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BBEJAEHUE

CoumanbHblii  3aKa3 COBPEMEHHOTO O0IIecTBa OOYCIIOBIMBACT —TMOBBIIICHUE
3HAYMMOCTH WHOCTPAHHOTO SI3bIKa, B XOJi€ OOyUYeHHS KOTOPOMY IMpHUOOpETaeTcs psif
6a30BBIX' HA CErOJHAIIHHMI JeHb Ui JIFOOOrO CHEIMANNCTAa KOMICTSHIHH, Cpemm
KOTOPBIX KOMIIETEHIIUHM, OTPEICISIIONINE BJIaJeHHEe MHUCHMEHHBIM OOICHWEM Ha
MHOCTPAHHOM SI3bIKE.

AHamm3 noTpeOHOCTEN MEIUIIMHCKUX YUPEXKACHUN M OpraHM3alidi Pa3TUuHBIX
¢dbopM COOCTBEHHOCTH, 3aIIPOCOB paboToaTenel U KOHbIOHKTYPbI PhIHKA TPY/a HAILIETro
pEerroHa TOKa3bIBAaCT, UYTO CErOHS HEOOXOIUM CHELHATIMCT-MEIUK, CIHOCOOHBIM K
aKTMBHOMY MIMCbMEHHOMY OOIIIEHHIO B cpepe cBoel nmpodeccHoHabHOM NeSTeTbHOCTH,
B TOM YHCJIE C UCIOJIb30BAaHHEM TaKHX COBPEMEHHBIX MH(OPMALMOHHBIX PECYPCOB KaK
Hurepner.

YMeHnue nucaTh AeJI0BbIE MMChMa HAUIEKAIMM 00pa3oM MMEET OTPOMHOE 3HAUCHUE
JUISL YCTICIITHOM MPOQ)eCCHOHATBHON AeATeIbHOCTH. HecMOTpsl Ha MCIONb30BaHUE TaKUX
dbopM KOMMYyHHKAalUM, Kak TenedoH, (akc, a Takke YCHICHUE JMYHBIX KOHTAKTOB,
KOMMYHUKAIIMSl TIOCPEICTBOM MHCEM He Tpekpamaercs. bomee Toro, cooOrieHus,
niepeanHbIe 1Mo TeaedoHy wim (pakcy, 4acTo JOHKHBI MOTBEPIKAATHCS MMCHMAMH.

[Tpu 5TOM BaKHO OCO3HABATh, YTO HATMCAHWE MUCbMa HU B KOEM CIy4ae HE MOXKET
CBOAMTHCS K JOCIOBHOMY II€PEBO/Y PYCCKHX OOOpOTOB Ha aHIJIMIUCKUN S3bIK,
MOCKOJIbKY THCHhMEHHAsI PeYb Ha AHTJIMMCKOM S3bIKE MMEET MPHUCYIIME TOJIBbKO i
rpamMaTtiueckre (opmbl U Jiekcuueckue o0opothl. Ilepernucka B BemmnkoOpuranum,
CHJA wm apyrux aHMIOSI3BIUHBIX CTpaHAaX OCYILIECTBIISIETCS IO OCOOBIM IpaBHJIaM,
OTJIMYAOLIUMCST OT MPaBHWJI cocTaBieHUs nuceM B Poccum. B cBsi3u ¢ 3tuM mepBbli
pazaes1 mocoOusi OCBSILEH OCHOBHBIM IpaBuiiaM O(OpPMIICHUS! KOPPECTIOHCHIIMH Ha
AHTJIMIACKOM  sI3bIKE€ (OCHOBHBIE (DOPMYJIBI PEUEBOrO ATHUKETA, XapaKTEpHBIC s
KOPPECTIOHJICHIINM Ha aHIJIMHACKOM S3bIKe, TpaBWia IyHKTyaluu, odopmiieHne
MIOYTOBOT'O M AJIEKTPOHHOTO TIHCHMA).

Tematudecku coBpeMeHHas AeI0Bast EPErrcKa sl CIEUaINCTOB MEAUIIHCKOTO
npoQuiIs Ype3BbIlUaiiHO MHOTOOOpa3Ha U BKIIIOYAET B CeOsl:

® T[IEpeNKCKy IO BONpPOCAM OpraHW3alliy PA3JIMYHBIX HAYYHO-TIPAKTUUYECKUX

MEpONpUATHH (BBICTAaBOK, KOH(EPEHIINH U T.]I.)

® TIEPENUCKy MEXTY JCIOBBIMU MapTHEPAMU B PA3IMYHBIX OTPACIIAX MEIULIMHBI

® HAy4YHYIO MEPEIHCKY

® TIEPEIUCKY B TIOMCKAX MpodeccnoHaAILHON HHpOpMAIN

® TICPENKCKY, CBSI3aHHYIO C TOJAa4Yeld 3asBOK Ha MEXIyHApOJHBIE TPaHTHI W

CTUIICH/INH, C peaTU3aliiell COBMECTHBIX HAYYHO-UCCIIEA0BATEIILCKUX MPOEKTOB C
3apyOeKHBIMH TTAPTHEPAMHU.

® TIEPEIUCKY, CBA3AHHYIO C OKA3aHWEM Pa3IMYHBIX BHJOB YCIyT — HapUMeEp, IO

MOBOy TPUOOPETeHHST CHENMAILHOTO O00OpYy/IOBaHWS, 3aKa3a OWJIETOB,
OpOHUPOBAHUS TOCTUHUI]
® [IEPENKCKY B ITOUCKAX PabOTHI, yueObl 32 pyOeskoM U JIp.

1
Otu komneTeHIMHU BbleseHbl CoBeToM EBpoIbl Hapsay ¢ MOJUTUUYECKUMU, UH(POPMALIMOHHBIMU
U caM000pa3oBaTeIbHBIMU KaKk HEOOXOMMBbIE CErOAHs CHelHaIrcTaM JII000ro npoQuis.

