH
OpHBIH KOPCETY;

— TIpecc-penu3iH MOTiHI OOHBIHINA TYCIHIK Oepe anaThiH aJaMHBIH Oaii-
JIaHbIC AepekTepi, e-mail, Tenedonsr.

Ipecc-peaus o3i xibepineTiH OACHUIBIMHBIH 2y IUTOPHUSCHI YILIiH KOKEH-
KeCTi KoHe KyH/IbI 0051ybI THiC. COHIBIKTaH 12 OHBI XKa3y Ke31H1e OKbIPMaH/IbI
HeMece HaKThl 0AChUIBIMHBIH OKBIPMaHBIH KbI3BIKTBIPA OLTYy, aKIapaTThl YFbI-
HBIKTBI OHE KapanaibIM TilIMEH keTki3e Oiiny kepek. Ilpecc-penusre xkomma-
HUs OacIIbIIapbIHBIH CYX0aThIH, KOMMEHTAPHUITIH KOCyFa 001a 16l — OYJ1 MOTiH-
re «xkymn» oepemni. [Ipecc-penu3iiH COHbIHA KOMIIAHUS Typajbl: KbI3MET caia-
ChI, OHIMJIEPI, Kap)KbUIBIK KOPCETKIIITEPI XKHE T.0. aKMapaTThIK aHBIKTaMaHbI
OpHanacThIpyFa 0omazbl.

IIpecc-penu3 omeTTe KOMIAHWSIHBIH GUPMaNBIK OnaHkiciHme, 1-2 Oerre
skacanazpl. [Ipecc-penus KypHaIUCTEpPre HEri3iHeH 3JIEKTPOHIbI MOIITaMeH,
CHpeK karfaia dakcnen xidepineni.
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1.7. Kapnama

7Kapuama — Ka3ipri akTUBTI KOJAAHBICTAFBl TePMHUHACPIAIH Oipi. OHBIH
MaFbIHACHI JIAThIH TiMIHAETI reclamare «yTBepkaath, BBIKPUKUBATh, IPOTEC-
TOBaTh» JIETeH MarbIHaHKI Ounnipeni. Eyponansik Tingepne Oy ce3liH cary,
KOMMEPIIUS JIETeH CO37epre KaThICH 0ap.

Kazak timiHzeri skapHama €Ki Co3[IeH TYpajsl: kap — Hama. «Hama» —
apab-mapchl TULACPIHAS «Ka3blIFaH CO3» JCTeH MaFbIHAHBI OUTIIpe, «oKapy»
ce3i xabapiay JereH MarbIHA/Ia.

7Kapuama — xabapmaHasIpyabsIH TYpi. JKapHaMaHBIH Ma3MyHBI MEH TaKbI-
PBIOBI KeH opi op anyaH. XKapHaMaHBIH MaKcaThl — Ha3ap ayapy, KbI3bIFYIIIbI-
JIBIK, Ty ABIPY.

KapHamaHbIH QyHKIHUSACHI:

— akmapat oepy;

— KJIIMEHTTEPAl TapTy;

— KOIlgay KepceTy;

— KbI3BIFYLIBLIBIK TYIBIPY;

— KOMMEPITUSUIBIK MaKcaTTa.

7KapHamaHbIH epekuIeiri:

— HAaCHXATTBUIBIFHL;

— TapTHIMIBUIBIFHI;

— JIOJIIIT;

— TYCIHIKTLIT;

— TOCBIH/IBLIIBIFBI;

— KOPKEM/ILTIT;

— MaHBI3JbUIBIFBI.

1.8. Xa6apaanabipy

Xabapianaeipy — Oip HOpce KabIHa jka30aia HeMece aybI3ia TYPIHIe
Oackanapnbl xabapaap eTy YIIiH Ka3bUIaThIH KyKaT. «XabapiaHaslpy» ce3i
JKOJI OpTachlHa Ka3bUIbIN, OJAaH TOMEH XadapiaHAbIPy MOTIHI >Ka3bUIAJIbL.
CoHpIHa XabapiaHasIpy OepyIri MeKeMe, YIbIM, aaM aThl Ka3blIabl.

1.9. Keneaxar

XKenenxar — tenerpad apkpuisl 6epineTin opTypii Mamimer. XKexenxat-

TBIH ’Ka3bUTy YiTici epkiH. HeriziHen, Tenerpad hakc apKbUIbI OepiireHaiKTeH
KOJIEMI BIKIIIaM, HAKThI 00J1a/IbI.
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TancsipmaJjap

Task 1. A) Put the parts of the addresses in the correct order.

1) (10) Garston Road / Worldwide Dealers Ltd. / Mr R. Stevenson / Aust-
ralia / Melbourne;

2) (75) Mathews &Wilson / Scotland / Ladies’ Clothing / General
Manager / High Street / Glasgow;

3) Chicago / Hlinois / USA / 300 / Lincoln Place / The Modern Machine
Tool Corporation;

4) (36) Canada/ Messrs. Williams & Werner Ltd. / Toronto / Tower Street
1 43S;

5) Messrs. Jones &Company / William B. Brown (5) Queensland / Managing
Director / Brownside / Australia / Green Street;

6) 1326/ Davenport/ Midwest Division / John / President / Market Street
/ lowa / B. Green / Paint Company / American;

7) (11) WI 53405 / United Packaging / East Shore Drive / Ms / Marketing
Coordinator / Wisconsin / USA / Alison Freeman / Green Bay / Inc.;

8) Sales Manager / Canberra / Liverpool Street / Mr / Independent Pro-
ducts (18) R.G. Flinders /f AUSTRALIA / Pty / NSW 2170.

B) Write your address in English.

Task 2. A) What will you start a letter with, i.e. what greeting will be
appropriate in each case, if you are writing it to:

a) a British firm you do not know very well;

b) Mr. J. Blake, your old trade partner;

€) the company’s President who is a woman;

d) the Head of the Export Department of Sport Shoes Manufacturers
whose name is Barbara Doe;

e) International Office Equipment Inc., an American corporation.

B) How will you finish the letter, i.e. what complimentary close will
you choose?

Task 3. Match the formal and informal phrases. Then cover the right
column and try to remember the formal equivalent for each phrase on the
left.

Informal Formal

1) Sorry about the late delivery. a) Here is a copy of...Please do not

2) If you need more information... hesitate to contact us.

3) Best regards. b) We received the delivery this morning.

¢) 1 would be grateful if you could...
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4) in a different envelope
5) Sorry about them is take.

6) I’m sorry, but it’s not possible.

7) soon

8) Could you...?

9) Just call the office.

10) Thanks for your letter of...
11) We got it this morning.
12) Can’t wait to see you.

13) Dear Marge

14) Let me know if you get the
parcel.

15) Could you find out what is
going on?

16) Please send us your samples.
17) 1 hope to hear from you.
18) We will give you a 5%
discount.

d) Please finden closed...

e) Dear Madam/Dear Ms Clove

f) Please acknowledge the receipt of the
parcel.

g) | look forward to seeing you.

h) We would be pleased to offer you a
5% discount.

i) We would like to apologise for the
delay.

J) under separate cover

K) in the near future

1) We regret to inform you that we are
unable to...

m) Could you please give this matter
your immediate attention?

n) I look forward to hearing from you.
0) We are writing to thank you for your
letter dated...

p) Yours faithfully/ Yours sincerely,

r) I would be grateful if you could send
us some samples.

s) Should you require fur ther
information...

t) Please accept our apologies for any
inconvenience this may have caused.

Task 4. Match the phrases in the right column with the corresponding
parts of the letter and their number in the layout.

1) The enclosures

2) The date

3) The sender’s address

4) The body of the letter

5) The complimentary close
6) The reader’s address

7) The reader’s address

8) The subject line

9) The signature block

10) The greeting
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a) | look forward to hearing from you.
Yours faithfully,

b) 24 March, 20--

¢) Dear Sir/Madam,

d) Interphone Inc.

1677 Sea Harbor Drive Orlando, Florida
35509 USA

e) With reference to our letter of March 2,20-
f) Enc: 1page

g) J, Hutton

h) J. Hutton Sales Manager

i) Mr. M. Al-Jalahma

J) Managing Director

k) Arabian Electronics

1) PO Box 26180 Manama Bahrain

m) Re: Our order of precise electronic
equipment



Task 6. Look at the texts from three faxes that contain easily confused
words and choose the correct or most appropriate words.

1) 1 am writing with (1) connection / reference / regarding to our telephone
conversation this morning about your order 7895LG. | must (2) regret /
apologise / sorry for the delay in processing this order. | can now confirm that
the goods have been shipped and should (3) arrive / reach / deliver you within
10 working days. We have taken special (4) care / attention / caution to make
sure that the items are exactly as you requested.

Once again, please (5) take / have / accept our apologies. If you have any
further questions, do not (6) stop / fail / hesitate to contact me again.

2) 1 was (7) sorry / unhappy / afraid to hear about the damage to the
products that you received this morning. However, | am (8) afraid / apologise
/ regret that we cannot (9) accept / except / have the responsibility in this (10)
topic / material / matter. All our products are (11) controlled / checked /
looked very carefully before leaving the factory, and the damage in this case
must have been caused in transit. | (12) propose /suggest / tell that you contact
the shipping company directly about possible compensation.

In the meantime, we can ship the same order to you again, if it would help.
If you give us a firm instruction to do so (13) until / by / within the next few
days, it should reach you (14) until / by / within the end of the month.

3) I am writing to you (15) affecting / connecting / concerning the mee-
ting that we (16) combined / appointed / arranged for this Friday. | am afraid
something urgent has come up and | will not be able to attend. Can we (17)
cancel / postpone / schedule the meeting until next week? | can make any time
Wednesday or Thursday.

19



|l a
may ca

pologise for any (18) disadvantage / inconvenience / unfor-tunate this
use, and I (19) look forward / wait / anticipate to (20) hear / hearing /

know from you.

Task 7. Fill in the gaps in the fax with the words and phrases below.

FAX TRANSMISSION

20

From 1 5 Line Warehouse
2 Bill Phillips Attention 6
Fax No. 3 7 (0)717 209 413
4 3Jan. 20-- Number of pages 8
9
10 are arriving from Glasgow in 4 weeks. | have telexed 11 of payment and
transportation 12 . Please prepare space for
13
14
a) Date f) Sender k) 160 units
b) confirmation g) (0)717 565 903 I) costs
¢) Kate Evans h) Dear Kate m) Fax No
d) 1 (one) i) consignment n) Tonnage Ltd., London
e) To j) Best regards
Task 8. Put the parts of the fax in order and rewrite it with the correct
layout.
a) ...the choice is much greater and T need to know the exact measure-
ments that are asked for on the bottom left side.
b) However, | have done a bit of guesswork and am replying as best as | can.
c) VAT is payable in the EEC, unless you have a commercial TV A humber.
d) In this case, could you please complete page 2 of the order forms...
e) Re: Fender
f) Date03/11/20--
g) Best regards
h) The maximum over all length of a fender is 1,790 mm.
i) Pages: 1
j) Unfortunately, your fax was received with several blank are as.
k) To: Sally Hansen
I) The minimum inside width of a fender is 1,250 mm.
m) From: Robin Grape
n) Once you fill in the details on the form, | can calculate exactly what
your equire.
0) Fax: 0608 70 8588
p) The transport cost to Manchester is£250+VAT.



q) If the fender you require is greater than this, you will need to use the
large order form.
r) Itis still time to order for Christmas.

Task 9. Complete the sentences with the e-mail terms below.
1) My address isWoods@hotmail.com,_that’s W 0-0-d-s

hotmail com.
2) | need my to add / remove/ amend e-mail addresses.
3) My is where my incoming messages are sto-red.
4) Ifl a message it goes to another person.
5) With « » | can write a new letter.
6) If I press I connect with the Internet.
7) 1 look at to see what messages | have sent.

8) Before being sent across the Internet, my messages are stored in the

9) I need to send an answer to that message, so I’ll use
10) I’ll have to finish that e-mail later, that’s why I’1l store it in

a) ADDRESSBOOK
b) NEW MSG/ NEWMAIL
C) SEND &RECEIVE
d) dot

e) capital

f) INBOX

g) DRAFTS

h) small

i) SENTITEMS

j) OUTBOX

k) FORWARD

) at

m) REPLY

Task 10. Read the e-mail exchange and put two words into each gap.

1) Kate, I’ve attached the sales figures for Q3, as requested. You’ll see
that we’re up 6%! Things are really taking off in Central Europe. By the way,
are you going to the conference?

2) (Kate has used the ‘Reply’ button so she includes the text of the e-mail
she has received.)

> Kate, I’ve attached the sales figures for Q3, as requested. Sorry, Peter,
you forgotto send 1. Can you send it again?
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mailto:Woods@hotmail.com,

> You’ll see that we’re up6%! Things are really taking off in Centrall
Europe. Great news. Do 2 6% increase for the quarter or for the who
leyear?

> By the way, are you going to the conference?

_ 3 ? The sales conference in Istanbul next month or the Interna-
tional Plastics Convention in Slough?

3) Sorry about that, Kate. Here it is again. Let 4___quarter! Head Office
are very pleased.

What do you mean ‘Which conference?’!! I was talking about the sales
conference, of course. Butare_ 5 it’s in Istanbul?

Okay, I’ve got the attachment this time. But you’ll never believe it —
lcan’t 6 !

Can you check that you saved it properly? | thought the conference was in
Istanbul, but I may_ 7 . I’1l check and get back

8__. Anyway, I can’t go this year — Cathy is going in stead.

If it has been too difficult, here are all the words you need:
a) attachment
b) know

c) the

d) be

e) me

f) which

g) sure

h) to

i) wrong

j) conference
k) mean

1) you (x3)
m) it

Task 11. Read the e-mail correspondence and put one word into each gap

I’ve written down some thoughts about the Beta projectit’s 1 as a word doc.
I’'m circulating it to all line managers. 2___me know what you think.

There’s a couple of things I’d like you to focus on. First is the timing.

I’'m not sure what you mean 5 ‘timing’. The time before the
project starts, or the time the project will actually take once it’s started?

Then there’s the question of marketing costs.

I know Daniel produced some detailed figures on this some time ago. Have
you 6__tohim?
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Finally, feasibility.
Idon’tunderstand this__ 7 . Canyou explain in a little more 8 ?

> TI’d like your comments by the end of the next week 9__.
Okay, I'll try to get them__10_____to you by then.
One last thing — | think you need to copy Lila on her 11
I maybe 12, but I think she’s now involved from the Latin America end.

Task 12. Sort out the sentences so as to get three e-mails.

1) We have checked our files and they show that you didn’t renew your
maintenance contract last year.

2) We’re having our company meeting in two days, and I will let you
know what progress we make.

3) Please check your records re the invoice sent to me on July15™.

4) There seems to be a mistake in the amounts charged for the freight.

It appears that you didn’t follow the manufacturer’s instructions.

5) Meanwhile fax me the documentation to review.

6) It was great seeing you in Paris!

7) Please e-mail me your findings.

8) Unfortunately, this means that you won’t be able to claim for this repair.

9) Thanks for your-mail.

10) Thanks so much for your help, and the terrific meal in Mont-martre.

11) Sorry I took so long to reply.

12) Our Service Department will contact you soon to arrange the time for our
engineers to visit.

13) I'm afraid we can not accept responsibility for the problems with your
machine.

14) Please get in touch again if you need more information.

15) I think it’s a computer error.

Questions:

What are the features of making an official business style?

How many types of business letters do you know?

What elements are included in the email message?

What do you think are the advantages and disadvantages of communicating by email?
How to obtain a fax?

What is press release? What is the press release?

What is the purpose of announcement? What is the purpose of announcement?

What are the main functions of an advertisement? What is the function of advertise-
ment?

9. What subjects require formal letters?

10. How are letters and memos similar or different (e.g. format, length, audience)?

N k~wNE

23



2-cabak

LUETEJIJIIK ICCATAPMEH BAWJIAHBICTBI
XAT AJIMACYJIAP

Ilerenaix iccamapiap OW3HEC XYPTi3yIiH MaHBI3ABI ACIEKTICi OOJBITT
TaObUIa/Ibl J)KOHE MYKHUSAT JalBIHABIKTHI KaxeT eTeni. CasxaTTapra KaThICTHI
XarTap, HEeTi3iHeH, 9pTYpJi cypaHbICTap bl (KOHAK Y HOMipiH HeMece OMIIeTTi
OpoHay, Ke3AeCyaiH Mep3iMiH OeNTiiey, aBTOKOIIKTI JkainFa 0epy xoHe T.0.),
ONapAbIH OPBIHAATYBIH PACTay Ikl )KOHE KOMEK YIIiH alFbICTHI OUIAIpei.

2.1. Orinim xar

Orinimxat (letter of request) koHak yiire Hemipai 6p0Hz[ay TypaJibl OTi-
HINITICH, dyeKOMIaHusAFa OueTTepai OpoHaay Typabl OTIHILIIEH Kibepine
*oHe T.0. OH/a OTIHIMITIH MoHi, 0apITBIK KQKETT1 MAJIIMETTED (aThl, KYHI, EpeKIIe
TajanTap >koHe T.0.), OPbIHAAIATHIH iC-OpeKeTTep YIIiH AJFBIC Ka3blIa/Ibl )KOHE
Pacray xibepy eTiHim eTinei.

Dear Sirs, Kindly reserve for our customer, Mr. John Stewart, a single
room with a bath from 16 to 21 October. Mr. John Stewart is expected to arrive
from Chicago at Gatwick at 18.15 ob Friday 16 October and should get to your
hotel at about 8 o’clock.

We thank you in advance for your kinds attention and look forward to your
confirmation

Yours faithfully

2.2. lllakpIpy xaT

OPTYPJIi ic-TIapanap 9eTTe OyKapasblK aKmapar KypajidapblHia KapHa-
MajiaHa/ibl, OipaK jKeKe XaT alMacy apKbUIbl [AKbIPbLUIFAHaPIbIH TaHAAY bl
ToOBIH atam etyre 6omaael. Illakeipyna (letter of invitation) ic-mapanbin ete-
TiH KYHi, YaKbITBl, OPHBI KOPCETiy1, KE3/IeCyre YMIT OUaipinyi, coHbIHAA (ic-
IIapara) KaThICATHIHBIH PACTAybIH OTIHYI THIC.
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Dear Mr. Stewart,

We would like to ordinary invite to the opening of the new premises of the
Business support Centre in Basingham. We hope that you will able to join us
at the party and meet our quests. The senior managers of the world’s largest
companies. We would be delighted to see you on Saturday 17" October 20
from 11.00 a.m onwards at our premises in 25 Weldon Road, Basingham.

Refreshments will be provided. We look forward to seeing you.

With warm regards

Peter
Britney

2.3. Ke3necy yiibIMAACTBIPY XaThl

Kesznecy yiteiMmacteipy xateiama (letter arrangingameeting) 6oimkammas
KYHi, YaKbITBI, OpHBI, TaJKbUIayFa apHaJFaH cypakTap HeMece TaKbIpBIITap,
KaThICYLIbUIAP Ti3iMi kepceTineni. CoHbIMEH KaTap erep aapecartka oenri 0o-
Maca, Ke37IeCy OTeTiH JKepre Kajai skeTyre OONaThIH/BIFBI TYpaJIbl HYCKayIap
Oepiryl MyMKiH. XaT KypacTBIpYIIbl aJpecarTal Ke3lecyAl YHbIMIacThIpyFa
KaXXeTT1 OpeKeTTep i XKacay bl cyparl, aJaHAayIIbIIBIK OUIIIpreHi yIiH anFbic
Oinaipyi MyMKiH. XaTTBIH COHBIH/IA Ke37IecyTe KaThICy KeJiCIMiH pacTay cypa-
TazpI.

Dear Mr Molehill,

| am writing to inform you that | shall be in Basingham from 16 to 21 October
and | think it would be a good idea if we met on Monday 19 to discuss the
renovation of the plant further. | should be pleased to visit your plant site in the
morning before the meeting at the Country Hall. If it were convenient, | would like
to suggest that | arrive at your office for a breakfast meeting, followed by a visit of
the site and presentation of the new production and assembly lines.

If it suits you, I shall be arriving on flight No BA 301 from Chicago at
Gatwick Terminal 1 at 18.15 on Friday 16 October. Could you possibly book
hotel accommodation near your office for 5 nights? | would be grateful if you
could arrange a meeting with the Quality Manager on Tuesday 20 October in
the morning, if possible. | should also like to have an appointment with the
Marketing Manager.

I look forward to receiving confirmation of these arrangements. Yours

sincerely,
John Stewart
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2.4. Pacray xar

Pacray xar (letter of confirmation) axpecarThin ic-mmapama Hemece OTHI-
pBIcTa OONATHIHABIFBIH pacTay VIIiH, COHIal-ak KOHAK YineH OenMe, Ouiet
OpoHZay, aBTOKeJIIKTI JKaiFa aiy >koHe T.0. by anapIHFb! xaT-xabapnapra ciji-
TeMe xacayaaH Oactanansl. [llakeipyra skayan OepreH KesJe agpecaTKa aarbic
aNTHIN, AJIJaFbl Ke3AeCYiH KyHI MEH YaKbIThIH Tarbl Oip PeT HaKThUIAY KaXKeT.
Cypayra xayarn 0epy 0apbIChIH/Ia KAOBLUIIAHFaH iC-OpEKETTEPI )KOHE OJIApIbIH HO-
THDKEIEpl TOJIBIK CHUTIATTAIybl KaxeT. Erep Tepic xkayam Ooica, KelipiM cypart,
Oac TapTy cebeOiH TyCIHAIpiIT, MocelIeHIH 0acKa IIeITiMIePiH YCBIHY KaKeT.

Dear Mr. Steward, Thank you for your letter of 29 September. We look
forward to seeing you on Monday 19 October and | shall meet you at Gatwick
on October 16. As requested | have booked a single room at the Sea view hotel
for 5 nights.

I have mixed an appointment with the Quality Manager on Tuesday mor-
ning at 9a.m. | regret to inform you | shall be unable to make an appointment
with the marketing manager on Thursday morning as | planed. | would like to
suggest that we set up a meeting on the Tuesday afternoon at 4.30 p.m. and |
should be pleased to take you out to lunch beforehand. Please accept my
apologies for this inconvenience.

I look forward to seeing you.
Your sincerely

2.5. AareIc xart

BusHecTe cepikTecTik KOPCETUITeH KhI3METTEP, KOHAKKANIBUIBIK, Kaibl-
PBHIMJIBUTBIKTAD, KYTTHIKTAYJIAp KOHE T.0. YIIH JAYPBIC KOHE YaKThIIbI aIFBIC
aiity eTe MaHbI3/1bl. Asirbic XaT (thank-you letter) — sxkakchl KapbIM-KaThIHACTBI
CaKTayJIbIH YHEMJI1 JkoHe THiMI ofici. O KapamaibIM )KoHe KbICKa 00Ty bl opi
KeJieci 3JIeMEHTTEP/Ii KAMTYbI KaxeT: 0achIHIa «paKMET» o3, IIbIHANBI pu3a-
HIBUTBIK OLIIIPY YKOHE KOPBITBIHIBICHIH/IA — a{peCaTKa AereH JOCTHIK KapbhIM-
KaThIHACTBIH KOPIHICI.

2.6. KpI3MeTTiK XaTTap — ic Ky’KaTTapbIHbIH
€H KeH TaparaH Typi

Ke3MeTTiK XaTTap opTypili Mocenenep OoibIHIIa 6acka MEKeMeIepMEH,
yHBIMIIapMEH JKOHE KeKe TYJIFalapMeH OaillaHBICTHI iCKe achIpy MaKcaThIHIa
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KYpbUIaIbl. Ma3MyHBI )KOHE MaKCcaThl OOMBIHINIA XaTTap: KEMuIIiK Oepy, aKna-
PATTHIK, KAPHAMAIIBIK, KOMMEPIHSJIBIK, CYPATy XaTTaphl, MAKbIPY XaTTaphl,
JKayarr xaTTap, OTiHIII xaTTap, Xabapirama xaTTap, €CKe cally Xarrap OO b
Oeinesi.

Dear Mr. Molehill

Back now in my country | wish to thank you most warmly for your very
exelent hospitality extended to me. The opportunity to meet yourself and your
managers is something | had long looked forward to and I can only hope now
that one day | may be able to receive a visit here from you. | very much appre-
ciated your kindness and that of Mr. Duggan in showing me round the plant,

Your sincerely
Tanceipmanap

Task 1. Match the parts of the sentences (in some cases there is
more than one variant).

1) I am writing to... a) you have a grouprate?

2) Itis with regret... b) ...breakfast and all taxes.

3) Please finden closed... C) ...your quotation.

4) The priceincludes... d) ...book a room for two days.

5) Werequire... e) ...confirm this booking.

6) Could you let me know if? f) ...acheque for the deposit.

7) s your quotation for... g) ...from 19" to 21 September.

8) For all reservations werequire... h) ...a hotel with suitable facilities.

9) In the name of... i) ...confirm your reservation for

10) We would be pleased to .

receive... J) ...half board with English

11) We are looking for... breakfast.

12) 1 would be grateful if you K) ...an all-intariff?

could... [) ...aconfirmation by fax.

13) We are pleased to... m) ... Will Smith.

14) For three days... n) ...that I have to cancel there
servation.

Email Writing: Putting it in Practice
Read the three situations below. Choose one of them and write

an email. Exchange with a partner and write a response to his
or her message. Your email should:
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* Clearly state the purpose of the message
* Provide any necessary details

 State what you want the recipient to do
* Be proofread and edited for errors

Situation 1: Student A

You work in the human resources department of ACME company. You need to
prepare an orientation for new staff. Write a memo/email to Maria Santos, manager
of the accounting department, and ask her to suggest a convenient date for the
orientation as well as possible topics to include.

Situation 1: Student B

You have just received a memo asking for some information. Write an email response,
providing all the requested details.

Situation 2: Student A

You work as an administrative assistant in a large company. You have just been assigned
to work with a team of salespeople who are away from their desks often. Write an email
message to your new co-worker to introduce yourself.

Situation 2: Student B

Respond to the email message you have just received. Welcome your new co-worker.

Situation 3: Student A

You need to discuss some work you are doing on a project with a co-worker. Write a
memo/email message to suggest a meeting. Include the topic you want to discuss and
suggest the time and place to meet.

Situation 3: Student B

You have just received a memo/email message requesting a meeting. You are busy on
the suggested day.

You also think a meeting is not necessary. You would prefer a phone call. Write a
memo/email message.
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Grammar in Context: Prepositional Collocations

When stating the purpose of a letter, we often use verbs or adjectives
followed by one or more prepositions. These are called prepositional
collocations.

For example: | am writing to inform you about decisions made at the
last board meeting.

Complete the sentences below with the correct verb or adjective
followed by an appropriate preposition (e.g., for, to, with, about).
Then write six sentences of your own using prepositional

collocations.
thank apply inform respond
inquire upset interested complain
invite sorry concerned apologize
1. lwould like to my absence at the meeting
2. lam the lack of supervision in the playground
3. lam writing the poor service | received at your store
4. lamvery not being able to meet the deadline
5. We would like to you the ABC company’s open
house on Saturday June 16 at 1:00 p.m.
6. |am writing to you the new budget proposal.
7. 1would like to take this opportunity to you being a
loyal customer over the years
8. lam finding out about the training programs that you
offer
9. lamvery the way | was treated by one of your admin
staff
10. I am writing to the position you have available
11. Iam your advertisement in the Globe and Mail on June

3, 2009.
12. 1 would like to
advertised in the

the position of Sales Manager that was

Kingston Whig Standard on September 31, 2010.
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Put the parts of the following letter in order by writing the correct
number on each line.

Please send me written confirmation that my account has
been closed.

[Company name]

Encl.

[Your signature]

[Company address]

Please be advised that I am terminating my cell phone
service plan effective immediately.

My telephone number is 555-999-0000. | have decided to
go with another company that offers much cheaper rates.
You will find enclosed a cheque for $100 to cover the fee
for the early termination of my contract with your company.

Dear Sir or Madam:

[Your name]

[Your address]
Sincerely,
Read the sentences below and decide whether or not they use the de-
gree of formality appropriate for the given situation. Revise the sentences

if necessary.

1) a note to a co-worker: The meeting is at 10 sharp. Don’t be late.
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2) a letter to a Member of Parliament: Thank you for your help in this
matter.

3) an email message to a friend: | am looking forward to seeing you there :)

4) a note to a child’s teacher: | would greatly appreciate it if you could
inform me when | could meet with you.

5) an email message to a superior: I’ll let you know about the time of
the meeting ASAP.

6) a manager to her subordinates: Thanks for your hard work, guys!

7) a letter accompanying your résumé: Here is my résumé.

8) a note to the office cleaner: | would appreciate it if you could kindly
clean under my desk in a timely fashion.

A Quick Guide to Business Letter Writing

Read the text below and answer the questions.

Parts of a Business Letter

The Return Address or Letterhead

The return address is the sender’s address. It does not include the sender’s name. If a
letter is sent by a company, it is usually on letterhead, which includes the name and
address of the company.
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The Date
The date is written in a specific format. It includes the month, day and year, usually in
that order.

The Inside Address
The inside address is the address of the person or company to whom you are sending
your letter. It should include the name and title of the recipient and the full address.

The Salutation

The salutation usually begins with Dear and ends with a colon. If you know the name of the
person you are writing to, the last name is preceded by a title (e.g., Mr., Mrs., Ms.). If you do
not know the name, choose a salutation that includes both genders. For example, instead of
Dear Sir you can use Dear Sir or Madam or To Whom it May Concern.

The Reference

The reference alerts the reader to the subject of the letter. It can also refer to a specific
file number, previous correspondence or a person’s name. It is brief and takes the form
of a phrase rather than a sentence.

The Opening Paragraph

The first paragraph should state the purpose of the letter. Make it clear why you are
writing the letter. Are you writing to complain about something, to make a request, to
inform someone of something? Sentence openers, such as Thisletter is to complain about
...; Lam writing to apply for the position of ... are used to state the purpose of your letter.

The Body of the Letter

The body of the letter gives details or background information related to the purpose of
the letter. A good business letter states information clearly and concisely. Sentences
should not be too long. The entire letter should fit easily on one page.

The Concluding Paragraph

The end of the letter sometimes states the action you want the reader to take (or the
action you will take), for example: Please do not hesitate to call me if you need more
information. It can also include a reference to future contact with the reader, for example:
I look forward to meeting with you to discuss this matter in greater detail; llook forward
to hearing from you in the near future. When making a complaint, a business letter often
ends with arequest, for example: Please give this matter your immediate attention.

The Complimentary Closing

The complimentary closing adds a polite end to the letter. It begins with a capital letter
and ends with a comma (e.g., Yours sincerely,). It is followed by the your signature and
name. Under it, you can include your contact information (name, email, phone number)
for quick reference.

Spelling and Grammar

You should always spell- and grammar-check your letter before sending it. Remember that
the spell-check feature on your computer will not help if you spell the word correctly but use
it incorrectly. Use a dictionary or a thesaurus if you are unsure how a word is used.

Reread your letter carefully. You may be surprised at the number of errors you find. It
can be helpful to read the letter out loud to yourself to check for tone and the length of
sentences. You can also ask someone else to proof read your letter before sending it out.



Circle True or False

A letter written by an employee of a company will
1. probably be written on letterhead. T F
The reference is a sentence that states the purpose of

2. the letter. T F
The inside address is the address of the person

3. writing the letter. T F

4. The salutation should always end in a colon. T F

5. The salutation should never include a person’s title. T F
If you are writing to complain about something, it is

6. best not to state this in the
opening paragraph. T F
The concluding paragraph can include a reference to

7. future contact with the reader. T F
When you are writing a letter of complaint, the final

8. paragraph should tell the reader
what you want them to do. T F

Discuss the following questions

1. Why do you think a business letter should be no longer than a page in
length?

2. Why is it important to state your purpose at the beginning of the letter?

How are business letter writing conventions in Canada different from
those in other countries?

Here are some common expressions used at the end of a business letter:
Closing Remarks

« Thank you for your assistance in this matter

* | look forward to hearing from you soon/meeting with you next week
 Thank you for your help

* Please look into this matter

« Please contact me/us at your earliest convenience
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* Please contact us again if we can help in any way/if there are any

problems/if you have any questions

Complimentary Closings

eYours truly e Thank you e Bestwishes e« Warm regards
*Yours sincerely ¢ Thanks * All the best * Bestregard
e Sincerely * Best of luck

Write appropriate closing remarks and complimentary closings for

each situation.

Situation Closing Remarks Complimentary

Closings

1. A letter to your Member of
Parliament thanking him/her
for help getting a visa for a
family member

2. A letter asking Revenue Canada
to review your income tax return
because you think there was

a mistake

3. A letter to your financial advisor
to thank her for her service

4. A letter to a client offering to give
more information if he/she needs it

5. A letter to a customer advising
him/her that the payment is overdue

6. A letter of complaint requesting
that some action be taken
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Questions:

What is set out in the request letter?

How many types of invitation letters do you know?

What is the correct form of the date in informal letters?

What is indicated in the appointment letter? Who are they usually addressed to?

A confirmation letter will be sent to confirm the presence of the sender in the event or

meeting, isn't it?

What is the basic outline of a gratefulletter? What is the basic outline of a grateful letter?

What is the proper salutation for a service letter?

Which part of a letter conveys the message?

Which format do you usually use when writing formal letters?

