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1. OBIAA XAPAKTEPUCTUKA ®OHAA OLIEHOYHBIX CPEJICTB
1.1. ObsacTh NPpMeHEeHHUsI TPOrPAMMBI

@OH/T OLIEHOYHBIX CPEJICTB YYEOHOW AMCHUIUIUHBI - SIBISETCS YacThIO IPOTPAMMBI
MTOATOTOBKH CIIEIHATIUCTOB cpenHero 38eHa B cooTBeTcTBUH ¢ PI'OC CIIO no cnennanbHOCTH
43.02.11 'ocTUHUYHBII CEPBHUC.

1.2. MecT0o AMCHMINVIMHBI B CTPYKType NPOrpaMMbl NOATOTOBKH CHEHHAJHMCTOB CPeAHEro
3BEHA

Hucuumumaa Teopust W TpakTUKa TMEpeBOJA JE€JIOBOM  KOPPECHOHACHIMH BXOIUT B
po(hecCHOHANBHBIN UK M OTHOCUTCS K OJIOKY 001IenpodeccnoHanbHbIX JUCIUILIIH.

1.3. ey u 3a1a4y JUCHUILIHHBI — TPeOOBAHHSA K Pe3y/1bTaTaM OCBOCHMS JMCIUIIIHHBI.

B pesynbraTe 0CBOGHUS TUCHMILIMHBI 00Yy4aOLIHiCs JOIDKEH 3HATH!

- gnekcuueckuit (1200 — 1400 nexcuyecKuX €OUHHI)) W TpaMMaTHUYECKUH MUHUMYM,
HEOOXOIUMBIK 111 YTeHUs M 1epeBoja (CO  ClioBapeM) HWHOCTPAHHBIX  TEKCTOB
MpoeCCHOHAIBHON HAIIPaBJICHHOCTH.

B pesynbraTe 0CBOGHUS TUCIMITIMHBI 00YYaIOUUics JOKEH YMETh:

- oOmarbcst (YCTHO M NHCHbMEHHO) Ha HMHOCTPAHHOM SI3bIK€ Ha TNpo¢ecCHOHANbHBIE H
IIOBCE/IHEBHBIE TEMBI;

- IEPEeBOJIUTH (CO CIIOBApEM) HHOCTPAHHBIE TEKCTHI PO ECCHOHATBHON

HaIpPaBJIEHHOCTH;

- CaMOCTOSITENIbHO COBEPUICHCTBOBATH YCTHYIO U NMHUCHMEHHYIO pedb, MOMOJHATH CIOBApPHBIM
3armac.

B pesynbTare oOCBOEHHS AMCHUUIUIMHBI OOyd4aromuiics JOJDKeH o0nanaTh CIeAyIOUMMHI
KOMIIETEHIIMSIMU:

OK 1. [loHnmatp CyImHOCTb U COIMATBHYIO 3HAUUMOCTh CBOEH Oyylieil mpodeccun, mposBIsATh
K HEW yCTOMYMBBIA UHTEPEC.

OK 2. OpranuzoBsIBaTh COOCTBEHHYIO IESITEIBHOCTD, OMPEIEIATH METOIBI U CIIOCOOBI
BBITOJIHEHUSI TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX Y(PPEKTUBHOCTH U Ka4ECTBO.

OK3. Pemats npo0emMbl, OLIEHUBATh PUCKHU U IPUHUMATD PEIIEHUS B HECTaHIaPTHBIX
CUTyaLUsX.

OK 4. OcymiecTBasTh MOUCK, aHAJIW3 U OLIEHKY MH(OpMaluu, HEOOXOAUMOM AJIsi TOCTAaHOBKU U
peteHus mpopecCUOHATBHBIX 331a4, TPO(PECCHOHANBHOTO U IUYHOCTHOTO Pa3BUTHSL.

OK 6. PaGoTtaTh B KOJIJIEKTUBE U KOMaH i€, 00eCIeunBaTh ee cruioueHue, 3pPexTuBHO 001aThCs
C KOJUJIEraMu, pyKOBOJICTBOM, IIOTPEOUTEISIMH.