4



CoOTBETCTBEHHO, BTOPO# pa3iesi mocoOusi BKIIOYAET ONMMCAHUE OCHOBHBIX THIIOB
JIETIOBBIX IMUCEM TI0 HAyYHO-MEIWIIMHCKOW TeMaTHKe M 00pasilbl MpoQecCHOHATBHON
nepernucki. B TpeTrbemM pa3jesie TpeaiararoTcs CrCIHaTbHbIE TPEHUPOBOYHBIC
3a7[aHus, CUTYallMOHHBIC 3aJaud, IIeJIbI0 KOTOPBIX SBIISIETCS BBHIPAOOTKA HABBIKOB
oopMiieHusT HHOS3BIYHONW THMCBMEHHOM peun B cepe mpodeccrnoHaTbHOM
KOMMYyHHKaluu. B 4yerBepToM pasaene coOpaHbl MPUIIOKEHHS (COKpAILEHHs, 4acTO
WCTIOJTb3YEeMbIC B HAYYHO-METUITMHCKOM TIEPENHCKE U Jp. CIIPABOYHBIN MaTepual).



I. OCHOBHBIE IIPABH/IA ODPOPMIIEHHA
KOPPECIIOH/IEHIIUHU HA AHIJTTHUCKOM A3BIKE

1. HOYTOBBIE INCBMA

1.1. O¢opmiieHue KoHBepTA

Ecau Bri OTHPABJIACTC ITMCbMO B OJIHY M3 3aIlla/IHbIX CTPaH, TO IIOMHHUTEC, YTO

ajipec NoJiyqaresis MALIETCS B 00paTHOM MOPSIKE, HEXKEIHN Y HAC B CTPaHe:

- Ha TIEPBOM CTPOKE MHIIYTCS HUMSA U
(amuns nosrydaTens,

- Ha BTOPOU CTPOKE — HOMEP KBAPTHUPBI, | Nick Petrov
J0Ma ¥ Ha3BaHWE VIHIL, eciu oM | 2.Sadovylane

Monastyrshchina
pacrionaraeTcsi Ha OTHEIbHOW CTpOKE, Russia
[Iepe]l HA3BaHUEM YJIUIIBI, Mary Smith
- Ha TPEThEU CTPOKE MUIIETCS Ha3BAHUE 15, Green Street

Chislehurst Kent
ropoja WM JEpeBHH, TOCIE HEro BR7 6ED England
(uHOTIa Tepel HHM) — TOYTOBBIU
VHJIEKC, 3aTeM WAET Ha3BaHUE CTPAHBI,
(mms CIIIA mepem HHUM HEOOXOIUMO )
Nick Petrov

nucath Ha3BaHUE 1ITaTa), 21,Sadovy Lane
- ajJpec IoJy4daTesss HY)XKHO IHCAaTh B Monastyrschina

216130 Smolensk Regr

OCHTPEC KOHBCPTA, a aApeC OTIPABHUTCIIA ussia

(0OpaTHBIN aJipec) B HEKOTOPBIX CTpaHaX
NPUHATO THUCATh B BEPXHEM JICBOM YTy
(He3aBUCHMO OT TOTO, SBISETCS JIH
MUCHMO JIMYHBIM WM O(UIIHATHHBIM);
4acTo 3apyOeKHbIE KOPPECTIOHICHTHI
numyT CcBoM (oOpaTHBIA) aapec Ha

00paTHOW CTOPOHE KOHBEPTA

HawuGoJiee ynorpeouTenbHble PU 0(pOpMIIEHHN KOHBEPTA COKPAIIEHUSA

Apt Apartment — KBapTupa

Ave. Avenue — aBEHIO

Bldg. Building — 371aHKE

Blvd. Boulevard — OynbBap

Dr. Drive — Tpoe3 ]

Pkwy. Parkway — LIMPOKAas yJIuLa ¢ 3JIEMEHTAMU CaJ0BO-IIAPKOBOU
aApPXUTEKTYPBI, IO KOTOPOH OOBIYHO 3aIPEIEH MPOE3] TSHKEIIOTO TPaHCIIopTa

PI. Place — 1) nnomaap; 2) HeOobIIas yaUIa, TYTHK

P. O. Post Office — mo4ra

P. O. B. Post-Office Box — a0OHEHTCKUI SAIAK

Rd. Road — Jopora



Rte. Route — JIopora, 1mocce

London (County of)
Manchester (County of)
Merseyside

Norfolk (Norf)
Northamptonshire (Northants)
Northumberland (Northd)
Nottinghamshire (Notts)
Oxfordshire (Oxon)
Shropshire (Salop)
Somerset (shire) (Som)
Staffordshire (Staffs)
Suffolk (Suff)

Surrey (Sy)

Sussex (Sx)

Rw., Rwy. Railway — JKeJie3Has JIopora
Sq. Square — IUJIOIIAIb
St. Saint — CBATOMU
St. Street — yJnuna

Cnucok reorpauueckux Ha3BaHUI

ENGLAND

Avon DWBOH
Bedfordshire (Beds) bendopmmp
Berkshire (Berks) bepkuup
Buckinghamshire (Bucks) bakunremimp
Cambridgeshire (Cambs) KemOpumximp
Cheshire (Ches) Yemmp
Cleveland (Clev) Knusnenn
Cornwall (Corn) Kopnyamnn
Cumbria (Cumb) Kamb6pua
Derbyshire (Derbs) HepOutmp
Devon (shire) JleBoHIIIHP
Dorset (shire) (Dors) JlonceTmmmp
Durham (Dur) Hyprem
Essex (Ess) Dccekc
Gloucestershire (Glos) ['moctepiup
Hampshire (Hants) I'emnup
Hereford and Worcester I'epdopa u Bycrep
Hertfordshire (Herts) Xaptdopammp
Hunberside (Humb) Xambepcaiina
Isle of Wight (I or W) OctpoB Yait
Kent Kenr
Lancashire (Lancs) Jlankammmup
Leicestershire (Leics) Jlectepiup
Lincolnshire (Lincs) JIMHKOJIBHIIND

I'padcTBo Jlonaon
['padbcTBO Manuectep
Mbsp3ucaiin
Hopdomnk
Hoprremnronmmup
HoptramGepnena
HorruHaremmmp
Oxcdopamup
Ipommmp
Comepcerunp
Craddpopammp
Cyddonx