0. What punctuation mark isused after the salutation? What punctuation mark is used
after the salutation?

aprwNE
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3-cabak

KbISMETKE OPHAJIACY KE3IHJEI'T XAT AJIMACY

Pe3rome

Pesrome — sxyMBbIC i371ey Ke3iHJe 13CHYIII KOJIJaHaThIH KyXat. Pe3tome
aJlaMHBIH eHOEK >KOJIBIH, OHBIH KJCiOM IaFabuiapel MeH Oiurimaepid (1-2 Gerre)
KpICKaIa cumatTaiasl. Pe3stoMe — Oy i3MeHyIIiHIH BU3UT KapTOYKACHI, KY-
MBIC OEpYIIiHIH aJaM/Ibl QHTIMeNIeCyTe MIaKbIPy TYpasbl IIEHIiMi OHBIH OCHI
KY)KaTThl KYpacThIpyblHa OainaHbIcThl Oonanasl. COHIBIKTaH Ja OHBI JKa3yFa
YIIKEH KayanKepIIiIiKIIeH Kapay KepeK. OHriMeNecyre IaKpIpyFa YMTBITY
YIIiH 63iH KaKChl KbIPbIHAH KopceTe OLTyl KaXeT, Kocion TabbIcTaphl MEH xKe-
TICTIKTEPiH, KYLITI )aKTapbIH 06l KepceTyi THic. OpOip Oesek karaai yiiH
MYMKIHJITIHIIIE )aHa pe3loMe jKacaraH jKeH, OHbI OenTui O0ip BaKaHCHUSHBIH
(6oc OpBIHHBIH) OUTIKTITIK TalaNTaphIHA MEWITIHIIIE )KaKbIHAATKAH AYphIC. Pe-
3FOME YIIIHIII )KaKTaH jKa3bUIajbl.

Pe3romenin kesecigeii Heri3ri TypJepi 0ap:

1. XpoHOJOrHsIIBIK pe3ioMe

XPOHOJIOTHSIIBIK PE3OME Kepi XPOHOJOTHSUIBIK TOPTINTE SHOCK KOJIbI
¢axrinepin (KYMBIC, OKY) CHITaTTayJaH, SFHH COHFBI )KYMBIC, OKY OPBIHAAPHI-
HaH Oactamazapl. JKympic Oepyrr ymIiH pe3lOMeHiH OyJl TYPiHIH apTHIKIIBI-
JIBIFBI — OYJT JKEpJIe OJ1 aJJaMHbBIH €HOCK JKOJIBIHBIH aKUKAT CYPETIH KOpe/, i3/1e-
HyIIl YIIiH OYJI KaXXeTTi KbI3MET CcallaChlHIa MaHCANTHIK KOHE KACiOM ecyi
KepceTy MYMKIHAIr. [31eHyIiHIH COHFHI JIaya3bIMBIHBIH (HeMece OapIibIK Jia-
ya3bIMIapbIHBIH) KaJlaFaH Jiaya3bIMbIHA SITKAHIal KaThICHI )KOK 0oJica Hemece
eHOeK >KOJIBIH/IA Kol «00C OpBIHY O0Jica, SIFHH aJaMHBIH )KYMBIC 1ICTEMETeH Ke-
3eHJIepi KepceTiice, OHa pe3toMeHiH OyJI TypiHeH 0ac TapTKaH XKeH.

2. MDYHKIHOHAIIbBI pe3loMe

OyHKIMOHANABI PE3IOMEHIH XPOHOIOTHSUIBIK PE3IOMEICH epeKILeNiTi eH-
OCK JKOJIBIH KOPCETYIi KaKeT eTeii. byt skepie Heri3ri MoH KociOu JaFIbI-
JapblHa JKOHE KbI3METIHIH opTYPIIi callaiarbl KeTicTikrepine Oepineni. PyHk-
UOHAABI pe3toMe, OYI1 keplie, eHOEK KOJbIHAA «00c OpbIHIap» Ooica, ToxKi-
pubeci3 ochl canaja )KYMBIC Tady HeMece Y3aK Y3UTiCTeH COH OChI KbI3MET 0a-
FBITBIHA OpaTy KaFaaimapbIHIa THIM/I.
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3. Kypamas! (pyHKIHOHAIABI-XPOHOJOTHSIBIK) pe3loMe

PesromeniH OYJ1 Typi (yHKIIMOHAIIBI )KOHE XPOHOJOTHUSUIIBIK PE3FOMEHIH
HeTI3ri cotTepi OipikTipeni. OHma opTypiIi KBI3MET CaachIHIAFbl KOCIOH JaF-
JIBITIAPBI MEH JKETICTIKTEP1 KOPCETiieNIi, OCBIFaH Opaid, €HOEK YKOJIBIHBIH HET13T1
JepeKTepi Kepi XpOHOJIOTHSIIBIK TOPTINTE Ka3bliagsl. PestoMeHiH Oyt TypiHiH
apTHIKIIBUIBIFG] 13ACHYIIIHIH OPTYPJi KBI3MET OaFBITBIHIAFBI KOCIOWIIIriHe
KOHLI 0eIryre oHe eHOEK JKOJIBIHBIH Ca0aKTAaCTRIFBIH JKYMBIC OEpyIIire o
Kepyre MyMKIHJIIK Oepei.

3.1. Pe3rome

Pesrome (resume/CV) — Oyi1 YMITKEpiH dJ€yeTTi dKyMBIC Oepylllire He
YCBIHA aJaThIHBIFEI TYPaJIbl KbICKama cunarrama. OraH KipeTiH OeniMzaep ap-
TYp1i OOJYBI MYMKiH X9HE HAaKThl 00C OpbIHFa OailaHbICTHL. [pikTeyae kepce-
tinrengepaen 6acka: Interpersonal skills, Research and analytical skills, Pro-
fessional memberships, Extracurricular activities, Awards received »xone T.0.
CHSKTHI OetiMaep 6omysl MymMKiH. Onapasiy TopTiOi e apTyp:i 00Iybl MyM-
KiH: MBICAJIBI, )KETKITIKTI Kaciou Taxkipubeci xxok KOO Ttyrneri anapiMeH Oii-
MiH, CO/IaH KeHiH )KYMBIC TOKIpHOECiH CHITaTTayhl KaXKeT.

SUSAN REINKE

Current Address Box 130 Permanent Address 420
Monroe Hall SUNY College Plum Rose Lane Fairport,
at Geneseo College Circle New York 14450 (716)
Geneseo, New York 14454 377-6032

(716) 245-3297

CAREER Entry-level position in public accounting that will use proven
OBJECTIVE | abilities to manage data accurately and relate to people.

EDUCATION | Bachelor of Science in Accounting, May 19XX State Univer-
sity of New York at Geneseo John Wiley Jones School of Bu-
siness

Accounting

Completed 27 credit hours of accounting. Beyond intermedia-
te level, completed coursework in tax, cost, auditing, and ad-
vanced accounting.
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RELATED
EXPERIENCE

WORK
EXPERIENCE

REFERENCES

Also completed 27 credit hours of Management and Econo-
mics coursework including micro and macroeconomics, ope-
rations management, marketing, finance, and personnel mana-
gement.

Volunteer Office Assistant, Peters and Frennel, P.C., Fairport,
New York Worked on Saturdays during tax season. Gained a
working knowledge of the operation of an accounting firm, as
well as an understanding of the demands and pressures of the
field.

Member, Geneseo Accounting Society, Spring 19xx — present
Organized and promoted a career night featuring accounting
alumni as guest speakers and in small group discussions.
Have consistently worked summers and during the academic
year. As a result, |1 have gained significant customer service
experience, developed time management and organization
skills, and demonstrated responsibility and a strong work
ethic.

~ Waitress  The Irish Fairport,  Summer 19XX Sept.

Inn NY
Server Union Geneseo,  19XX-Mayl9XX
Snack Bar NY
Counter McDonalds  Fairport,  Summers 19XX,» 19XX
Help NY
Cashier Bill's Perinton, Summer 19XX
Grocery NY

Available upon request by contacting Career Services Office,
Blake A, Room 104, State University of New York at Geneseo,
I College Circle, Geneseo, New York 14454, (716) 245-5721

William Ernest
16 Court Street
Geneseo, New York 14454
(716) 243-1919
OBJECTIVE

Entry-level position in Human Resources with

a particular interest in recruitment/hiring
EDUCATION

State University of New York at Geneseo
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Bachelor of Science in Management Science, May 19XX
Concentration: Personnel and Industrial Relations
Grade Point Average in Option: 3.2 (A-4.0)

Highlights of Coursework
Completed 52 credit hours of business coursework and 15 credit hours in
personnel and industrial relations including:

Personnel Administration

As part of this course, completed an depth study of the personnel policies
and procedures of a local company. Spent over 50 hours interviewing various
employees and personnel representatives at this company. Received an A for
the classroom presentation describing the study.

Special Topics in Personnel and Human Resources

Reviewed and discussed current issues in Human Resources such as
diversity, downsizing, retraining, and the American with Disabilities Act,
required to research one topic in depth and present to the class. Gained specific
knowledge of initiatives Fortune 500 companies are taking to attract minority
candidates.

Collective Bargaining
Prepared a twenty-page paper based on research into the legal framework
of collective bargaining.

SPECIAL SKILLS
Foreign Language:  Fluent in Spanish.
Computer knowledge: Hardware: Macintosh and IBM computers
Software: Mac Write, PageMaker, and Lotus 1-2-3

EMPLOYMENT HISTORY

Bartender The Idle Hour Geneseo, NY April 19XX
Landscaper The Greenery inc. Watertown, NY May
Coach Youth Soccer League Watertown, NY June

References Available Upon Request

Jeff Richardson

27 Center Street | Geneseo, New York 14454 (716) 243-4241
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OBJECTIVE
Sales position with an athletic equipment company

HIGHLIGHTS OF QUALIFICATIONS
* Two years retail experience in a sporting goods store
Knowledge of major manufacturers of athletic equipment and their products
» Willing to travel and/or relocate
* Able to work independently
* Strong presentation skills

EDUCATION
Bachelor of Science Degree, Management Science, Expected May 19XX
State University of New York at Geneseo
Concentration: Marketing GPA: 3.0 (A=4.0)

Associates Degree, Business Administration, May 19XX Monroe Community
College, Rochester, New York

GPA: 3.4(A=4.0)
SALES RELATED EXPERIENCE

Customer Relations Skills

« Easily developed rapport with all different types of customers

 Once customer was at ease, followed line of questioning to determine
individual's

» Advised customers on their product choices, recommended suitable
purchase

» Developed a significant repeat customer base in a very competitive business

Sales and Promotion

» Recognized as «Sales-Person of the Monthy five times in a two-year
period

* Developed successful promotional campaign to encourage students to
support the

College athletic teams including posters, radio spots, and ticket «give-
aways»

Presentation/Communication

* Received an «A» in Business and Professional Speaking

* Frequently «elected» to represent a class or group interests to professor,
coach, or Management
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EMPLOYMENT HISTORY

Retail Help Jumping Joe's Sporting  Waterloo, NY Summers, Breaks
Goods 19XX-19XX

Office Assistant  College Athletic Geneseo, NY School Year 19XX
Department

House Painter All Pro Painters Waterloo, NY Summer 19XX

References available by contacting the Career Services Office,
SUNY Geneseo, Blake A,Room 104, | College Circle, Geneseo,
New York 14454, (716) 245-5721

Sample Cover Letter

5340 Tower Avenue
Bolton, MA 01437
September 29, 1992

Mr. David Schroeder

Chevrolet and Pontiac 1320

Highland Avenue Boston, MA 01437

Dear Mr. Schroeder:

Mrs. Burton, your officer manager, mentioned that you are in need of an
auto mechanic in your shop. The enclosed resume will show you that auto-
motive repairs has been my occupation and my recreation.

A successful dealership like yours depends on reputation. | have had good
customer relations all the time | worked Frank's Texaco. My stock car expe-
rience has made me familiar with a variety of parts and engines.

May | call you after 2:30 p.m. on Thursday, October 3, to set up a time
and date for an interview? If this is not a convenient time, please call me any
day after 2:30 at 848-7653.

Thank you for your consideration.

Sincerely,
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Bob Keefe 5340 Tower Avenue

Bolton, MA 01437
JOB OBJECTIVE:

EDUCATION:

EXPERIENCE:
1988 — present

1987 — present

AWARDS

AND
MEMBERSHIPS:
1988 — 89

REFERENCES:

Resume
ROBERT E. KEEFE
(413)848-7653
(after 2:30 p.m.)

Automobile mechanic in car dealership

Northwest Technical College

Large engine repair 'night course) Bolton
High School — Graduated June, 1989 Major
course emphasis: Auto Mechanics I, I, 111
Small Engine Repair Power Mechanics
Frank's Texaco Service Auto mechanic,
gas station attendant (part-time)
Numerous customers request me to dotheir
work 88% customer satisfaction

Own automotive tools

Restored several stock cars

» Was asked to display one car at Bolton
Mall

* Sold two cars at 50% profit

Member, Bolton High School
Automotive Club Stock car entry

took 3rd place, Dade County Fair

Available upon request

Sample Resume of College Graduate Applying for the First Job

MOLLY C. KEYES
Permanent
B409 West Spring Street
Burlington, Wisconsin 53105
(414) 763-9705

Present

310 North Ninth, Apt.
La Crosse, Wisconsin
54601 (608) 7844722

EDUCATION
University of Wisconsin-La Crosse La Crosse, Wisconsin 54601
* Certified to teach grades 1-8, certification number 118 of the Wiscon-
sin code.
*Bachelor of Science Degree received May 1984
* Major: Elementary Education Minor: Special Education
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Experienced a comprehensive view of the field of education
* Aware of current trends and issues in education
* Obtained direction in the methods and ideology of an effective teacher
* Financed total education
PROFESSIONAL EXPERIENCE
Student Teacher, Ludwig Middle School La Crosse, Wisconsin 54601
*Taught in a variety of curriculum areas including math, science, rea-
ding, spelling, health, and the language arts
*Developed and implemented daily lesson plans
*Participated in unit and faculty meetings
* Acquainted with the daily duties of the teacher
Activity Assistant, Coulee Region Infant Development Center, La Cros-
se, Wisconsin 54601
*Assisted with activities for the developmentally disabled on a weekly basis
* Aided in the daily living instruction in both the EMR and TMR rooms

WORK EXPERIENCE
Tour Guide/Tourist Coordinator,
La Crosse Area Convention and Visitors Bureau (Riverside, USA), La
Crosse, Wisconsin 54601
*Greeted and welcomed tourists to La Crosse
*Helped tourists find hotel and restaurant accommodations
* Maintained the operation of Riverside USA
* Supervised the employees of Riverside USA
Waitress, Natale's Burlington, Wisconsin 53105
*Maintained public relations with customers
* Established a working relationship with the staff

CREDENTIALS
Available upon request.
Career Services, Wilder Hall University of Wisconsin-La Crosse La
Crosse, Wisconsin 54601 (608) 785-8514

3.2. Oriniw

JKympicka kaObuTIay, 6acka Jayas3bIMFa aybICy, KbI3METTEH OocaTy, emMa-
JIBIC Ke31HJIe KbI3METKepIIep MekeMe (YHbIM, KOMIaHNs) OaCIIBICHIHBIH aThIHA
OTIHINI 5Ka3aJbl, OHAA )KYMBICKa KaObu1aay, 0acka aya3bIMFa aybICy, KbI3MET-
TeH Oocary HeMece JeMaibIic Oepy Typalbl 3 Jiaya3bIMbIH KOPCETE OTHIPHII
JKa3zanel. OTIHIM epKiH HBICAHNIA KYpacTBIPBIIaAbl, KOJIMEH JXaspliambl, A4
(hopMaThl Kara3blHAa PACIMIEIE .
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OTiHIlTIH MBIHAAAH THNTIK KYPbUIBIMBI 6ap:
— anpecar (eTiHIII KIMre apHaIIFaH);

— oTiHymIi (6TIHIMITI KYpPacTHIPATHIH a1aM);

— Ky)KaT TYpiHiH aTaysl (6TiHim);

— OTIHIII MOTIHI;

— KYPacTBIPYLIBIHBIH KOJIBI;

— OTIHII KYpacTHIPbUIFaH KYH.

MpeiHagaii sxaFnaiiapaa eTiHill sKa3bLIaabI:

— aKaJeMHUSIIbIK IeMaJIbIC Cypay;

— LIeTeJre OKyFa KeTyre OaililaHbICThl yaKbIThIHAH OYPBIH CECCUsl TAICHIPY;
— XYMBICKa KaObuIIay;

— 0acka KYMBICKa ayBICTBIPY;

— KE3EKTi JeMaJIbIC CYpay;

— KE3EeKTEH THIC JeMaJbIC Cypay;

— MaTepualAbIK KOMEK Cypay;

— marep Oeuy;

— JKaJIAaKbIHBI KOTEPY Typajbl OTIHILI alTy >koHE T.O.

JOB HUNTING
(BAKAHCHH)

Preparing papers

Part 1 Resume and CV writing

The main difference between Resume and CV: the latter is usually sup-
plied with valid scientific publications, articles, research papers.

The first step in job hunting is to look through the advertisement which
suits you perfectly. Job advertising in the newspapers «Ka3zaxcrauckast mpas-
na», «<Eremen Kazakcran», «Paboray», «Padbora mist Bcexy, «Bakancumy», «ThI-
csi9a 00bABIEHUI, «Meramonucy, «Pynasiii AnTaii», peknama 8 CMU u MHO-
roe apyroe.

Job opportunity: Executive Secretary to the Managing Director

Prestigious western financial institution seeks an executive secretary to the
managing director to provide full administrative support to the director, to
maintain contacts with major clients according to high professional standards,
to fulfill secretarial duties and handle PR matters in the office.

MAIN REQUIREMENTS: fluent English, age 24-30, good typing skills,
PC literate, solid secretarial experience with top executives for at least 2 years.
Please fax (09 222 22 22) your resume to Mrs. Jane Brown, Personnel Manager.
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If you like it you should study it carefully and single out all basic features
and demands indicated in it. And write your resume or CV pointing out all the
necessary qualities you possess.

RESUME/CV - a document that shows brief information about an appli-
cant.

But don't forget! Everything should be laconic. Don't write stories sho-
wing your narrative abilities or statements from your phrase book.

Resume writing is like advertising. You are selling yourself to a prospec-
tive employer, and competing against other applicants who are also trying to
sell themselves.

So, the challenge in resume writing is to be more appealing and attractive
than the rest. This means that your resume must be presented professionally,
clearly and in a way that indicates you are an ideal candidate for the job, i. e.
you possess the right skills, experience, behavior, attitude, morality that the
employer is seeking.

HINT: Put yourself in the shoes of the employer: write down a description
of the person they are looking for. You can use a job advert to orientate your
own resume to. The better the match the more likely you are to be called for
an interview.

These CV and letter principles apply to all career moves — full-time jobs,
part- time, internal, external, promotions, new jobs, career changes, internships
and work experience placements — wherever an employer or decision-maker is
short-listing or inter viewing or selecting applicants — the short-listed candidates
will invariably be the people who have the best CV's and best covering letters.

Presentation and order are important, as it is in advertising, and most peop-
le get it wrong. When you are selling anything, you need to get to the key points
quickly. The quicker the reader can read and absorb the key points the more
likely you will be to make a sale. A well- presented resume also indicates that
you are professional, business-like and well organized.

The structure suggested below sells your strengths first and provides per-
sonal and career history details last — most people do it the other way round,
S0 you have an opportunity to stand out from them and make a much better
impression.

Always try to use as few words as possible. In resume writing, like adver-
tising, «less is more». This means you need to think carefully about the words
you use — make sure each one is working for you — if any aren't, remove them
or replace them. Never use two words when one will do.

*For you to know

A 2004 UK survey by the Royal Mail postal service of HR departments in
large organizations in the legal, retail, media and accounting sectors identified
these other resume pointers:
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1. Incompletely or inaccurately addressed resumes and resume cover
letters were rejected immediately by 83% of HR departments.

2. Resumes and resume cover letters addressed to a named person were
significantly favoured over those addressed to a generic job title by 55% of HR
departments.

3. A curious fact! Over 60% of HR departments said that the inclusion of
a photograph with the resume adversely affected their opinion of the applicant.
But remember! Nowadays the majority of the leaders demand a photo on the
resume.

Depending on the purpose of the applicant there are two types of resumes
you may write.

Here on the first place you put your personal information then goes objec-
tive and education and experience.

Sample 1.1
RESUME
Name Emily Alison Biggins
Address 47 Putney Hill
London SW164QX
Tel.: 4577865
Date of birth: 15 July 1970
Age: 27
Marital status Single
Nationality British
Objective

To secure a full-time position that offers a variety of tasks, in which to use my
secretarial skills and knowledge of foreign languages.

Education

Dates 1993-1994

College Oxleigh Secretarial College
College Road, Oxleigh

Qualification Secretarial Skills Refresher
Course: Shorthand (90 w.p.m.) Typing (60 w. p. m)
Bookkeeping Grade One. Word processing.

Dates 1987-1992

College South Thames College, London.

Qualification Secretarial Courses; Shorthand grade 2;

Typing Grade 3.
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Employment

Dates 1995-to present

Company Philip Wilson Publishers LTD.

Position Secretary of the Sales Manager

Responsibilities Taking shorthand; typing and filling correspon-

dence, maintaining diaries, office support, etc.

Other Skills and Occupations

I now work regularly as a volunteer for the Red Cross. | also have a clean
driver's licence and a good knowledge of Spanish and French. My personal
interests include classical literature reading, independent travel, modern jazz
and swimming

References Are available on request

But nowadays all personnel managers prefer to get information quicker
and they prefer another structuring.

So here are the parts of a well-written resume

Apart from «Titley, use these sub-headings or similar:

1. Title
Simply your photo and name followed by the word 'Resume’ or 'CV" or
«Curriculum Vitaey.

2. Obijectives short and clear stating of the position you are applying for

3. Personal Profile

Five to seven high impact statements that describe you. These are
effectively your personal strengths. Be bold, confident and positive when you
construct these key statements. Orientate the descriptions to the type of job you
are seeking. If you have a serious qualification and it's relevant, include it as
the final point. Look at the examples shown to see how these statements use
powerful words and professional business vocabulary.

4, Experience

This is not your career history. It's a bullet points description of your
experience. Make sure you orientate these simple statements to meet the
requirements of the reader, in other words ensure the experience/strengths are
relevant to the type of job/responsibility that you are seeking. Again, try to use
powerful statements and impressive language — be bold and check that the
language and descriptions look confident and positive. If you are at the begin-
ning or very early stage of your career you will not have much or any work
experience to refer to, in which case you must refer to other aspects of your
life experience — your college or university experience, your hobbies, social or
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sports achievements, and bring out the aspects that will be relevant to the way
you would work. Prospective employers look for key indicators of initiative,
creativity, originality, organisation, planning, cost-management, people-
skills, technical skill, diligence, reliability, depending on the job; so, find
examples of the relevant required behaviours from your life, and encapsulate
them in snappy. impressive statements. Go for active not passive_descriptions.
i.e. where you are making things happen, not having things happen to you.

5. Achievements

High impact descriptions of your major achievements. Separate, compact,
impressive statements. Ensure you refer to facts, figures and timescales —
prospective employers look for quantitative information — hard facts, not vague
claims. These achievements should back up your Personal Profile claims
earlier — they are the evidence that you can do what you say. Again, they must
be relevant to the role you are seeking.

6. Career History

A tight compact neatly presented summary of your career history. Start
with the most recent or present job and end with the first. Show starting and
finishing years — not necessarily the months. Show company name, city
address — not necessarily the full address. Show your job title(s). Use a gene-
rally recognised job title if the actual job title is misleading or unclear.

7. Personal Details

Use these sub-headings to provide details of full name, sex (if not obvious
from your name), address, phone, email, date of birth, marital status, number
of children and ages if applicable, driving licence (hopefully clean — if not state
position), education (school, college, university and dates), qualifications.
Keep all this information very tight, compact and concise. If you are at a more
advanced stage of your career you can choose to reduce the amount of personal
details shown as some will be implicit or not relevant.

8. Date the resume, and save as a file with some indication of what type
of job it was orientated for, as you may develop a number of different resumes.

*k*k

REMEMBER!

Experience is in everything we do — especially in the most important areas
such as maturity (grown-up attitudes) and emotional intelligence, communica-
tions, creativity, responsibility, determination, integrity, compassion, problem-
solving, etc — these are the qualities employers really seek — so if you are
leaving school or college, or university and putting together your first resume,

47



then look for the relevant transferable learning in your life experience. You'll
not have a career history, but you can certainly illustrate and prove that you
have qualities gained and learned from your life experience, that employers
will recognise and want.

Sample 1.2
Resume Sample

Bill Bloggs — Resume
Objectives:
Full-time job of an Executive Sales Manager

Personal profile

Experienced and innovative general manager with sophisticated sales,
customer service and business administration skills.

High personal integrity, and able to relate to and create trust in all.

Highly articulate, confident and persuasive team-builder, able to motivate
and communicate to achieve exceptional business performance.

Dependable and reliable in supporting and enabling team effort to produce
genuine long-term sustainable development.

Persistent and flexible approach to the mutually beneficial achievement of
business plans and personal goals of staff, suppliers and customers.

Honours degree in Mechanical Engineering.

Experience

Over 20 years proven expertise in industrial purchasing, manufacturing,
logistics, business development, marketing, sales and service.

Background in a wide range of industries, including construction, plant
hire, pharmaceutical, hygiene services and industrial process control.

Executive accountability for P&L, strategic planning, staffing, and sales deve-
lopment etc. for a $60 m international technology business, in a $3b n UK plc.

International General Manager since 1991.

Management of change within the demanding and pressurized business
environment.

Implementation of modern management practices, concerning personnel,
IT, reporting systems, and partnership customer-supplier relations, etc.

Achievements

As production control executive with XYZ Corporation introduced pc-
based systems to reduce lead-times from 7 months to 3 days, and inventory by
80% from $4.7 m to $750 k.
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As materials manager with ABC Inc. introduced systems to reduce lead-
times from 3 months to 7 days, and inventory from $6m to $2.5 m, and 12%
reduction in $12 m procurement costs.

As operations manager with Newco Inc. a 10% reduction in £7 m procu-
rement costs.

As general manager for Big po Int. business achieved growth from $800 k to
£5 m, increased new customer growth from 20 to 600 per annum

Career history

1991-present XYZ Corp. General Manager.

1988-91 ABC Inc. International Operations Manager.

1973-88 Early career development with Newco Inc., Big co Int., Musica plc.

Personal details

Name: Bill J. Bloggs

Address: 17 Hill Lane, London NW25 0DB
Tel: 0208 971 5900

e-mail: billbloggs@hotmail.com
Date of birth: 09 October, 1953
Marital status: single

Educated:

University of Wales 1973-1977
South tame College 1974
Hearthstone College 1972-73
Sidmouth School 1965-72

References

Are available upon request (or phone numbers and address of a referee)

August, 2001

Sometimes for some leading positions resume is not enough and you
should write your curricular vitae (CV). This is a more detailed paper which
shows all your skills and abilities, experience and even preferences.

CURRICULUM VITAE

Sample 1.3
John Smith - CURRICULUM VITAE

Experience

Executive accountability for corporate performance and profit.
Strategic management in a variety of major B2B corporations.
Management of extensive marketing services and sales organizations.
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Overseas business operations and management — Far East, Europe.
New business development, start-up and troubleshooting.

Specializes

B2B Sales and Marketing.

Sales organization development.

Export and international trade development.
Online and Internet business development.

Career history

1997-present — Great Co plc — sales and marketing director
1992-97 — XYZ Inc — sales director

1987-92 — Good Co plc — operations manager, director
1983-87 — ABC plc — sales manager

Responsibilities and achievements

Great Co plc

Sales and Marketing Director of $300m industrial services market leader,
comprising 200,000 customers, 12 regional service centres, large call-centre,
and 500 sales and marketing staff. Increased sales by 125% and gross margins
by 10% 1999-2003. Increased market share from 12% in 1997 to current 27%.
Successful establishment of overseas distribution in Europe and Middle East
in 1999 and 2001, creating extra $25m business at current levels. Developed
and launched new E-Trade online business, representing 50,000 customers and
$30m revenues producing 14% net profit by 2003.

XYZ Inc

Sales Director of architectural and construction products market leader,
comprising 120 sales staff, 15,000 customers, 4,000 products and $220 sales,
generating 12% net profit. Increased sales by 75% during tenure. Automated
all sales ordering and delivery processes producing 20% cost savings after 2-
year investment recovery. Opened new overseas markets in Middle East and
China (joint venture), 1994 and 1996, producing new $3 5m new business at
13% net profit annually at current levels.

Good Co ple

Operations Manager and later director, of market leading micro-elec-
tronics controls systems supplier, comprising three home and seven overseas
European service centres, 130 technical and service staff, 1,200 customers,
including over 300 government and defence departments and installations.
Rationalised parts and processes 1988-91 improving trading margins by 10%.
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Introduced new recruitment and training procedures reducing staff turnover
from 25% to 10%. Implemented new integrated systems for supply, installation
and servicing activities, saving 25% pa. Negotiated successful contracts for
several royal palaces and ministerial offices, home and overseas.

John Smith

15 Long Road
London

SE37 4BF

Tel 0207 0025 3388

Email john@johnsmithsemail.net
January 2004

Part 2. Resume's covering letters

Together with the resume you should send an explanation — covering letter.

Where you should denote:

1) The source you get information from

2) Give a brief description of your experience singing out those they need

3) Express your readiness to give any information they want and to go
through the interview

4) Thank for attention and express your hope for a positive answer

Resume's cover letters must be very professional and perfectly presented.
Use a smart good quality letter headed paper, and ensure that the name and
address details and date are correct and personal for the recipient of the resume.
Do not use scruffy photocopies — ideally do not use photo-copies at all —
resumes cover letters should look individual and special for the job concerned.

Look at what the job advert is seeking. Ensure that the key skills, attributes
and experience are reflected in the cover letter as well as your resume. Draw
the reader's attention to the fact that your profile fits their requirements. Make
the cover letter look like a special and direct response to the job advert and
personal profile that is sought.

Keep resume's cover letters brief and concise. The reader will make
assumptions about you from what you write and how you write it and the
quality of your cover letter presentation.

**k*x
Ensure you lay the letter out neatly on your own good quality letter headed
paper, with your own address top right or centre-top. Avoid fancy fonts and

upper case (capital letters). Use a single font 10-12pt size, maybe bold or
underlined for the reference or heading if you use one.
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Sample 1.4

Full name and address details.
Date
Reference if required.

Dear (Mr/Mrs/Ms Surname)

(optional heading, bold or underlined — normally the job title and or
reference if they've asked you to quote one)

I enclose my resume in respect of the above reference (or state position
advertised and when it appeared).

You will see that | have the required skills, capabilities and experience for
this position, notably (state two or three attributes briefly).

I look forward to hearing from you.

Yours sincerely

(Sign)

(And below print your name — not hand-written)

Enc: resume (CV)

reference (2) if you have any

In case your resume was written for unadvertised position

It is perfectly fine to send speculative resumes to potential employers, i.e.,
not in response to any advert. In this case you should get the name of the senior
person responsible for staffing decisions in the area you wish to apply. (Call
the company to find out the correct name and address details.) In these cases
obviously you won't know precisely what skills they are seeking, but you
should be able to imagine the attributes that they might need. Here are some
examples — include two or three in your cover letter that best match your own
profile and their likely interest:

1) reliable and dependable

2) decisive and results-driven

3) creative problem-solver

4) team-player

5) technically competent/qualified (state discipline or area)
6) commercially experienced and aware

7) task-orientated

8) excellent inter-personal and communications skills

9) sound planning and organizational capabilities

10) loyal and determined
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Again, ensure you lay the letter out neatly on your own good quality letter
headed paper, with your own address top right or centre-top. Avoid fancy fonts
and upper case (capital letters). Use a single font, maybe bold or underlined for
the reference or heading if you use one.

Sample 1.5

Heading

Date

Inside address

Dear (Mr/Mrs/Ms Surname)

(optional heading, bold or underlined — in this example you would
normally refer to a job title, and include with the word ‘opportunities’
or ‘openings’, for example: ‘commercial management opportunities")

I am interested in any openings in the above area and enclose my resume.
You will see that | have skills and capabilities that enable me to make a
significant contribution to an organization such as your own, notably (state
two or three attributes briefly).

I look forward to hearing from you.

Yours sincerely

(Sign)
(And below print your name — not hand-written)

Part 3. Asking for a reference. Refusing to be a referee, Reference

When you fill in the last paragraph of a resume you may:

— write the name and address of a person who can characterise you
or

— attach the references

But before writing the name of a person you should have their permission
to do it. You should write a letter or phone this person and ask him\her to give
some information about you. It is better to ask homme de grant renom (a person
with a good reputation) your dean, deputy dean, diploma thesis supervisor or
scientist your employer, colleague.
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Sample 1.6

Dear Mrs Fowles

As you know, | will be leaving school this summer. I am now looking for a
and will soon be making a number of inquiries and send my applications.

I should be grateful if you would agree to act as my referee should I need
one. Please let me know if you would have time to do this.

Your sincerely

Bob Carrington

If you are sure about the position you are going to apply for the best way
to reach the aim is to send a job description list as an enclosure for the reference
fits the demands and shows to the employer that you are a perfect candidate
for the position.

This person can write a reference and send it directly to you or just wait if
the firm wants to ask him to write the paper about you.

Sample 1.7

YBaxkaeMslil rociouH Jloy!
xunn bpayn

Jbxun bpayH nonana 3asBI€HHE Ha TOJKHOCTh OTBETCTBEHHOIO 3a PeKJia-
MHPOBAHHUE TOPTOBOI MapKH.

