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Tema 3ansaTHus: Henosas nepenucka. CTuiib eoBoro nuckMa. [pumepst

JICTIOBBIX MHUCEM.

enn 3ansaTuA:
Juoaxmuueckas: - yriiyOWTh U PaCIIMPUTH 3HAHUS U TIPEJCTABICHUS CTYICHTOB TI0 TEME;
Pazsusarowas: - pa3BUBaTh TBOPUYECKUMN MTOTEHIIUAI CTYJCHTOB;
Bocnumamenvhas - BOCIUTHIBATh CTPEMIICHUE K COBEPIIICHCTBOBAHUIO AHTTIMKACKOTO S3bIKA;
' - BOCIIUTHIBATh YMEHHE padoTaTh CaMOCTOSTEILHO.

Bujx 3aHATHSI: TPAKTUICCKOE 3aHATHE

OcHoBHas JquTeparypa:

ArabekstH W.I1. AHIIUICKUN SI3bIK JIJIs1 CCY30B: yueOHoe mocooue. — Mockaa:

ITpocnekr, 2015. — 288 c.

JdonmosiHuTEIBLHASA JIMTEpPaATYypAa:

HNuTepHeT-pecypcsl.

TTOMAIIHEE 3AJIAHUE:

1. Cywecmeyrom pasznvie munsi 0€106bIX nucem, HapuMep:

[Tucemo-no3apasnenue - Letter of Congratulation
[Tucemo-nipurnamenue - Letter of Invitation
[Tucemo o nmpuéme Ha padoty - Letter of Acceptance
[Tucemo-3asaBienue — Application letter
[Tucemo-nipennoxenue - Commercial Offer
[Tucemo-xanoba — Letter of Complaint
[Tucemo-3amnpoc, TpedoBanue — Enquiry Letter
[Tucsmo-oTBeT Ha 3ampoc — Reply (Quotation)

9. INluceMmo-BcTpeunoe npeanoxenue — Counter — proposal
10.1Tucem-3aka3 — Order

11.0T1Bet Ha 3aka3 - Response to Order
12.Cuét-daxrypa — Invoice

13.ITucemo-oTuéT (U3 6aHka), cu€T — Statement
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2. Bwvioepume npagunvhnoe cno6o:

1. A letter which asks a supplier about the price of his goods is:

a) a quotation; b) an order;
c) a letter of credit; d) an enquiry.

2. A letter which says an order has been received is called:

a) a guarantee; b) a covering letter;
¢) an order-form.; ¢) an acknowledgement.



3. A letter which tells a supplier that the customer is unhappy is called:

a) a consignment; b) a complain;
c) a confirmation; d) a credit period.

3. Dmu mepmunvt u3zeecmuwvl Kaxcoomy oOuznecmeny. Onpeodenenusn
HEKOMOpbIX U3 HUX HA AH2IUICKOM A3blKe NOMOZYM HIOYHee NOHAMb UX
cooeprrcanue. 3anuuwiume ux u evlyyume:

1) barter — 6aptep; 2) a quotation- paclieHKH, CTOUMOCTb;

3) an estimate - cmera; 4) foreign trade — MexayHapoIHas TOPTOBIIS;

5) currency — Bajtota; 6) exports — SKCIOPT;

7) deficit — nedumuT; 8) a statement — BeJOMOCTbh, BBIITUCKA O COCTOSTHUN CUETA;

9) a reminder — nmuceMo; 10) a receipt - KBUTAHIIMS, HAIIOMUHAHKE 00 OIUIaTe.

4. Haiioume coomeemcmeyioujee onpeoeienue cj108am cjieeaa.
(Hanpumep: 2 — a):

1) an invoice; a) an exchange of goods and services between nations;

2) foreign trade; b) the price given for goods or a piece of work;

3) astatement; c) a letter where the customer tries to get better terms;

4) areceipt; d) a bill for goods sent or work done;

5) a quotation; ) an approximate calculation of the cost of something;

6) an estimate; f) a document that proves you have paid for some goods;

7) a counter - proposal; g) a list of amounts paid and still owed, sent every
month.

5. O3naxomwvmecsw c odopazyamu 0en08viX NUCeM:
Letter of Acceptance (IImcbmo 0 npueme Ha padoTy)

Mrs Jane Tumin
HR Manager
Sommertim

7834 Irving Street
Denver, Colorado

Mrs Lean
9034 Cody Street
Denver, Colorado

USA, 90345
February 15, 2022



Dear Mrs Lean

With reference to our telephone conversation yesterday I am glad to tell you that
we offer you the position of Senior Lawyer in our company. You will be provided
with company car according to the corporate policy and full medical insurance.
Your salary will be $100 000 per year according to your request. You may learn
about job conditions in job offer attached to this letter.

With respect,
Jane Tumin,
HR Manager
Commercial Offer (ITucbsMo-npeasioxenne)
Mr Dean Hipp
General Director
Roses For You
4567 Camino Street
San Diego, CA
Mrs Olga Linnet
Perfect Wedding
9034 South Street
San Diego, CA
USA, 90345

March 10, 2022

Dear Mrs Linnet

Your wedding agency is becoming more and more popular in our city. [ would like
to help you make it more attractive to the customers. I am the owner of rose
gardens, we grow fine roses all the year round. Roses would become a very good
decoration for all wedding ceremonies. The prices are reasonable and include the
designer service. More information you may find in the brochure attached.

Yours sincerely,

Mr Dean Hipp
General Director

Letter of Complaint (Ilmcpmo-:xa100a)

Mr Jack Lupin
7834 17th Street
Detroit, Michigan



Electronics Ltd
9034 Commerce Street
Detroit, Michigan
USA, 90345

April 25, 2022
Dear Sirs,
[ am writing to inform you that yesterday I got my new TV set which was
delivered by your delivery service. The package was undamaged so I signed all
documents and paid the rest of the sum. But when I unpacked it I found several
scratches on the front panel. I would like you to replace the item or give me back
my money. Please let me know your decision within 2 days.

Yours faithfully,

Jack Lupin

6. 3anomnume «30n0mole npasuIar:

1. Give your letter a heading if it helps the reader to see at a glance what you are
writing about.

2. Decide what you are going to say before you start to write.

3. Use short sentences.

4. Put each separate idea in a separate paragraph.

5. Use short words that everyone can understand.

6. Think about your reader. Your reader:
Must be able to see exactly what you mean: your letters should be clear!
Must be given all necessary information: your letters should be complete!
Is a busy person with no time to waste: your letters should be concise!
Must be addressed to in a polite tone: your letters should be courteous!

May get a bad impression if there are mistakes in grammar: your letters
should be correct!

7. Coenaitme CKpuH 6blNOJHEHHOU padomvl u npuwiniume (He 3advieaiime
yKazamo amunuio, 2pynny, 4uUci0 3a4 Komopoe coenanu O0omauiHee
3a0anue):

https://vk.com/id34189235


https://vk.com/id34189235