Cyppeii
Cyccekc



Tyne and Wear (T and W)

- Taitn u Yaap

Warwickshire (Warks) - Yopukimp
West Midlands (W Mid) - Becr-Mumienns
Wiltshire (Wilts) - Yunrmup
Y orkshire (Y orks) - Wopkump
WALES
Clwyd - Kuyun
Dyfed - JaBun
Glamorgan - I'mamopran
Gwent - T'yanT
Gwynedd - T'yunenn
Powys - ITloymuc
SCOTLAND
Borders - bopnepc
Central - IenTpan
Dumfries and Galloway - Jamduc u lancysii
Lothian - Jloynnan
Orkney - OpkHei
Shetland - Iernenn
Fife - @aiid
Grampian - I'ppmniuan
Highland - XaniaeHng
Strathclyde - Crpoaxnaiifg
Tayside - Teiicaiig
Western Isles - Becrepn Aiins
NORTHERN IRELAND
Antrim - AnTpum
Armagh - Apwmax
Down - Jayn
Fermanagh -  @epmanax
Londonderry - Jlonmonaeppu
Tyrone - Twupon
THE UNITED STATES OF AMERICA
Alabama AL - Anabama
Alaska AK - Ascka
Arizona AZ - ApwusoHa
Arkansas AR - ApkaHnsac
California CA - Kamudopuus
Colorado CO - Komopano
Connecticut CT - KoHHEKTHKYT
Delaware DE - JlenaBap
District of Colombia DC - Oxkpyr Konym6us
Florida FL - ®nopuna
Georgia GA - JIxopmxus
Hawaii HI - TaBaiiu



Idaho ID - Aigaxo

Illinois IL - MWnounsoiic
Indiana IN - MHWagnana

Iowa IO - AiioBa

Kansas KS - Kanzac

Kentucky KY - Kenrtykku
Louisiana LA - Jlyusuana

Maine ME - MbH

Maryland MD - Mbpunean
Massachusetts MA - Maccauycerc
Michigan MI - Muunran
Minnesota MN - MunHecoTta
Mississippi MS - Muccuccunu
Missouri MO - Muccypu
Montana MT - MonraHa
Nebraska NE - He0packa
Nevada NV - Hesana

New Hampshire NH - Hsro-I'emnmup
New Jersey NJ - Hsrwo-/xepcu
New Mexico NM - Hsio-Mekcuko
New York NY - Hsio-Hopk

North Carolina NC - Cesepnas Kaponuna
North Dakota SD - Cesepnas Jlakora
Ohio OH - Oraiio

Oklahoma OK - Oxknaxoma
Oregon OR - Operon
Pennsylvania PA - [IledcunbsBanus
Rhode Island PI - Pon-Atinenn
South Carolina SC - Oxnas Kaponuna
South Dakota SD - HOxnas /lakota
Tennessee NT - TeHnneccu

Texas TX - Texac

Utah UT - IOra

Vermont VT - BepmonTt
Virginia VA - Buprunus
Washington WA - BamuHrron

West Virginia WV - 3anagnas Buprunus
Wisconsin WI - Buckoncun
Wyoming WY - BaiioMmunr

1.2. PacnoJio:keHue ¥ 4acTH AeJI0BOr0 nNuchbMma.

B nenoBon mepemucke MOXKHO HCIOJIB30BaThb, BO-IIEPBBIX, HEKOTOPHIE
OOLIETIPpUHSATBHIE CTaHAAPTHbIE OOOpPOTHI, BO-BTOPBIX, TUIIOBBIE MHUCbMA, BCE 3TO
YCKOPSIET MPOLECC KOMMYHHMKAlMM U IIO3BOJISIET COKOHOMHUTH BpeMsa. OnHako



COCTaBUTCIIb AOJIZKCH 3HATb OCHOBHBIC YaCTH JIF000r0 JCJIOBOIo IIMCbMa H HX

pacroioKeHUE.
OO0bIuHOE 1€TOBOE MUCHbMO COCTOUT U3 CJIECTYIOIIUX OCHOBHBIX YacTei:
e Jlathl
e Buyrpennero agpeca (aapeca noxydyaress)
e BcrynurensHoro oOparieHus (IpUBETCTBUS)
e 3aroyioBKa K TEKCTY
e HauansHoro a63ama
e Tekcra nmucrMa
e 3akiouuTenbHOro ad3aia
o 3aKITIOYUTEIHLHON POPMYIIBI BEKITUBOCTH
e [Jlonnucu
e OTMETKM O HaJUM4YUM TMPUIOKEHUS U TOCTCKPUNTYMOB, OTMETKU O

HAIPaBJICHUU KOIMU B IPyrUe aapeca

1.2.1./IaTa

B denoBbIX aHIMIICKUX MUCbMAax naata (JIeHb, MeECsl, TojA) Iedaraercs
cnpaBa. OOBIYHO JaTa MeyaTaeTcs IMOJTHOCThbIO, @ HE B IHU(GPOBOM BBIPAKEHUH,
nanpumep 2" April, 2005 (2 Apr., 2005 ). Ha3BaHus MecsIeB MOXHO COKPAIIATh
Jan., Feb., Mar., Apr., Jun., Aug., Sept., Oct., Nov., Dec., July u May numryrcs
BCET/1a MTOJTHOCTBIO.
B nenoBbIx aMepuUKaHCKUX MHUChbMax JlaTa MUILETCS WHAuYe (CHayaida Mecsl, 3aTeM
nessb u rox). Hanpumep, Apr. 2™, 2005.