Ona na3Bana Bac B kauecTBe cBoero nopy4uresis, u st 061 Ob1 Bam npuzHa-
TeJIeH, eca Obl Bbl HampaBwim HaM peKOMEHJaTesbHOe MUCHMO. Jlomk-
HOCTHasl HHCTPYKIMS U peKJIaMHasi OpoIopa KOMIIaHUY TIPUIararoTes.

4 Obu1 Obl Bam mpusHartesieH, eciu Obl Bbl B TeUeHHUE HECKOJBKUX JHEU
MOATOTOBUIIM U BBICJIAJIM HAM OTBET. DTO AACT BO3MOKHOCTh OCYLIECTBUTh
OKOHYATENbHBIN 0TOOp KaHIUAATYP B KpaTyailliue CpoKu.

Hckpenne Ba

[xoH bpennon

Meunemxkep 1o Toadopy nepcoHana
[punoxenus: 1 lomkHoctHas nHeTpykuus (1)
2 pekJIaMHas Oponropa KOMIaHuH (2)
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But sometimes if the person can't characterize you in a good way or doesn't
remember you well he/she can send you such a letter:

Sample 1.8

Dear Roger

Thank you for your letter asking me to act as your referee.

I am afraid to say that | have to decline. We have not met for several years,
and I think I do not know you well enough to be able to speak authoritatively
on your behalf.

I am sorry not to be able to help you but | wish you the best of luck with
your job hunt.

Yours sincerely

Prof. Cooper

Don't be offended it is better not to get any reference than to get a bad one.
Reference letters

When writing a reference letter never include any negative criticism or
defamatory comments as this could constitute libel. If you have nothing good
to say about a person it is better to say nothing at all, and simply decline to
write a reference letter.

The same applies to giving references over the phone — negative verbal
references could be deemed slanderous. It's better to approach requests for
writing references letters positively — everyone has at least one or two good
qualities which can be mentioned.

Reference Letter Structure

1) Addressee name and address if known

2) Date

3) Salutation

4) Confirm dates, job title(s) capacity, and salary and benefits details if
required.

5) Confirm that the person's performance and attitude was (at all times)
Satisfactory/exceeded expectations or standards.

6) Briefly explain the person's responsibilities (optional)

7) Briefly describe their skills/qualifications/strengths/characteristics (op-
tional)

8) State that you would willingly re-employ the person if the opportunity
arose (optional, and very re-assuring for the reader)
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9) Offer to provide more information if required (optional)
10) Yours faithfully (or "Yours sincerely' if writing to a named addressee)

If your organization has policies for managers writing reference letters for
employees or ex-employees, follow the rules (for instance requiring reference
letters to be approved by HR department).

If you require a reference from your employer it sometimes helps to draft
one yourself for your manager or HR department — many managers do not have
the time or are unsure about what to write, so ask if a draft reference letter
would be helpful.

Here are some templates for reference letters

Sample 1.9

Date
Dear Sir,

I confirm that (name) is/was employed as (position) with this organisation
from (date) to (date/the present day), and was/is paid (salary, plus bonus and
benefits as applicable).

Their job of (position) carries the following responsibilities (describe briefly
the job).

(Name) is skilled in (details of skills) and is also (characteristics — eg reliable
dependable, a good communicator, etc).

I would happily re-employ (hame) as | consider him/her to be a valuable
member of the team, who consistently achieved good results and delivers all
expectations.

Yours faithfully,
etc

If the addressee is not known or the reference letter is required for general
purposes, use «To whom it may concern’, instead of «Dear Sir or Madamy.
Obviously if the addressee is known then use the full name and address as this
will increase the professionalism, and thereby the credibility, of the letter.

Ensure you are acting within your authority if you are writing on behalf of
an organisation using the official letterhead. If, as a manager you wish to give
a reference but are not permitted to do so your organisation — which would be
very unusual — you might consider providing one in a personal capacity on
your own private letterhead.

It's a matter for your own discretion how much praise and positive infor-
mation to include in the reference letter, hence the optional items.
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Sample 1.10

To whom it may concern
Miss Julia Rose

| write to advise you that Miss Julia Rose who is currently a student at the
University of Brighton has been in touch with me to say that she has applied
for one of the posts in your company and has asked me if | could act as a
referee for for her and submit this reference to you.

I have to say that | am very happy indeed to do so.

Julia has worked for us each summer holiday since she left school and |
think that the best way of describing her is as a very positive person.

She is a very serene person and with the confidence to deal with any
problems that arise from time to time either on her own initiative or, by
asking a superior how a particular matter should be dealt with.

I have also found her an extremely willing person and one who never
complains whilst she also has the ability to work independently, and in 1994,
indeed, we sent her to a number of cities in Great Britain in order to carry
out research in connection with the firm's business.

I have to say, therefore, that | have absolutely no doubts in recommending
her to you.

I am absolutely sure that she will serve you well and will also mix in well
with other colleagues.

I do hope that the foregoing is of help and if | can assist further, plase, do
not hesitate to contact me.

Yours faithfully

Sarah Taylor

Sample 1.11

Dear Mrs. Bridge
Henry James

Thank you for your letter of 15 February, asking a reference for Henry
James. It is a pleasure to offer comments on this individual.

I have known Henry for over 12 years, since he joined our company. We
have both worked in the same department.
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Henry is a natural leader and organizer. He inspires enthusiasm among other
members of our team. He listens attentively to the opinions and desires of
others and compromises when required.

He has shown himself to be responsible and trustworthy, both as a Respond
personal friend and as a valuable member of the community. It was a great
pleasure to work with him. | believe he would be an effective contribution
to your team.

If you require any additional information, please do not hesitate to contact
me.

Yours sincerely

Richard Snow

Character reference. Testimonial

Certain situations require character reference letters of a more personal
nature, such as character testimonials or references relating to court proce-
edings, or for a position in non-business organisations such as councils, trusts,
clubs, or societies.

In these cases, follow the same principles: do not defame a person in
writing or verbally when providing a reference; state only positives or nothing
at all.

Writing a character letter or testimonial:

1) Don't denote the addressee; omit the salutation Dear, use the phrase. To
whom it may concern instead.

2) Give your opinion and your characteristics to a person describing his
personal qualities

3) Describe his working abilities

*k*k

If you need a personal or character reference always ask the writer if it
would help to provide them with a draft. Writing reference letters is time-
consuming and difficult for many people — offering to provide a draft may
sound cheeky, but it is often necessary and much appreciated by the reference
giver.
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Sample 1.12. Testimonial

To Whom It May Concern
Ms. Maria Trubetskaya

Maria Trubetskaya asks me to write this testimonial for her based on the
four years that she has been working for our publishing and bookselling
group. During this period, she has done a wide variety of jobs for us ranging
from book selling and sales promotion, to PR and the organization of
cultural events such as poetry readings and book launches.

Her knowledge of Russian cultural affairs and the language itself, was the
reason that we first employed her; she gave us enormous help when we were
negotiating with the Tretyakov Gallery in order to acquire the retail rights.
Her power of persuasion and her gift for understanding the minds of our
prospective partners were extremely helpful. She also has an exceptional
command of the English language, so that she is the ideal person to handle any
form of negotiation or promotion, whether cultural or commercial, involving
both the Anglo-Saxon and Russian speaking worlds. Her launch of the Belo-
russian Cultural Centre was a significant success. It was the first time that this
important republic had official representation in the UK. In addition to an
inaugural visit by the republic president himself, she managed to get a wide
variety of leading bankers, politicians and businessmen to attend the opening.
To sum up, Maria Trubetskaya would be ideal for any organization inte-
rested in promoting itself through media in the Russian speaking areas and
elsewhere. She has a very pleasant and attractive personality, and | can
vouch for her character and honesty, as well as her ability to achieve results.

Robert Owen

President

Sample 1.13. Character reference letter

Date
To whom it may concern
I confirm that I have known (name) for (number) years.

(State relationship — social, business, working together in some other capa-
city, club, activity, project, etc)
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At all times | have found (name/him/her) to be (state characteristics — eg,
dependable, reliable, hard-working, conscientious, honest, peace-loving,
courteous, etc — to be as helpful as possible think about what the reader will
most prefer to see, in terms of satisfying concerns, or seeing evidence of
relevant required skills or characteristics).

I'm happy to provide further information if required (optional).

Yours faithfully,

Part 4. Application and final placement

Sometimes before going through the interview your future employer can

ask to fill in an application form specially designed by the company. Remem-
ber! Your data in resume and in an application should match!

Sample 1.14
Application for Employment

Surname and initials Post title Post
reference department

Home telephone number

Current or latest work experience
State approximate number of employees

Name and address of employer

Position held From (D/M/Y) To (D/M/Y)
Notice required If p/t, hours per weeks per year
week

Please summarise your current duties and responsibilities
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Salaries are assessed according to the level of qualifications and experien-
ce brought to the job and only within the range advertised if you can afford it.
Mind the bank holidays!

The United The United States of
Kingdom America
1 January 1 January
New Year's Day New Year's Day
In April 20 February
Good Friday Washington's
Birthday
Easter In April Easter In April
In April Memorial Day In May
Easter Monday
May Day In May Independence Day 4 July
Christmas Day 25 December  Labour Day In September
Boxing Day 26 December  Veterans' Day In November
Thanksgiving Day In November
Christmas Day 25 December

All the main public or national holidays in the U.S. and U.K. are bank
holidays, which means banks are closed on those days. Besides there are some
other bank holidays, when banks and many other businesses are closed.

The bank holidays besides public or national holidays are:
Spring or Summer (Bank) Holidays — In May or June
Autumn (Bank) Holidayt — In August or September

It dates to the nineteenth century when by the Bank Holiday Act and a
Supplementary Act these days we reconstituted bank holidays in the U.K.

Previous work experience
List your experience in order, beginning with the most recent

Dates of employment Organization Job title and | Full or part time?
(include number |main role(s) |If part-time, give %
of employees) full time (eg 0.5)

To (D/M/Y) From (D/M/Y)
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Education and qualifications

Completed higher education and professional qualifications, giving
highest qualification first. If period of study was longer that normal to obtain
the qualification, explain (eg part-time study)

Period of study Academic Subject(s) |Level/grade | Institution/Provider
From To D/M/Y |qualification(s)

D/IM/Y

From To D/IM/Y | Professional Subject(s) |Level/Grade | Institution/provider
D/IMIY qualification(s)

Further/higher education/professional qualification(s) currently being
undertaken

Qualification/Level Subject(s) and method | Exam/end date Institution/provider
of study (eg full-time,
part time, distance
learning)

Membership of professional bodies
Professional body Period of membership Grade obtained

Further information in support of your application

Please provide any further evidence of the extent to which you meet each of the selection
criteria specified for the job. Of particular interest would be: how you have kept your
knowledge and skills up to date; examples of your achievements; any professional activity;
and training (subject and level).
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Confidential (* delete as applicable)

Post title Post ref no (see
advertisement)

Faculty/School/Department Location

Personal information

Surname | Given names [ Title

Address

Email Post code

Tel no (day) May we contact you at work? Y/N* | Tel no (evening)

National Insurance no Current salary

References Please give details below of two relevant referees, one of whom must be your
current or most recent employer.

Title/Name Title/Name

Position Position

Working relationship and date(s) Working relationship and date(s)
Address Address

Post code Post code

Tel no (day) Tel no (day)

Email Email

Fax no Fax no

May we contact this referee prior to May we contact this referee prior to
interview? Y/N* interview? Y/N*

Where did you see this post advertised?
Equal opportunities monitoring information

We are committed to our equal opportunities policy to ensure that all
applicants are treated on the basis of their merits and abilities, and that unfair
and unlawful discrimination is eliminated. We positively welcome applications
from all sections of the community.

Date of Birth:/ Sex: male Nationality:
/ female F
Ethnic Origin: Please tick/hi-light one of the choices below:
White e British Welsh
e British English o British Other (please specify):
e British Irish Irish
e British Scottish Other White background (please specify):
Black or Black British Asian or British Asian
Caribbean Indian
African Pakistani
Other Black background (please specify): | Bangladeshi

Other Asian background

(please specify):
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Mixed Chinese or Chinese British

o White and Black Caribbean e Chinese
e White and Black African e Other Chinese background (please spotify):
¢ White and Asian Other ethnic background (please specify):

o Other mixed background (please specify):
Visibility is defined in the Disability Discrimination Act 1995 as a physical or

mental impairment that has a substantial long-term effect on ability to carry out normal day to
day activities. Please tick/hi-light the choices below as appropriate:

You do not have a disability or special need Need personal care support
Dyslexia Mental health difficulties
Blind/partially sighted Other unseen disability, eg diabetes, epilepsy, asthma
Deaf/hearing impaired Disability or special need not listed above

Wheelchair user/mobility difficulties please specify:

Disabled applicants who meet the essential criteria will be contacted to discuss any support
needed during the selection programme and employment
Have you ever been convicted of a criminal offence which has not become 'spent' under the
Rehabilitation of Offenders Act 1974? Yes/No*

If yes, please give details on a separate sheet.

The University will seek an Enhanced Disclosure through the Criminal Records Bureau for the
successful applicant in respect of positions which involve substantial access to children and/or
vulnerable adults.

Note: If you are convicted later, during the application process, you must inform the Personnel
Department of the details.

The information on this form will be used in accordance with the Data
Protection Act 1998 to consider my employment by the University of Brighton,
and, if appointed, may be processed by computer or form the basis of manual
records. If used for the production of summary statistics, it will not be possible
to identify individuals and consent to the information being used for these
purposes.

I understand that providing false or misleading information anywhere on
my application will disqualify me from appointment or if appointed will render
me liable 10 dismissal without notice. | declare that the information I have
given is to the best of my knowledge true and complete.

Signed: Date:
(type name if submitting electronically)

Now after sending all necessary papers, filling in application and going
through necessary tests the only thing left is to wait and prepare for the
interview.
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BUT be ready to get a negative answer.
From the interviewers' standpoint when writing to unsuccessful intervie-
wees, it's essential that they do not write anything that could carry a liability
for claims of discrimination, libel or defamation of character. And generally,
if you were unsuccessful on the stage of application or resume they could send
you a rejection letter offering a feedback where they can indicate basic points

of your failure.

Sample 1.15

Rejection letter for unsuccessful resume or job applications

Dear Mr/Mrs/Ms
(job title) vacancy

cation/resume)

priate) and we will be in touch.

I wish you all the best for the future.
Yours sincerely, etc.

Thank you for applying for the vacancy (above/for).
I am sorry that on this occasion you have not been successful in (appli-

When we receive a particularly good application that is not successful — as
yours is — we offer to give the applicant some constructive feedback about
their application, and we would like to make this offer to you. If you'd like
this to happen please let us know by (phoning/writing/emailing — as appro-

Feedback template example — for use after job application rejection

This example of feedback points can be amended and added to suit your

situation.

Sample 1.16

Feedback to applicant

recruiting manager to complete

Reference #

Date

Unsuccessful job applications can be upsetting,
so we try to be as helpful as we can in giving a
bit of feedback to all unsuccessful applicants.
Below we've indicated the main reason(s) why
you didn't succeed on this occasion, and we
hope that this will help you to take something

relevant reason(s) indicated with a tick
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positive from the experience, and to be successful in
the future. In return please feel free to give us your
comments about how we conducted the recruitment.
It's a difficult process for all concerned and we
welcome your views.

Your application letter and/or CV could have been
presented more professionally and neatly.

Your experience was required to be more relevant to
the job vacancy.

We needed to see a clearer understanding of the job's
priorities.

We were seeking, or managed to find, an applicant
who had better formal qualifications.

You were actually over-qualified and too capable for
the job.

We were seeking, or managed to find, an applicant
whose current commitments or location or earnings
requirements were more suited to the vacancy.

Please give us your feedback about the way we conducted the recruitment by also completing
and returning the attached sheet in the envelope provided.

Or you can get this

Dear Ms L. Jones

Position of a Sales Manager

Thank you for your application for the position of Sales Manager. You may
be interested to learn that we had over two hundred applications.

We read with interest your resume detailing your qualifications and relevant
work experience. You certainly have an impressive range of skills and
qualifications. Your application was among the thirty which we considered
for interviews. But we have been looking for a person with experience in
our field. It is with regret, therefore, that we have to advise that you have
not been successful in your application. We wish you well in search for a
suitable position.

In the meantime, however, we will hold your resume in our database.
If in the future a more suitable position for a person with your particular
skills and qualification comes available, we will be in contact with you
directly.

Thank you again for your interest.
Yours sincerely

Peter Green

Personnel Manager
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In case of a positive answer you'll be called and invited for the interview.
That also demands well-developed skills to present your abilities.

Tasks

Task 1. Make up a resume on one of the given job advisements (see
appendix).

Task 2. Make up a resume applying for the position of an interpreter-
translator:

a) your personal one (as a university graduator)

b) as if you were an experienced interpreter-translator

Task 3. Place the given covering letter into the right order.

Encs. Yours sincerely. John Smith

| read some prominent newspapers published in Russia and was pleased
to find out that Glencore is about to win the Russian metallurgical market. |
am looking for a new challenge in my career as a Sales Manager Assistant,
with the possibility of a managerial position in future, and wondered whether
you might be looking to employ extra staff.

As you will see from the enclosed resume, | have sufficient experience in
metals trading business and have a wide network of contacts in the Russian market.
My previous employers include companies where | have acquired an in-depth
knowledge of the metallurgical business in my home country and Russia.

Mr. Jones. If you think 1 may be of service, | would be extremely interested
to discuss the possibility of my joining you. | look forward to hearing from you.

| have been watching with interest your company's expansion over the past
few years and have admired the company's work on a number of occasions. With
this new step on the company's part, this seems an ideal time to contact you.

Task 4. Write your own covering letters on your 3 resumes.

Task 5. Write a letter of asking to be a referee:

C) your university professor

d) your ex-coworker

Task 6. Write a letter refusing to act as a referee. State the reason.

Task 7. Put the parts of the reference on their places.

Jim Manson Marketing Manager

| regret that she had to leave us for family reasons.

Mrs Cowie worked for me for 2 years as my personal assistant. During
that time, she delt efficiently with my general correspondence, telephone calls
and other routine paper work. She also proved herself to be a resourceful and
hard-working researcher.

To Whom It May Concern. Jo Cowie

She is a communicative person and works well independently. She is
thoughtful and pays due attention to detail. She was punctual and frequently
worked late when we had a deadline to meet. | would recommend Mrs Cowie
as an outstanding researcher and PA, and feel sure that she would be a valuable
asset to her future employers.
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Task 8. Write a reference on your group-mate:

e) as an ex-employer

f) as aco-worker

Task 9. Write your reference

Task 10. Write a testimonial or a character letter on your friend (to a
VIP club, university society, court, etc).

Task 11. Create your own application for the position of the inter-
preter translat.

Interviewing

Job interviews are easier for the interviewers and the interviewees if you
plan and prepare questions and answers, and use proper interviewing techni-
gues. On this page are job-hunting and job interviews tips, samples of tough
interviews questions, and answers, for interviewers and interviewees. There's
also an outline of the group selection recruitment method, the most effective
way to recruit people for most jobs.

Job interviews are critical to the quality of an organization's people. Good
job interviews processes and methods increase the quality of people in an
organization. Poor job interviews methods result in poor selection. which un-
dermines organizational capabilities, wastes management time, and increases
staff turnover. Here are samples of interviews questions asked at interviews.
Many interviewers and interviewees are keenly interested in «toughy interview
guestions and certainly interviewees need to prepare answers for «tough»
questions. However, from the interviewer's perspective asking tough' questions
is not usually helpful. Interviews should not place undue pressure on intervie-
wees, because people tend to withdraw and become defensive under pressure.

We learn more about people when they relax. It's better therefore to focus
on 'good' interview questions rather than «toughy ones.

Good interview questions encourage interviewees to think about themsel-
ves and to give the interviewer clear and revealing information as to the
interviewee's needs, capabilities, experience, personality, and suitability for the
job. The best interview questions are therefore the questions which most help
interviewees to reveal their skills, knowledge, attitudes, and feelings to the
interviewer.

Much of this guidance also applies to students seeking internships and
work experience placements. Effective interview techniques, and the processes
surrounding interviews, apply to all situations involving candidate selection,
whatever the position and situation.

Part 1. Interviews tips — for interviewers

You must make notes of the questions you intend to ask — otherwise you'll
forget.
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Decide the essential things you need to learn and prepare questions to
probe them.

Plan the environment — privacy, no interruptions, ensure the interviewee
is looked after while they wait.

Arrange the seating in an informal relaxed way. Don't sit behind a desk
directly facing the interviewee — sit around a coffee table or meeting room
table.

Clear your desk, apart from what you need for the interview, so it shows
you've prepared and are organised, which shows you respect the situation and
the interviewee.

Put the interviewee at ease — it's stressful for them, so don't make it any
worse.

Begin by explaining clearly and concisely the general details of the orga-
nisation and the role.

Ask open-ended questions — how, why, tell me, what, (and to a lesser ex-
tent where, when, which) to get the interviewee talking.

Make sure the interviewee does 90% of the talking,

Use «How?» and «What?» questions to prompt examples and get to the
real motives and feelings. «Why?» questions place more pressure on people
because they suggest that justification or defence is required. «Why?» ques-
tions asked in succession will probe and drill down to root causes and feelings,
but use with care as this is a high-pressure form of questioning and will not
allow sensitive or nervous people to show you how good they are. Think about
how your questions will make the interviewee feel. Your aim and responsi-
bility as an interviewer is to understand the other person — not to intimidate,
which does not facilitate understanding.

High pressure causes people to clam up and rarely exposes hidden issues
— calm, relaxed, gentle, clever questions are far more revealing.

Probe the cv/resume/application form to clarify amy unclear points.

If possible, and particularly for any position above first-line jobs, use some
form of psychometric test, or graphology, and have the results available for the
interview, so you can discuss them with the interviewee. Always give people
the results of their tests. Position the test as a helpful discussion point, not the
deciding factor. Take care when giving the test to explain and reassure. Ensure
the test is done on your premises — not sent in the post.

Give interviewees opportunities to ask their own questions. Questions
asked by interviewees are usually very revealing. They also help good candi-
dates to demonstrate their worth, especially if the interviewer has not asked
great questions or there is a feeling that a person has for any reason not had the
chance to show their real capability and potential.
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Part 2. Interviews tips — for interviewees

Research as much as you can about the company — products, services,
markets, competitors, trends, current activities, priorities.

Prepare your answers for the type of questions you'll be asked, especially,
be able to say why you want the job, what your strengths are, how you'd do the
job, what your best achievements are.

Prepare good questions to ask at the interview.

Related to the above, request a copy of the company's employment terms
and conditions or employee handbook before the interview, in order to save
time covering routine matters during the interview.

Assemble hard evidence (make sure it's clear and concise) of how what
you've achieved in the past — proof will put you ahead of those who merely
talk about it.

Have at least one other interview lined up, or have a recent job offer, or
the possibility of receiving one from a recent job interview, and make sure you
mention it to the interviewer.

Make sure your resume/cv is up to date, looking very good and even if already
supplied to the interviewer take three with you (one for the interviewer, one for
you and a spare in case the interviewer brings a colleague in to the meeting)

Get hold of the following material and read it, and remember the relevant
issues, and ask questions about the areas that relate to the organization and the
role. Obtain and research: the company's sales brochures and literature, a trade
magazine covering the company's market sector, and a serious newspaper for
the few days before the interview so you're informed about world and national
news. Also, it is worth getting hold of: company 'in-house' magazines or new-
sletters, competitor leaflets, local or national newspaper articles featuring the
company.

Review your personal goals and be able to speak openly and honestly
about them and how you plan to achieve them.

Ensure you have two or three really good reputable and relevant referen-
ces, and check they'd each be happy to be contacted.

Get into an enthusiastic, alert, positive mind-set.

Try to get some experience of personality tests. Discover your personality
strengths and weaknesses that would be indicated by a test, and be able to
answer questions positively about the results. (Do not be intimidated by perso-
nality testing -expose yourself to it and learn about yourself.)

Think about what to wear.

Part 3. Job interview questions and answers

These are samples of questions that interviewers ask interviewees, with
suggested ideal answers and reasons and purposes of the questions, to help
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interviewers and interviewees alike. See also the questions to ask at interview
for ideas and suggested questions for the interviewee to ask the interviewer,
which are extremely important.

Question

Ideal Answer

Purpose of question

Have you ever dealt
with a customer making
an unrealistic demand?

Or

Can you give me an
example where you've
had to deal with a
customer who has made
an unrealistic or
unreasonable demand?

Or

How do you deal with
difficult customers?

Obviously if you have a real example
with a good positive successful
outcome for the customer and supplier
then use it (it's a good idea to think
about and prepare an example for this
type question in advance).

Ideally examples should include the
following elements: Central to this
process is being able to fully
understand the customer's position and
feelings, without necessarily agreeing
with them. Explaining this difference
between understanding and agreeing at
the interview helps the interviewee to
demonstrate capability to deal with
these types of difficult situations.
Good sympathetic questioning skills,
and a good understanding of the
options available to the supplier
organization in solving problems,

are also vital for being able to adapt
and develop mutually agreeable
solutions. An excellent answer or
demonstration of excellent capability
would include a very positive result
in which the customer's satisfaction
and loyalty was increased to a higher
level than before the complaint

or request (which is actually more
easier to achieve than most people
imagine).

The interviewer asks these
interview questions give
the interviewee an
opportunity to demonstrate
firstly how they decide
that what is realistic and
what is unrealistic, and
secondly how to explain to
the of customer why the
demand cannot be met,
and hopefully better still
suggest an acceptable
alternative course of
action, preferably which
results in the customer
being more satisfied than
if the issue had not arisen
in the first place.

Itis a fact that

the greatest customer
service challenges also
offer the greatest
opportunities to delight
the customer, and
interviewees who
demonstrate such a
philosophy are generally
indicating great potential
and value to a prospective
employer.

(Any question that
invites you to
describe/explain/comm
ent on a 'negative'
situation, for example

When asked a question which
intentionally or unintentionally exposes
a 'negative’ situation or

The purpose of these
questions may be
unwitting, that is to say the
interviewer has no idea
what they might be
uncovering

3.3. YCbIHBIM XaT

YcbIHbIM XaT (arslIimbid Timinge — «letter of reference» nemece «Letter
of recommendation»). Ke3 kxenreH YCHIHBIM XaTTHIH MaKCaThl HAKTHI agam
(CKkeke TyJIFa) HeMece YHWBIM, KOCIOPBIH, MeKeMme (3aHIbl TYJIFa) Typalbl
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00BEKTHBTI JKaH-KaKTHI aKmapar 0epy Oounbin cananansl. HeriziHeH, YCHIHBIM
XaT XKYMBIC OEpYIIiHIH KBI3METKEP TYPaIIbl )KeKe MiKipi OOIBI Kenei, 9/IeTTe
HaKTBl HeMece Ke3 KEIITeH OJICYMETTIK JKYMBIC OepyIrire >KarbIMIbI KOJaay
KopCceTy HeTiziHae Oepinemi. ¥ChIHBIM XaT ©3 Ke3€TiHJE JKeKe TYIFalIaH Ja,
3aHJbI TYJIFA/IaH J1a TYBIHAaybl MyMKiH. ¥ CBIHBIM XaT MIHIETTI TYpJe MbIHA-
Jai aKmapaTThl Kypaybl THIC:

1. TakpIpBIOBL.

2. ¥cwiabiM Oepymi Ci3zi KalaHHaH KoHe Kajail 6imeni?

3. KoMmnanusaarsl )xyMbIC (haKTiH pacTay — ci3 He, Kaiiia, KallaH icTe/iHi3
(MBICAJIBI: «OCBHIHAANW YaKbIT apajbIFbIH/IA OCBIHIAN JKEPIE KYMBIC ICTSIIM»
HEMece «OCBhIHal k00a1a OChIHIAN PETIH/IE KATHICTBIMY).

4. Kpickama cunatrama. ¥coiHbIM (PexomeHnnanumst) Oepymii Ci3fiH KaH-
Jlail HeTi3ri )KeTICTITiHI3/mI aTan KepceTe anaabl. ¥ ChIHBIM OepyIli Ci3/IiH KaH-
JTail KYIITi KeIPIapbIHBI3ABI aTall KOPCETe alabl.

5. XaT KOMITaHUSHBIH, OJaHKICIHIIE POCIMIETIN, MOPMEH KoHE KOJI KOIo-
MeH OeKiTiyi THiC.

6. ¥ CBIHBIM XaTKa KOJI KOSITHIH aJJaMHBIH OailIaHbIC KOOPIUHATTAPHI: TET,
aThl, OKECIHIH aThl )KOHE OHBIH OaiIaHbIC TeIe(OHEI.

(Opvic mininen ayoapulavin bepinodi)
Tanceipmasnap

Task 1. Find thirteen pairs of synonyms.

a) recruit j) recruitment agency s) job

b) position k) abilities t) search firm
¢) candidate I) human resources u) resume

d) hire m) good points v) education

e) employment interview  n) applicant w) select

fyCcv 0) training X) employer

g) skills p) choose y) strengths

h) letter of application q) personnel z) job interview
i) interviewer r) cover(ing) letter

Task 2. A) Put the words and phrases into the appropriate categories
and add five words of your own into each of them.
a) capable e) trustworthy i) manager 1) attended a course
b) Master f) dependable ) committed m) successfully completed
¢) office duties  G) motivated K) part-time n) handling cash
d) apprentice h) PhD
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(1) Work Experience |(2)Academic Qualifications | (3) Personal Qualities

B) Use the words and phrases from those above to fill in the gaps in
the sentences.

1) During my time in the retail outlet at Slane Clothing, | became used
to .

2) While at Durham, | in management practices.

3) | my studies in 1999 and was awarded a first class
Hon ours degree.

4) After two years at my previous job, | was promoted to the position of
assistant .

5) I joined the Liverpool Echo as a(n) printer in1993.

6) At the same time as | was doing my degree, | also worked for aparcel
delivery service.

7) | performed the full range of during
my employment at the administration department of Halley’s.

8) Since leaving school, | have been to a career
in marketing.

Task 3. Fill in the gaps in the letters with the words on the right.

1) I should be glad if you would 1 how | a) obtaining
far my 2 (setout in the 3 b) service
resume) meet your 4. c) attached interview
It has been my 5 , ever since | was at | d) qualifications
school, to become a member of a firm, and, if | e) myself
successful in 7 this post, | would do | f) publishing
my best to give loyal and enthusiastic | g) consider
8 . I could come for an 9 at | h) card
any time and | enclose a 10 , addressed | i) ambition
to 11 ,inthe_ 12 that you will | j) requirements
use it to tell me when | may come. k) hope
2) lam interested in 1 as a) employment
Director of Studies for your 2 .laman | b) exploring
EFL language 3 with nearly 10years’ | ¢) responsible
4 toofferyou. lenclosemy 5 | d) consideration
as the first stepin ___ 6 the possibilities of | e) working
7 with Inter play Languages. My most | f) organisation
8 experience was implementing | g) recent
English Through drama workshops for use with | h) resume
corporate clients. i) instructor

73



Ilwas 9  for the overall pedagogical con-
tent. In addition, | developed the first draft of the
teacher’s handbook. As Director of Studies with
your organisation, | would bring a focus on quality

j) experience
k) effectiveness
I) appreciate
m) arrange

me at884-7788.

and 10 to your syllabus design. Further- | n) confidential
more, | work well with others, and | am experien- | 0) convenient
ced in course planning. lwould 11 vyour
keeping thisenquiry __ 12 . lwill call you in
a few days to 13 an interview at a time
14 to you. Thank you for your
15 :
3) Thismonth I __ 1 at wo-year 2| a) enclosed
___of study in Travel and Tourism at the LA | b) extensive
Business Institute,and my 3 counsel or | ¢) businesshours
suggested | 4 to you for a position as | d) skills

5 travel agent. As you will see from | e) aspect
my 6 resume, | have taken courses in | f) completed
Nearly every 7 of the travel industry. | | g) apply
have 8 in workshops simulating | h) assistant
computer and telephone 9 ,and | Have | i) participated
had 10 practice in ticketing and J) operations
11 . My 12 experience, more over, | k) work
has helped me to developan 13 to deal | I) ability
with the 14 and to be customer oriented | m) reah
and 15 . I would like very much to- | n) reservations
putmy 16 to work for your agency. | | 0) course
am 17 foran interview Monday through | p) public
Friday during 18 .Youcan___ 19 | g) available

r) placement
j) courteous

4) James Blond 1 the KLM Company in July 1998.
Since then he has 2 to be a most 3 and effective
member of the sale steam. James is professional
and 4 in his approach to work and very 5 by his
colleagues and 6 clients. He is well-presented and
able to work both 7 and as part of a 8. His 9 to all
areas of company 10 in which he has been 11 have
been much appreciated. | believe that James will
make a 12 addition to any 13 that he may join. We
deeply 14 his decision to move on and | 15 him
without hesitation.

a) contribution
b) recommend
c) joined

d) involved

e) regret

f) activity

g) well-liked

h) proved

i) efficient

j) independently
k) team

[) valuable

m) organisation
n) reliable executive
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Task 4. Fill in the gaps in the sentences with correct prepositions (as,
in, for, of, with).

1) Having lived Hong Kong twelve years, | have a
wide knowledge the Chinese language.

2) | have a degree Middle Eastern politics and | am fluent

Arabic.

3) | have been an accountant the past fifteen years and | am
very familiar the balance sheet.

4) 1am very experienced dealing financial crises since
I have worked afinancial advisor for twenty years.

5) Having worked an
auctioneer, | feel that | have experience assessing works art.

6) Having worked a foreign minister, | am an expert
foreign affairs.

7) lam currently employed a chef and excel catering for

large groups.
8) A consultant the Special Olympics Committee, | am well aware___the
needs the disabled.

Task 5. Choose more formal phrases in the letter of application.