OK 7. CraBuTb 11€JIM, MOTUBAPOBATH ACSITEIBHOCTD ITOJYMHEHHBIX, OPraHU30BbIBATh 1
KOHTPOJIMPOBATH UX Pa0OOTY C MPUHATHEM Ha ceOsl OTBETCTBEHHOCTH 32 PE3YJIbTAT BBHITIOJIHEHUS
3aJaHuH.

OK 8. CamOCTOATENIEHO ONpeNeNATh 3aau NPo(ecCHOHAIBHOTO U JINYHOCTHOTO Pa3BUTHS,
3aHMMAaThCsl CaMO0Opa30BaHNEM, OCO3HAHHO IIAaHUPOBATh MOBBIIIEHNE KBaTU(UKALIUH.

IIK 1.2. bpoHupoBaTh U BECTH JOKYMEHTALHUIO.

I1K 1.3. UadpopmupoBats notpedutesst 0 OpOHUPOBAHHH.

IIK 2.1. IlpuHuMaTh, perucTpupoBaTh U pa3MeliaTb FOCTEN.

[1K 2.2. IlpenoctaBasiTh TOCTIO HHPOPMAIUIO O TOCTUHUYHBIX YCIIyTax.

1K 2.3. [IpuHuMath yyactue B 3aKII0UYEHUH JOTOBOPOB 00 OKa3aHUHM FOCTUHUYHBIX YCIYT.

I1K 2.4. ObecnieunBaTh BBIIIOJIHEHUE T0TOBOPOB 00 OKa3aHUU TOCTUHUYHBIX YCIYT.



Kon Ymenust 3nanus
11K, OK
V1 5 31. Jlexcuueckuit (1200-1400)
1K 1.2 . 00marbes (MMCBMEHHO) HA | ot ieckix euHmMIY)
e WHOCTPAHHOM SI3BIKE Ha
IK 1.3. npo¢eCCUOHATILHBIE TEMBI
[IK 2.1. -2.4. Vo ( ) 32. rpaMMaTH4YecKMii  MHHHMYM,
- TICPCBOAMTL (CO - CHOBAPEM) | yooGxonumblit 11 9TeHHS U
OK 1.2. 3.4 WHOCTPAHHbIE TEKCTHI | epeBoza (co cioBapem)
e npo¢eCCuOHATBHON MHOCTPaHHBIX TEKCTOB
OK 6-8 HAIPAaBIICHHOCTH; npoheCcCHOHATBHON
HaIlPaBJICHHOCTH
v3. CaMOCTOSITENILHO
COBEpLIEHCTBOBATh MMCbMEHHYO
peub, MOMOIHATH CIIOBAPHBIN 3arac
2. ITACITIOPT ®OHIA OLIEHOYHBIX CPEJICTB
n/m Tembl qucuumabl, MJIK, pa3znenst Kon HaumenoBanue
(9Tambl) IPaKTUKH, B XOJ1€ TEKYIIETO KOHTPOJIUPYEMO | OLEHOYHOI'O CPEACTBA

KOHTPOJISA, BUJI IIPOMEKYTOUHON
aTTeCTaluy C YKa3aHUEM CEMECTpa

¥ KOMIIETEHIINU
(nnu e€ yacTH),
3HaAHUW, YMEHUUN

(c ykazanuem
KOJIMYECTBA BAPHAHTOB
3aJIaHUH | T.I1.)

1. | Pazmen 1. 31, 32, V1, - KonTpomnpHas padora
Tema 1.1.General rules of writing 0K 2,7,8 Ne 1 (2Bapuanra)
business letters/ OCHOBHEIC mpaBuIa IIK 1.2.
oopMIIeHHS ACTOBBIX THUCEM MK 1.3.