Ilopsaokoevie yucaumenvnvle
Ist an 3 d 4th 5ﬂ1 6ﬂ1 7[’1 8ﬂ1 9th 1 0th

Mecauywl
Jan./ J. January — sHBapp
Feb. February — ¢eBpaib
Mar./ M. March — mapt
Apr. April — anpeib
M. May — Mau
J. June — UIOHb
J. July — UIOJIb
Aug. August — aBI'yCT
Sept. September — ceHTIOpH
Oct. October — OKTS0pb
Nov. November — HOs0pb
Dec. December — nexabpb
/nu neoenu
Mo./ Mon. Monday — TIOHECIBbHUK
Tues. Tuesday — BTOPHUK
Wed. Wednesday — cpena
Thurs. Thursday — YeTBepr
Fri. Friday — TSTHULIA
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Sat. Saturday — cyb0oTta
Sun. Sunday — BOCKPECEHBE

1.2.2. BuyTpennui agpec

Ha3Banue u anpec ¢upmbl-miogyyaTens NMUCbMa OOBIYHO IMEYaTarOTCs CleBa Y
JIEBOTO IOJIS HA OJHOM M TOM K€ PACCTOSIHMM, a HE 1O AuaroHanau. Messrs (MH. 4.
oT Mr) B oOpamieHuu kK (upme ynorpeOisieTcsl JMIlb TOrnaa, KOrja B Ha3BaHUU
(GupMBI UMEETCsI UMsI COOCTBEHHOE 0€3 KaKMX-TMOO JPYruX 3BAHMM W JIMIIb KOTAa
3TO TOBApHILECTBO.

Messrs Brown & Smith,

25, High Holborn,

LONDON,W.C.I.

But:

Sir James Brown & Co,
14, Manor Gardens,
LONDON

«Messrs» HUKOTa HE YIOTpeOseTcss Mpu oOpalleHU K 3aperucTpUpPOBAHHOMN
KOMIIaHUM, Oyap TO TyOJIWYHAs WM YacTHas KOMIIaHUA. PekoMeHmyeTcs
HaIPaBJIATh KOPPECIOHACHITUIO HETTOCPEICTBEHHO TOMY JTOJDKHOCTHOMY JIUITY, IS
KOTOpPOr0 OHa MpeJHa3Hay€Ha, T.C. AUPEKTOPY-PaCIOPSIUTETI0, KOMMEPUYECKOMY
TUPEKTOPY U T.I.

B Takom cnydae ykaswpiBaeTcs Ha3BaHue (pupmbl 06e3 oOpareHus k Hel. OHO
CTAaHOBHUTCS YaCThIO aJipeca TOYHO TAKXKe KaK Ha3BaHWE YJIHUILI WK Topoaa. Ecim
Mbl HE 3HAE€M, KTO KOHKPETHO OyJeT 3aHMMAaThCs HaIlel KOppEeCIOHICHITUEH,
PEKOMEHJyeTCsl  aJpecoBaTh MHCbMa CEKPETapid KOMIAaHWHM, IOCKOJIbKY B
COOTBETCTBHH 3aKOHOM Bce (PMPMBI 00513aHBI UMETh CEKpeTapsi KOMIIAaHUU.

The Secretary,

The Western Wheat Co,
14, Manor Gardens,
LONDON

[luckmMa K MyKUMHaM aJpecyroT cleayomuMm odpazom: Mr Brown, Mr

T.Brown, Mr Thomas Brown - B 3aBUCUMOCTH OT TOTO KaK OHHU IOJIHUCHIBAIOT
CaMH CBOH IMHUChMA.
K He3aMy»XHUM >KEHIIMHAM M K JIEBYIIIKaM MOXHO oOpamiatbest Miss, K 3aMy>XHUM
)keHimmHaMm - Mrs Thomas Brown - npexxie nHorza yka3pisator ums myxa. Korga
Bbl comueBaerech, ynorpeOnsiite Ms (Oosiee HEWTpanbHOE M COBPEMEHHOE
oOpalieHue K JaMe, ceMeiHoe MojokeHue kotopoit Bam ve uzBectHo). Ecnu Boi He
YBEPEHBI, KAKOTO 110J1a YeJIOBEK, koTopoMmy Bbl numiere, ynorpebisiiite Mr.

=
GB =S US ==

Dear Mr Smith, Dear Mr. Smith:

Dear Ms Smith, Dear Ms. Smith:

Dear Mrs Smith, Dear Mrs. Smith:
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Ecnu nmucsMo aapecoBaHO JuIly, Y€l TOUHBIM aapec HEU3BECTEH, OHO MOXKET
OBITH HAIPABJICHO B OPraHMU3allUI0, KOTOpas MOXET NepeAaTh WIM IepeciaTh eMy
3TO NMUCHMO. B TakoMm ciydae mepej Ha3BaHMEM OpraHMU3alMU IHUIIYTCS CJIOBa in
care of (C/O), koTopble 03HAYAIOT «HAa MONEUYCHUE», T.C. O ajpecy yepes.

Mr F. Popov,

C/O The Trade Delegation of Russia,

32,Highgate West Hill,

LONDON, N.6,

England

[locne ©a3BaHust ¢GuUpPMBI B aJpece YKa3blBAe€TCs Ha3BaHUE YIMIIBL, 3aTeM
Ha3BaHUeE ropojia u rpadcrpa (1TaTa), CTpaHsbl.

Ecnu nmuceMo agpecoBano gpupme, a €ro OTIpaBUTEIb X0UET, YTOOBI OHO MOMAJOo
K OIpEeAeNIEHHOMY JIMIly, HEMHOT'O BBIII€ BCTYMUTEILHOTO OOpaIlIeHHs Te4aTaroTCs
cioBa: Attention of ...

Brown & Co. Plc.,

34, High Street,

LONDON, E.C.

Attention of Mr Popov

1.2.3. BerynuresabHoe o0panieHue (MpUBeTCTBHE)

[IpuBeTcTBHE BapbUpPYETCS B 3aBUCUMOCTH OT OOCTOSATEIHCTB U JOJDKHO
COOTBETCTBOBAaTh (opMe oOOpalieHuss BO BHYTPEHHEM aJpece U XapakTepy
3aKJIIOUUTENIbHON (hopmyIibl BexmMBOCTU. Ecnu nuceMo aapecoBaHo ¢upme, hopma
npuBercTBug Oyner Dear Sirs - Docmoga, eciu ke MUCBMO aJpeCcOBaHO
OT/ICJIbHBIM JIMIIaM, Haubosiee 00bIuHOM (hopmoit Oyaet Dear Sir win Dear Madam
(aTa dopma ynorpeOusieTcsl Kak K 3aMy>KHUM, TaK M K HE3aMY>KHUM >KEHIIUHAM).
AmMepukanipl npennountaioT Gopmy Gentlemen. 3ansaTyio mocie oOpamnieHus
OOBIYHO CTaBIAT OpuUTaHLBI, a JBOeTouuMe - amepukanibl. [locne oOpaiieHus
BOCKJIMIIATEIbHBII 3HAK HE CTaBT.