Mrs. Lloyd
Personnel
Manager
BLD
Services
22 Oak Road
Oxford, OD
26 18L
May 21, 20--

Dear (1) Carol Lloyd / Mrs. Lloyd,

I am writing to (2) apply for the position / get the job of Marketing
Manager in your Tokyo office, (3) | read about / as advertised in last week’s
Guardian newspaper on 2" May.

As (4) you can read / outlined in my CV, which (5) I have enclosed / I'm
sending with this letter, | (6) went to / attended Riverside Secondary School.
In 1987, | graduated from the University of Wales with a BSc in Marketing.

(7) After graduation / When I finished my studies, | moved to Tokyo where
I trained as a market researcher for two years. (8) When | came back / On my
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return to England, I continued working as a market researcher until 1993 when
I (9) obtained / got my present (10) job / position.

(12) I'am currently employed / Now | work as Assistant Managing Director
at Melton Enterprises. (12) My duties include / | have to control the orga-
nization of staff and stock. (13) I am generally noted for my good managerial
skills / They say | am good at managing.

| believe that 1 would be (14) an ideal / great candidate for the position,
as | have had extensive marketing training. | also have (15) a number / loads
of good business (16) friends / contacts in Tokyo and (17) a basic under-
standing of the Japanese language / can speak Japanese a little.

I (18) enclose / am sending you my CV and (19) photograph / photo as
requested, and

(20) would be happy to supply you with further details / can give you every
piece of information you need. | thank you for (21) reading/ considering my
application and

(22) can come for / am willing to attend an interview at anytime.

(23) Yours sincerely / Bestregards,
Steven Bradley

Task 6. Put the sentences in the letter of recommendation in the cor-
rect order. Divide it into paragraphs and rewrite it in the modified block
style.

1) James is professional and efficient in his approach to work and very
well-liked by his colleagues and executive clients.

2) 1 would gladly answer any request for further information.

3) James Blond joined the A.N.Y. Company in July 1998.

4) Penny Farthing

5) Managing Director

6) Sincerely,

7) He is well-presented and able to work both independently and as part
of a team.

8) I believe that James will make a valuable addition to any organi-
zation that he may join.

9) To Whom It May Concern:

10) Reference for Mr. James Blond

11) We deeply regret his decision to move on and | recommend him
without hesitation.

12) Since then he has proved to be the most reliable and effective member
of the sales team.
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13) His contribution to all areas of company activity in which he has been
involved have been much appreciated.

Task 7. A) Study the information on how to write an autobiography.

Employers can ask you to write your autobiography, which is a written
account of the series of events that make up your life. A short autobiography
gives the basic facts, i.e. date and place of birth, family information, lifetime
accomplishments, major events of life. A longer autobiography includes that
basic information, of course, with a lot more detail, but it also tells a good
story. It this case, consider such questions as:

— Was there anything in your childhood that shaped your personality?

— Was there a personality trait that drove you to succeed or impeded your
progress?

— What adjectives would you use to describe yourself?

— What were some turning points in your life? etc.

B) Use the following tips and write your short autobiography.

» Include introduction and basic personal information in the first paragraph.

> Use the 1% person pronouns (I, me, my, myself).

> Write in the past tense.

» Put paragraphs in chronological order, one subject per paragraph.

> Link your paragraphs with temporal connectives, e.g. «next», «after that»,
«later», etc.

> Give a summary in the last paragraph and bring the reader up to date.

» Proofread and check for errors.

Task 8. Look through some newspapers/magazines and find a job ad or
think of a real-life job you would be interested in. (It doesn’t matter if the posi-
tion is not vacant at the moment.)

A) Make up your CV including some information relevant for the posi-
tion.

B) Write a letter or e-mail applying for the job you have chosen.

When you finish, work with a partner. Check each other’s grammar, spel-
ling, punctuation and style. Is everything clear, well-structured and easy to un-
derstand?

Applicant’s File
Step 1. You would like to apply for the position advertised above. Use
your own name and address and write a letter of application.
Enclose your CV.
Step 2. While your papers are being studied, get ready for a job inter-
view and make up a list of questions concerning your future
work.
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Step 3. You have to go through the interview. Don’t forget to ask the

interviewer the questions you’ve prepared.

Step 4. Talk with other applicants for the same position and exchange

your opinions and impressions of the interview.

Step 5. Read the letter from the EIB. If they offer you a job, write an e-mail

confirming your readiness to start work. Or, if they refuse, write
a thank-you letter.

HR Manager’s File

Step 1. Join other HR managers and make up a list of questions you

would like to ask the applicants for the position advertised
above.

Step 2. Choose one applicant and study his/her papers. If necessary,

change the questions you’ve prepared.

Step 3. Interview the applicant and make notes of his/her answers. If

he/she asks any questions, be ready to answer them.

Step 4. Join other HR managers again and discuss the results of the in-

terviews.

Agree upon the applicant to fill in the position.
Step 5. Write a letter to the applicant you interviewed informing him/

her about the decision.

Questions:

1.

ok~ wn

10.

What are the differences between a Resume and CV? What are the differences between
resume and CV?

What is the difference between a «skills based» CV and a «chronological» CV?

Who writes a recommendation letter?

Should you send a letter of recommendation with your CV?

What is the goal of sending a letter of application?

You have applied for a job, but you would like the company to send you more
information. What do you say?

You have sent a letter of application to a college, together with your curriculum vitae
which the college requested. What do you say in the letter to explain to explain that
your curriculum vitae is attached?

Letter you have written to a company, you tell that you expect them to reply. What do
you say?

You began a letter with the recipient’s name (e.g. Dear Mr. Perrin). How do you end
the letter?

In a letter, you explain that the recipient can contact you if they want more information.
What do you say?



4-cabak

KOMMEPUHUSJIBIK XAT AJIMACY

4.1. Cypanbic xat

Mowmine jxacackaH ke3je OipiHIIi KajaM 9[eTTe cypay Xar OOk TaOki-
nmaapl. bymad opi XxaT anMacyIsl a3aiTy YIIiH CaThI alyIbl aTyIIbIIaH KaH ai
Tayap TypaJbl aklapar aJFbIChI KeIETiHIH HaKThl KOPCeTyi Kepek (KaTaiorrap,
yiirinep, Oaranap, JKeTKi3y IIapTTapbl, TOJEM OHICTepi, JKEHULTIKTEp >KoHe
T.0.), 01 Tayapapl Kail yakbeITTa, KaHIIIA KeJIeM/Ie, He YIIH aJIFbICH Kelle i, KaH-
nai xocmapiapel 6ap. CaThill amymibl aIIbIMEH ©3iHIH KOMIIAHUSACHI JKOHE
OHBIH OM3HEC OaFbITHI TYpajibl CaTylIbIFa KbICKaIla aKnapar 0epyi Kaxer.

4.2. TanceIpbIC XaT

TanceipbicTapibl (TAICHIPHIC XaTTAPbIH) OPHANACTHIPY YIUiH (pupMaiap-
JIBTH KOTIIILUTIT] TayaplapIblH TYPiH (MeIIepiH, TYCIH KoHe T.0.), CAHbIH, KeT-
Ki3UIiIM MEH Tesiey Mep3iMAEpiH KepceTeTiH apHaiibl OJaHKuIepAl maijgana-
Hazpl. CaTyIbl TanceIpblC TYCKEHIH MOMBIHIIAI, TalChIPbIC OepyILIire ajaFbic
Oinaipyi kaxxet. Erep maptrap e3repce Hemece Tayap Koiimana 6oimaca, ca-
THIIT aNyIIbIFa OYJ1 Typaibl xabapJiar, aybICTHIPY Ikl YChIHY KaXKeT.

4.3. IllarbIM xatT

OKiHilIKe opai, TamNCHIPBICTHI OPBIHIAY Ke3iHAe Typii mnpobiemanap
TYBIHJIAybl MYMKIH: TOJIBIK €MEC Opay, Tayap/blH )KapaMchl3 HeMece aKayJibl-
FbI, )KETKI31IIM MEp3iMiHIH caKkTaiMaybl xoHe T.0. By skarnaiifa carein anmy-
IIBI CaTyLIBIFa IAFbIM XaT jkibepeni, onaa (akTiiep MEeH KyKaTrTapra cylieHe
OTBIPBII, MOCEJICHIH MOHICIH HAKTHI )KOHE KHCBHIHIBI TYpAE TYCIHIIpemdi, co-
HBIMEH KaTap OJI OChIFaH OaiIaHBICTHI O0FaH KOJANHCHI3ABIKTHI CUIIATTANIBL.
KopsIThIHABLIAH Kelle, MOCEeNeHIH MYMKIH IIeMIiMAepi YChIHBUTA b (aKIIanai
eTeMaKhbl, Tayapasl aybICTBIPY JkaHe T.0.). [llamMagaH ThIC SMOLMOHANIBUIBIK,
KOPKBITY Oonmbipmay kKepek. IllareiM XaThIHBIH YHI OeliTapan (kyMcak Iima-
FBIM) HEMECE OZIaH J1a TYPAKTHI (KaTThl IAFbIM) OOTybl MYMKIH.
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4.4. Kewipim xat

Erep carbim amymisIHBIH TanaObl JolIeTACHCE, CaTyIIbl ©31HIH KaTewirid
MOMBIHIaFaH KEMIipiM XaT >Ka3aJibl, OHBIH CEOSNTEPiH aHBIKTAl I, KOJTANChI3-
JIBIK YIIiH KemIipiM CYpaiibl )KOHE CaThIN allyIIbiFa KOJAWIbl MPOOIeMaHbl
menryai yceiHanpl. Jlomencis mareIMmap TyBIHOAFaH JKaFgaija caTyImbl
KJIMEHTKE HEeTe OHBIMEH KeJIICIIEHTIHIH TYCIHIIPIM, KITUSHTTI OHBIH KaTeiriHe
CEHJIIPII, COJlaH KeiiH MACeNIeHIH bIMbIPaJIbl HICHIIMiH YCBIHYBI KaXKeT.

Tanceipmanap

Task 1. Match the parts of the expressions in columns 1 and 2 and
then find their Russian equivalent in column3.

1) to makeout

2) delivery

3) ashipping

4) amail

5) cashwith

6) abacklog

7) toplace

8) to keep adelivery

9) to dispatch

10)to carry out

2.

1) order

2) deadline
3) thegoods
4) aninvoice
5) anorder

6) date

7) department
8) order

9) an order(with)
10) oforders

3.

1) DxcneauTOpIBIK 0emiM

2) JKeTki3y apKbUIBI TAlICHIPBIC

3) OpbiHgayFa TanceIpbic

4) TanceIpeicTapIBl OpbIHIAY OOMBIHIIA OepeleK
5) Tayapmapmsr xibepy
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6) TarmchIpbICKa COMKEC TOJeyTe KaTaThbIH
7) ot xa3y

8) JKetkizy Mep3iMiH cakray

9) TanchIpbICThI OPHANACTHIPY (Kacay)
10) XKerkizy mep3imi

Task 2. Replace the italicised words and phrases with the words/phra-
ses below.

1) 1 assure you that this is a(n) single occurrence which is unlikely to
happen again.

2) Unfortunately, due to something which we have no control over we
will not be able to offer an alternative venue for the concert.

3) Failure to repair the equipment was due to a(n) failure to notice something
on our part.

4) It is certain that our prices will rise periodically.

5) We are delighted to enclose free tickets for our forthcoming concert,
by way of compensation.

6) A complete refund cannot be given but a(n) token for the amount as been
enclosed

a) inevitable d) at your disposal
b) compliments e) gift voucher
c¢) isolated incident f) complimentary
h) circumstances beyond our control

g) oversight

Task 3. Fill in the gaps in the letters with the words on the right.

1) We are indebted to «Kelly’s Directory» for your|a) pleased

name and 1 and take the liberty to b) offer

2 ourselves as motorcycle 3 in|c) anticipation

Moscow. d) dates

We should be very 4 if you would kindly|e) importers

let us have by 5 of mail your prices for|f) introduce

the 6 types of motor cycles you can g) address

7 , together with the delivery 8 h) return

We thank you in 9 of a promptreply. i) various

2) We have a general 1 in 2|a) inparticular
various 3 of machin tools from|b) items

you, and should be glad to receive 4 of | ) satisfactory

the 5 of equipment which you can d) receive

6 . 7 we are contemplating the|e) range export
8 of a test la the for hard metal and|g) buying

ceramic tools. h) interest
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We should be glad to 9 your detailed|i) specification
10 for this lathe together with three sets|j) purchase
of 11 sheets. If possible, the latter should |k) briefdetails
be in German, but failing this English would be 1) offer
12 :
3) We 1 you for your letter of March 23 |a) enclosing
from which we 2 That you are b) catalogues
3 in «Sever» Biscuit Products. c) gather
d) interested
We have pleasure, therefore, in 4 our |e) offer
5 price-list for this 6_ . |f) thank
The pricesarequoted 7 , o 8 g) net
being granted. You will receive | h) reply
three 9 underseparate 10 . |1) line
We trustou 11 will appeal to you and look |j) up-to-date
for ward to your 12 withinterest. k) discount
1) cover
4) In 1 toyour 2 of 21 No-|a) stock
vember, we have pleasure in 3 a detailed | b) reply
4 for bathroom showers. Besides those |¢) equipment
5 in the «Builders’ Journal», our illus-|d) processed
trated 6 also enclosed shows 7€) advertised
types of bathroom fittings and the sizes avai-|f) quotation
lable. Most types can be 8 from|g) catalogue
9 . Four-six weeks should be allowed|h) delivery
for 10 of those marked with an asterisk. |i) various
Buildingllall over Britain have found our j) enclosing
12 gasy to 13 and attractive in|k) supplied
14. D) letter
m) install
Any orders youl5with us will bel6promptly. n) appearance
0) place
p) contractors
5) We are pleased to have received your 1|a) appreciate
of September 15 and would like to 2 |b)welcome
you as a new 3 of Payton’s Plastics. c) samples
Your order (No. 629977) for one dozen 4°x5’ sheets of |d) processed
Lucite is being 4 and will be ready|e) shipment
for 5 on September 21. It will be 6|f) customer
to your 7 by our ownvan. We are|g) workshop
sure you will 8 the clear finish and|h) representative
tensile streng for the entire line of plastics. Mrs. Julie|i) order
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Methel, oursales 9 will call on you soon|j) delivered
with a catalogue and 10

Task 4. Fill in the gaps in the sentences with correct prepositions (in,
for, of, to, under).

1) This situation was due an oversight, which resulted
a breakdown in communication and led your

losing the contract.

2) The company cannot be held responsible any incon-
venience causedasaresult__ bad weather.

3) Unfortunately, our client is no obligation to offer any
compensation

According the terms of the contract.

4) There centstrike transport workers here has caused-
delay _ thedispatch

a number our export orders.
5) We have had great difficulties getting our usual

supplies, but have now been advised that a large shipment should reachus
two days’ time.

6) We apologise once more this most regrettable
mistake and have taken measures to prevent are currence
similarerrors future.

Task 5. Choose more formal phrases in the letter of inquiry.
Wisteria Ltd.

21 Greenwood Street Norfolk, ND 896 J3

May 7, 2004

Dear (1) Sirs / Wisteria Ltd.,

(2) Your name was given to us by / We got your name from Messrs. KLM
Ltd., who have been (3) buying from you / regular customers of yours for (4)
some / a couple of years. We asked them if they knew of a manufacturer who
(5) can send us / would be able to supply (6) immediately / right now the goods
(7) specified / written on the enclosed list. We (8) would explain / ‘Il tell you
in confidence that our usual supplier has rather let us down this year on delivery
dates and quantities, and we are in danger of getting into arrears with one or
two of our contacts.

If you can (9) send / supply the (10) goods required / necessary goods,
please, accept this a sour official order: (11) we’ll pay/payment will be made
on any basis.

(12) acceptable to yourselves / you like.
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We hope you will be able to meet our requirements in this instance, and
would add that if your products are (13) satisfactory / OK and terms of delivery
(14) competitive / rather short we should be interested in doing business with
you.

(15) We should appreciate a prompt reply / Writesoon.

(16) Yours faithfully /Yours,

(17) Robert Watson /Bob

Purchasing Manager

Task 6. Put parts of the sentences in the correct order. Then add
punctuation marks and divide the inquiries into paragraphs where necessary.

1) a) if you can supply

b) by return of mail

c) importing your office equipment to Russia

d) catalogues and prices

e) we would appreciate

f) we are interested in

2) a) please let us know

b) we should be grateful for an early reply

) some years ago, we bought from you a consignment of «Handy» Paint
Brushes in 3 different qualities

d) whether you are still manufacturing brushes in these qualities

e) as the matter is urgent

f) and quote your lowest prices CIF St. Petersburg

g) we should require delivery within 4 weeks of placing the order

3) a) we would be very grateful

b) if you have not got the necessary information in your records

c) we learn that in recentyears

d) if you could give us a list of these firms

e) we have for many years been importers of Electric Clocks mainly
from Switzerland

) you would, perhaps, be good enough to pass our inquiry to the proper
department in London

g) several English firms have started manufacturing this line

h) whether their goods are suitable for the American market

i) so that we can findout
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4) a) if so

b) will be much appreciated

c) if your prices are competitive

d) and understand that you are their agent

e) if you could inform us

f) we may be able to place larger orders

g) we should be very pleased

h) we are interested in Albert Kuntz Biscuit Products

i) your current price-list together with your discountterms
j) whether you are in position to supply

Task 7. Complete the extracts from the four letters with the sentences
below.

1) Dear Sir/Madam, 2) Dear Ms Stanton,

I understand that We regret to
you had booked a meeting room but | inform you that we cannot process
one wasn’t available when you | your insurance claim at present as
arrived. we require further details.

3) Dear Sir/Madam, 4) Dear Mr. Viata,

When we tried We are pleased
to check in, the queue of waiting | to be able to offer you an upgrade
guests stretched from the lobby into | at no extra cost. We are sure that
the restaurant. The whole procedure | having a bigger car will make your
took 45 minutes. journeys morecomfortable
andenjoyable.

a) As a regular customer, | expect to receive at least an apology for the
treatment | received.

b) As soon as we receive these details, we will be able to settle your claim.

c) As we have received these details, we will be able to settle your claim.

d) I am writing about your reservation for a Class Bcar.

e) | am writing to complain about the service provided at your hotel on
24March.

f) My staff have informed me about the problem you experienced in your
recent visit to the hotel.

g) I’m sure it won’t happen again.

h) Thank you for informing us about the accident you had last week.

i) Please quote your existing booking number when you arrive.

j) 1 apologise for the confusion and would like to offer you free use of the
facilities on your next visit.

85



Task 8. Read the telephone conversation and present it in the form of
business correspondence —an inquiry about the Auto Show and a response

to it.

Anna Kowalchik: Good morning, Posnan Exhibition Services. How can |

Rick
AK:
RR:
AK:

RR:
AK:

RR:
AK:

RR:

AK:

RR:
AK:

RR:
AA:
RR:
AK:

RR:

help?

Rockery: Oh, hello. I’d like some information about exhibiting at
the next Posnan Auto Show.

Of course, let me just get the pack. So, what would you like to know?
First, can you give me an idea of how big the fairis?

Well, 250 companies had stands last year, and that figure should be
up to 280 next time.

OK. What about visit or numbers?

Over two days we had 15,000 visitors, so with more stands we’d
hope for more people this time.

And where did they typically come from?

About 60% were from Poland and the remainder from other Euro-
pean countries and the Middle East.

That’s interesting. Now a couple of practical questions. We’re thin-
king of taking a stand of about 40 square meters. How much will
that cost us?

410 euros per square meter. So, if you’re looking at 40 square me-
ters it would be — let me see — 16,400 euros. But that’s just the cost
for a basic stand.

What does the price include?

You get a listing in the catalogue in Polish, German and English,
some basic furniture — a desk and four chairs — and electricity and
lighting.

OK. So, anything else would be extra?

That’s right.

OK. One final thing. When would we need to book by?

The closing date is 21 December, but if you want your choice of
location, you’d need to do it soon. A lot of companies who were
here last year have already booked the space they want. | could take
your booking if you like.

No. I need to talk to my colleagues, but I’1l get back to you early
next week...

Task 9. Rewrite the orders in the form of tables.

1) We have examined your samples and would like to place the following
order: 200 yards of silk, pink colour, catalogue ref. No. C1562, at the price of
£45 per yard; 250 yards of silk, emerald colour, catalogue ref. No. C1387, at
the price of £36 per yard; 150 yards of cotton, «Magnolia» colour, catalogue
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ref. No. E3597, at the price of £10 per yard; 210 yards of cotton, «Spring
flowers» colour, catalogue ref. No. G8916, at the price of £7 peryard.

2) We urgently require 100 bags of Arabica Coffee, type B5, at the price
of £23.50, per cwt., 150 bags of Robusta Coffee, type A47, at the price of
£26.25 per cwt., 50 bags of Mocco Coffee, type K6, at the price of £28.00 per
cwt., 300 bags of Costa Rica Coffee, type M2, at the price of £31.50 percwt.

3) Please deliver as soon as possible Orange Marmalade quality A2 in 1 Ib
jars, in the quantity of 15,000, at the price of £3.50 each; Pineapple Jam quality
T6 in 1 b jars, in the quantity of 10,000, at the price of £5.00 each; Cherry
Marmalade quality S1 in 1 Ib jars, in the quantity of 15,000, at the price of
£4.50 each; Apple Jam quality B5 in 1 b jars, in the quantity of 10,000 at the
price of £3.00each.

Task 11. Write a letter of complaint to a supplier using the ideas given
below. You may adapt and change them as you wish.

v" Wrong number of items delivered (you ordered 1,000 pieces but only
800 were delivered and you need the murgently).

v Mistake in the paperwork (there is also a mistake in the invoice).

v Poor service (when you called to speak to someone about it, no one
could find a record of your order).

v This is not the first time you have had problems like this.

v Include what action you want the other person to take (to deal with the
matter urgently, to send the correct items, to replace the goods, to give a refund,
to do the job properly, etc.).

When you finish, work with a partner. Check each other’s grammar,
spelling, punctuation and style. Is everything clear, well-structured and
easy to understand?

Task 12. Write a fax apologising to your customer for a delay in sen-
ding goods. Some ideas are given below, but you may adapt and change
them as you wish.

v" What are the goods?

v' Why did the delay happen? Will you give the customer this reason?

v" When will you send the goods? Will you confirm shipping when it
happens?

v" Will you take any other action?

v’ Can the customer contact you for more information?

Let your group mate read your fax. Would he accept your apologies if he
was your customer?
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Customer’s File

Mrs Linda

Jones Import

Manager

GLOBE

ENERGY

PO Box 357, CRAWLEY, West Sussex RH10 1DQ, United Kingdom
tel: (44) 01342-718250

fax: (44) 01342-718240

e-mail: globe.energy@virgin.net

Step 1. You are interested in HP products. Write a letter of inquiry telling
them you are a medium firm dealing in electric equipment. You
would like to purchase some HP laptops, printers and scanners
compatible with these computers. Request to send you their cata-
logue and pricelist.

Step 3. Study the letter of offer from HP and write a reply telling them
the following:
v" you order 20 Compaq nc8430 Notebooks and 10 Officejet 3390
All-in-One devices;
v delivery is air freight, CIF London;
v" you open a letter of credit with your bank as soon as you receive
their acknowledgement.

Add any other information you like.

Step5. You receive HP goods and have to complain by fax about the
following:
v' 2 computers are damaged (have cracks on the casings);
v the all-in-one products are not compatible with the laptops. Add any
other information you like.

Supplier’s File
Mr Paul Byte
Sales manager

Hewlett-Packard U SA

Step 2. Read the letter of inquiry from GLOBE ENERGY. Reply by fax
telling them the following:


mailto:globe.energy@virgin.net

v

The most suitable for their need sare:

— HP Compaqg nc8430 Notebook PC. Features: desktop performan-

v

ce; large, wide-screen display; high-end, dedicated graphics; mo-
bile workstation offerings; price$1,399.00.

HP Laser Jet 5200 Printer. Features: black-and-white, high-speed
(up to 35 pages/min), high volume (paper input capacity 850 sheets),
high resolution (up to 1,200 dpi); price$1,439.00.

HP Scanjet 5590 Digital Flatbed Scanner. Features: enhanced re-
solution, automatic document feeder, max task speed — less than
36 sec, professional results; price $299,99.

Tell them all the products are available ex-stock and can be deli-
vered by airmail within 2 weeks from the date of receiving an
order.

Offer them HP Officejet 3390 All-in-One product that can print,
scan, copy and fax in color. Features: space-saving, improves
workflow and efficiency, eliminates the need for a variety of se-
parate products and produces high-quality color documents; price
$599,99. 1t is compatible with the notebooks you’ve recommen-
ded.

Prices are valid until the end of the year.

Enclose a catalogue, a price-list and an order form. Offer any other con-

ditions to your liking.

Step 4. You receive an order from GLOBE ENERGY. Send a fax telling

v
v

them the following:

You acknowledge the order and enclosead duly signed copy of it;
delivery will be made immediately on opening a letter of credit
with your bank.

Add any other information you like.

Step 6. You receive a letter of complaint from GLOBE ENERGY. Send

v

v

a letter of apology telling them the following:

you will replace the damaged goods after your receive the surveyor’s
report;

the all-in-one products are compatible with the laptops but the
installation disk must be missing. You will repair your mistake
immediately.

Add any other information you like.
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1. Read the following incident report and complete the exercises.

Brenda Doyle
Rehoboth, Massachusets 02769
859-653-9647 — brenda.doyle@emai.com

April 2, 2018

Mr. Mark George
General Manager

ABC Company

55 Main St.
Poughkeepsie, NY 12601

Dear Mr. George,

I am writing to apply for the auto mechanic position advertised on Mons-
ter. I am confident my auto repair and maintenance skills would be valuable to
your state-of-the-art shop in New York.

A dependable and technically skilled auto mechanic, | offer well-rounded
diagnostic and repair expertise and a reputation for quality, honesty and inte-
grity. I recently relocated from Arkansas to Wyoming, and have been searching
for a mechanic position with a reputable, full-service shop. I am very excited
about the prospect of joining your team.

As an auto mechanic for my former employer (XYZ Company), | handled
maintenance and repairs on automobiles and trucks spanning virtually all ma-
kes and models. | performed diagnostics, maintenance and repairs on engines,
brakes, steering/suspension systems, powertrains, fuel injectors, transmissions,
exhaust systems and electrical systems — delivering prompt, thorough and
high-quality work on each and every job.

At XYZ, | was known for my mechanical knowledge, diagnostic skills and
high productivity level. My commitment to building loyal customer relation-
ships and delivering superior service was repeatedly commended, and my
efforts were cited as instrumental to XYZ’s year-over-year revenue increases.

I am confident my mechanical skills would benefit your customers, team
members and bottom line if | am selected for this position. You can call me at
859-653-9647 or email brenda.doyle@emai.com to set up a meeting. | hope to
hear from you soon.

Sincerely,

Brenda Doyle
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Tasks

Circle True or False

1. Mark George is the general manager of state-of-the-art shop in New
York. T

2. Breanda Doyle relocated from Wyoming to Arkansas. F

3. Brenda Doyle wants to apply for the auto mechanic position advertised
on Monster. T

4. Brenda Doyle handled maintenance and repairs on automobiles and
trucks spanning virtually all makes and models. T

5. The general manager was known for my mechanical knowledge, diag-
nostic skills and high productivity level. F

Write the correct letter on each line to match the words on the left
with their meanings.

1. |advertised a. |aundercarriage with four to six wheels pivoted beneath the
end of a railroad car

2. |dependable b. | having or showing the knowledge, ability, or training to
perform a certain activity or task well

3. |truck c. |avigorous or determined attempt

4. |effort d. |describe or draw attention to (a product, service, or event) in a
public medium in order to promote sales or attendance

5. |skilled e. |trustworthy and reliable

Types of letters
1. Read the following incident report and complete the exercises.
Casey Amore
2354 West Main St.
Carlton, Florida 32990-9345
March 31, 2018
Ms. Amanda Lesser
Florida Studios
1290 Studio Plaza
Orlando, Florida 32819-7610

Dear Ms. Lesser,

My previous work experience and leadership roles make me an ideal
candidate for a summer internship with Florida Studios. Your company has an

91



excellent reputation for customer satisfaction, and | know that the combination
of my experience, education, and motivation to excel will make me an asset to
your marketing department.

My experience in sales and customer service, combined with my courses
in psychology, has convinced me that hospitality marketing is a career option
that would suit me well. In my position with Drake Productions last year, | was
recognized as the top sales associate in their summer program. | am sure that |
can put this same skill to use for you, and yet continue to improve upon it as |
learn from some of the top marketing executives in the business.

I look forward to contacting you within a week to talk about the possibility
of an interview. Should you have any questions before that time, you may reach
me via phone (386-555-2922) or via email (cra8z@virginia.edu).

Thank you for your time and consideration.
Sincerely,
Casey Amore

Tasks

Circle True or False

1. Florida Studios company has an axcellent reputation for customer satis-
faction. T F

2. Casey Amore worked in Drake Productions. T F

3. Amanda Lesser wants to work in Florida Studios. T F

4. Casey Amore was recognized as the top sales associate in Drake Pro-
ductions’ summer program. T F

5. Amanda Lesser applies for candidate for a summer internship with
Florida Studios. T F

Write the correct letter on each line to match the words on the left
with their meanings.

1. |leadership a. |the reason or reasons one has for acting or behaving in a
particular way.

2. |customer satisfaction | b. |the action of leading a group of people or an organization.

3. | motivation . |a partner or colleague in business or at work.

4. |associate d. |fulfillment of customer's wishes, expectations, or needs, or
the pleasure derived from this.

5. |executive e. |a person with senior managerial responsibility in a

business organization.
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1. Read the following incident report and complete the exercises.

Case Number: VTOS/04/01/3462
Incident: Vehicle Theft

Reporting Officer: Constable René Artois
Date of Report: 06 February, 2003

At about 10:40 on April 21, 2001, I met with Ms. VVanessa Kahn at 61 South-
side Drive regarding a vehicle theft. Ms. Kahn said she had parked her car by
a parking meter outside Southside Shopping Centre at about 09:45 hours and
went into a nearby shop to return a faulty torch she had purchased the previous
day. She said that when she returned to the leisure centre at about 10:00 clock
she discovered her car was missing.

Ms. Kahn described her car as metallic silver, 2008, Audi Cabriolet A4
1.8 T S-line, with black fabric roof. Registered in the UK, the car registration
number is GTL-682. She estimated the value of the car at $19,500 and said
there were no distinguishing marks or items.

Ms. Kahn told me she locked the car, but she does not have the keys. She
now believes she may have left the keys in the boot lock after removing the
fault torch from the boot. Ms. Kahn said she had not given permission for
anyone to take her car, and she is up to date with her loan repayments.

I conducted a survey of the crime scene but found no items of evidence.
I saw no broken glass in the area, and there were no items to retrieve or pho-
tograph.

| obtained a sworn statement from Ms. Kahn and provided her with the
case number and Information Leaflet 99/07 («What to do when your car is
stolen»). | entered the vehicle into the station database as a stolen vehicle.
| also searched the area but was unable to find the vehicle.

Tasks

Circle True or False

1. Ms. Kahn parked her car by a parking meter outside Southside Drive at
about 10:40 clock. T F

2. The value of the car at $19,500 and there were no distinguishing marks
oritems. T F

3. She had given permission for her brother to take her car. T F
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1. Read the following incident report and complete the exercises.

Jane Anderson
20 Merlins Lane, Newtown, CT 06470— 876-962-8543 —
jane.anderson@email.com

September 17, 2018

Rita Johnson
Editor-in-Chief

XYZ Company

3399 North Road
Poughkeepsie, NY 12601

Dear Ms. Johnson,

As Ben Smith’s teammate at XYZ Agency for the past five years, I've
benefited from his creative problem-solving, tireless work ethic, and willing-
ness to do whatever it takes to create a product that will translate the customer’s
vision into reality.

Ben is directly responsible for increasing client retention by 100 percent, and
I know for a fact that his reputation and commitment helped the company bring in
several large new clients, of which Wakeup Soda is the most visible example.

As a colleague, Ben is incredibly generous with his time and expertise,
which includes everything from 10 years of management experience to an
expert-level knowledge of InDesign, Illustrator, and Photoshop. Beyond that,
his co-worker, | have to say that his humor and good nature make long nights
and tough deadlines much easier on his team.

I’d be happy to answer any questions you might have about his specific
skills and experience.

Thanks, and best regards,

Jane Anderson
jane.anderson@email.com
876-962-8543

Tasks

Circle True or False

1. Jane Anderson is Ben Smith’s teammate at XYZ Agency for seven
years. T F

2. Jane is directly responsible for increasing client retention by 100 per-
cent. T F
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3. Ben has 10 years of management experience to an expert-level know-
ledge of InDesign, Hlustrator, and Photoshop. T F

4. Ben doesn’t have a sence of humor and good nature. T F

5. Ben’s reputation and commitment helped the company bring in several
large new clients. T F

Write the correct letter on each line to match the words on the left
with their meanings.

1. [tireless a. |having an obligation to do something, or having control over or

care for someone, as part of one's job or role

willingness b. |an engagement or obligation that restricts freedom of action.

responsible for |c. |having or showing great effort or energy
d
e

commitment the continued possession, use, or control of something.
retention the quality or state of being prepared to do something; readiness

gl win

1. Read the following incident report and complete the exercises.

Mary Anne Swarez
103A Circle Ave.
Charlottesville, VA 22905

September 30, 2018

Mr. Steven Smith

Flight and Ticket Recruiter
Pan American Airlines
Miami International Airport
Miami, Florida 32195

Dear Mr. Smith,

While reviewing an article in the Wall Street Journal recently, | learned
that your company is planning to assume a portion of Braniff Airlines’ routes
to South America. Many of your new customers will be the Hispanic popu-
lations of Miami, New York, Dallas and the South American countries you
intend to serve. No doubt, you will be interested in increasing the number of
bilingual personnel in these cities. In this regard, | possess the skills and
interest to be of benefit to PanAm Airlines.