K 2.1.-2.4

2. | Pa3zmen 2. 31,32, V1, V2, | -IIpaktuueckue
Tema 2.1. IHunmaTuBHbIC V3, paGoTHI 110 HATIUCAHUIO
KOMMCPYCCKHC ITHChMA OK 6-8 Pa3HBIX BUIOB JIETOBBIX

HK 1.2. nuceM (5 BapuaHTOB)
IK 1.3.
K 2.1.-2.4

3. 32, V3, OKS5, - [IpakTueckue
Pasznen 2. OKS8 paboThI IO
Tema 2.2.Telegrams and Telex MK 1.2. odopmIIeHUIO
Messages/ Tenerpadnas u TeeKCHas MK 1.3. TenerpaMM 1 (hakcoB
MepeIncKa MK 2.1. -2.4 (3 Bapuanra)

4. | Pazgen 2. OK 3,4,8 V1, | - KourponbHas pabota
Tema 2.3.E-mail/ DnexrponHas nmoura ¥2,¥3,31,32 | Ne2 (2 BapuanTa)

K 1.2.

ITIK 1.3.




1K 2.1.-2.4

5. | IIpomexyTouHas artectauus B 4 OK 1,2,3,4

IIK 1.2. 3a9€T
IIK 1.3.
[IK2.1.-2.4

CceMecTpe OK 6-8 JuddepeHunpoBaHHbII

3. TUTIOBBIE 3AJTAHUS JJ11 OLIEHK OCBOEHMS YUYEBHOM JUCLUTIIMHBI

Pazpgen 1. 31,32, V1,
Tema 1.1.General rules of writing business letters/ OcHoBHEIE TIpaBKIa OK 2,7,8
o opMIIeHHUS AETOBBIX MHCEM IIK 1.2.
IIK 1.3.

IIK2.1.-2.4

Kountpoasnas padora Nel (2 BapuanTa)
BapuanTt 1

1. Give the right order of business letter parts and answer what kind of
business letter it is.

1. Turge you to press forward with this work without any further delay. Please let
me know when you expect it to be completed.

2. When [ signed the contract for the building of this property you estimated that
the work would be completed and the house ready for occupation “in about 6
months”. That was 8 months ago and the work is still only half finished.

3. The delay is causing in convenience not only to me but also to the buyer of my
present home which I cannot transfer until this house is finished.

4. House at 2 Ginny Road. Gilford.

2. Match the words (1-8) with the definitions (a-h).

1. discount a) the conditions of a sales contract

2. credit b) the cost of delivery

3. delivery time ¢) the smallest number of items that can be supplied
4. terms of payment d) a reduction in price

5. minimum order e) how long the goods will take to arrive

6. guarantee/warranty f) the correct way of doing something

7. transport costs g) an arrangement to buy goods and any pay for them later
8. procedure h) a promise to repair a product or replace.

9. acknowledgement

3. Put the points in correct columns (remember the order).

Inquiry (Enquiry) Reply (Offer)

I-... I-...

2-... 2-...

3-... 3-...

4-... 4-...

5-... 5-...



a) How you get the contact.

b) Thanks. Referring to the date.

c) Close, perhaps including a reference to future business.

d) Answer any specific questions.

e) Something about your company, and why you are writing.
f) Highlight one - two key points.

g) General request for information.

h) Offer specific/unusual questions.

1) Say what you are attaching.

) Close, saying you are ready to answer any other questions.

4. Translate into Russian:

1. Pete looks through the correspondence with Mr. Hill.

2. The letters express wishes and requests of the share-holders.
3. Pete makes a note what details he should discuss.

4. He should discuss time, accommodation and fee.

Bapmuanr 2

1. Match the points.

a. Introduction 1. If you would like to join us, please complete the
enclosed registration form and return it to me before
30 June.
b. Details 2. I'look forward to seeing you again at this

exciting conference.
c. Response or Action 3. This intensive, practical conference for
professional secretaries aim to:
* increase your managerial and office
productivity;
 improve your communication skills;
* bring you up to date with the latest technology
and techniques.
d. Close 4. As a valued member of the Institute of
Secretaries, I have pleasure in inviting you to attend
our special conference on Tuesday 9 October 2009.