Kornma HemsBecTHO, SIBISETCS IMOIydaTedb MUChbMA MY>KUMHOM WM KEHIIWHOM,
Bcerga ynorpebssiite Dear Sir. Eciu monydatens Bam u3BecTeH JUYHO, MOYKHO
UCIIOJIb30BaTh 0oJiee TEIUIyI0 M JpYyXKeCTBeHHYI0 ¢dopmy obpamenus Dear Mr
Brown.

Note: To whom it may concern — oOpailieHue B TUCbME UJIU
ZIeNIoBOM Oymare B TOM ciydae, KOrJa He U3BECTEH ajipecar.

1.2.4. 3ar010BOK K TEKCTY MHUCbMa

3aroioBOK K TEKCTy JaeT IMOJIy4aTedal0 cpa3y MHOHATh, 0 4eM mucbMmo. OH
MOMEIIAeTCsl Cpa3y IMOCie BCTYMUTEIBHOTO OOpalIeHHs B CEpelruHE CTpPaHHIIbL.
WUnorna ynorpebnsiercs ¢opma Abt — about — o3nauvaromass — o - . Muorga
3aroJIOBOK MPOCTO MOAYEPKUBACTCS, B JPYTHX CIydasx €ro PeKOMEHIyeTCs MUCaTh
MIPOCTO 3arIaBHBIMU OYKBaMH.

OpHako 3TOT 3aroJI0BOK HE BCErJa Hy»KE€H, IIOCKOJIbKY CChUIKA Ha J]aTy MHUChbMa B
nepBOM ab3alle MHOT1a JOCTaTOYHA, YTOOBI TOHSTh, O UeM OYZET peub B IIUChME.
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Dear Sir,
Abt: Order No. 342 of 3" Apr., 1990
Dear Madam,
YOUR ENQUIRY OF 5™ MAY,1990
Dear Mr Brown,
Abt: the arrival of our inspectors

1.2.5. IlepBblii a63a1 nUCbMAa

[lepBriii a03am mUChMa YacToO JAeT MOHATh, O YeM OyJeT MUCHMO, TEM, YTO
JaeT CChUIKY Ha JaTy MHCbMa, HA KOTOPOE MUILIETCS OTBET, a TaKXKe IepeaaeT
OTHOIIIEHWE K HEMYy OTIIpaBUTENs, BbIpa)kas YJIOBJICTBOPEHHE, COKaJCHHE WIU
OomaronapHocTh. IlepBblii a03all BBIMTPAET U CKOpee MPHUBJIEYET BHUMAHUE
MOJTydaTest, € Oy1eT KOPOTKUM, HEIKEIH JUTHHHBIM.

In reply (Referring) to your letter of 2" B orer Ha Bamre mmcemMo or 2 Mapra
Mar. this year we would like to inform »srtoro roga coo0imaem Bam, 4To ....

you....

This is in reply to your letter of May 9 ™ Otseuaro (em) Ha Bamre miceMo ot 9 Mas,

about (regarding, concerning)... Kacarouieecs. . .

We thank you for your letter dated 3™ Jun. Baromapum 3a Bare micsMo ot 3 HIOHS i

and write to tell you.... coo01raeM Bam, 4To ...

We thank you for the letter of 13" Mar. ...  Bnarogapum 3a Bame mmcemo ot 13 mapra

We are sorry to have to remind you... K coxanenuto, HaM  NPUXOAUTCS
HAIlOMHHATh BaM, 4TO ...

To your regret we shall have to.... K coxanennto, Mbl BBIHY/IEHHI . ..

We are glad to inform you.... C ynoBosibcTBHEM coobiiaem Bam, uTo.. ..

We are happy to tell you... C ynoBosibcTBHEM coobiiaem Bam, yTo.. ..

We are pleased to inform you ... C ynoBosibcTBHEM coobiiaem Bam, uTo.. ..

We are surprised to learn that. .. MBI ¢ yIMBIIGHUEM Y3HAIIH, YTO .....

Further to our letter of 3" Jun. ... B nomonHenne k Hamemy THCEMY OT 3
UIOHS. . .

With reference to. .. Cepunasgcp Ha .......

We have been referred to you for.... Mpr oOpatwich k Bam . . .

We have received your letter dated 13" Ilomrsepkmaem  monyuenme — Barrero

Mar. ... nmiceMa ot 13 mapra ......

As we mentioned in our previous letter Kak Mbl yKka3pBaii B MNpeablayLIEM

dated November 5™ IIChME OT 5 HOSIOPS, .....

1.2.6. TexcT nmucbMa

[TucbMoO AOMKHO OBITH TOCBSIIEHO JIHINL OJHOMY Bompocy. Ecimu B Hem
3aTPOHYTO HECKOJIbKO BOIIPOCOB, OHO MOXKET TpeOOBaTh BHUMAHHS Pa3HBIX
OTJIEJIOB, KPOME TOT'0, OTO YCJIOXKHSET €ro MOAMMBKY. JlenoBbIe MUChMa JOJDKHBI
OBITh TOYHBIMH U TIPOCTBHIMH, BEKJIMBBIMH U UCKPCHHUMH, CKATBIMH U KPATKUMHU.
DTO 03HayaeT BBIOOP MPOCTHIX, KOPOTKUX CIIOB M TMPEIJIOKCHHH, OTKPBITOE U
HMCKpEHHEE MPHU3HAHKUE OITHOOK, BEIOOP CIKATHIX BRIPAKCHUN M MPEITIOKCHUHN, a HE
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pacIuIbIBUATBIX M MHOTOCJIOBHBIX, 0€3 IIOBTOPOB M HCHYXKHBIX CIIOB, 0¢€3
n30bITOYHON MH(MOpMaruu. BeipakaTbcsl HY)KHO MO-APYKECKH B C JOCTOMHCTBOM.
UtoObl TWHCHMO JIETYC BOCHPHHHMAJIOCh, W B KakKOW-TO Mepe Obuto Ooiee
MIPUBJICKATEILHBIM, HEOOXOIUMO JCIUTh €ro Ha ab3albl ¢ TeM, YTOOBI KaXKIbId
a03a1r coaepkall OJHY MBIC/Ib, MOJTYEPKUBAT Ty WIM HHYK CTOPOHY BOMpPOCa WU
JaBaJl JOTIOJIHUTEIIbHYIO TTOAPOOHOCTb.