As a native of Puerto Rico, | received a comprehensive bilingual educa-
tion. As the enclosed resume indicates, | will be graduating with a major in
English form the University of Virginia next May and | am fluently, bilingual
in written as well as oral English and Spanish. My customer service and conflict
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resolution skills will also serve as an asset as | am prepared to handle customer and
organizational challenges that arise daily within the airline industry.

I look forward to using my leadership skills to assist with customer service
and conflict resolution in situations when challenges arise. My involvement as
the Vice President of the Latino Student Union has prepared me for recogni-
zing the most appropriate methods in identifying problems and offering solu-
tions, along with developing methods for troubleshooting areas of concerns.
These skills, along with my positive attitude and strong work ethic, will work
to your advantage in meeting the needs of the new Hispanic population you
will be serving.

| will be in Miami the week of October 14-17", 2018, and would appre-
ciate the opportunity to meet with someone within your office to discuss my
qualifications for a full-time entry-level position within your organization.
Within the next to weeks | will contact you to determine if it is possible to
connect with someone during my visit to the Miami area. Thank you for your
time and consideration of my qualifications.

Sincerely,
Mary Anne Swarez

Tasks

Circle True or False

1. Miami International Airport company is planning to assume a portion
of Braniff Airlines’ routes to South America. T

2. Mary Anne Swarez doesn’t possess the skills and interest to be of be-
nefit to PanAm Aiirlines. F

3. Mary Anne Swarez is bilingual in written as well as oral English and
Spanish. T

4. Many of the Miami International Airport company’s new customers
will be the Hispanic populations of Miami, New York, Dallas and the South
American countries. T

5. Steven Smith is a native of Puerto Rico. F

Write the correct letter on each line to match the words on the left
with their meanings.

1. |comprehensive |a. |economic activity concerned with the processing of raw materials
and manufacture of goods in factories.

2. | bilingual b. | complete; including all or nearly all elements or aspects of something.

3. |industry c. | the fact or condition of being involved with or participating in something.
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4. |resolution d. |a person fluent in two languages.
5. |involvement the action of solving a problem, dispute, or contentious matter.

o

«Cavojsky» Law office

Lawyer John Peter
Tel.: + 421 2 3266 2046
Fax: + 421 2 5244 4209
e-mail: cavojsky@cavojsky.com
WWWw.cavojsky.com

Dear Sir, Dear Madam,

Itis our pleasure to introduce our Law office, which has been operating as
a new entity in the legal advisory market since 2006. We are convinced that
the three basic pillars of our services i.e. professionality, effectiveness and
complexity of solutions for our clients are fundaments for anylegal advisory.

In our work, we focus on staying current with the legal environment in
Slovakia usingknowledge not only from domestic resources but also from
abroad as well. Experience gained inlegal practice since 2001 is used in semi-
nars we actively participate in and publication activities. This connection of
knowledge of the local and European environments seems to be the right
direction in legal consultancy. We believe that services based on proficiency
and qualifications are the pillars of success.

Dynamic development of business requires a legal team able to provide
effective solutions, based on experience in particular legal areas. We provide our
clients with legal services in such areas where we can prove essential knowledge
and experience. Our aim is to propose to our clients legal support in order to let
them perform their own activities and rely upon our legal background.

We propose complex solutions. For that reason, we cooperate with eminent
tax, business and accounting advisors in the Slovak Republic and abroad, as well
as other specialists in areas that require specific knowledge and qualifications. We
are capable of setting up a team of advisors who are able to act immediately.

We are a member of the Central European Corporate Governance Asso-
ciation, the Slovak Association for International Law and the Canadian — Slo-
vak Chamber of Commerce. As a legal advisor, we cooperate with Européi-
sches EWIV-Informationszentrum in the area of implementation of European
rules into the Slovak legal system.
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We hope that this presentation of our law firm has interested you. Should
you have any questions, please contact us. We will be proud if you turn to us
with confidence.

Circle TRUE or FALSE

1. «Cavojsky» Law office has been working in the legal advisory market
since 2010 True / False

2. Complexity of solution is one of the basic pillars of law office True /
False

3. Law office is a member of the Central Asian Corporate Governance
Association and the American— Slovak Chamber of Commerce. True / False

4. They believe that services based on profitability and prosperity are the
pillars of success. True / False

5. «Cavojsky» Law office cooperates with eminent tax, business and
accounting advisors in the Slovak Republic and abroad True / False

1. Write the correct letter on each line to match the words on the left
with their meanings

1. Effectiveness A | the process of making something active or effective
2. Pillar B |something necessary, indispensable

3. Implementation C |afundamental precept

4. Direction D |productive

5. Essential E |guidance or supervision of action or conduct

Mr. James Atkinson

General Manager — Sales & Marketing
Rainbow Sales Company Pvt. Ltd
Date: February 22nd, 2018

Subject: Formal Introduction to General Manager
Dear Mr. Atkinson,

As a newly appointed employee of Rainbow Sales Company Pvt. Ltd,
I would like to take the opportunity to introduce myself officially to you. My
name is Diana Murray and | have joined your esteemed company as Manager-
Marketing on February 21%, 2018. | have seven years of experience in the mar-
keting industry. | have worked with Wilbur Sales & Marketing Pvt. Ltd on the
job position of Assistant Marketing Manager.
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Today, | will attend a meeting with the HR department and Manager-
Sales, where | will receive the official marketing records in order to start wor-
king on this designation. With my overall knowledge and marketing skills, |
assure you the timely implementation of marketing strategies and full- fledged
growth of the Marketing Department.

I look forward to meet you officially in order to discuss the scope of cur-
rent marketing policies. If you require any information, please contact me at:
dianamarketing@rainbowsales.com

Yours Faithfully,
Diana Murray
Manager- Marketing

Circle True or False

1. Diana Murray became an employee of Rainbow Sales Company Pvt.
Ltd. True/ False

2. She had worked on the job position of Assistant Planning Manager.
True / False

3. Diana Murray has eleven years of experience in the marketing industry.
True / False

4. She will attend a meeting with the HR department and Manager- Sales.
True / False

5. Diana doesn’t assure full- fledged growth of the Marketing Department.
True / False

1. Write the correct letter on each line to match the words on the left
with their meanings.

1. Opportunity

2. Assistant

3. Attend

4. Designation

5. Growth

a) a person who helps someone

b) the act of choosing someone or something for a special job
c) the process of developing or of increasing in size

d) to be present at or to go to

e) agood chance for advancement or progress
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1. Read the following incident report and complete the exercises

Beckwith Middle School
330R Winthrop Street
Rehoboth, Massachusetts 02769
Website: drregional.org
Telephone: 508-252-5080
Fax: 508-252-5082
Debra C. Pincince
Principal
Stephen Dzialo
Assistant Principal
June 1, 2009

Dear Parents/Guardians:

This correspondence is a follow-up to my email and to clarify information
about an incident that occurred at D.L. Beckwith Middle School on Friday,
May 29, 20009.

A seventh-grade student was found in possession of a clip of live ammu-
nition during a class on Friday. The clip was noticed and confiscated by a tea-
cher who reported the details of the incident to Mr. Dzialo and Mrs. Pincince.
The school was put into a lockdown and the Rehoboth Police Department was
immediately notified. No students or staff were harmed during this event and
after a thorough investigation, the lockdown was terminated. No weapons were
ever involved in the incident, however the ammunition itself was enough to
cause us to exercise extreme caution. The administrative team takes each report
of a potentially dangerous situation seriously, investigates thoroughly, and
deals with all issues promptly. Unfortunately in this situation lead to a slight
delay in dismissal for which we apologize.

We would like to take this opportunity to commend our students, parents,
staff, and police for their cooperation throughout the incident. Should you have
any questions or concerns regarding this event or school safety, please contact
the school to speak with an administrator.

Sincerely,

Debra L. Pincince
Principal

Cc: Dr. Kathleen Montagano, Superintendent
Dr. Jennifer Wardell, Assistant Superintendent
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Tasks

Circle True or False
1. This incident had occurred at D. L. Beckwith Middle School on Friday,

May 29, 2009. T F

2. An eighth-grade student was found in possession of a clip of live am-
munition during the break on Friday. T F

3. The clip was noticed and confiscated by Mr. Dzialo. T F

4. The school was put into a lockdown and the Rehoboth Police Depart-
ment was immediately notified. T F

5. At the time of the incident, no students or staff members were inju-

red. TF

Write the correct letter on each line to match the words on the left
with their meanings.

1. [clip a |to damage or injure physically or mentally

2. | weapon b |an emergency measure or condition in which people are temporarily
prevented from entering or leaving a restricted area or building (such
as a school) during a threat of danger

3. |harm ¢ |something (such as a club, knife, or gun) used to injure, defeat, or
destroy

4. |lockdown d [involving possible injury, pain, harm, or loss

5. |dangerous e |adevice to hold cartridges for charging the magazines of some rifles

2. Read the following incident report and complete the exercises

Fast Option Agencies Limited

Import and Export, Wholesalers, Marketing And Gene eral Suppliers

P.O. Box 40048, Mo+mbasa, Tel: 020-2333881 Mob: 0720 692611,
Email: fastoptionsgmail.com

The Director,
Fast Option Agencies,
P. O Box 40048,

Mombasa.

Dear Sir,

Allow us to introduce to you our company, REINTECH COMPUTERS

LIMITED.

Reintech Computers Limited is a registered company specializing in the
rental of desktop computers, laptops, printers & related equipment for short

periods.
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Our rental system is so well advanced that we can have equipment ready
for you or delivered to you within hours (or even within an hour!) of your
order. We understand the requirements of our business, corporate and govern-
ment clients and appreciate that sometimes things just need to be done in a
hurry. That's why we make it so simple for you to rent from us.

And our rental system is so simple: If you rent for a week, month or longer
and decide you want to keep the equipment for a further period you will only
be charged for the extra days that you keep it. In other words, if you are on a
monthly agreement and keep the equipment for 4 days past the end of the term
you will be charged 4/30 of the monthly rate.

At Reintech Computers Limited you are assured of quality services that
are provided with the highest standards of technical support.

Have you got a short-term rental need now? Consult Reintech Computers
today!

We will be glad to serve you

Tasks

Circle True or False

1. Reintech Computers Limited is a registered company specializing in the
rental of recording equipment. T F

2. The rental system allows the company to deliver orders within a few
hours, even within an hour. T F

3. The company understands the requirements of its business, corporate
and government clients and appreciates that sometimes things just need to be
doneinahurry. TF

4. The company's rental system is very simple. T F

5. If you are on a monthly agreement and keep the equipment for 10 days
past the end of the term you will be charged 4/30 of the monthly rate. T F

Write the correct letter on each line to match the words on the left
with their meanings.

1. |computer a |a person who engages the professional advice or services of another

2. |equipment b |to grant the possession and enjoyment of in exchange for rent

3. |client ¢ |aprogrammable, usually electronic device that can store, retrieve,
and process data

4. |rent d |peculiar and essential character

5. | quality e |[the set of articles or physical resources serving to equip a person or
thing
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1. Read the following incident report and complete the exercise

2124 Grant Ave.
Fort Wayne, IN 46815
July 20, 2004

Ms. Joyce Catalin
Office Manager
Mayor’s Office

Allen County Bldg.
Fort Wayne, IN 46802

Dear Ms. Catalin:

As a History major at Indiana University, Fort Wayne, | have developed a
comprehensive understanding of both federal and state governments. How-
ever, | realize that actually working in a political setting is critical in integrating
the theory learned in the classroom with the actual daily workings of a govern-
ment office. It is for this reason that I am hopeful that you will consider me for
an internship in the Mayor’s office next spring.

I am confident | would be an asset as an intern in your office. | have de-
veloped excellent research and writing skills during my three years at IPFW.
In addition to the many papers | have written for my classes, I also completed
a summer internship with the Fort Wayne Economic Alliance Corp last year. |
researched and wrote stories for The Communicator, as well as a number of
press releases to announce campus events. My writing skills would be bene-
ficial in writing briefings, research summaries, and correspondence if 1 am
offered an internship with your office.

I have worked extensively with the public in my various jobs. As a hostess
and waitress at the Hilton Hotel, I often came into contact with business and
community leaders. The restaurant within the Hilton prides itself on excellent
customer service and we were encouraged to do whatever was necessary to
ensure that patrons had a superb dining experience. | was promoted to head
waitress during my second summer at the Hilton, partly due to the excellent
rapport | established with customers. | have also worked as a tour guide at
IPFW in the Admissions Department, interacting regularly with prospective
students and their parents. | understand the importance of courteous and pro-
fessional contact with the public, and am eager to work with the Mayor’s con-
stituents.
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I would be honored to have the opportunity to work with such a great poli-
tical leader. I will call you next week to discuss the possibility of an internship
in more detail with you. If you would like to contact me, | can be reached at
(260) 555-1212 or by email at mbrown@yahoo.com. | look forward to spea-
king with you.

Sincerely,

Molly Brown
Enclosure

Task

Circle True or False

1. Molly Brown has developed excellent research and writing skills during
my two years at IPFW. T F

2. Molly Brown completed an autumn internship with the Fort Wayne
Economic Alliance Corp. T F

3. Molly Brown worked as a hostess and waitress at the Hilton Hotel. T F

4. She was promoted to head waitress during her first summer at the Hil-
ton. TF

5. She also worked as a tour guide at IPFW in the Admissions Depart-
ment. T F

Write the correct letter on each line to match the words on the left
with their meanings.

1. | customer a |isa period of work experience offered by an organization for a limited
period of time.

2. | leader b |creative and systematic work undertaken to increase the stock of
knowledge

3. |theory c |is the recipient of a good, service, product or an idea

4. |research d | is somebody whom people follow

5. |internship |e |is a contemplative and rational type of abstract or generalizing thinking

1. Read the following incident report and complete the exercise

Mrs. Marian McRobbie
75 Notting Hill Gate
Notting Hill

London W11 3 HP
September 10, 2011

Mrs. Angela Hobson
33 Blandford Street
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Marylebone
London W1U 3DN

Dear Mrs. Hobson,

I am writing to you for a personal reference requested by Ms. Patricia Wilson.
I have known Patricia for four years now since she began employment with me
as a babysitter and mother’s helper. During those years, [ have the privilege of
seeing Patricia blossom from a high school student to a responsible young
woman who diligently finished her course in Associate Degree in Child Care.
With her education and hands on experience in caring for my children, 1 am
confident that she can take on the full-time employment of a nanny with you.

When Patricia first came to my employ, | have just given birth to my first
son and her primary task was to watch over my son while | worked from my
home office. After two years, another child came along and Patricia rose up to
challenge of increased responsibilities. She was capable of preparing meals for
my kids, taking them on short walks to the park, and even managed to read to
them children stories. | would say that Patricia made my life easier and | always
felt comfortable and secured in leaving my kids to her care.

If you need further discussion on this, please feel free to call me at 020
7611 7700.

Sincerely,
Mrs. Marian McRobbie

Tasks

Circle True or False

1. Marianhas known Patricia for five years. T F

2. Patricia finished her course in Associate Degree in Child Care. T F

3. When Patricia first came to employ, Marian has just given birth to her
firstson. TF

4. After three years, another child came along and Patricia rose up to chal-
lenge of increased responsibilities. T F

5. She was capable of preparing meals for kids, taking them on short walks
to the park. TF

Write the correct letter on each line to match the words on the left
with their meanings.

1. |employment a |the state of being accountable for something or someone that is
under one’s control

2. |responsibility |b |having the skill or ability or strength to do something

3. |diligent c |is an agreement between an employer and an employee
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4. |capable d |the action of mentioning or alluding to something

5. |reference e |characterized by steady, earnest, and energetic

D-1801, Neptune Society,
DS Marg, Lower Parel,
Mumbai 400 008.
11th June 2018.
To,
The Editor-in-Chief,
Hindustan Times,
Main Street,
Mumbai 400 001.

Sir,

Subject: Construction work in our locality during monsoon season causing
us difficulties.

Through the medium of your esteemed and respected daily, | wish to
inform the municipal authorities of the difficulties the residents of my locality
are facing due to the construction and repair work currently happening in our
area. Monsoon season has started a few days ago and is compounding our
problems.

The repair work has been ongoing for five weeks now and is falling way
behind schedule. And now with the current weather conditions, we are having
persistent problems of water logging and flooding in our area. Another worry
is about the accidents that may occur due to the debris lying around the road.
Diseases caused due to waterlogging are another one of our concerns. There-
fore, 1 wish to draw the attention of the concerned authorities with the help of
your newspaper. Hopefully, you will be able to help us in drawing their atten-
tion and resolving this matter at the earliest.

Thanking You,
Your Sincerely,

Circle True or False

1. Through the medium of your esteemed and respected daily, | wish to
inform the municipal authorities of the difficulties the residents of my locality are
facing due to the construction and repair work currently happening in our area.

2. Monsoon season has started one month ago and is compounding our
problems.

3. Now with the current weather conditions, we are have not persistent
problems of water logging and flooding in our area.
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4. Diseases caused due to waterlogging are another one of our concerns
5. You will not be able to help us in drawing their attention and resolving
this matter at the earliest

Write the correct letter on each line to match the words on the left
with their meanings.

1. Construction

A. aset of measures to restore the serviceable or condition of any object
and/or restore its resource

2. Monsoon B. a printed publication (usually issued daily or weekly) consisting of
folded unstapled sheets and containing news, articles, advertisements,
and correspondence.

3. Repair C. creation of buildings and structures

4. Disease D. disorders of normal life, arising in response to the action of

pathogenic factors of disability, socially useful activity, life expectancy
of the body and its ability to adapt to the ever-changing conditions of
external and internal environments with the activation of protective-
compensatory-adaptive reactions and mechanisms.

5. Newspaper

E. stable winds arising on the border of the continent and the ocean,
periodically changing their direction

September 1, 2018

Jane Kiel

Director, Human Resources
Anytown Riding Institute
123 Business Rd.
Anytown, CA 54321

Dear Ms. Kiel,

I have known Jane Doe in a variety of capacities for many years. She has
been my daughter's riding instructor for the past several years. In addition, she
is my partner in a small business where she is responsible for writing and
editing articles and website content.

Jane is efficient, detail-oriented, and extremely competent. She often suc-
cessfully finishes a task well before the deadline. She is extremely organized,
and never misses a deadline or forgets an assignment.

Jane also has an excellent rapport with people of all ages. She has taught
riding to both young children and the elderly, and every age in between. Her
excellent communication skills (both written and verbal) allow her to connect
with all kinds of people and to inspire them to put for their best effort.
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In summary, | highly recommend Jane for any position or endeavor that
she may seek to pursue. She will be a valuable asset for any organization.
If you have any questions, please do not hesitate to contact me.

Sincerely,
John Smith

True or False

1. Jane is efficient, detail-oriented, and extremely competent. T F

2. She is partner in a small business where she is responsible for writing
and editing articles and website content. T F

3. Jane is ineffective, unskilled and incompetent. T F

4. She has been riding instructor. T F

5. She will be a burden for any organization. T F

Identification
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1 detail-oriented A | the time the task should be completed

2 deadline B |the quality or state of being different or diverse; the absence
of uniformity, sameness, or monotony.

3 instructor C |a person who takes part in an undertaking with another or
others, especially in a business or company with shared risks
and profits.

4 variety D |when they spend time on all the little things

5 partner E | a person in the field of any specialty, teaching the proper
formulation of the case.

Questions:

1. When the request letter is created?

2. What punctuation mark is used after the salutation?

3. Inresponse to the request, the seller writes an offer letter or a claim letter?

4. Which f forms are used for order letters?

5. Various problems may arise during the order execution process: incomplete configura-
tion, non-conforming or defective parts parts; in this case, which letter is being com-
piled?

6. What letter is written in the case of a justified claim by the buyer?

7. What style is preferred in drafting business letters from officers of equivalent rank to
permanent representatives?

8. Which of the following answers below is an example of a salutation in a personal-
business letter?

9. Which of the following answer choices is an example of a complimentary close in a

personal-business letter?

10. What is the difference between an informal and formal letters?
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Text1

A Guide to Good Communication

Many employees complain about the lack of effective communication in
their organizations. In addition, research shows that ineffective communication
often results in lower productivity, and makes employees want to leave their
jobs. Therefore, we have prepared the following brief guidelines on different
channels of communication and some tips on their use.

The written communication is necessary if you want your reader to have
a permanent record of your message. However, you should remember that
written communication is not always read as soon as it is received. Memos and
e-mails can be easily overlooked or delayed for later consumption. So, if your
information needs immediate action, don’t use this medium.

When preparing a longer, written document outline the key points before
you write out the first draft. Then write short notes before composing your full
text. At the next stage, review it with the intention of reducing the word count
by 25 per cent. Proof-read the final version before sending it off.

E-mail can be an excellent means of follow-up, so as to ensure correct
understanding of the next steps after a meeting. When you write an e-mail or a
memo, write a brief, clear reference to your topic in the ‘Subject’ field.

Text 2

Tips on Effective Business Writing

Here are the basics of business writing — tips to keep your written com-
munications sharp and effective. These tips provide the basics of good business
writing and will always stand you in good stead.

« Keep your writing simple, short and to the point.

« Write positively. If you use a negative, try to find a solution or reason.

« Spend time on your headline. Everybody reads a headline, so use an
attention — grabbing statement.

« Get to the point: put first things first. The opening paragraph should be
particularly clear and easy to understand.

« Stress the benefits to the reader in both your headline and text.

o Make the text look both neat and interesting by breaking it up with
paragraphs. In that way the letter will be much easier to read. If a paragraph
contains more than three sentences, break it up.
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« Start sentences with the main clause and not with a subsidiary one. An
example of putting the subsidiary clause first would be as follows: «To make
the copy easier to read, break up the text with paragraphs.»

o Aim your writing at the reader or customer by turning ‘I/we’ into ‘you’
wherever possible. The rule is to use 4 ‘you's’ for every‘I’.

o Put the reader’s wants and needs first. Even in a letter to your boss you
are ‘selling something” — yourself or an idea. People tend to buy what they
want from people they know and like.

« Write a powerful introduction and conclusion.

« Mind your language — be sure you look for strong, active and attractive
words. Also, keep adjectives and adverbs to a minimum. Go for one really
good word rather than two or three woollyones.

« Watch out for jargon and popular phrases. They are a blight on your
business letters, so root them out.

« Write actively — subject, verb, object.

« Keep sentences short (maximum 15 words) and vary the length of
sentences.

« Make only one point per sentence: your reader does not want to be
overwhelmed with information.

« Be friendly and polite. Establish trust and credibility.

« Keep the number of points to a minimum — between 3 and 5.

« End the document by saying what will happen next, encourage the rea-
der to take some action, make clear what action you will take and follow that
up.

« In a letter use a PS, as many people read the PS as the headline and
introduction.

« An excellent way of testing your business letters is to read them out loud
to see how they sound.

« Always show complicated business letters to other people for a second
opinion. What you write may not be what is read — you may accidentally cause
offence to the reader.

Text 3

Can Snail Mail Beat E-mail?

When e-mail first came into general use about fifteen years ago, there was
a lot of talk about the imminent arrival of the paperless office. However, it
seems that e-mail has yet to revolutionise office communication. According to
communications analyst Richard Metcalf, some offices have actually seen an
increase in paper as a result of e-mail. ‘Information in the form of e-mail
messages now floods our computer screens. These messages can be sent so
quickly that memaos tend to be distributed in the hundreds. For those secretaries

110



whose bosses ask them to print out all their e-mails and leave them in their in-
trays, this means using up a great deal of paper every month’.

Metcalf has found that because e-mails tend to get lost in cyberspace, PAs
are increasingly likely to be asked by clients and colleagues to send all impor-
tant documents both by e-mail and by fax or snail mail — through the post. ‘This
highlights a further potential problem with e-mail in today’s office — it is taking
up time rather than saving it’.

‘With e-mail, communication is much easier, but there is also more room
for misunderstandings,” says psychologist Dr David Lewis. Generally, much
less care is taken with e-mails than with letters or faxes where the sender will
probably print the document and reread it before putting it in an envelope or
on to the fax machine. ‘The nature of the medium means that e-mails are
frequently poorly and hastily composed and consequently often unclear. It’s
little wonder that there are so many misunderstandings. It is a problem which
people need to be particularly aware of when using e-mail’.

More worrying still is the increasing misuse of e-mail for sending ‘flame-
mail” — abusive or inappropriate e-mail messages. Recent research in several
companies suggests that aggressive communications like this are on the increa-
se. E-mail has become the perfect medium for letting out workplace frustration
because it is so instant.

E-mail can be problematic in other ways. Staff all too often make the mis-
take of thinking that the contents of an e-mail, like things said over the phone,
are private and not permanent. But it is not only possible for an employer to
read all your e-mails, it is also perfectly legal. E-mail messages can be traced
back to their origin for a period of at least two years, so you might want to
rethink e-mailing colleagues your frustrations about your job. The advice is to
keep personal e-mails out of the office.

It goes without saying that e-mail exists to make life easier and if used
correctly is an invaluable tool for businesses of all sizes. But perhaps, for the
time being, the fact that in the business world 70% of all documents are still in
paper form is not such a bad thing after all.

Text4

How to Get Your E-mail Read

Writing and sending e-mails used to be simple but has become more com-
plicated with the growth of spam. Here’s how to enhance your on-line messa-
ges, to avoid the spam cops and get your e-mails read. Use these tips to enhance
and sustain the excellence of your e-mail writing.

1. Get permission. Make sure your audience knows you and that they
have given you permission to contact them, or opted in to receive your e-mail.

2. Avoid spam. Spam is Unsolicited Commercial E-mail (UCE) which
now arrives unwanted in your inbox and probably accounts for 50 per cent of
all incoming mail. Avoid spam at allcosts.
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3. Opt-in. Always allow the reader a chance to opt-in and to unsubscribe,
or give you a change of address.

4. Write a clear headline. The subject must be short and entice the
recipient to open the mail. But avoid ‘enticing” words like ‘free’ and ‘you’.

5. Brevity is best. Keep the text short and clearly setout.

6. Put the reader first. Think ‘you’ rather than ‘I’ when writing. Make
your e-mails useful and informative so people will look forward to getting
them.

7. Great content wins. Offer plenty of free advice. This will help to pre-
sell your services or products because readers will be a mood to buy.

8. Stay in touch. Repeat the communication process regularly. Your rea-
ders are your potential customers. And remember to keep saying ‘Thankyou’.

9. Use sig files. Sign off with your name and a ‘sig’ file (three or four
lines of information about yourself, your product or your website).

10. Respect Privacy. Have a clear and concise privacy policy. Assure your
readers that their e-mail address will never be passed on to a third party. Une-
thical players make money by harvesting e-mail addresses, and selling on their
lists. (That’s how spam grows and grows apparently withouteffort) .

Text5

Three Envelopes

A new manager spends a week at his new office with the manager he
is replacing. On the last day the departing manager tells him, ‘I have left
three numbered envelopes in the desk drawer. Open an envelope if you face
a crisis you can’t solve’.

Three months later there is a major crisis, everything goes wrong and
the manager doesn’t know what to do. He remembers the parting of his
predecessor and opens the first envelope. The message inside says ‘Blame
your predecessor!” He does this and gets out of the difficult situation.

About six months later, the company is experiencing a collapse in
sales, together with serious product problems. The manager quickly opens
the second envelope. The message reads ‘Reorganize!” This he does, and
the company quickly recovers.

The following year, at his next crisis, he opens the third envelope. The
message inside says ‘Prepare three envelopes’.

Tasks

1) Where do the parts of the letter belong in the overall structure?
1) Re: Single room reservation a) reference line
2)Enc: 2pages b)reader’s address

3) I look forward to hearing from you. Yours sincerely, | c)sender’s address
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4) Sam Brown
Sam Brown Purchasing Manager
5) Clothco Plc.

7)24 May,20--
8) Dear Sir/Madam,

OD 2718L

6) 261 White sea Drive Birmingham, BG 9218 GB2) Our
1Director, Mr. Rogers, will be writing to confirm...

9) Sales Manager Wool house Ltd. 209 Oak Road Oxford,

d) body of theletter

e) enclosures

f) greeting

g) complimentary close
h)signature block

i) date

1. Match the parts of the sentences.

1) Following your advertisement in the
«Daily Expressy...

2) Please finden closed...

3) We regret to inform you that...

4) We look forward to...

5) We acknowledge the receipt of...

6) Please accept our sincere apologies...
7) I am writing...

tion...

9) We would be grateful if you could...

10) We would be very interested in receiving...
11) 1 would like to reserve...

12) Should you be interested...

8) Should you require any further informa-

a) your order will be one week late.

b) your letter dated 12th January, 20--.
c) please do not hesitate to contact us.
d) a visit from your salesman.

e) to enquire about your range of software.
f) send us a quotation for 20items.

g) in discussing the matter further...

h) I am writing to apply for the position of.
i) A double room in the name of Smith.
j) doing business with you in the near
future.

k) for the inconvenience you have been
caused.

1) a copy of our brochure and pricelist.

2. Match the beginnings and endings below, and then identify the type
of the letter from which each pair of the paragraphs istaken.

Beginnings

1) I am writing in response to your
advertisement in yesterday’s Daily Scope
concerning a vacancy in your sales
department.

Endings

a) We feel confident that you will find
something in our range that meets you
requirements and look forward to receiving
your order.

2) I am writing in reply to your letter
requesting information about our
products.

b) I hope that these changes have not caused
too much inconvenience and that you will
still attend our forthcoming seminar.

3) I am writing in my capacity as chairman
of the residents’ association to draw your
attention to the problem of excessive
noise levels in our neighbourhood.

c) | am available for an interview any
weekdaybetween9amand5pm,and|

look forward to meeting you in person to
discuss the possibility of my employment.

4) 1 am writing to request permission to
use the company premises for a meeting
which will be held during the holidays.

d) We trust you will give this matter your
urgent consideration and look forward to

receiving any suggestions you might have
to help overcome the problem.

5) I am writing to apologise for the
changes in the schedule for the seminar
on direct selling.

e) We would be extremely grateful if you
were able to allow us to use the facilities for
the duration of our meeting. Thank you in
anticipation of your kind cooperation.
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pose.

TECT TAIICBIPMAJIAPBI

Lexical tests

1. What are the two types of letters?
A) Informal and Formal

B) Formal, personal

C) Informal and Informal

D) Personal

2.The of the letter contains the written communication, message or pur-

A) Body

B) Enclosure....
C) Salutations
B) Enclosures

3. How do you end the main body of a formal letter?
A) By telling the recipient what he should be doing next.
B) By talking about the weather in your city.

C) By talking about the weather in the recipient's city.
D) By talking about the weather in your country

4.1t is one of the main parts of a letter that includes a short capitalized expression

such as ‘sincerely’ or ‘love’ and is followed by a comma.

A) Body

B) Closing.....
C) Date

D) Salutation

5. What would be the commonly drawn between personal letters and business letters?
A) Description

B) Restriction

C) Distinction

D) Instinction.....

6. A kind of letter that the way of communicating between two people (sometimes

more) who are usually well acquainted.
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C) Request Letter

D) Complaint letter



7. A kind of letter that the formal way of communicating between two or more parties.
These letters can be informational, persuasive, motivational, or promotional.

A) Friendly letter

B) Request Letter

C) Excuse letter

D) Business Letter....

8. Letter that is written excusing a person for something.
A) Friendly letter

B) Excuse Letter .....

C) Proposal Letter

D) Request Letter

9. Which of these must be avoided in business letters?
A) Polite words

B) Formal words

C) Abbreviations

D) Clear details

10. Which of these must not be mentioned in a business letter?
A) Information of the quality of the order

B) Name of the firm

C) The mode of payment

D) With regards

11. Where should the name of the firm be mentioned?
A) In the right coner of the page

B) Below the address of the writer

C) Above the address of the writer

D) On the last page of the letter

12. Which of these is not a mode of address for any letter?
A) To a tradesman

B) To a child

C) Toafirm

D) To professional men

13. The party was a disaster. There ..... there!
A) wasn’t nobody

B) was anybody

C) was nobody

D) was somebody

14. The top margin of a personal-business letter should be set to
A) 3 inches

B) 1 1/2 inch

C) 2 inches

D) D.75 inches

15. Which of the following answers below is an example of a salutation in a personal-
business letter?
A) Dear Sally,
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B) Dear Mrs. Meacham:
C) Coach Hardin:
D) Mrs. Wilson,

16. Which of the following situations would you use to type a personal-business
letter?

A) Writing a letter to a friend you have not seen in a long time.

B) Mrs. Meacham telling all the teachers about the time of a pep rally.

C) You write a letter to the electric company complaining about your electric bill.

D) Writing a letter to a pen pal.

17. Which of the following answer choices is an example of a complimentary close in
a personal-business letter?

A) See you later!

B) Goodbye.

C) Yours Truly,

D) Dear Mrs. Wilson:

18. What are the two types of letters?
A) Formal

B) Personal Note

C) Informal

D) Informal and Formal

19. The address is the recipient's address. It is always best to write to a specific
individual at the firm to which you are writing. If you do not have the person's name, do some
research by calling the company or speaking with employees from the company.

A) Inside

B) Closing

C) Salutations

D) Sender's

20. Quite honestly | cannot trust this particular letter to be sent by post and so I am
using the services of a ..... to deliver it for me.