2. Give the right order of business letter’s parts.
INTRODUCTION

(Background and Basics)

DETAILS

(Facts and Figures)

RESPONSE or ACTION

(Conclusion)

CLOSE

(A simple one-liner)

- Richard Jen, Sales Manager, Electro Ltd, Perry Road Estate Oxbridge UN
5442KF.

- I look forward to hearing from you.

Yours sincerely

Richard Jen

Sales Manager



- 7 Maplle Estate, Bedford Road, Bristol, UB 28 12 BP. Telephone 9056 154369
Fax. 907636974 25 August 2018.

- Dear Mr. Sawyer

- Thank you for your letter. I am afraid that we have a problem with your order.
Unfortunately, the manufacturers are finding it impossible to meet current
demand for it. So they cannot supply it until November.

Would you prefer us to supply a substitute, or would you rather wait until the
original parts are again available?

3. Fill in the gaps:

1. The first paragraph will state the ... for the communication.

a. end

b. reason

c. letter

2. The main part of the message ... all the information that the recipient needs
to know.

a. gives

b. ends

c. goes

3. The conclusion may state the ... expected from the recipient.

a. reason

b. finance

c. action

4. A simple one-line closing sentence should be relevant to the ... of the
message.

a. content

b. conclusion

C. response

4. Write down your own business letter.

Pazgen 2. 31,32, V1, V2,
Tema 2.1. MHULIMaTUBHBIE KOMMEpPYECKHUE NMUChMa V3,

OK 6-8

IIK 1.2.

IIK 1.3.
IIK2.1.-2.4

IMpakTnyeckne padboThl MO HANTUCAHUIO PA3HBIX BU/IOB J1€JOBBIX NUCEM (5 BAPMAHTOB)
Bapmnanr 1

1. In the following letter some words are missing. Fill in the
blanks with the necessary words or phrases.
Lancer Sales Limited

Telephone: 143-3448

Fax: (015) 38518

Your Ref:

Our ... : SE/mj

10 June, 2003

Mr S. Samuels

Wadley Stationery Company

14 Garden Street

Liverpool

W.C. 3 England



... Mr ...

Please find ... three (3) copies of the addresses of our
branches.

Any questions should be ... to this department.

Sydney Erwin

Manager

Export Department

2. Complete the following letters with the correct prepositions:
a) Dear Mr. Smith,

(1) reply (2) your letter (3) August 25 we
have the pleasure (4) informing you that we have
considered your request and found it valid and convincing.
Attached (5)  this letter you will find all the data. (6)

the subject you are interested (7) .

Bapuaur 2

1. Mr T. Soames is sending Mr K. Smirnov some brochures
and catalogues about their new types of office equipment. Help
Mr T. Soames to write a covering letter to Mr K. Smirnov:

a) first state what you are enclosing with the letter;

b) write a courteous note of goodwill.

2.Mr K. Smirnov receives Mr T. Soames’ covering letter and
his advertising materials. Write a letter of acknowledgement for
Mr. K. Smirnov:

a) say that you have received the promotion literature Mr. T.
Soames has sent you. Do not forget to thank Mr T. Soames

for that;

b) write that as soon as you have examined the materials you
will get in touch with Mr T. Soames again to arrange a visit

to their company and see the equipment in operation.

Bapuant 3

The following letters-appointments are not finished.
Rewrite the letters supplying the missing parts?

Letter A

Dear Sir

I shall be visiting Ulhan-Ude on 12 February, 2005 for one
week, and would like

I look forward to meeting you soon.
Yours faithfully

Letter B

Ms S. Warren will be visiting Chita in the week beginning 1
December, 2004 and we hope that you will find time to meet her
assist her visit.

10



Bapmuanr 4

The parts of the following letter are mixed up.

Arrange them in the proper order and rewrite properly. Think of
a possible ending to the letter and write it down.