Eciu HeckoibKo a03arieB MOCBSIIEHBI OJHOW TEME, OHU JOKHBI OBITh CBSI3aHBI
MKy co00i. ITO JocTuraeTcs MO0 HyMepauue ad3aies, 1100 UCIIOIb30BaHUEM
CBSIBYIOIIHMX CJIOB, TAKMX KaK:

however, still, yet, less, but OJHAKO, BCE XKe, HO
nevertheless TE€M HE MEHee

otherwise WHaye, B IPOTUBHOM cCllydae
on the contrary Ha000pOT

again U elle

also, in addition, besides KpOMeE TOTO

so, therefore, in this way MO3TOMY (TakuM 00pa3zom)
in short KOpoue roBOps

as a result B pe3yJjibTare

on the other hand C Ipyro¥ CTOPOHBI

Ecnmu mucemo mnmuHHOE, ab3aIibl MOTYT UMETh 3ar0JIOBKH, KOTOPBIC MEYATAIOTCS
OOBIYHBIMU WJIM 3arjiaBHbIMU OykBamu. Ilociie 3arojloBKOB MOYKHO CTaBUTh TOYKY,
JBOCTOUME WIJIM THUpe. ECIn 3arojloBKM IMe4yaTaroTCs OOBIYHBIMU OyKBaMHU, HX
CIemyeT OTYEPKUBATh, YTOOBI BBIICIUTh U3 TeKCTa a03ara. Ecnu B muceMe Oosbiie
OJTHOW CTpaHMIIBI, OHU JOJDKHBI OBITH MPOHYMEPOBaHBI. BTopas u mocnemyromniue
CTpaHUIIBI TIeYaTaloTCsd Ha CBOOOJHBIX JHcTax (0e3 3arojioBKka muchMma). B meBom
YOy KaXAoro JIMCTa JOJDKHBI OBITh HamedaTaHbl (paMuius WM HWHUALKAAIIBI
MOJIy4aTesis, a o/l HOMEPOM CTPAHUIIBI — J1aTa MHUChMA.

Kpome 06opoToB 1 ¢pa3, BeIpakaronmx cokajieHue, 0JaroJapHoCcTh U JIPyroe
OTHOIIICHHE aBTOpa MHCbMa, JIAHHBIX B pasjelic MepBbId ad3al, MOTYT OBIThH
MOJIE3HBIMU CIIEAYIOIINE 0OOPOTHI:

We regret being unable to CoxarneeM, 4TO MBI HE MOXKEM . ....
Unfortunately we can not....... K coxanennto, Mbl HE MOXKEM ...

Please accept our apologies...... [IpocvM NpUHATH HALK U3BUHEHMS 32 ..
We express our apology...... N3BuHuTE Hac 3a .......

We offer our apology MpbI IpUHOCUM HaIlli U3BUHEHMS 3a. . ..
We would be very much obliged ..... Mpi1 ObLTH OBbI BEChbMa MPU3HATEIIBHBI ...

I shall be grateful to you .... Mai1 6ynem Bam GiiarogapHst .. ...

We shall appreciate it if .. .. Mai1 6ynem Bam nipu3HatesibHbl, €CIH. . . . ..

We are indebted to the Representatives Mbur 00s13aHbI 3a Barm ajpec
of PG Company in Russia for your mnpencraButensm kommnanuu PG B Poccun
address.
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We owe your address to .... a certain
company.

Please let us know ....

We would ask you to ....

We would be obliged if ....

We would be glad to have your latest
catalogue.

We confirm our
alterations.

I wish to (May I) call your attention to
(the fact that)...

May I ask you for your attention to...

Please pay attention to...

consent to the

1.2.7. 3akaounTeJLHBIA a03a11

Ma1 06s13anb1 32 Bamn ampec TaKOU-
TO (hup™me.

[Tpocum Bac cooOmuTs HaM ...

Mg ipocuu 661 Bac ...

Mpe1 ObLIH OBI 00s13aHBI, €CJIN OFI .. ...

Mpr Obutt OBl pambl TOMY4YHMTH Baimn
MOCJIEHUM KaTaJIor.

[ToaTrBepxaaem CBOE corinacue ¢ JAHHBIMU
W3MEHEHUSIMHU.

Xotenock Obl pUBJIeYb Bariie BHUMaHuE K
TOMYy (haKkTy, 4TO...

Mory yu s npuBiieys Baiie BHUMaHKE K. ..
[ToxxamyticTa, oOpaTuTe BHUIMaHHUE Ha ...

Koneunsiii a03air coepXUT B 3aKJIIOUEHHE HAMEPEHUS, HAJICHKAbl U 0KHUIAHUS
OTNpaBUTENSL O JEHCTBUAX B OyIylleM, T.e. OH IMOABOAUT HTOI TOMY, YTO
00CYX/IalloCh W JIaeT MEPCHEKTUBY TOMY, YTO HYXXHO TpeanpuHsAth. [lone3Hbie

000pOTHI U Ppasbl:

We look forward to collaborating with you
to the mutual benefit of our companies.

We look forward to hearing from you soon.

Your prompt (early) reply will be
appreciated.

(Will you kindly let us have an early
reply?)