A) courier

B) runner

C) traveller

D) carrier

21. I'msure that computer program you use creates a very good letter design but it's
far too ..... for me.

A) comprehensive

B) complicated

C) concentrated

D) composite

22. 1 think it would be a good idea to ..... in your letter that you have worked in that
type of business previously.

A) describe

B) mention

C) show

D) demonstrate
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23. You need to improve the ..... of this letter because one or two things are in the
wrong place.

A) description

B) indication

C) layout

D) picture

24. Before you put the letter in the envelope, make sure you ..... it in the right way.
A) fold

B) double

C) treble

D) hold

25 If you want this letter to reach the bank tomorrow, you have no choice but to
send it by ..... mail.

A) speed

B) express

C) excess

D) fast

26. When you are going to write an important letter like that, it is absolutely essential
that you ..... all the facts first.

A) connect

B) join

C) deliver

D) assemble

27. When you read something you've written on the computer screen, it often looks
all right although you should always ..... read it first.

A) check

B) prove

C) proof

D) proven

28. | advise you to check ..... with a letter or a phone call if you intend to pay them a
visit in order to save a wasted journey.

A) previously

B) prior

C) anterior

D) beforehand

29. Since that package contains valuable items, you must send it by ..... post.
A) required

B) resigned

C) registered

D) repeated
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30. What is the next step after the «dateline»?
A) return address

B) letter address (inside address)

C) body

D) salutation

31. What’s the incorrect form of the date in a business letter?
A) May 10, 2002

B) 15 June, 2009

C) 2010, August 13

D) July 12, 2011

32. Which of the following answer below is an example of a salution ina personal
business letter?

A) Helen Bryant

B) Dear Mr.Lee

C) Coach Hardin

D) Dear Lisa

33. Which one is the following step after the «Letter address»?
A) Salutation

B) Dateline

C) Body

D) Return address

34. Which one is an example of a salutation in a personal-business letter?
A) Your Sergey

B) See you

C) Goodbye

D) Yours Truly

35. We _prepared _ the speech for a month.
A) has,for

B) have,for

C) are,to

D) has,to

36. The address is the recipient's address. It is always best to write to a
specific individual at the firm to which you are writing. If you do not have the person's
name, do some research by calling the company or speaking with employees from the
company.

A) Inside

B) Salutation

C) Sender’s

D) Formal

37. The of the letter contains the written communication, message or
purpose.

A) Closing

B) Body

C) Salutation

D) Ending
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38. What is the difference between an Informal and Formal letter?

A) Formal are long letters and Informal are short letters.

B) The letter format makes it different.

C) Itis the style of writing, or the way we use words to say what we want to say.
D) Formal are long letters are short letters

39. 'With love' is used in which part of an informal letter?
A) Closing

B) Opening

C) Body

D) Letter

40. How do you end the main body of a formal letter?
A) By telling the recipient what he should be doing next.
B) By talking about the weather in the recipient's city.

C) By expressing your love for the recipient.

D) By expressing for the recipient.

41. The main point is written in which part of a formal letter?
A) Closing

B) Body

C) Opening

D) Parts

42. If you didn't know the recipient's name, how would you close the letter?
A) Yours sincerely.

B) Affectionately yours.

C) Yours faithfully

D) Your friendly

43. Parts of letter

A) Inside/Mailing Address
B) Return Address

C) Body

D) Parts

44. Letter is an important .... in both the workspace as well as our personal lives.
A) important requirement

B) means of communication

C) communication

D) speech

45. It is usually sent to the ... in an envelope.
A) address

B) post

C) recipient via mail or post

D) return address

46. There are broadly ... types of letters
A)5
B)3
C)2
D)4
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47. These letters follow a certain pattern and formality. They are strictly kept profes-
sional in nature, and directly address the issues concerned.

A) Formal letter

B) Business Letter

C) Official Letter

D) Informal letter

48. Any type of business letter or letter to authorities falls within this given category.
A) Official Letter

B) Business Letter

C) Formal letter

D) Informal letter

49. These are personal letters. They need not follow any set pattern or adhere to any
formalities. They contain personal information or are a written conversation.

A) Business Letter

B) Informal letters

C) Social Letter

D) Informal letter

50. Such letters are always strictly formal and follow a structure and pattern of for-
malities. This letter is written among business correspondents, generally contains comer-
cial information such as quotations, orders, complaints, claims, letters for collections etc.

A) Business Letter

B) Social Letter

C) Official Letter

D) Post letter

51. This type of letter is written to inform offices, branches, subordinates of official
information. It usually relays official information like rules, regulations, procedures,
events, or any other such information.

A) Official Letter

B) Circular Letter

C) Social Letter

D) Letters

52. A personal letter written on the occasion of a special event is known as a ... .
Congratulatory letter, condolence letter, invitation letter etc. are all ... .

A) Circular Letter

B) Social Letter

C) Official Letter

D) Medium letter

53. A letter that announces information to a large number of people isa ... .
A) Official Letter

B) Circular Letter

C) Employment Letters

D) Liters

54. Any letters with respect to the employment process,, like joining letter, promotion

letter, application letter etc.
A) Official Letter
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B) Circular Letter
C) Employment Letters
D) Letter

55. A letter is always supposed to be ... and ... . Even if it is a complaint letter, the
point must be made in a careful and courteous manner.

A) polite, considerate

B) polite, careful

C) civil language, careful
D) impolite

56. John was to write a letter to her class teacher asking permission to remain absent
from school for 3 days on account of some personal matter. What type of letter will he be

writing?
A) Personal Letter
B) Business Letter
C) Formal Letter
D) Personal letter

57. What is the difference between an Informal and Formal letter?
A) It is the style of writing, or the way we use words to say what we want to say.

B) The letter format makes it different.

C) Formal are long letters and Informal are short letters.

D) The letter format makes it similar

58. The two machines

considerably. One has an

electric motor, the other runs on oil.
A) differ
B) differentiate
C) differential
D) original

59. Many people cannot

between lemon juice and

lime juice.
A) differ
B) differentiate
C) contrast
D) similar

60. Children must be taught to

between right and

wrong.
A) differ
B) contrast
C) distinguish
D) similar

61. Thereisa

joining a political party.
A) distinguish
B) distinctive
C) distinction
D) difference

between being interested in politics and
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62. In your resume it is actual to give all your places of

chronological order.

and
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A) qualifications
B) university

C) employment
D) teaching

63. To getan interview with a company employee, you should send your
to different companies and agencies.

A) advertisement, letter of application

B) invitation, resume
C) resume, letter of application
D) form, covering letter

64. Jobs that are not permanent are
A) positions

B) temporary

C) full-time

D) time

65. No wants to hire a person who will retire soon.
A) employee

B) employment

C) unemployment

D) employer

66. Jobs that are not temporary are
A) posts

B) positions

C) permanent

D) applicants

67. | decided to some work in order to make some money.

A) produce
B) use

C) undertake
D) make up

in reverse

68. We to inform you that we have no possibility to distribute your
goods in our country.

A) are pleased
B) enclose

C) look forward
D) regret

69. The abbreviation shows that a woman is not married.
A) Miss

B) Mrs

C) Sir

D) Mr



70. I’ve been unemployed since June. I must work soon.
A) leave

B) retire

C) fire

D) find

71. The company had a for an accounts clerk.
A) contract

B) work

C) position

D) vacancy

72. Provision against sickness, death, damage and loss is called
A) insurance

B) application

C) assistance

D) organization

73. When you know more about yourself, it will be easier to match your
and interests with the ones a job requires.

A) skills

B) beliefs

C) opportunity

D) profession

74. 1 was offered a job but I refused this offer because I need full em-
ployment.

A) part-time

B) challenging

C) good

D) well-paid

75. of women are usually lower than those of men.
A) salary

B) bonuse

C) earnings

D) pay

76. He went directly to the personnel manager to for a job.
A) apply

B) train

C) take

D) ask

77. We are to inform you that your consignment to Paris has been
insured.

A) pleased

B) happy

C) thankful

D) grateful
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78. A good manager should be able to delegate part of his tasks to his
A) subordinates

B) employers

C) foremen

D) supervisors

79. Ifyour CVis correctly, it can help you to be invited to an interview.
A) compiled

B) mentioned

C) sent

D) written

80. So far we have had more than sixty electronic for the job.
A) applications

B) people

C) executives

D) graduates

81. The career you will choose will many aspects of your life.
A) affect

B) require

C) occur

D) make changes

82. Normal punctuation is used in the of the letter.
A) body

B) signature

C) enclosure

D) clause

83. I’ve been since June. I must find work soon.
A) working

B) hired

C) employed

D) unemployed

84. | would be grateful if you could come to our Head Office for on

27th May.
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A) a holiday

B) a speech

C) a visit

D) an interview

85. The agency will help you to find a job in accordance with you
A) qualifications

B) salary

C) resume

D) graduation

86. Isyour company now recruiting people to work in the Production ?
A) assembly
B) Department



C) responsibility
D) Sales

87. What companies do to satisfy their customers?
A) customer loyalty

B) code of practice

C) repeat business

D) customer care

87. Mercedes Benz high-qualified cars.
A) produced

B) is manufacturing

C) is producing

D) manufactures

88. EBP use a troubleshooter.
A) should

B) should to

C) must

D) can

89. Many companies produce cosmetics. Mary Kay is famous for
A) one

B) first

C) second

D) company

90. To run
A) a business
B) a company
C) a seminar
D) a ticket

91. BIC is a company which produces
A) products for using

B) cosmetics products

C) cars

D) disposable products

92. A sum of money is paid to a company to take on a risk for you is
A) insurance

B) asset management

C) to merge

D) re-insurance

93. A retailer is a person sells products to the customer in quantities
are convenient.

A) who, which

B) which, that

C) who, that

D) which, that
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94. A specially store is a retail outlet sells a particular type of good.
A) whose

B) when

C) which

D) that

95. The code of practice is .

A) the company’s attitude to its employees
B) a troubleshooting season

C) the set rules for customer care

D) business training

96. Why do companies set a code of practice?
A) to win customer loyalty

B) to sort out the duties with in the company

C) to run a company

D) to attract the customer’s attention

97. What do we mean by «multinational company»?

A) A company, that operates in a number of countries

B) A company, whose employees come from various countries
C) A company, who goods are supplied by a number of countries
D) A company, which have a number of subsidiaries

98. The company focusing on the of its Eastern subsidiaries.
A) manufacturing

B) expansion

C) competition

D) invention

99. To go on business trip, you need an accurate
A) tour guide

B) traveler’s cheque

C) itinerary

D) passport

100. He a conference for all the European suppliers.
A) throws

B) heads

C) holds

D) makes
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I BOJIIM

ICKEPJIIK XAT AJIMACYJA

NAWJAJIAHBUIATBIH KbICKAPTYJIAP

A

alc,
acct.
adds
ad(vt)
AGM
a.m.
amt
AOB
approx
assoc
asst.
attn
av
Av(e).

B
B&B
be
B/E
bldg
B/L

C
cat.
C.
CEO
cf.
Co.
COoD
Corp.
cv

D
dd

Dept.
Dir

E
EC

account

address

advertisement

annual general meeting
ante meridiem (= before noon)
amount

any other business
approximately
association

assistant

attention

average

avenue

bed and breakfast
blind copy

bill of exchange
building

Bill of Lading

catalogue

cent(s)

chief executive officer
confer (= compare)
company

cash on delivery
corporation
curriculum vitae

dated
deadline date
department
director

European Community

moT

MEKEHKabI

KapHaMa, xapHaMa

JKBUT CalbIHFBI JKaJIIIbI )KMHAJIBIC
KEILlKe Iein

cyMMa

kKoHe Oacka Jja Mocenesep
maMaMeH

accoruanus

KOMEKIII, aCCHCTEHT
HazapblHa (OchIHAal OoJica)
opTamnia

aBEHIO, JaHFbLI

TYHT1 J)KOHE TaHFbI ac (KOHAKTap YIIiH)
aBTOP KOSATHIH O€ri,

ayJapbIM BeKcelli, TpaTTa

FUMapar, KypblIbIM

KOHOCAMEHT, KOJIK KYKKYKaThl

KaTajor
OpTaNbIKTap

aTKapyIIbl JUPEKTOP
CaJIBICTBIPMAJIBI (J1aT.)
KOMITaHUA

KETKI3y Ke3iHeri TeseM
KOpIOpauust

pestome

Mep3imi
COHFBI MEp3iM
Geutim
JIMPEKTOP

Eypomnansik Koramnacteix (EO)
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e.g.
enc(l).
etc.

—h

fig

GB
gm
GMT

ha
HQ

ie.
Inc.
incl.
info
inv
10U
IT

L/C
Ltd

M

m

max
memo
Messrs
min
mm
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exempli gratia (= for example)
enclosed
et cetera (= and the rest)

female; feminine
foot

following (pages)
figure

Great Britain
gram(s)
Greenwich Mean Time

height

hoc anno (= this year)
headquarters

hour

id est (= that is, in other words)
incorporated

including

information

invoice

I owe you

Information Technologies

Junior

kilogram
kilometre

Letter of Authority
pound

letter of credit
limited

mile

maximum

memorandum

messieurs (= Sirs/Gentlemen)
minimum

millimetre

MBbICaJIBI (J1aT.)
Koca Gepineni
KOHE T.0.

Qliel1 XKBIHBICTBI
¢yt (= 30,48 cm)
keneci (betrep)
caH, CypeT, CbI30a

¥ neiOputanus
rpamMm
I'puHBHY GOlBIHIIA OpTAallla yaKbIT

OmiKTiri

aFBIMJIAFbI KBUTHI (J1aT.)
mrab-rorepi

carat

SIFHU, Oacka ce30eH (J1at.)
KOpIIOpanus peTiHae TipKeIreH
KOCa alFaHaa

aKmapar

mot-dakrypa

KapbI3 KOJIXaThl

AKMapaTThIK TEXHOJIOTHsLIIAP

KiImi

Knjorpamm
KWJIOMETP

CeHiMxar

¢yt (=453,6 1)

AKKPEJUTHB

JKayarKepIIuTiri IeKTey CepiKTecTiri

muist (= 1609 m)
MaKCHUMyM

KBI3METTIK jka36a
rocrnoza, Meip3anap (¢p.)
MHHAMYM

MHJUTUMETP



N
NB

no(s)
NL
npo

(@]
ord.
0z

P
p

pa
PA
para(s)
PC
PLC

P&L
POB

p-p.

pPp
PR

PS
PTO

Q
qt(y)
qv

R&D
re

ref.
rep
RSVP

Sae

sec
Sq.
St.

tel.
temp.
trans

nota bene (= take special note
of)

number(s)

no liability

non-profitmaking organization

order
ounce

page

penny

per annum (= each year)
personal assistant
paragraph(s)

personal computer
public limited company

profit & loss

post office box

per procurationem

(= for and on behalf of)
pages

public relations

post scriptum

Please, turn over.

quantity
quod vide
(= which may be referred to)

Research and Development
regarding

reference

representative

respondez, s’il vous plait
(= please reply)

stamped addressed envelope

secretary
square
street

telephone
temporary
translated

Ha3ap ayAapbIHbI3 (J1aT.)

HOMIp
eMec, MOMHbBIHA MiH/IETTeMeep
KOMMEPLHUSIIBIK eMec YilbiM

TaICBIPBIC
yHIms (= 28,3 1)

oerrep

TICHHU

JKBUT CallbIH

JKEKe KOMEKIIIL

naparpadrap

JKEKE KOMITBIOTEP

aIllbIK AKITHOHEPIIIK KOMITaHHS
JKayanKepIIiIiri

maiiia MCH IIBIFbIH
MOIITAJBIK 2a00HEMEHTTIK JKOIIIiK
ceHiMxaT OoHbIHIIA (J1aT.)

oerrep

JKYPTIIBUIBIKIICH GaiaHbIc
inrinzge (at.)

BypansI3, eTiHeMi3

CaHbl
KapaHpbI3 (J1aT.)

FBUIBIMH 3€PTTEY
KATBICTBI

cinreme

oK

xKayar OepiHi3 (¢pp.)

Kepi MEeKeHXKaibl 0ap KOHBEPT XKOHE
TOIITa MapKachIMEH

CeKpeTaphb, XaTIIbl

anmaHbl

Ko1re

TeneoH
yaKbITIIA
ayJapblIFaH
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urgt urgent IIYFBLT

\

VAT value added tax KKC (kochbliraH KYH CaJbIFbl)
VIP very important person JKOFapBI Jlaya3bIMAbI

viz. videlicet (= namely) SIFHM; aTal aiTkadaa (J1ar.)
vol. volume OHBIH KoJIeMi

VS. versus KapaMa-Kapchl (J1aT.)

V.S. vide supra (= see above) JKOFapBI KapaHbI3 (J1aT.)

W

w/o without KOK

wit weight BeC

X

Xmas Christmas PoxnectBo

Y

yr year KB

& and JKOHE

£ pound sterling (byHT CcTepIHHT

@ at
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AJIEKTPOHIDBIK XAT AJIMACYJIA
NMAUJAJIAHBIJIATBIH KbICKAPTYJIAP

AAMOF
AFAIK
ASAP
BBL
BTW
cu
FoF
FAQ
FOAF
FYA
FYI
HTH

com
edu
gov
int
mil
net
org

au
ca
cn
de
es
fr

ip

ru

ua
uk
us

As a matter of fact...
As far as [ know...
As soon as possible.
Be back later.

By the way...

See you (Good-bye).
face-to-face
frequently asked questions
friend of a friend

for your amusement
for your information
Hope this helps.

IMO In my opinion...

oW In other words...
IWBNI It would be nice if...
KIS Keep it simple...

NRN No response necessary.
(O] operating system
OTOH On the other hand...

R received

TFS Thanks for sharing.
TIA Thanks in advance.
WOBTAM  Waste of both time and money.
WRT With respect to...

Vka3zaHne Ha THI OpFaHI/ISaHI/Iﬁ B DJICKTPOHHOM aJipece

Commercial business
Educational institution
Government

International organization
Military

Networking organization
Non-profitorganization

KOMMEPIHSUIBIK KYPBITBIM
OitiM Oepy KYpbUIBIMEI
yKimMeT

XaJIbIKapaJIbIK YHbIM
9CKEpH YibIM
HMHTEPHETYHBIM
KOMMEPIIHSUIBIK €MeC YHBIM

DJIeKTPOH/IBIK MeKeH:KaliAa KOIaHbLIATBIH eIepaiH
Heri3ri KbICKapTyJapsl

Australia
Canada
China
Germany
Spain
France
Japan
Russia
Ukraine
United Kingdom
USA

ABcTpanus
Kanana
KpriTait
I'epmanus
Hcnanus
DpanHuus
YKamonus
Peceit
Ykpauna
¥Yneibpurtanus
AKII
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ICKEPJIIK XAT AJIMACYJA KAKET bOJIATbIH

NMAHWIJAJIBI CO3 OPAMJAPDHI

1. Let me pYKcaT eTiHi3

2. | I 'hope YMITTCHEMIH

3. | Itisto be noted Hazap ayJaapy Kaxer

4. We have no doubt of (that) Bi3fiH ... eKeHiHe KYMOHIMI3 KOK

5. | Asyou may know Ci3 OineTiH mIbIFapchi3

6. | to take the liberty of OaTBUIABIKTEL ©3 KOJIBIHA aJIBIIT

7. | to draw your attention to eKEeHIHe Ha3apbIHBI3/IbI ay1apy

8. | to take into consideration, to take into Hazap ayaapy

account

9. | the matter of great importance MAaHBI3bI YIKEH [apya

10. | at the present time Kasipri keszue

11. | in case of necessity KakeT 0OJIFaH xaraaiiaa

12. | without fail aepey

13. | as soon as possible GapbIHIIa Te3

14. | at your convenience ci3re Kajiail LIHFaljIbl

15. | mentioned above JKOFApBIJIa aTar eTUIreH

16. | in general JKAITTIBI

17. | for example MBICAJTBI

18. | etc. Ta¥rbl COJI CUSKTHI

19. | in no case CIIKAIIaH

20. | except for €CelKe aIMaraHa

21. | despite the fact that eKeHiHe Kapamai

22. | as aresult of HOTHIXKE peTiHjIe

23. | in accordance with ..Te cai

24. | in view of the above said JKOFapblJia Al ThUTFaH 1Al

25. | on the ground that HerisiHeH

26. | according to ...Te caii

27. | as follows Keneci

28. | not above acmaraf

29. | to a great extent Oenriyi Memmepae

30. | to a certain extent /degree OeJrijIeHred MoJiepae

31. | in order to yLIiH

32. | asfaras KaHIIAJIBIKTBI

33. | in addition to ...Fa KOCBIMIIIA PETiHJE

34. | apleasant surprise JKaFbIMJIbI CBHIMJIBIK

35. | It gives me a great pleasure to introduce Y JIKCH KarbIMJIBUIBIKIICH KOPCETEMiH

36. | 1am just writing a few lines to introduce Byt ce3nepai ci3i TAHBICTBIPY YIIiH
Ka3bI1 OTHIPMBIH

37. | I sincerely regret that CKCHIHE IIBIH XKYPEKTEH OKiHeMiH
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38. | To my great regret | must inform you that | exenin exiHiumex cisre xabapiaybim
THiC

39. | | regret to inform you that - eKeHiH OKiHilImeH ci3re xabapaybiM
THiC

40. | Please, accept my apologies for KerripiMimMIi KaGbLIIay bIHBI3IBI
OTIHEMIH

41. | 1 must apologize that YIIiH KeIipiM CypaybiM KaxeT

42. | | am afraid that JIeTT KOPKaMbIH

43. | Unfortunately OKiHiIlIKe opait

44. | 1 will keep you informed cisre xabGapbiH Gepil OTHIPAMBIH

45. | Let me inform you ci3re eTKi3yiMe pyKcaT eTiHi3

46. | Pay special attention to. ...Fa Ha3apbIHBI3/bI ayJapPbIHBI3

47. | Please, take a note of OriHim, ...Fa KeHiI OemiHi3

48. | Add some data about KailJIbl KOCBIMIIIA aKmapaT OepiHi3

49. | I will be in touch as soon as MeH cisre ... xabapiacaMblH

50. | This is to inform you that eKeHIH Ka3ipri ke30eH xabapaaiMbIH

51. | 1 am attaching some information about JKAMITBI Kei MAITIMETTep Il Koca
xkibepeMin

52. | to confirm that €KEHIH pacTay

53. | to keep informed Xa0apJIaHABIPBII OTHIPY

54. | to let know (without delay) xabapbiH Oepy (kemikripmeit)
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TEPMHUHJIEP MEH HETI3I'T YFBIMJAPIDIH,
AFbILIbIHIIA-KA3AKIIA-OPBICIHA CO3AII']

1. author aBToOp aBToOp

2. authority abbIpoi ABTOPUTET, YECTh

3. accusation aifpIn 00BHHEHHE

4. announcement aKmapat xabap WHPOPMAIIMOHHOE COO0IIEHHE

5. access to the aKmapaTka pyKcar ary JOCTYT K HHPOPMAIHH
information

6. appointment; dedicate; |apuay Ha3HAYEHHUE; MTOCBSIIATh;
dedication message; MOCBSILIEHHUE; IOCIIaHUE;

7. administrative OKIMILIIT-OMipIIIiT aJIMHHUCTPATHBHO-KOMaHIHBIH
command

8. administration QKIMIITIK aJIMUHUCTpAIHS

9. administrative unit SKIMIIIIIK Oipriri CAVHHAIA a]MHHICTPATUBHAS

10. administrative push QKIMIIII-KBICHIMILIBLIT aJIMAHHCTPATHBHO-HAKUMHBIH

11. airspace oye KeHiCTiri aBHAIIMOHHOE IPOCTPAHCTBO

12. accident Jye OKHFachl ABHAIIMOHHOE MPOHCIIECTBHE

13. airport Jyexai a’ponopT

14. amateur JyecKoi JIIOOUTEITH

15. apparatus anmapar anmapar

16. apparatus anmapatThl BIKIIAMIAY | YIPOIICHHE anmapaTa
simplification

17. alternative, equivalent |Gamama aIbTepPHATHBA, YKBUBAJIEHT

18. article Gan CTaThsl

19. address form aTayJibl HBICAH azpecHas popma

20. anthem OHYpaH THMH

21, accounting €cell XKYPrizy yaéT

22. accounting sheet €ecell maparsl JIUCTOK yuéTa

23. agenda KYH TopTibi TIOBECTKA JIHS

24. activity iC-OpeKeT IEATENBHOCTD

25. authorized OKIJIETTI OKiJ MOJIHOMOYHBIH TIPEICTABUTENh
representative

26. authority OKINIeTTiITIK MTOJIHOMOYHE

27. adaptation Geltimaerny ajlanranus

28. authority Genen ABTOPUTET

29. appeal Hapa3bUIBIK IAFbIM KaccalroHHas kKajao0a

30. apostrophe Joliexmie arocTpod

31. argument; cause; Yo apryMeHT; IIPHINHA; CII0co0;
method; base OCHOBaHHE

32. argumentation JpJIeseMe apryMeHTalus

33. activity OesIceH Ik AKTMBHOCTb

34. accumulation KUHAKTAITY HAKOIUICHUE
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35. according to colikec B COOTBETCTBHH, COTTIACHO
36. acceptance certificate | kaObuinay oHe OTKI3y | aKT npHeMa-Iiepeayn
akTici
37. admission, permission, |pykcar JIOTYCK, pa3pelieHue, MpoIycK
pass
38. arbitration TOPETIK apOuTpak
39. arbitrator Tepenri apoutp
40. avenue JIAHFBLI MIPOCHEKT
41. academic rank FBUIBIMH aTaK yueHOE 3BaHUE
42. academic degree FBUIBIMH JIOPEXKE y4eHas CTEIeHb
43. article MaxKajia cTaThs
44. appropriation OeJIiHreH Kap Kbl ACCUTHOBaHHUE
45, abolition x*aby yIpa3HEeHne
46. appeal YHICY oOparieHue
47. appeal YHIEY Xar BO33BaHHE
48. annual SKBUIIBIK rOI0BO
49. airplane YIIaK caMonér
50. access Kipyre MYMKIiHJIIK JOCTYTI
51. artificial JKACAH bl HCKYCCTBEHHBIN
52. acclimatization KEPCIHAIpY AKKJIMMATH3AIHUS
53. ambassador e OCOI
54, attention 3eiin BHHMaHHE
55. allowance KOpAEMAKBI cyOcuaust, mocobue
56. alienation HEJKTEH Ay OTYYXKICHUE
57. adaptation HKEeMJIETY ajlanTarus
58. appearance KenbeT 00HK
59. agreement KeJiciM COTJIANICHHE
60. absenteeism XKYMBICKa ceOernci3 IPOryJI
IIBIKIai Kaly
61. ability KaOlJIeTTIIiK CIOCOOHOCTh
62. a meeting Ke3Jlecy BCTpeYa
63. a priority GaChIMIBLIBIK [PHOPHUTET
64. a type Typmat THUIT
65. abuse Tepic naganany 3710ynOTpeOIeHne
66. access mode PYKCATTBIK TOPTIll MIPOITYCKHOM PEXUM
67. access, introduction Kipri3y JIOCTYTI, BBEJICHUE
68. accompanying iecre Ky>xaT COTMPOBOJIUTENBHBIN TOKYMEHT
document
69. acting MIHJICTIH aTKapyuUIbl HCIIOJIHSIOIINHI 00s3aHHOCTH
70. addition KOCBIMIIIA JIOTIOJIHEHHE, TIPUMEYAHHUE
71. additional materials KOCBHIMIIIA MATEPUAJIAD | IOTIOJHUTENbHBIE MATEPHAIIBI
72. address MEKEHKaii ajpec
73. admission, permission, |pykcar JOTYCK, pa3pelieHue, poIycK
pass
74. advanced 03BIK nepe10Boi
75. advertising XKapHaMa pexiaMa
76. advisor KEeHecIIi COBETHHUK
77. ahead of schedule Mep3iMHEH OYpBIH JOCPOYHO
78. analysis Tanjay aAHAITH3
79. analysis, differentiation | capanay ananu3, quddepeHIpoBaHe
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80. analysis, discussion TaJIKbUIAY pa3bop, obcyKIeHIEe

81. analytical TaJIIAFBIII AHAIUTHYCCKUI

82. analytical background | Tangamainsik aHbIKTaMa | aHAJIMTHYECKAsl CIPaBKa

83. annulment KYILIH 5010 aHHYJIHPOBAHUE, YTPATHTH

cHILy

84. antitrust MOHONOJIUSAFA KapChl AQHTHUMOHOIIOJIbHBII

85. apartment oTep KBapTHpa

86. appointment; assign; to | raraiisingay Ha3HAYEHUE, HA3HAYATD;
appoint HA3HAYUTD

87. appropriation, KapsKel 6oy aCCUTHOBAHUE,
financing (HHAHCHPOBAHUE

88. archive MyparaT apXxuB

89. arrangement; yaFJasacThIK JIOrOBOPEHHOCTB; COTJIALIICHUE
agreement

90. assignee KYKBIKTBIK Myparep MTPaBOIPHEMHHUK

91 assignment TanceipmMa 3a/aHue, MOpyUCHHE

92. assistant KOMEKII TTOMOIITHUK

93. association KaybIMJIACTHIK accoruaIus

94. attempt KACTaHJIBIK MOKyIIICHHE

95. authorized KYKBIKTBI [PaBOMOYEH

96. autobiography eMipOasiH aBTobuorpadus

97. autograph KoJITaHOa aBTorpad

98. badge of honor KypMeT Gerrici 3HAK M0YeTa

99. bar, label Genri rpud, MeTKa

100. |bargaining cayJla-CaTThIK TOPrU

101. |benefit, income maiina 10JI634, JTOXOJ

102. |bibliology KiTanTtany KHUTOBEJICHUE

103. |bilingualism KOC TUIIIIK OUJIMHIBU3M

104. |bill 3aH o00ackl 3aKOHOIPOCKT

105. |birth certificate TYY Typaibl KydJliK CBHJIETENBCTBO O POXKICHUH

106. |blame JKAYanKepIIUTiK )KYKTeY | BO3JI0)KHUTh OTBETCTBEHHOCTD

107. |block of laws 3aHJIap TONTaMachl GJIOK 3aKOHOB

108. |book of complaints [IaFbIM KiTaObI KHUTA XKainob

109. |border merapa rpaHuia

110. |border demarcation MEMJICKETTIK IIerapaHbl | IeMapKalust ToCy1apCTBEHHON

Oenriney TpaHHLBI

111. |border zone nIerapablK aiiMak MOrpaHNYHAas 30Ha

112. | bounding vulture nrekTey oenrici OTpaHUYUTENEHBIA TpUQ

113. |break y3igic riepepsIB

114. |brief installation data  |kpicKamia aHBIKTAMAJIBIK | KPATKHE YCTAHOBOYHBIE

MOJIIMETTED JTaHHBIE

115. | briefing nes3zieMe JIeTy4Ka

116. |briefing HYCKAYJIBIK HHCTPYKTaXK

117. | briefly KBICKAIIIA KpaTKO

118. |brotherhood 6aybIPIACTBIK OparcTBoO

119. |bureaucrat TOPENIiT GIOpOKpaT

120. |business OusHec OusHec

121. | business ic Jeno

122. | business ickep JIETI0BOE

123. |business contacts ickep GaiinaHbicTap JIEJIOBBIC KOHTAKTHI
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124. | business meetings iCKep Ke3zmecyliep JIETIOBBIC BCTPEUH

125. | business trip iccamap KOMaHJIPOBKa

126. |businesslike icKepItiK JICIIOBUTOCTD

127. | bypass sheet KETy Taparbl 00XO/THOM JIHCT

128. |calculus ecernTey HCUYHCIICHHE

129. | capital construction KYPZeJi KypbUIbIC KaIHUTaJIbHOE CTPOUTEIHCTBO

130. |cardinal, radical TyOereini KapMHaJIbHBIHN, paJiKaIbHBII

131. |career MaHcar Kapbepa

132. |career guidance KocimTik Garaap npoopHeHTALHS

133. |careerist MaHCaIKop KapbhepHCT

134. |carriage KYPrizy IIpOBEICHHE

135. |carrying out OTKi3y [POBE/ICHUE

136. |case management iC JKYprizy BEJICHHUC JIea

137. |cash KOJIMa-KOJI aKIla HaJIMYHBIE IEHBIU

138. |casser [I1areIM Oepynri Kaccarop

139. |category caHat KaTeropust

140. |cellular VsUTBI OaliTaHbIC COTOBAs CBSI3b

141. |cellular telephone YsuIBI TeneoH COTOBBII1 TenedoH

142. |centralization OpTaBIKTaAHABIPY LEHTPATH3ALHS

143. |certificate KyQJIiK CBHUJICTENILCTBO, yIOCTOBEPEHHE

144. |certificate MaKTay Karasbl rpaMora

145. |certification, certify KyoJIaHbIPy OCBU/ICTEILCTBOBAHME,
3aBEpUTH,
3aCBHIETEILCTBOBATH

146. |certified copy KyQJaHABIPbUFaH 3aBepEHHast KOTIHsI

KeIlipMe

147. | change e3repic H3MEHEeHHEe

148. |channel apHa KaHaJI, TUHUS

149. |chapter Tapay riaBa

150. |characteristic MiHe3eMe XapaKTepHCTHKA

151. |charity KaWBIPBIMJIBIITBIK 0JIaTOTBOPUTETHHOCTh

152. | charity society KaWBIPBIMJIBUIBIK KOFaMBbI | 0J1arOTBOPUTEIBHOE 00IIECTBO

153. | charter XKAPFBI yCTaB

154. |chauvinism acipe YITIBULIBIK LLIOBUHU3M

155. |check TeKcepic MPOBEpKa

156. |check out LIBIFBIN KETY BBIE3]]