Answer: 1-...;2-..;3-.;,4-.,5-.,6-..;,7-¢g

a) We would be very pleased to discuss the current trends in the
field of packaging in relation to environmentally-friendly
production during our visit to Moscow.

b) During our last meeting in London it was agreed that it would
be most useful if delegation of food processing and packaging
specialists from the Committee of Food Industry could visit
Moscow and share our experience in this field with our Russian
colleagues.

c¢) Dear Sir

d) The directors and Management of Food Processing Factory
would like to confirm our participation in the scientific
conference to be held on 12 May, 2004 at your Bioengineering
Research Institute in Moscow.

e) Thank you for the invitation to attend the scientific
conference on “Environmentally Friendly Food Processing” in
your country.

f) Our delegation is planning to arrive in Moscow by train from
Helsinki on the morning of 11 May.

g?

Bapmuanr S

1. Write invitations to your partners to one of the

events listed below:

Forthcoming Exhibitions in Moscow

September 24-30: West and East: Trends of Future Contacts
Sokolniki Park

October 1—15: Industrial Robots

Sokolniki Park

2. The Olympia Hotel is opening again after a period of
reconstruction. Director of the hotel wants to send official
invitations to many high officials and customers to take part in
the opening ceremony. Help her to write the invitations.

Pazpnen 2.
Tema 2.2.Telegrams and Telex Messages/ TenerpadHast u TelekcHast

32,3, OKS,
OKS8

11




IepernucKa IIK 1.2.
[IK 1.3.
K 2.1.-2.4

IIpakTyeckue padoTsl No ogopmileHHI0 TejerpaMm U (paxcos (3 BapuaHTa)

BapuanTt 1

Read the following telexes consulting the List of
abbreviations in the Reference Section. Paraphrase them orally
and say what the message is in your own words.

Telex A

Re: MODELS 2C 230

KINDLY ADVISE DELIVERY SITUATIONS FOR ABOVE
MACHINES. WOULD ALSO REMIND YOU HAVE STILL
NOT RECVD MODEL 2C 230. DELY OF ALL THREE
MACHINES URGENT AS WE COMNIVINCED WE WILL
RECEIVE ORDERS DOR ALL 3 MACHINES IN NEAR
FUTURE, IN WHICH CASE WE WILL BEPLACINBG
FURTHER ORDERS WITH YOU. IMPERATIV WE
RECEIVE URGENT REPLY. REGARDS

Telex B

EXPORTMACH LONDON

ATTENTION MANAGING DIRECTOR CONCERNING
UNIVERSAL MILL ORDERED 2003 UNDER EA 3154 NOT
YET DISPATCHED OUR PRODUCTION PLAN AFFECTED
SERIOUSLY AS REFERRED TO OURTELS 5 SEPTEMBER
13 SEPTEMBER YOUR ASSISTANCE FOR SETTLEMENT
HIGHLY APPRECIATED

MILCO

Bapuanr 2

Read the following telexes and answer the questions

given below.

ATT: H. BROUWER

I CONF. MY VISIT TO BERLIN, ARRIVING 12 FEBRUARY
STAY TILL 5 MARCH. WOULD LIKE TO SEE YOU ANY
DAY THAT WEEK EXCEPT FRI. IF YOU ARE
AVAILABLE FOR MEETING I INTEND TO DISCUSS
POSSIBLE CLIENT BASE INTERESTED IN OUR
PRODUCTS. BEST RGDS. L. BURT

Questions:

1) When is Mr Burk arriving in Berlin and how

long is he going to stay there?

2) What problems does he want to discuss with

Mr H. Brouwer?

Bapuant 3
Rewrite the following telegram message in the form

12



of the telex using as many abbreviations and omissions as
possible.

I would like to confirm our telephone conversation of 14 March
informing you of my arrival in Beirut on 22 February. Please
reserve a room with a bath for a week from 22 till 28 February.
Confirm reservation by return.

OK 4,8 V1,
Vv2,¥3,31,32
K 1.2.
[IK 1.3.
K 2.1.-2.4

Tema 2.3.E-mail/ DnexkrponHas noura

KonTposbnast padora Ne2 (2 Bapuanra)
Bapmnanr 1

Task 1. Imagine you are a general manager. Write down a memo for your
secretary.