Your reply by return mail would be
appreciated.

Awaiting (In anticipation of) your reply, I
remain

I hope that we shall have the pleasure of
seeing you again at the next congress.

I hope your visit will be fruitful.

Thank you once again for...

Please give (send, convey, extend) my best
(sincere and warm) regards to...

I extend my best wishes to you.

With all best wishes (regards).

With best personal wishes (regards)
Thanking and expecting your reply at your
earliest convenience, I remain. ..

C wuHTEpecoM  OXHUAAEM  pa3BUTHS
coTpynHMYecTBAa ¢ Bamm K B3auMHON
BBIT0J1€ 00EHX CTOPOH.

C nerepnenuem oxkujaem Baiero orsera
B OmpKaiIieM Oy IyIem.

Ms1 Oynem OnarogapHbl 3a Bain ckopbrit
OTBET.

Mpr Oymem OmarofgapHbl 3a OTBET IO
3JIEKTPOHHOM ITOYTE.
B oxxunanum Bamiero orBera, ocTaroch. ..

Haperoc, MBI CHOBa yBHOMMCA Ha
CJIETYIOLIEM KOHIPECCe.

Hapnerock, Bami Bu3uT Oy et noine3HbIM.
Ewe pa3 cnacu6o 3a. ..

[loxanyicra, mnepemalurte MOM JIydllne
(urcTocepeuHbIe U TEIIbIE)
HOKEIaHMUS. . .

C HawTy4IIUMU TOXKEIAHUAMMU.

C GmaromapHOCTRIO M B OKUIaHUK Bartiero
CKOpEHIIEro OTBETA, OCTAIOCh...
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1.2.8. 3akiaouuTeabHas ¢gopmyJia Be:KIUBOCTH

DT0 mpocTo BexIMBas popMa okoHYaHUs MUChbMA. Mcmonb3yeMbie 000pOThHI
JIOJDKHBI COOTBETCTBOBATh CUTYAIIMH, a TAKKE BCTYIIUTEIIBHOMY OOpAIlCHUIO.

Tak, ecnu Bbl B Hauanme mucbMa oOpalmaeTech K aapecary 0 MMEHH, TO
3aKOHYUTH MHUCHMO HYXKHO 00s3arelibHO ciioBamu Yours sincerely (GB)/Sincerely
yours (US). Ecnu Bel He 3HaeTe uMeHu ajapecara u odpaiaerech HeliTpansHo Dear
Sir/Madam u T.1., TO B KOHIIE THChMa AOHKHO cTosTh Yours faithfully (US/GB).

Dear Sir(s), (Dear Madam), C yBaxeHUEM ....
Yours faithfully,
Dear Mr Brown, Dear Mrs Brown, Uckpenne Bam.....

Yours sincerely,
Dear Mr Popov, (My Dear Mrs Smith,) = MHoroyBaxaemblii/as
Yours very sincerely, (Oosiee TemI0€ OTHOLIEHHUE). . ..
American:  Gentlemen: Uckpenne Bar.....

Yours truly, (Yours

very truly,)
Respectfully yours, C yBaxxeHueM/ MOYTCHHEM
Best regards/ Regards, C HaWIydIIMMU TOXKEITaHUSMHA
Devotedly yours, [Ipenannbiit Bam/Te6e

Devotedly

1.2.9. lToanuch

JlenoBble MUCHbMa TMOJIUCHIBAIOTCA OT PYKH, YeTKO U pa3zbopuuBo. [loamuch
BCErJa JI0JDKHA OBITh OJWMHAKOBA MO CTWO. [lon moanuchio OOBIYHO TeyaTaeTcs
dbaMuus ¥ JOHKHOCTD MOAMKUCHIBAIOIIETO TUCHEMO.

[Tox 3akmtounTenTbHON (OPMYIION BEXKIMBOCTH (BBIMIC MOAMUCH) MPOTUCHBIMU
OykBamMHu TeyaTaeTcsi Ha3BaHUE (UPMBI WIM OpraHU3allid, 3a KOTOPYIO aBTOP
MOAMUCHIBAET MUCHMO.

Ecnu aBTOp moAmuchiBaeT MUCbMO OT MMEHHM U MO MOPYUYEHUIO KOMIIAHUU WU
JpYroro Jimua, ynoTpeosstoTcs cjioBa per pro. = p. pro. = p. p. (KOpoTKo OT per
procurationem)., TO nepe/l HA3BaHUEM KOMIAHUU WU (haMIIuei.

Yours faithfully,

Per. Pro. THE ORIENTAL TRADING CO.LTD
F. Howard
Secretary

1.2.10. ITpus1okeHUs ¥ MOCTCKPUIITYMBI

Ecnu x muceMy ecTh mpuiioxkeHue (TIPHIOKEHHs), OTMETKAa O €ro HaJIMYUH
neyaTaeTcs B JIGBOM HIDKHEM Yriy OJaHKa TOJA MOAMHUCHI0 JUOO TOJHOCTHIO
«Enclosure», mu6o cokpamenno «Enc.». Jlo 3Toii oTMETKH WM Mocie Hee udpoi
0003HAYaeTCs KOJUYECTBO TMPUIIOKEHHM, €ClM UX OOJbIIe OJHOTO, a TaKXKe
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MEPEUUCISAIOTCS Ha3BaHUS TOCHUIAEMBIX JIOKYMEHTOB M yKasblBaeTca oOlee
KOJIMYECTBO JTUCTOB (KOJIUYECTBO IK3EMILISPOB).
Enc. Specification No, 13/45
Enc: (2) Invoice
Insurance Policy (6 pages)
OTMeTKa 0 HampaBJIE€HUU KOMUU (KOMU) B IPyrue ajapeca JaeTcs MOJ OTMETKOU O
MPUJIOKECHUU:
Copy: Russian Trade Delegation
c.c.: Moscow Narodny Bank
Russian Trade Delegation
[TocTckpunTyMm JomycKaercsl Julllb B OCOOBIX ClIydasiX: TOrJa, KOrja Ioclie
HaIKUCcaHus MUChMa MOCTyNuiIa HHOpMaLKs, Moaexalias HeMeJICHHOM nepeaaye.
B mpoTUBHOM ciydae 3TO SABJISIETCS NPU3HAKOM IUIOXOM OpraHu3aluy MUChMA.
[TocTckpunTyM cokpamaeTcsi 10 1ByX OYyKB, IOCIE KOTOPBHIX TOUKa He cTaBuTcs P S,
BTOpas npumucka obosnayaercs P P S.