157. | chief Oacbl riaBa

158. |chief specialist 0ac MaMaH [JIaBHBIN CIIELUATUCT

159. |chosen one KaJIayJibl M30paHHUK

160. |chronicle KBUTHAMa JIETOIIHCh

161. |chronicle nIexipe JIETOITHCH

162. |circle JIOHTEJICK KpYT; KOJIECO

163. |circle 1ieHoep OKPY>KHOCTb

164. |citizen azamar rpaXKIaHuH

165. |citizenship a3aMaTThIK IOJJIAHCTBO, TPAXKIAHCTBO

166. |city department KaJaJbIK 00JiM TOPOJCKOH OTJIeN

167. [civilization OPKCHHET LIUBUJIA3ALAS

168. |claimant OH/IIPII aTyIIbl B3BICKATEb

169. |clarify TYCIHIIpY Pa3bsCHUTD, PACTOIKOBATD

170. |classification KIKTEY KIIacCH(UKAIHS
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171. |classification TOINTACTHIPY KIIacCH(UKAIHS

172. | clerical work ic XKyprizy JICTIOTIPOM3BOJICTBO

173. |clerk KCHCE KbI3METKEpi KIICPK

174. |close relatives JKaKBIH TYBICKAH/IaP OJIM3KHE POJCTBCHHUKH

175. |closing KaOBLTYBI 3aKphITHE

176. |coat of arms enragba repo

177. | co-executor KOCBIMIIIA OPBIHAAYIIBl | COMCIIOIHUTEIb

178. | cognition TaHbIM MI03HAHUE

179. |colleague opinTec KoJIIera

180. |colleague KBI3METTEC COCITY KHBEII, KOJUIETa

181. |collection JKUBIH cOop, cxox

182. |collegium ajka KOJLIETHS

183. |combined KYpaHIbl KOMOMHHMPOBAHHBIM

184. |commanding KOJI0ACIIIBI KOMAaH/Ty FOIIHI

185. |comment eCKepTy YBEIOMJICHUE, 3aMEUaHNe,
pHMeYaHue,
[PEIOCTEPEIKCHIE

186. |commentator TyCiHIKTeMeli KOMMEHTATOp

187. |commission member | komuccHs Mylueci 4JIeH KOMHCCUH

188. |[common JKAJIIIBI o0mi

189. |common, conventional |sxanmbira 6ipaeit OOIIETIPUHSITIN

KaObUITaHFaH

190. |commonwealth JIOCTACTBIK COZIPYKECTBO

191. |communication method | 6aiinansic Tocimi croco0 cBsi3u

192. |communication Gaiinansic ceHiMaimiri HaJIeKHOCTD CBSI3U

reliability

193. | communiqué Ma3MyHaaMa KOMMIOHHUKE

194. | community groups KOFaMIIbIK KYpBUIBIMZIAp | 00IIiecTBeHHbIE (POPMUpPOBAHHUS

195. |companion cepikrec KOMIIaHBOH

196. |competence Ky3bIpeT KOMITCTEHITHSI

197. |competent xabapaap CBeAyIIHi

198. |competent authorities | ky3bIperTi oprasaap KOMIICTCHTHBIE OpPraHbl

199. |competition 6aceke KOHKYPCHIIHS

200. | competition Tajaim eTy COHCKaHHE

201. |compilation TonTaMa moI0opKa

202. |complaint MIaFBIM anesuIaIys, xanooa

203. |[complete KMHaKTay KOMIUIEKTOBATh

204. |complex KellIeH KOMILIIEKC

205. |complex KEIeH i KOMILUIEKCHBIH

206. |composition Kypam COCTaB, KOHTHHIEHT

207. |compromise BIMBIpa KOMIIPOMHCC

208. |compulsion KOHIpY [PHHYKICHUC

209. |compulsion MOXOYp ety MPHHYKICHUC

210. |computer science xabapHama uHpOpMaTHKA

211. |concept TYKBIpBIMJIaMa KOHIICTITIHS

212. |concerned bodies MYZAJeTi oprasaap 3aHHTEPECOBAHHBIC OPTaHEbI

213. |conclusion KOPBITBIHBI 3aKJII0OUEHHE, Pe3yJsIbTaT

214. |conclusion of an LIAPT Kacacy 3aKJIIOYCHHE JOrOBOpPa

agreement
215. |condition KEMeJIiHe XKEeTKi3y KOHIHIIHS
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216. |conditional place AJJIBIH ajla KeJiciren 00yCIIOBIIEHHOE MECTO
OpbIH

217. |conditional text LIAPTTHI MOTIH TEKCT YCJIOBHBIH

218. |condolences KOHiJ afiTy co00JIe3HOBaHHUE

219. |confession MOMBIHIAY MPH3HAHHE

220. |confirmation of study |okymsl pactay MOATBEepPIKACHHE YIEOBI

221. |confiscation TOpKiIEy KOH(HUCKaIWs

222. |conflict JKAaHKaJ KOH(JIUKT

223. |conflict TapThIC KOH(JIHKT

224. | confrontation Taiframacy KOH()POHTALHSI

225. |connect OaiiaHbIC KOHTAKT, CBSI3b

226. |conservatism KepTapTHaJIbIK KOHCEpBATU3M

227. |constant TYpaKTh MIOCTOSIHHBIH

228. |construction FUMapar COOpPYXKEHHUE

229. |constructive CBIHAAPIIB KOHCTPYKTHBHBIN

230. |consumption IIBIFBIC pacxon

231. |container XKYK TaCHTBIH 5ka0IbIK KOHTeHHep

232. |content Ma3sMVH CoJIepKaHUe

233. |contestation nayJay OCIapUBaHUE

234. |continuing education | GiTIKTLTIKTI apTTRIPY KyPCBI MTOBBIIICHUS
courses KypcTapsl KBaJIH(HKALUH

235. |contract mapT JIOTOBOP, KOHTPAKT, YCJIOBUE

236. | contribution aMaHar aKua BKJIQJ(

237. |contribution KapHa B3HOC, Mai

238. |contribution CaJBIM BKJIA]

239. |control OakpLIay KOHTPOJIb

240. |controller OaKbUIAYIITHI KOHTPOJIEP

241. |controller TeKcepyui KOHTPOJIED

242. | conversation oHrimMe Gecena

243. |cooperate KOpAEMAECY COJICHCTBOBATh

244. | cooperation KapbIM-KaThIHAC COTPYAHUYECTBO

245. | cooperation BIHTBIMAKTACTBIK COTPYJIHUYECTBO

246. | coordination yinectipy KOOD/IMHAIIHSI

247. |coordination yiinecTik KOOPIMHAIHS

248. |copy paper KOIIpri Kara3 KONHMpOBaJIbHAs Oymara

249. |copy, extract KeIllipMe KONHS, BBITICKA

250. | core business KBI3MET Herisi OCHOBA JICATEIbHOCTH

251. |co-report KOCBIMIIIA OasiHaaMa COJIOKJIaJT

252. | correspondence XaT JKas3bICy MepernncKa

253. |correspondence xar-xabap KOPPECTOHACHITHS

254. |corruption chI0aiiac JKeMKOPJIBIK KOpPYIIIHS

255. | cosmonaut FapblILIKep KOCMOHABT

256. | cost accounting LIapyaIiblIbIK ecen Xo3pacyer

257. |costings IIBIFBIC CMETACH CMeTa pacxoJ0B

258. |count OaraH rpada

259. |counteraction KapChl 9peKeT IIPOTHBOJICHCTBHE

260. |creation LIBIFAPMAIIBUIBIK TBOPYECTBO

261. |credit HecHe KPEAUT

262. |crime KBUIMBIC MIPECTYIUICHHE

139



263. |crime KBUIMBIC ic KpUMUHAJ

264. |criminal case KBUIMBICTHIK iC YTOJIOBHOE €TI0

265. |criminal investigation | KbUIMBICTBI i31€CTipY YTOJIOBHBIN PO3BICK

266. |criminal proceedings | KbUIMBICTBIK ic KO3Fay BO30Y3K/ICHHE YTOJIOBHOTO JeNa

267. |crisis JTAFIapbIC KPH3HUC

268. |criteria for evaluation | 6aranay enuiemi KPHUTEPHH OLICHKH

269. |cryptogram mIapTThl 6enri KpHUIITOrpaMMa, 1apoJib

270. |current laws KOJIJaHBUIBII KYPIreH JieficTBYOLIHE 3aKOHBI
3aHmap

271. |customs KeleH TaMOYKHS

272. |customs area KelleH aliMarbl TaMOYKEHHAas 30Ha

273. |customs inspection KeACHJIIK TeKCcepy TaMOXEHHBIN TOCMOTP

274. |damage 3a1ai ymepo

275. |damage 3USIH yiiep0, Bpea

276. |damage HYKCaH yiepo

277. |deadline for submission | yceratea Mep3imi CPOK IPEICTABICHUS

278. |deal MoMilie clIeaKa

279. |debate KapbICCO3 npeHws, 1edaTsl

280. |debate mikipranac JIUCTIYT

281. |debt Geperiex 3aJ0JKEHHOCTD

282. |debt OOpBIIT JIOJIT

283. |debtor OOpBIIIKEp JIOJDKHUK

284. |decision HIeIIM pelieHne

285. |declaration MoJTiMJIeMe JIeKIIapaliust

286. |decor paciMaey odopmiieHne

287. |decree KAPJIBIK, yKa3

288. |decree KayJIbl MTOCTaHOBJICHHE

289. |dedication KAHKEIITiIK CaMOOTBEPKCHHOCTh

290. |dedication KaiicapibiK CaMOOTBEPKECHHOCTh

291. |deduction ayJIapbiM OTYHCIICHUE

292. |defeat 3aKbIMJIAHY MopakeHne

293. |defect akay Opak, HeJIOCTATOK, JIe(eKT

294. |defense KOPFaHbIC 000poHa, OXpaHa

295. |deficit TAMIIBUIBIK nedumur

296. |degree JIopexe paHr, CTeneHb

297. |demand for documents |KyxaTTapabl CypaThIn uctpeGoBaHKe JOKYMEHTOB
any

298. |demotion KBI3METiH TOMEHIETY MOHIKEHHE B JOIDKHOCTH

299. |denomination aray HAWMEHOBAHHUE

300. |department BEIOMCTBO BEIOMCTBO

301. |department, part OemiM OTJIeN, YaCTh

302. |dependent KapaybIH/a WOKIUBEHUC

303. |dependents KapaybIHAAFbI alaMaap | H3KIMBEHIIBI

304. |deportation JKep ayapyfa YIiplpay | Aemapranus

305. |deputy opsiHOacap 3aMeCTUTEIb

306. |destabilization TYPaKCHI3IIBIK JiecTabHIM3aIus

307. |developer a3ipieymi pa3paboTYUK

308. |diary KYH/ICIIK JTHEBHHK, €XKEIHEBHUK

309. |difference aflbIpBIM Pa3HOCTh
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310. |diplomatic JIUIUIOMATHSIIIBIK, IUIUIOMATHYECKHE
representatives OKUITIKTED [IPEJCTaBUTEIN

311. |direction, orientation | 6armap HalpaBJICHUE, OPHCHTHPOBKA

312. |direction, way OarbIT HAIpAaBJICHUEC

313. |directory AHBIKTAMAJIBIK CIPaBOYHHK

314. |disabled MYTeIeK WHBAJIU

315. |disagreement aJaybI3JbIK pasHoriacue

316. |disagreement KeJTicrey ik pasHoriacust

317. |disciplinary charter TOPTIMTIK apFbl JIMCHMIIIHHAPHBIN yCTaB

318. |discipline order TOpTIM JICHUILTAHA, TOPSI0K

319. |discredit Ge/iesTiHe HYKCAaH KeNTipy | KOMIIPOMETAIIHSI

320. |discredit CEHIMIH K00 JTIUCKPEIUTAIINS

321. |discrimination KeMCIiTy JIICKPUMHHALIUSI

322. |discussion miKipcaibIic JIUCKYCCHSI

323. |disinformation »KaJraH xabapiama nie3uHpOpMaIHsI

324. |disinformation Tepic xabapiama ne3uHpOpMaIHsT

325. | dismissal JKYMBICTaH IIBIFapy YBOJIEHEHHE

326. |disposition OKiM pacropsbKeHue

327. |distortion Oypmainay HCKa)KCHHUE

328. |distribution, dispatch, |Tapary pacmpocTpaHeHu’e, pacchLIKa,
abolition yIpa3IHeHne

329. |district aThIpan 30Ha, OKPYT

330. |division GemimMiie H0[pa3/ieieHue, OTACIICHIE

331. |document KyKaT JIOKYMEHT

332. |document storage KY)KaTTapIsl CaKTay MOPSIOK XPaHEHUS
procedure epexenepi JTOKYMEHTOB

333. |documentary KYKaTIIBI JIOKYMEHTAJTBIIUK

334. | documentation Ky)KaTTama JIOKyMEHTALHsT

335. | documentation KyKaTTay JTOKyMEHTHPOBaHHE

336. |drive KeNTipy [PUBOJIUTh

337. |drugs ecipTKi HApKOTHKU

338. |[dummy data JKaJIFaH MAIIIMETTEp (GVKTHBHBIC TaHHbBIC

339. |duplicate KOCAJIKbI IaHa nyGimkart

340. |duty 0aXk CaJbIFbl NONLIMHA

341. |duty MiHIET 0053aHHOCTH

342. |duty free AJTBIMCBI3 GeCIONUTHHHBIH

343. | duty free GaxChI3 GECIIONUTHHHBIHI

344. |duty service KE3eKLILTIK KbI3MET JeKYpHas c1yxoa

345. | economic allowance 9KOHOMHKAITBIK 9KOHOMHYECKast Hag0aBKa

yCTeMaKpl

346. |economy YHEMITIK 9KOHOMHKA

347. |edition 0achUIBIM H3IaHNe

348. |education TopbHe BOCIIUTAHUE

349. |effect, result HOTHXE s ek, pesysbrar

350. |effective THIMIITIK s¢dexTuBHBIH

351. |effects cajjap THOCIEICTBUS

352. |eliminate KOFO aHHYJIUPOBATh, YHUUTOXKATb,

JIMKBH/IUPOBATh
353. |embassy eJIITK [I0COJILCTBO
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354. |employee KBI3METKEP pabOTHUK, COTPYIHUIK,
CIyXalun

355. |employee KbI3METIII CIryKanmi

356. |employment eHOCKIICH KaMTy 3aHATOCTh

357. |employment history eH0eK KiTalackl TPYJOBasi KHIXKKA

358. |ending asiKTama KOHITOBKA

359. [enrollment KBI3METKE aTy 3a4KCIICHUE HA CITYXKOY

360. |enter Kipri3in xa3zy BITHCATh

361. |entity 3aH/Ibl TYJIFA FOPUANYECKOE JIUIIO0

362. |entrepreneurial activity |kocimkepiik KpI3MeT MpeANPUHAMATETbCKAS
JeSTEIILHOCTD

363. |equality TEH KYKBIKTHIK paBHOIIpaBHe

364. |equality TEHIIK PaBEHCTBO

365. |equipment a0 IbIK 000pyI0BaHKE, CPEICTBO

366. |ethnic strife YITApAIbIK apas/blK MEXHALMOHAIbHAS. PO3Hb

367. |evasion KaINTapy YKIOHECHHE

368. |event OKHUFa co0ObITHE

369. |evidence aiiraK CBUJIETENLCTBO,
JIOKa3aTelIbCTBO

370. |exclude from the list | Ti3iMHeH anbin Tactay WCKJIFOYUTH U3 CIIHCKA

371. |execution OpBIHAATYHI HCTIOJIHCHHE

372. |executive Jlaya3bIMIb aJ1aM JIOJDKHOCTHOE JIMIIO

373. | executor OpBIH/IaY LB VICTIOJIHUTETb

374. |existence GOJIMBIC ObITHE

375. |exit document KETY KYJKaThl BBIC3/IHON JJOKYMEHT

376. |experience oTiI CTax

377. | expert capariisl 9KCIIEPT

378. |expertise capanTama IKCIIEPTH3a

379. |explanation, TyciHik 6epy pa3bsCHEHHE, TONKOBaHHE

interpretation

380. |explanatory letter TYCIiHIK XaT 00BSICHUTETIbHAS 3aIHCKa

381. |exposition Ma3MyH/Iay H3II0)KEHHUE

382. |exposure SUIKepeney pasobiiaueHue

383. |expulsion IIBIFAPBIN Kibepy BBIIBOPCHHE

384. |extension y3apry MPOJUICHHE

385. |extra charge ycreme Oara HaIlCHKa

386. |extract from the order | GyiipbikraH y3inai BBIIICKA U3 IIPHKa3a

387. |extraordinary TOTEHIIIE Ype3BblYAiHbIN

388. |eye contact K630€H ILOJBII BHU3YyaJIbHBII KOHTaKT

OaiisaHpICy

389. |facilities KapKbl GasaHc, cpeacTBa, pUHAHC

390. |facility equipment 00BeKTiHI KaOIBIKTAY obopyioBaHHe 00bEKTa

391. |fact JIepeK bakr

392. |[failure to report xabapiiamay HEJIOHECCHHUE

393. |familiarization TaHBICY 03HAKOMJICHHE

394. |family KAHY CeMbst

395. |[family 0T0achl CeMbst

396. |fasting, guard Ky3eT I0CT, OXpaHa, CTpaXxka

397. |[fight Kypec GopnOa
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398. |file cabinet KapTOYKaIaP/IbIH KapToTeka
JKUBIHTBIFBI

399. |[finance Kapaxar cpencrBa, GHHAHCHI

400. |financing Kap KBUIAHABIPY (buHaHCHpOBaHKE

401. |fine afpIImyIT rrpad

402. |fine eciMm TIeHsT

403. |fix Ka3bII KOIO 3a(IKCHPOBATH

404. | flawless MiHCI3 0e3ynpedHsbIit

405. | flawless activity MiHCi3 KbI3MET Ge3ynpeyHast eI TeIbHOCTh

406. |flip side CBIPT XKarbl 000pOTHAsI CTOPOHA

407. |folder KYKaT TireTiH manka CKOPOIIMBATENb

408. |follower i30acap IOCJIe/IOBATENb

409. |footnote HYCKama CHOCKa

410. |footnote cinreme CHOCKa

411. |for administrative use | kpI3meT 0a0OBIHIA JUTSL CITyKeOHOTO TTOJIb30BaHUS
naiijanady yIriH

412. |forecasting Ooinkay IIPOTHO3HPOBAHHE

413. |foreign apparatus HICTEJ K anmapar 3arpaHHYHBIN anmapaT

414. |foreign trade contracts |ceIpTKBI cayia BHEIITHETOPTOBBIC KOHTPAKTHI
KeJiciMIIapTTapsl

415. |foreigner LIECTEITIK HHOCTpaHeI[

416. |form OJ1aHK OJ1aHK

417. |formation KYPBUTBIMIAP (dhopmupoBaHKe

418. |foundation Heri3 OCHOBa, GyHIAMEHT

419. |foundation iprerac byHIaMeHT

420. |free nomenclature of 1CTiH KUBIHTHIK CBOJIHAsI HOMEHKJIATypa e

affairs HOMEHKJIATYPacChI

421. |full-fledged TOJIBIK KYKBUIBIK TIOJTHOIPaBHBIN

422. |fund KOp ¢doH

423. |general 6ac reHepAIbHBIH, IIABHBIH

424. |genocide 3yJIMatT TEHOLINT

425. |giving help KOMEK KepceTy OKa3aHHE MOMOIIU

426. |global xahaH BECh MHD; CBET

427. | global community QNIeMIiK KOFaMAACTBIK MHPOBOE COOOIIECTBO

428. |globality FaJaMJIbIK r100aIbHOCTh

429. |globalization xahaumany riaodanu3anus

430. |government YKimMeT IIPaBUTEIBCTBO

431. | government connection | ykimerTik GailsiaHbic IIPaBUTEIbCTBEHHAS CBSI3b

432. | government decree YKiMET KayJbIChI NIOCTAHOBJICHUE NTPABUTEIHCTBA

433. |gratis Terin 06E3B0O3ME3IHO

434. |gratuitous eTeyci3 0e3BO3ME3THBIH

435. |group TOI rpymnma

436. |guarantor Keniyik Oepyiui (KyKpIK) | rapaHt

437. |guard yiiaH rBapausl

438. |guide 6aCIIBUIBIK PYKOBOJICTBO

439. |harmful SUSH/IBI BpEITHBII

440. | harmonious JKapachIMIbI rapMOHUYHBIH

441. | harmonious yinecimui TaPMOHHYHBIH

442. |heading aiinap pyOpHKa

443. | healthy lifestyle cayayarThl OMIp CalThl | 3MOPOBBI 00pa3 )KU3HU
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444. | helicopter TIKYIIaK BEPTONET
445. | heterogeneous, op yurimi Pa3HOTUIIHBIN
polytypic
446. |highest JKOFaphbl BBICIIHH
447. | highly qualified JKOFapbl OUTIKTI BBICOKOKBATH(DHIIUPOBAHHBII
448. |hired )KaliaMa HaéMHBIH
449. | historiography TapuxHama HCcTOpHOrpadus
450. |homeland aTaMeKeH OTYH3HA
451. |honour HaMBIC 4ecTh
452. | host countries KaObUIIayLIbI MPUHUMAIOIIHE TOCYIapCTBA
MEMIICKETTED
453. | human resources Kazapiap Geiimi OTJel KaJpoB
department
454. | humanism i3rinik I'YMaHU3M, T'YMaHHOCTh
455. | humanity MMAaH/IbUIBIK I'YMaHHOCTb
456. |ideal Mypar ujean
457. |identical JIOJIMe- /1971 HWJICHTUYHBII
458. |identical TOJIBIK Cal KEJIETiH HWJICHTUYHBII
459. |identification Oipaeitnecripy UICHTHUKALHS
460. |identification JKEKE KYOIlK yJIOCTOBEPEHUE JINIHOCTH
461. |illegal OeiipecMu HeJIEraJIbHBI
462. |illegal actions KYKBIKKa KapChl MIPOTUBOIIPABHBIE ACHCTBHS
opeKeTTep
463. |illustration KOPKEMJIEY HIUTIOCTPAITHST
464. |image, reflection OeiiHeney n300paKEHHE, OTPAKEHUE
465. |immediately nepey HE3aMeJUTUTENTHHO
466. |immediately Te3 apaja He3aMeJTUTENILHO
467. |impact acep BO3J/ICHCTBHE
468. |implementation JKYy3ere acelpy OCYIIIECTBIICHUE, OCYIIECTBUTh
469. |import OKeIy BBO3
470. |improvement KETUIIpY YCOBEpIICHCTBOBAHNE
471.  |improvement KEeMeJICHIIPY YCOBEpIIIEHCTBOBAHUE
472. |in athird country YUIHII el )KaFalblHIa | B YCIOBHSX TPEThEeH CTPaHBI
473. |inactivity OpeKeTCi3miK 0e3/1esTeTbHOCTh
474. |incapable opeKeTKe Kabinercis He1eeCoCcOOHbIH
475. |incident KaKTBIFBIC WHIUICHT
476. |including OHBIH IIIIHIE B TOM YHCIIE
477.  |income Kipic JIOXOJT
478. |income TabbIC JIOXOJL
479. |income-expenditure KipiC-IIIBIFBIC MTPUXOJHO-PACXOIHBIN
480. |income tax TaOBIC CAJIBIFbI TOIOXOJHBIA HAJIOT
481. |incoming document Kipic Ky)KaT BXOJUIIHN TOKYMEHT
482. |incoming document KYKaTTBIH Kipic HOMIpi | BXOASIINI HOMEp HOKyMeHTa
number
483. |incoming number Kipic HOMipi BXOJUIIHIA HOMEP
484. |increase ycreme npubaBKa
485. |incriminating materials |Genenine Hykcan KOMIIPOMETHPYIOLIHE
KENTIPETiH MaTepHanap | MaTepualbl
486. |incrimination aifpIn Tary MHKPUMHHHPOBaHUE
487. |independence TOYeJCI3 K HE3aBUCHMOCTh
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488. |independent TOyeIICi3 HE3aBHUCHMBII
489. |indicator KOPCEeTKII IOKa3aTenb
490. |individual JKEKe TyJIFa (u3HIecKoe JIHI0
491. |industry caja orpacib
492. |influence BIKIIAJ BIIUSIHHE, BO3EHCTBUE
493. |informals OetipecMuiep HedopMasl
494. |information aKnap nHpopmarms
495. |information card aKnapaTThIK KapTa nH}opmMaIMoHHas KapTa
496. |information isolation |akmaparran okmay UHGOPMAIIMOHHAST H30JISIHS
497. |information support aKmaparieH KaMTaMachl3 | HH()OPMaInOHHOE
ety obecreueHne
498. |information system aKNapaTThIK XKyHe nH(OpMaIMOHHasl CHCTEMA
499. |informational aKHapaTThIK-Taj1aay nHpopMaMoHHO-
GacKapMachl AHATMTHYECKOE YIIPABICHHE
500. |infrastructure UHPPaKypPHUTBIM uHppacTpyKTypa
501. |infringement LIEK KOO yIeMIIeHHe
502. |infringement of rights | kyKpIKTapbIHa IIeK KOO | yIIEMJICHHE IIPaB
503. |iniquity 3aHCBI3JIBIK 0e33aKOHUE
504. |initial conversation GacTanksl OHIIMe nepBUYHas Oecesa
505. |initiative Gacrama MHHULMATHBA
506. [initiative BIKBLIAC WHULIAATHBA
507. [initiative BIHTA WHULIAATHBA
508. |initiator GacraMaripl HHULHATOP
509. |innovation JKaHAIIBULIBIK HOBATOPCTBO
510. |input iCKe Kocy BBOJI
511. |inquiry Cypak cairy 3anpoc
512. |insert KOCBIMIIIA 0T BKJIaBIIIT
513. |inspect; audit; check; to | rexcepy UHCIIEKTUPOBATh; PEBU3HS;
consider; examine HPOBEPATH; PACCMOTPETD;
o0cneoBaTh
514. |inspection Kapay 0CMOTP
515. |instability OPHBIKCBI3]IBIK HEYCTOHYMBOCTh
516. |installment plan Mep3iMiH y3apTy paccpouka
517. |installment, payment |Tenem B3HOC, BBIIIJIATa, OIJIaTa,
yImara
518. |instance JlaHa IK3EMIUISIP
519. |[institution MeKeMe yUpexIeHUEe
520. [instruction TaNTiMIeMe HacTaBJICHHE
521. [instruction letter HYCKay XaT HUHCTPYKTHBHOE MUCHMO
522. |instruction note HYCKay MHCTPYKIIHSI, YKa3aHHe
523. |integration Gipiry HHTETPAIHs
524. |integration HIOFBIPJIAHY HHTETpaIys
525. |integrity GeuliHbeCTiK LEJIOCTHOCTh
526. |integrity TYTACTBIK LEJOCTHOCTD
527. |intelligence mapacar HHTEIUIEKT
528. |intelligentsia 3HSUIBI KAYBIM WHTEJUIAT CHIUS
529. [intention HHET HaMepeHHe
530. |interaction e3apa iC-KHMBUI XKacay | B3aMMOJCHCTBHE
531. |intercede oTiHy X0JaTallCTBOBATh
532. |interdependence 03apa aJIMacCyIIbUIBIK B3aUMO33aBUCHMOCTD
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533. |interest MyJuIe HWHTEpEeC

534. |interest MYIJISTIITIK 3aUHTEPECOBAHHOCTD

535. |interethnic harmony VITApaNIBIK TAaTYJIBIK ME)KHAIIMOHAIBHOE COTIache

536. |intermediary, broker JeTaa MOCPEAHHK, OpOKep

537. |international XaJIBIKAPATIBIK MEK /Ty HApOIHBIE

obligations MiHIeTTeMEeIep 00s13aTeNbCTBA

538. |international passport | mieren TeIKyKaThl 3arpaHIYHbINA acTopT

539. [internship TarbUIBIMAMa CTaXXHPOBKa

540. |interpretation JIoHeKTey TOJIKOBAHHUE

541. |interpretation TaJFan-Tajjan TYCIHAIPY |HMHTepIpeTanus

542. |interpretation, TYCiHIipMe HCTOJIKOBaHHE, KOMMEHTAPHIA,

commentary, footnote CHOCKa

543. |interpreter ayJapMaribl MIePEBOTUNK

544. |intersection JKOJIBIH Kecy IpeceueHue

545. |interval apaKaIIBIKTHIK HHTEpBa

546. |interview cyxbar HHTEPBBIO

547. |introduce, enter CHTI3y BBOJIUTbH; BHEJJPUTh; BHECTH;
BBEJICHHE

548. |introduction Kipicre BBEJICHHE

549. |intruder Oy3yIbI HAPYILIHTENb

550. |inventory TiziMaeMe OIHACH

551. |investigation Teprey pacciieloBaHHe

552. |investigative body Teprey OpHbI CIIe/ICTBEHHBIM OpraH

553. |investigator Tepreyuri CJIEI0BATENb

554. |irrefutable evidence OYJITAPTIIAUTBIH JQJIEI HETPOBEPIKIMOE
JIOKa3aTeNbCTBO

555. |isolation OKIIayay W30JIMPOBAHHE, H3OJISIIHSI

556. |issue, provide Gepy BbIJ[a4a, IPEJI0CTABUTH

557. |issued by Gepinren BBLIAH

558. |job KYMBIC pabora

559. |job seeker i3aeHyi COHMCKATEb

560. |job title J1ayas3bIMIBIK OKUJIETTIK | JOJDKHOCTHOE MOJIHOMOYHE

561. |jurisdiction 3aHJIbI KYKBIK FOPUCIUKIIUS

562. |jurisprudence 3aH FBUIBIMIAPBIHBIH FOPHCIIPY ICHIIHSI

JKUBIHTBIFBI

563. |jury Ka3bLIap aJKachl KIOPH

564. |justice QIIIET FOCTHLIUS

565. |kind of activity KbI3METTIH TYpi BM/I I€ATEILHOCTH

566. |labor contract eHOEK 1IapThI TPYJOBO# IOrOBOP

567. |[labor injury eHOEK JKapaKaThl TPYJOBOE YBEYBE

568. |laboratory 3epTxaHa nabopaTopust

569. |lack of evidence TIQIIEIICI3IK 0e300Ka3aTeIbHOCTh

570. |law 3aH 3aKO0H, 3aKOHOJATEILCTBO

571. |lawsuit Tanarn WCK, MHIMIEHT

572. |lawyer 3aHrep FOPUCT

573. |lay KYKTEY BO3JIaraTh

574. |leading JKETEKII BeyIIHI

575. |leading XKYprizymuri BeAyLIHI

576. |leaflet YHIIapaK JIMCTOBKA

577. |lecture hall, class nopicxana ayIUTOPHSI
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578. |legal Kapus JIeTaIbHBIIT

579. |legal 3aHJIBI IOPUANIECKHI

580. |legal acts ic XKyprizy 3aH aKTijiepi | mnporueccyaibHble
3aKOHO/ATEIBHBIC AKThI

581. |legal adviser 3aH KOHCYJIbTAHThI FOPHUCKOHCYJIBT

582. |legal training KYKBIKTBIK TadBIH/IBIK IPOBOBAsI MMOJIrOTOBKA

583. |legality 3aHIBLIBIK 3aKOHHOCTH

584. |legalization 3aHJIACTBIPY JIeraau3alys, y3aKOHEHHE

585. |legalization PECMHUIICHIPY JIerau3arus

586. |legibly aHBIK TYPIe pa3bopurBO

587. |legislator 3aH [IBIFAPYIIBI 3aKOHO/IATEIh

588. |length of service eHOeK CiHipreH JKBUIIAPHI | BBICIYTA JIET

589. |length of service KbI3MET OT1JI BBICJIyTa JIET

590. | letter Xar IHCHEMO

591. |letter of guarantee Keminxar rapaHTUIHOE MUCHMO

592. |level eHTel YpOBEHb

593. |level of evolution JlaMy JeHrewi YPOBEHb Pa3BHTHS

594. |liberty GOCTaHIBIK, cBoOOIa

595. |lifetime naiiajgany Mepsimi CPOK 9KCILTyaTaluu

596. |like-minded HHUETTEC €IMHOMBIILJICHHUK

597. |like-minded TiKipiec €AMHOMBIIIJICHHHK

598. |line of conduct TOPTINTIH OAFBITH JIMHHUS IOBECHUS

599. |link GailJIaHbIC JKOJIBI KaHaJl CBSI3H

600. |liquidation commission | Tapaty KOMHCCHSICHI JIMKBH/IAI[MOHHAS] KOMUCCHSI

601. |list of documents KYKaTTap.IbIH OIKCH JIOKYMEHTOB

Ti3iMAEMeCH

602. |load KYK Harpyska

603. |loan Kapbi3 ceyna

604. |locality engiMeKeH HACEJIEHHBIM MyHKT

605. |location opHaJlacy OpHBI MECTO TUCIOKAIHH

606. |location TYpFaH jKep MECTOHAXOXKIECHHE

607. |logics KUCBIH JIOTHKA, KOMOUHALIHS

608. |[long term y3aK Mep3imai JIOJITOCPOYHBIH

609. |lump sum allowance | 6ip 5KOJIFBI )KOPAEMAKBl | €IMHOBPEMEHHOE MOCO0HE

610. |mailing xi6epy pacchuika

611. |mailing MOMITAJIBIK XKiGepimim [TOYTOBOE OTIPABICHHE

612. |main eH 0acThl TJIaBHBIA

613. |main, general HET13T1 OCHOBHOI, TeHEepaIbHBIIA,
TJIaBHBIN

614. |management Gackapma yIpaBJeHHe

615. | manager ic 6acKapymibl YOPaBJISAIONIAN JIeIaMH

616. |mandate amaHaT Haka3

617. |market HapbIK PBIHOK

618. |market economy HapBIKTHIK YKOHOMHKA PBIHOYHAS] 5KOHOMHKA

619. |master, master, urepy OBIIaJIETh, OCBOUTH, OJI0JIEBATh

overcome
620. |matching Kelticy COIJIACOBAHHUE
621. |material allowance MaTtepHaIbIK MarepuaabHOe rocodue
KOPAEMAKBI
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622. |material incentive MaTepUaIbIK MaTepHaIbHOE MOOIIPEHUE
KeTepMerey