Task 2. Fill in the gaps, using words and word combinations from the box
below:

a) inbox

b) outbox

c) sent items

d) new msg/mail

e) send&receive

) reply

g) forward

h) address book

1) delete items

J) small

k) drafts

1) capital

m) dot

1) My address is HollyWoods@hotmail.com, that’s ...H... o-1--y W-0-0-d-s hotmail
...com.

2) Ineed my ... to add e-mail address.

3) My ... is where my incoming messages are stored.

22
4)IfI ... a message it goes on to another person.
5) With “...” I can write a new letter.

6) If I press ... I connect with Internet.

7) I'look at ... to see what messages I have sent.

8) Before being sent across Internet, my messages are stored in the ....
9) I need to send an answer to that message, I’ll use ...
Task 3. Match parts A and B.

AB

1. attachment

2. bandwidth

3. bee

4. bounce message

5. forward

13



6. mail box

7. sig quote

8. spam

9. aflam

10. burble

11. reply

12. outbox

a) Where your incoming messages are
stored.

b) Pass along an e-mail to another
address.

c) The speaker is considered
incompetent or ignorant.

d) A quotation added to a signature.

e) Error message returned by an e-mail
system.

f) An emotional and often angry or rude
message.

g) Blind courtesy copy

h) A measure of how much information
can be sent.

1) Unsolicited e-mail messages (usually
unwanted).

J) A file linked to an e-mail message.

Bapmuanr 2

Task 1. Look at the difference in style between these two emails. Notice how
version 2 uses the key words (underlined) from version 1. The form of the words may be
different.

Version 1.

Subject: My ideas following last Friday’s meeting in the attached word document

you’ll find my thoughts about the marketing plan that we discussed in last Friday’s

meeting, and in particular my response to Jenny’s points about needing a new type of packaging
to appeal to a younger age group. I think she raised some important issues, and so I’m circulating
these ideas to everyone who was present at the meeting. Please insert your comments in the
attached document and email it back to me as soon as possible.

Version 2.

Subject: Ideas for packing

We need a new type of packaging — as we all agreed in the last meeting. My ideas are in the
attached document. Comments please “asap”.

Task 2. Match the descriptions (1-6) below by underlining the most appropriate version 1
or 2.

1. The email is direct and brief. (Version 1/2)

2. The email is friendly and shows more respect to the reader. (Version 1/2)

3. The action required is very clear. (Version 1/2)

4. The exact action required is not so clear. (Version 1/2)

5. Unless the reader knows the writer well, the email could sound a bit

14



aggressive. (Version 1/2)

6. There may be too much in the email to write in a busy working day. (Version

1/2)

Task 3. Cross out 20 words which are not necessary in this e-mail and translate it.
I am writing to all my colleagues to let you know that I will be away from my
office from 14-21 November on a visit to Turkey. Please, direct all questions that

you have to Helga in my absence.

[IpomexyTtouHas arrectanus B 4 cemecTpe

OK 1,2,3,4
OK 6-8
IIK 1.2.
IIK 1.3.

K 2.1.-2.4

Bonpocs! k 1u¢pepeHUMPOBAHHOMY 3a4eTy:

. Describe the rules of Business Letter Layout.

. Name the types of Informative letters and give their structure.

. Name the phrases of Covering letter.

1

2

3

4. Name the phrases of Acknowledgement letter.

5. Name the phrases of Announcement letter.

6. Describe the rules of writing a letter of Request.

7. Describe the rules of writing a letter of Enquiry.

8. Describe the rules of writing Appointments and Invitations.

9. Describe the rules of writing Orders.

10. Describe the rules of writing Affirmative answers.

11. Describe the rules of Negative answers.

12. Describe the rules of writing a letter of introduction.
13. Describe the rules of writing a letter that avoid giving a direct answer.
14. Describe the rules of writing faxes and telexes.

15. Describe the rules of writing e-mail.
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