623. |material incentives MaTepUasIbIK MarepuaIbHOE
BIHTAJIAH/IBIPY CTUMYJIMPOBAHHE

624. | material processing MarepuasIapibl oHIey | 00paboTKa MaTepHaIoB

625. | material reward MAaTepUaIIBIK ChIHAKbI MaTepuaIbHOe

BO3HATPAXKICHUE

626. |material support MaTepHaIbIK MaTepHaJIbHOe obecrieyeHue
KaMTaMachI3 eTy

627. | material well-being MaTepHasIbIK l-ayKaT | MaTepuagbHOe OIaroCTOsSHUE

628. | mausoleum KECeHE MaB30Jeit

629. |maximum OapbIHIIA MaKCHMaJIbHBIN

630. |maximum €H KOII MaKCHUMaJIbHEIN

631. |means Kypa CPEICTBO

632. | meeting JKUHAIIBIC cobpanue

633. | meeting MOXKIiJIiC 3aceqaHue

634. |meeting due KeJICUIreH Ke3aecy BCTpeda 00yCIOBICHHAS

635. |memo JKaJHaMa maMsTKa

636. | memoirs FYMbIpHaMa MeMyaphbl

637. |memorandum OasiHmay (bka30a) xaT JTOKJIaTHAsT 3aITUCKa

638. | merger KOCBLTY CIHSHUE

639. | message KoJgay MOCTaHUE

640. |message xabap Oepy coo0nieHne

641. |message xabapnay CO00IIIeHHE

642. | method afic MEeTON

643. | methodist Jtickep METOIUCT

644. | methodology oicreme METO/IMKA

645. | migration, migrant KOIIli-KOH, KOIlli- KOHYIIIbI | MUTpaIlHsi, MUTPAHT

646. | minimum wage €H TOMEH KaJIaKbl MHHHAMAJIbHAsS 3apIuiaTa

647. | mobility SKUHAKBUIBIK MOOMJIBHOCTD

648. | movable property JKBUDKBIMAITBI MYJTIK JIBUKAMOE HMYIIECTBO

649. | movement sheet ayBICy TIaparsl JIICT NepeMeneHIH

650. |moving OPBIH AYBICTBIPY nepeMelieHue

651. | multilingualism KOl TiUTAUTIK MHOTOSI3bIUHE

652. | mutual e3apa B3aMMHBIH

653. | mutual assistance 03apa KOMeK B3aMMOTIOMOIIb

654. | mutual interests 03apa My UIeNLTIK B3aUMHBIE HHTEPECHI

655. | mutual respect e3apa KypMeT B3aMMHOE YBOKCHHE

656. | mutual support 03apa KaMTaMackl3 eTy B3aUMHOE 00CCIIeUeHIE

657. |narcotic drugs eCipTKi Kypangapsl HAPKOTHYECKHE CPEJICTBA

658. |nationalism VITIIBULIBIK, HAIMOHAIU3M

659. |necessary KaXKETTI HEOOXOTUMBIi

660. |negative KeJIEHCI3 HETaTUBHBIN

661. |negative Tepic HEraTHBHBIN

662. |negative side Tepic Kak HETaTUBHAS CTOPOHA

663. |negotiations Kenicces TIepEroBOPHI

664. |network xeni ceTh

665. |neutralization Geiirapanrany HEUTpaTH3aLus

666. |news xabap H3BECTHE, XPOHHKA

667. |newspaper raser rasera

148




668.

nomenclature

JKUBIHTBIK

coOpaHue, HOMCHKJIATypa

669. |nomenclature HOMEHKJIATypaJIBIK ic HOMEHKJIATYpHOE A€I0
670. |nomenclature of posts |mayassimuap Tizoeci HOMCHKJIATYpa JOJKHOCTEH
671. |nomination JKOFapbUIaTy BBIIBIDKEHHE
672. |norm KaJIBIIT HOpMa
673. |note xazbaxar 3amucKa
674. |notice xabapiama H3BELICHUE
675. |nuclear SIIPOJTBIK, SIICPHBII
676. | number caH HOMED
677. |oath aHT mpucsra
678. |object of preliminary | annpin ana 3epaeney 00BEKT IpeIBapUTEILHOTO
study o0beKTicl H3y4YeHHs
679. |obligatory payments MIHIETTI TONIEMIED 00s13aTeNIbHbIE IIATEXU
680. |obstacle KeJiepri MPETSITCTBIE, Oapbep
681. |office KEHCE KaHIIEISIPHUST
682. |office equipment YHBIMAACTBIPY OpTTeXHUKA
TEXHUKACHI
683. |official KBI3METTIK ciryKeOHas
684. |official pecMu o UIHATBHBIN
685. |official [ICHEYHIK YHHOBHHK
686. |official documentation |pecmu KyxarTap odurmansHoe
JIOKYMEHTHPOBaHHUE
687. |official order (decision) | pecmu exim Oo(HUIHATBEHOE PACTIOPSIKEHUE
(pemeHue)
688. | official position KbI3MET 6a0bl CITyKeOHOE MOJIOKEHUE
689. |official sources pecMHu IepeKTep o uIHaATbHbIE HCTOYHUKA
690. |on a contractual basis | mapTTeIK Herizne Ha JIOTOBOPHO OCHOBE
691. |opinion, review, TiKip MHEHUE, OT3bIB, CYXKJICHHE
judgment
692. |optimization OHTaIaHIBIPY OIITUMH3AIHS
693. |option HYCKa BapHaHT
694. |order OYHpBIK MpUKa3
695. |order TOpTiNTEME pasHapsika
696. |ordered letter apHayJIbl Xat 3aKa3HOE MHChMO
697. |orderly Ke3eKI JIeKYPHBIA
698. |organization yiibIM OpraHu3aIus
699. |organize, shape YIBIMIACTRIPY OpraHu30BaTh, HOPMUPOBATH
700. |orthography emiie opdorpadust
701. |outgoing document IIBIFBIC KYKAT UCXOJISIINNA TOKYMEHT
702. |overhead yCTeMe IIBIFBIHAAPHI HAKJIa/IHbIe PACXOJIbI
703. |paragraph TapMak, MYHKT
704. |pardon KemipiMm MIOMUJIOBAHUE
705. |parent language aTariyn pasi3bIK-
706. |partnership opinTecTik napTHEPCTBO
707. |partnership CepIKTEeCTIK TOBapPHILECTBO, HAPTHEPCTBO
708. |part-time job KOC KBI3METTLUIIK COBMECTHTEIIHCTBO
709. |passive CHXKap 0e3eqTeIbHBII; TaCCHBHBIHI
710. |passivity CHKAPJIIBIK 0e3/1eATEIbHOCTD; TACCHBHOCTh
711. |passport TOJIKYKaT MacropT
712. | patronage KAMKOPIIBUIBIK medcTBO
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713. |payment ecel ailbIpy pacuér

714. |peace treaty 0iTiM MIapTHI MUPHBII JOrOBOP

715. | peacekeeping OCHOITIIIIIK OPHATYIIBI | MUPOTBOPYECTBO

716. |peacekeeping GitimMreprimik MHPOTBOPYECTBO

717. |peasant farming Iapya MmapymbUIbIFbL KPECTBSIHCKOE XO3SIHCTBO

718. |penalty parts alipITHIK OemiMaep mrpadHbIe YacTH

719. |penetrate, access €HY IIPOHUKATH, JOCTYI

720. |pension 3eiHeTaKbl TICHCUS

721. |pension fund 3eifHeTaKbl KOpbI MICHCHOHHBIH QOH/T

722. |pension savings fund |»kuHaKTayIIbl 3eHHETAKB | IEHCHOHHBIA HAKOIHUTEIBHBIN
KOPBI ¢doH

723. |pensioner 3eHHeTKep TICHCHOHEP

724. |permanent location TYPAKThl MEKEH MIOCTOSTHHOE MECTOXKHTEIIBCTBO

725. |perseverance KaXKbIMayIIBLIBIK YCHIYUBOCTh

726. | personal account JiepOec ecenmoT JIMLEBON CYET

727. | personal connection KeKe OaimaHbIc JTMYHASI CBSI3b

728. |personally JKEKe o3iHe JIMTYHO

729. |personnel KeKe Kypam JIMYHBIHI cocTaB

730. | personnel training KaJipyiap naspray MO/ICOTOBKA KaJJPOB

731. |perspective Ooamrak MEPCIECKTHBA

732. | perspective KeJeleK [IEPCIEKTHUBA

733. |pest 3USHKEC BpeIUTENb

734. | petition KOJIIayXar X0JaTalCTBO

735. | phenomenon KoepiHic SIBJICHUE

736. |phenomenon KYOBLTBIC SIBIICHHE

737. | photocopy KCepOoKelIipiM KCEPOKOIHSI

738. |place of study OKY OpHBI MECTO YUEOBI

739. |plaintiff Tajankep HCTEIL]

740. |plan )ocrap uIaH

741. |planning Kocmapay [UIAHHPOBAHHE

742. |planning YKOCTIAPITBIIBIK IUIAHOBOCTh

743. |planning meeting ocmapiama mianépka

744. |pledge Kernija3ar 3a50r

745. | point, place MEKEH IYHKT, MECTO

746. |politeness 13eTTiIK BE)KJIMBOCTD

747. | politics casicaT TIOJINTHKA

748. |polyhedron KOIDKAK MHOTOTPaHHHUK

749. |position aMKbIHIaMa [TO3ULIHS

750. | position J1ayaspiM JIOJKHOCTD

751. |post office OIITa movra

752. | potential aneyer TIOTESHIHAI

753. |power OIITIK BJIACTh

754. | power OKiMeT BJIACTh

755. | power of attorney CeHIMXar JTIOBEPEHHOCTD

756. |practice ic-Toxipuode IIPaKTUKa

757. | predecessor i3arap MPE/IIICCTBEHHUK

758. | preferential terms KEHUIIIK JKkaFannap JIBIOTHBIE YCIIOBHSI

759. |premise ANFBIIIAPT MPEANOChLTKA

760. |preparation 93ipITiK, NANBIHIBIK MOJTOTOBKA
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761. |preparation JIasipIIBIK MOATOTOBKA

762. |presentation, YCBIHY IIPEJICTaBJICHHUE, BBIIBIDKECHUE,
nomination, peKoMeHarus
recommendation

763. |presidium TepalKa PE3UANYM

764. |press Oacma meyaTh, mpecca

765. | press contact Oacriace30eH OalylaHBIC | CBSA3B C Ipeccoit

766. |prevention AJJIBIH aTy npoduilakTHKa

767. |prevention CaKTaHIBIPY npoduilakTHKa

768. |preventive conversation | eckeptiie oHrimMe Gecena mpopHIaKTHICCKAs,

[peayIpeKIcHHES
769. |preventive measure aJJIbIH Kecy HIapajapbl | Mepbl IpecedeHUs
770. |principle Karuaa MIPaBHJIO; MTOJIOKEHHE;
MPHHIIAI

771. |principle Karuaat MPHHIIAIT

772. |priority privilege AP THIKIIBUIBIK [PHOPHTET, IPUBHIICTHS

773. |private bussiness Keke ic JTMYHOE, IEPCOHAIBHOE JIENIO0

774. |privatization KEKeIIeNeHTIpY IIPUBATH3AIHS

775. |privilege KEHIULIIK JIBroTa

776. |problem TYHiH Mocene npobiema

777. |procedure, ceremony | pacim POy Pa, HIEPEMOHUS

778. |product OyitbIM u3enue

779. |production Ka3ba BbIpabOTKa

780. |production oHIipic HPOU3BOICTBO

781. |profession KOciI npodeccust

782. |profession MaMaHIbIK mpodeccust

783. |professional Kocioun poecCHOHATBHBII

784. |professional KOCITKOU npodeccuoHa

785. |profile Cypak-Kayar aHKeTa

786. |program Oarnmapiama mporpamMma

787. |project xo0a MIPOEKT

788. |promise yarnaa (yaJe) oOerianue

789. |promotion KeTepMeney MOOILPEHUE

790. |propaganda HacHXar npornarasia

791. |propaganda YTiT aruTanys, Nponarasia

792. | proper THICTI HaJITISKAIHH

793. |property HTLTIK JIOCTOSTHHE

794. |property MYJIK HMYIIECTBO

795. |proposal YCBHIHBIC npeUIoKEHHE

796. |props JepeKTeMe PEKBH3UT

797. |protection of aKmapaTThl KOpray 3anura HHPOPMAIIH
information

798. |protest Hapa3bLIbIK MPOTECT

799. |protocol XaTrtama MPOTOKOIT

800. |protocol decision XaTTaMaJIbIK [ICIIiM MIPOTOKOJIBHOE PEeLICHHE

801. |prove Jloneniey JIOKa3aTh

802. |provision KaMTaMachI3 eTy obecnieyeHne

803. |provocation apaHary WHCIIUPAIHSI, TPOBOKAIHS

804. |provoke a3FbIPY CIIPOBOLIPOBATH

805. |pseudonym JIaKam aT KITMYKA, ICEBIOHUM
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806. |public KOIIILTIK my6nmka

807. |public XaJalbIK my6nvka

808. |publication KapusIaHy Iy OnuKaLys

809. |publicity KAPHUSITBLIBIK IJIACHOCTD

810. |purpose Makcar Lelb, Ha3HAYCHUE

811. |purpose of stay 00JIy MaKcaTsl eI IpUOBIBaHUS

812. |purpose of verification |Tekcepyaiy MakcaThbl 1IeJIb IPOBEPKU

813. |qualification, OLITIKTUIIK KBaJIM(UKALINA,
competence KOMIIETEHTHOCTh

814. |quality cama Ka4eCcTBO

815. | question request cayan BOTIPOC, 3aIIpoC

816. |question, problem Macele BoOIIpocC, MpobiiemMa

817. |question, survey cypak BOIIPOC, OMPOC

818. |quote Joiiekco3 nuTara

819. |[rank aTak 3BaHHUE, PaHT

820. |rank e YHUH

821. |real estate KBUDKBIMAHTBIH MYJIK HEJIBIKMMOE UMYILECTBO

822. |[realize iCKe achIpy peanu3oBaTh, IPUMEHUTh

823. |reasoning nanbIMaay paccykaeHne

824. |rebuke ceric BBITOBOP

825. |recalculation KaliTa ecenrey nepepacueT

826. |receipt KOJIXat pacnucka

827. |reception KabbuLIay pHeM

828. |reception center KaObUIIay MyHKTI MIPUEMHBIH TyHKT

829. |reception room KaObLIIay Oemmeci MpUeMHas

830. |reconciliation CaJIBICTHIPBII TEKCEPY CBEpKa

831. |reconnection OalTaHBICTHI KaiiTa BOCCTaHaBJICHHE CBSI3H

KaJIlbIHA KENTipy

832. |recovery CayBIKTBIPY 03/I0pPOBJIICHHUE

833. |rediscount KaiiTa ecernke aimy repeyyer

834. |reduction KBICKAPTY COKpaIlleHHne

835. |reference aHBIKTaMa CrpaBKa

836. |refugee GOCKBIH OexeHell

837. |regime events TOPTIM MIapaIapel PEeKUMHBIE MEPOTIPHUSITHSI

838. |region ajiMax pErHoH

839. |regional ANMAaKTBIK 30HAJIBHBIN, PETMOHATBHBII

840. |registration TipKeNTiM MIPOIICKa

841. |registration TipKey perucTpanus

842. |[registry Ti3inimM peectp

843. |registry TipKEY OpPHBI peructparypa

844. |regulations KeCiMIi yaKbIT peryiaMeHT

845. |regulations HOPMAaTHUBTIK aKTiJIep HOPMaTHBHBIE aKTh

846. |rehabilitation aKTay, aKTan LIbIFy peabuIHuTaLHS

847. |reimbursement OPHBIH TONTHIPY BO3MEIICHUE

848. |relationship KaTbIHAC OTHOIIIEHHE

849. [relevant KOKEHKeCTi AKTyaJIbHBII

850. |reliability ceHiMaiTik HaJeXHOCTh

851. |reliable ceHimi JIOCTOBEPHBIit

852. |reliable [IEK KeATIPMEUTIH JTOCTOBEPHBIN

152




853. |renewal KaiiTa pacimyey nepeodopmiicHIE

854. |rent Kagay apeHaa

855. |repatriate opanMaH penarpHaHt

856. |report ecern 6epy OTYUTHIBATHCS; OTIUTATHCS;

IaTh OTYET
857. |report letter OastHIay Xat JIOKJIAJHOE ITUCHEMO
858. |report, divulge Kapusuiay co001IaTk, OIy0INKOBAaTh,
pasriamarh

859. |report, presentation OastHIaMa JTOKJIaJI, BRICTYIJICHUE

860. |representative OKiJI peICTABUTEID

861. |repression KYFBIH-CYPTiH penpeccust

862. |reprimand KaTaH Ceric CTpPOTHIA BBITOBOP

863. |research KapacTeIpy W3bICKaHHE

864. |resolution Kapap PE30ITIOIHS

865. |respect KypMeT MOYET, YBOKCHHUE

866. |responsible position JKAyamThl JIAya3bIM OTBETCTBEHHAS! JOJDKHOCTD

867. |revealing aHBIKTAY BBISIBIICHHE

868. |review *xa30a mikip OT3BIB

869. |reviewer IO LB 0603peBaTens

870. |reward, bonus CBIMAKBI BO3HAIPAXK/ICHHE, IPEMHSI

871. |right KYKBIK paBo

872. |riot localization JKarmai TOPTINCI3IiKKe JIOKAJIU3aLUsI MaCCOBBIX
xou1 Oepmey OecropsiIKOB

873. |riot localization KeJeHCi3 KepiHicTepre JIOKaJIM3aIisi MACCOBBIX
xKox bepmey OecropsIIKOB

874. |route JKOJ OaFbIThI MapuipyT

875. |[row Karap pan

876. |row, order per Ppsiz, HOPSIOK

877. |[rule epexe paBUIIO

878. |salary JKaJIaKbl OKJIaJ[

879. |salary, wage eHOEKaKbI 3apriara

880. |sample yoiri obpaseir

881. |sanction CaHKI[Us CaHKI[Us

882. |scale aYKBIMABUIBIK MacITaOHOCTh

883. |schedule, table, graph |kecte pacnucanue, Tabnuia, rpaduk

884. |scientific secretary FaJIBIM XaTIIbI yuE€HBIN CEKpeTaph

885. |score ecern cuér

886. |script TYITHYCKa TTOJUTHHHUK

887. |[scroll Ti30e riepeyeHb

888. |seal Mep neyarhb

889. |[search 137€eHic TIOUCK

890. |[season ME3riI Ce30H

891. |[secretariat XaTILIBUIBIK ceKpeTapuar

892. |secretary XaTIIBI CeKpeTapb

893. |secretly KyIusi CEKPETHO

894. |security Kayinci3mik 0e30IacHOCTh

895. |security Kayimnci3miKTi obecreyeHne 6€30MacCHOCTH
KaMTaMachI3 eTy

896. |security case TOPTIIl AiMaFbl PEXRUMHOE IO

897. |security paper Garasbl Kara3 LeHHas Oymara
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898. |self control o3iH-031 OaKpUIay CaMOKOHTPOITb

899. |self defense ©3iH-031 KOpray camMo000poHa

900. |self-criticism e3apa CbIH CaMOKPHUTHKA

901. |self-financing 031H-031 KAPXKbUTAHIBIPY | CAMO(pUHAHCHPOBAHUE

902. |self-management nepbec backapma CaMOCTOSITENBHOE YIIPaBICHUE

903. |sender YKOHENTYII OTIIPABUTEIh

904. |sender xibepymi OTIIPABUTEIh

905. |sent out JKaH-)KaKKa JKibepiireH | pa3ociaHHbIe

906. |sentence YKiM MIPUTOBOP

907. |sequence TOUEKTLIIK OCJIEI0BATEIFHOCTh

908. |service KbI3MET ciryx0a

909. |service certificate(id) | kpI3MeTTiK KyoiK Clly)eGHOE yI0CTOBEPEHHUE

910. |service letters KAThIHAC XaTTapsbl Clly)KeOHbIC MTHChbMa

911. |shape, object HBICAH bopma, 00BEKT

912. |sheet mapax, JIHCT

913. |shelter ra”Ha yoexume

914. |short-term loan KBICKa Mep3iMJIi Hecre KpaTKOCPOYHas cCyia

915. |sight Ke3Kapac B3IJISA

916. |signboard MaH/IaiIIaJarbl jKa3y BBIBECKA

917. |signboard inme BBIBECKA

918. |similar COJI TEKTeC AHAJOTUIHBIH

919. |similar yKcac AHAJIOTUYHBIN

920. |[single, typical OipbIHFail €IIMHBIN, TUTIOBOM

921. |single-handedly KeKe-j1apa €IMHOJINYHO

922. |situation Karaan yCIIOBHE, 00CTaHOBKA,
CHTYyalHs

923. |size, criterion oJIIeM pa3mMep, KpuTepui

924. |skill JIaFasI HaBBIK

925. |slogan ypaH JIO3YHI

926. |social security QIEYMETTIK colanbHoe obecredeHne

KaMCBI3IaH/IBIPY

927. |society, community KOFaMm 0011eCTBO

928. |solation KOJIFa0bIC THTi3y cozeiicTBre

929. |source study JIepeKTaHy HCTOYHHUKOBE/ICHUE

930. |[sovereignty ereMeHJIIK CYBEPCHUTET

931. |space FapBIII KOCMOC

932. |special afipbIKIIa 0co0BbIi

933. |specialization MaMaHIaH/IBIPY crienuanu3anus

934. |specificity, difference | esremenik crienuQuKa, pa3inuue

935. |spending up LIBIFBIHIAY H3PACXOI0BAHHE

936. |spokesperson 0acrace3 XaTHIbICH Ipecc-ceKpeTaphb

937. |sponsor JIEMeyIIi CIIOHCOP

938. |stability TYPAKTBUIBIK CTabUIBHOCTh

939. |[stabilization TYpaKTaHABIPY cTabunu3anms

940. |staff TIepCOHA TIepCOHAI

941. |stage KE3CH JTan

942. |stage catsl CTyIIeHb

943. |stamp enrtanbanbl Mep repOoBasi neyathb

944. |state MEMJICKET rOCYJapCcTBO
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945. |state MEMJIEKETTIK roCyJapCTBEHHBII
946. |state MEMJIEKETTUIIK roCyJapCTBEHHBII
947. |state criminals MEMIICKETTIK PO3BICK TOCYIAPCTBEHHBIX
KBUIMBICKEPI 131y MIPECTYIHUKOB
948. |state duty MEMITIEKETTIK O6ax TOCTIONITHHA
CaJIBIFBI
949. |statement OastHIay HU3JI0KEHNE
950. |statement OekiTy yTBep)KICHHE
951. |statement Y3iHmi BBINHKCKA
952. |statement list TiziM BEJIOMOCTb, CIIUCOK
953. |statement, request OTIHIII 3asBIICHUE, MPOCH0a
954. |status MopTebe cTaryc
955. |stay abroad 1reresiie 6oybl npeObIBaHUE 3 TPAHHUIICH
956. |stimulation BIHTAJIAH/IBIPY CTUMYJIMPOBAHHE
957. |strategy TyOereiini sxocnap CTparerust
958. |strike epeyin 3a0acToOBKa
959. |structure KYpPBLIBIM CTpYKTypa
960. |study, examination 3epTTey H3y4yeHue, 00CIeJOBaHNE
961. |subordinate BEJIOMCTBOFa KAPACThI O/IBEJOMCTBEHHbIN
962. |subordination OarbIHy MOJYUHEHUE
963. |subparagraph TapMaKua MOAITYHKT
964. |subscription XKa3bLTy TIOJITUCKA
965. |subsidiary SHIIILIeC KCImOphIH JIOYepHEe MPEAIPHATHE
966. |subsidy JIEMEYKAPIKBI JIOTAIIHS]
967. |summary TYHiH pe3iome
968. |summit Gackocy CAMMUT
969. |superior body JKOFapbl TYpPFaH opraH BBIIIECTOSIIINI Opran
970. |supervisory hoard GaliKayIbl KEHeC HaO0JII0IATENIbHbINA COBET
971. |supply KaOIbIKTay CHaOXEHHE
972. |support KOJIJIay KOpCeTy 0Ka3aTh NOIJICPKKY
973. |suppression THIABIM CalTy peceueHne
974. |surcharge, surcharge | ycremaxer JI0IJIaTa, HagOaBKa
975. |surname TEK bamunus
976. |suspend Gocary OTCTPaHHUTh
977. |suspicion KYIUK OI03PEHHUE
978. |suspiciousness KYUKIIUTK MHHTEIBHOCTD
979. |symbol HbIIIAH CHMBOJT
980. |[symbol pomi3 CHUMBOJI
981. |synchronous inecrie CHHXPOHHBIH
982. |system Kyhe cucreMa
983. [taboo TBHIABIM CO3 Taly
984. |[tact ozen TaKT
985. |take action 1apa KoJlJaaHy B3BICKAHHE, IPUHUMATH MEPbI
986. |take to leadership 0acCIIBUIBIKKA ATy [IPUHSTH K PYKOBOJICTBY
987. |[talent JTapBIH TaJaHT
088. |target Oenriii 6ip MakcaTKa LIEJICBOM
apHaJFaH
989. |target MaKCaTThI I (S):10)
990. |tariff scale Tapud Kecreci TapuQHasi ceTka
991. |[tax CaJbIK HaJjor




992. |technical equipment TEXHUKAJIBIK TEXHUYECKOE OCHAILICHUE
KapaKTaHAbIpy

993. |technical paper TEXHUKAJIBIK KY)KaT TEXHUYCCKHU JOKYMEHT

994. |telegram Kelenxar TenerpaMma

995. |temporarily yaKBbITIIA BPEMEHHO

996. |temporary use YaKbITIIA MMaiiIanany BpPEMEHHOE IT0JIb30BAHHE

997. |tenant KaJAayIbl apeHaaTop

998. |[term Mep3iM CpOK

999. |territory aymak TEPPUTOPHSI

1000. |test CBIHAK HUCIIBITAHHUE

1001. |testify pacray 3aCBHIETEILCTBOBATH

1002. |testing cayaJl CBIHaKTaH OTKi3y | TecTHpoBaHHE

1003. |testing ground CBIHAK TTOJIUTOHbI WCTIBITATEIILHBII OJUIOH

1004. |[text MOTIH TEKCT

1005. |the calendar KYHTI30e KaJeHIaph

1006. |the chairman Tepara npeice1aTelb

1007. |the collective YKBIM KOJUICKTHB

1008. |the country of OHIIpYILI e CTpaHa — POU3BOAUTEND
manufacture

1009. |the department Kadeapa Kadeapa

1010. |the essence MOH CYTh

1011. |the following TOMEH/JIe alThUIFaH HIDKEH3II0KSHHBIH

1012. |the instructor HYCKAyIIIbI UHCTPYKTOP

1013. |the promotion KOMEKTECY COJIeliCTBIE

1014. |the size MeJep pasmep

1015. |the study OKBIII OiTy H3y4yeHne

1016. |the trust CEeHIM JIOBEpHE

1017. |theory M Teopus

1018. |thought, intention ol MBICIIb, HAMEPEHHUE

1019. |threat Kayin yrposa

1020. [timely Jiep KesiHje CBOEBPEMEHHO

1021. [timely YaKBITBIHIA CBOEBPEMEHHO

1022. |to award YKIM IIBIFapy HPUCYAUTH

1023. |to establish Genriney YCTaHOBHTH

1024. |to motivate HETi3aey MOTHBHU3HPOBATh

1025. |to refute Oyiraproay HEOIPOBEPTaTh

1026. |to regulate pertey periIaMeHTUPOBaTh

1027. |to reveal 0AachlIH amry BBISIBUTh

1028. |to seize AJTBIT TACTAY U3bATH

1029. |to shape OenNTiIi HpICaHFa KeNTipy | popMupoBath

1030. |topic TaKBIPHIIT TeMa

1031. |total KOPBITBIHIBICH HUTOT

1032. |traffic light Oaraapiam cBerodop

1033. |transfer ayaapMa epeBOT

1034. |transmittal letter inecre xar COIPOBOJHUTEIILHOE TINCHMO

1035. |transport KOJIK TPaHCIOPT

1036. |treason OIIACHI3/IBIK H3MeHa

1037. |trend ypaic TCHICHLHS

1038. |trespass KOJI CYFY MOCATATENLCTBO
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1039. |tribune MiHOe TpuOyHa

1040. |tribute AJTBIM aHb

1041. |true aKuKaT UCTHHA

1042. |trust relationship ceHiMIi GaiiaHbIC JIOBEPUTEIIbHASL CBA3b

1043. |trustee KaMKOPIIIBI [OIEYUTEND

1044. |trusting relationship CCeHIMJIi KaThIHACTAP JIOBEPHUTEIILHBIE OTHOIICHHS

1045. |truth IIBIHIBIK 1paBJjia, UICTHHA

1046. | turnout Kelry sSIBKa

1047. |turnout KaThICY SIBKa

1048. |type of document KY)KaTThIH TYpi BUJI JIOKYMEHTA

1049. |typical Oip yarigeri THITOBOH

1050. |unauthorized PYKCaTChi3 HECAHKIIMOHMPOBAHHBIH

1051. |unauthorized shares pYKcar eTiIMENTIH HECAHKIIMOHMPOBAHHbIE aKI[UH

opeKeTTep

1052. |unclassified KYIHUsI eMec HECEKPETHO

1053. |uncompromising BIMBIPACHI3/IbIK 0E3KOMIIPOMHUCCHOCTh

1054. |unemployment JKYMBICCBI3IBIK Oe3paboTHia

1055. |uniform OipKenKi €ANHO00pa3HBII

1056. |uniformity GipKenKiniK PaBHOMEPHOCTh

1057. |union OipiecTik o0beauHEHNE

1058. |union oJlaK CO103

1059. |unique document Oipereil KykaT YHHUKIBHBIHA IOKyMEHT

1060. |unitary GipryTac YHHUTAPHBI

1061. |universe oIeM BCEJICHHAsI

1062. |urgently KeJe CPOYHO

1063. |urgently LIYFBUT CpPOYHO

1064. |urgently fast Te3 CpOYHO, OBICTPO

1065. |use, operation naijanany MCIIOJIb30BaHHE, IKCILTy aTallHsI

1066. |vacancy 60C OpbIH BaKaHCHsI

1067. |vacation IEMaJIBbIC OTITyCK

1068. |valid Kasipri JIEUCTBUTEIBHBII

1069. |valid data HAKTBI JIEPEKTED JIECTBUTEIILHBIE JAHHbBIE

1070. |version, hypothesis, 6oIKaM BEPCHsA, THIIOTE3a, IPOrHO3
forecast

1071. |veteran aprarep BeTEpaH

1072. |vice-chairman Tepara OpbIHOacaphl 3aMECTUTENh MPEJICeaTels

1073. |video recording GeitHexaszoa BHUJICO3AIIHCh

1074. |violation OY3YIIBUIBIK HapylIeHUEe

1075. |violation, terminate oy3y HapyIlIeHHe, PACTOPIHY Th

1076. |visa, pass pYKcaTHaMa BH3a, POMYCK

1077. |visa, resolution OyphIIITaMa BH3a, PE30JTFOLIUS

1078. |visit pecmu canap BU3HUT

1079. |volume KOJIeM 00beM

1080. |voucher KoIgama myTéBKa

1081. |warranty Kemis (KYKBIK) rapaHrus

1082. |warranty KeNIiK (KYKBIK) rapaHrus

1083. |water area aiiiIH aKBaTOpHs

1084. |way JKOJIBI €roco0, CpeICTBO

1085. |weekly AMTaIBIK ©)KEHEICbHBIH
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1086. |will ecuer 3aBeIaHue

1087. | withdraw Kepi IaKeIpy 0TO03BaTh

1088. |withdraw LIAKBIPBII ATy 0TO03BAaTh

1089. |witness Ky9, Kyarep CBHIETENb

1090. |witness KYOJIaHIBIPYIIBI 3aBEPUTEIH

1091. |work force XKYMBIC KYIIi pabouas cuia

1092. |work status analysis JKYMBIC JKaFHaiibIH aHaJM3 COCTOSHHS paboTHI
Tanay

1093. |write to list Ti3imMre Kiprizy BIIMCATh B CIIUCOK

1094. |write-off act ©CeINTEeH MIBIFapy aKTiCi | aKT 0 CIHCaHHU

1095. |written commitment ’)kasz0amna MiHIeTTeMe 00s13aTeIbCTBO MMCHEMEHHOE

1096. | written notice xaz0amra xabapiIaHaplpy | IHCHbMEHHOE YBEJOMIICHHUE

1097. |x research i3ecTipy i3aecTipy

1098. |yearbook SKbUTHAMAJIBIK €KErOTHUK
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