OBPA3EI] PACIIOJIOKEHUS BCEX COCTABHBIX YACTEM
AEJOBOI'O IMCBbMA

The Secretary,

The Western Wheat Co.Plc,
64, Darwin Road,
LIVERPOOL, 16,

England.
(The Inside Address)

2" Febr,2005
( The date)

Dear Sir,
(The Opening Salutation)
Abt: ORDER No. 1367
(The Subject heading)
We thank you for your letter of 23" of January and are writing to inform you that .....
(The Opening Paragraph)

(The Body of the Letter)
We hope that these alterations will be acceptable to you and expect your reply as soon as
possible.
( The Closing Paragraph)
Yours faithfully,
(The Complimentary Closing)
per pro. THE ORIENTAL TRADING Co.LTD

J. Brown
Manager
(The signature)
Enc: Alterations (I page)
(Enclosures and postscripts)
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Cexperapro
Komnanwusi. . ...
yi JlapBuH, 64
Jlusepmynb 16
AHrnus
Jata

VYBaxaeMbIN rOCIIOIVH. . ..

( BcTymuTeNnpHOE 00paIlieHue)

Tema mmcema: 3axa3zNel367

Bbraromapum Bac 3a muceMo ot 23 sHBaps u cooOmmaem Bam uto ...
(BCTyIUTENbHBIN

UE2] 0Ty 012 1) R PPN

MBpI HajieeMcs, 9TO 9TH U3MEHEHUs 171sl Bac mpriemiieMble U HaJieeMcst Ha CKOPBI OTBET.
(3aKiTrOuMTENIbHAS YaCTh MHUChMA)
Hckpenne Bam
(®pa3bl, BEIpaXxaroLye
MIPU3HATETIHHOCTB )
Hazpanue komnanum agpecara
Nmsa angpecara
JIoIDKHOCTB azpecara
[Tpunoxxenue (MOMpaBKH K KOHTPAKTY, | CTpaHHIIA)

1.3. llynkryauus

YrnoTrpebieHrue 3HAKOB TMPENWHAHWS WMHOTJAAa HE 005S3aTelbHO, XOTA W
pekoMeHayeTcs. B aTux ciaydasx B CKOOKax OyJeT cliejlaHa IIOMETKa H/00513.

Touka (Point)
1. B KOHIIE MPEIOKEHUS.

2. TIO0CJIC MHUITMAJIOB U HEKOTOPBIX COKPAIICHHIA:
J.W. Brown, F. Harris

viz. (videlicet = namely) a UIMEHHO, KaK-TO

i.e. (id est = that is) T.€. (TO-€CTh)

per pro., p.pro., p.p. (per procurationem=on O MOPYUYECHUIO

behalf of)

Ref.(reference) MHJIEKC JOKYMEHTA (CChUIKA)
p. (page) CTpaHuIla

Co. (company) Kommanus (pupma)

e.g. (for example) Harpumep

BUT:

Do (ditto = the same) TO ke (B TaOIMIIaX)

Inc. (Incorporated — US equiv. Of GB Ltd)  C orpanndeHHO OTBETCTBEHHOCThIO
No/Nos (number/numbers) No/NoNe (HOMep/HOMEDA)
Para/paras (paragraph/s/) Ao63arr/a03arib
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B KOHIC COKpAIICHHOI'O CJIOBA TOYKa HC CTAaBUTCA, CCJIIM C€T0 IICpBad H
IMOCJICIHAA 6YKBBI COBITaJaroT C HepBOﬁ u HOCHGHHeﬁ 6y1(B0ﬁ ITIOJIHOTI'O CJIOBA.

Dr (Doctor) JlokTop (3BaHwMeE)

Mr (Mister) TOCIOJIUH, MUCTEP

Mrs (Missis) rOCIO0Ka, MUCCHC

Abt (about) 0 (OTHOCHUTENILHO Yero-aroo)

Ltd (limited) Komnanwst c OTPaHUYCHHOMN
OTBETCTBEHHOCTHIO

Encs (enclosures) MIPUIIOKECHUS

Enc (enclose) PUIIOKEHHE

PLC (public limited company) Plc, plc ~ OTkpbiTass akuuoHepHass KOMIAHUS C
OrPaHUYEHHON OTBETCTBEHHOCTHIO
HOCTCKPUNTYM (TIPUITUCKA K TUCbMY )

BTOpas IPUITHUCKA K ITMCbMY

PS
PPS

Kpome Toro, Touka He CTaBUTCS B 4acTO YNOTPEOJSEMBIX COKpPAIIEHHBIX
HA3BaHUSX, TAKUX, KaK:
The USA (the United States of America) - CIIIA
The UNO (the United Nations Organization) — Opranuzanusi OO0beIMHEHHBIX
Hamui
GB (great Britain) — Benmukooputanus
UK (United Kingdom) — Coenunennoe KoponeBcTBo

3ansaras(Comma)

N3 Bcex 3HAKOB MpENUHAHMS 3amdras SBISETCS B AHIJIMUCKHUX JIEJIOBBIX
MACbMAX CaMblM BaXXHBIM CpPEICTBOM JUIi TOYHOM mMepeJayd 3HA4YECHUs
MPEIJIOKEHHUS, CITYKUT JIJIs1 0003HAUYECHMSI €CTECTBEHHOM IMay3bl B MUCbMEHHOW peyu
U HEe ynoTpeOasieTcss Mo KaKMM-TM0O0 CHHTAaKCUYECKUM IpaBUJiaM, KaKk B PYyCCKOM
a3pIke. HenpaBuibHas NOCTAaHOBKA 3aIISITON MOKET MPUBECTH K UCKAXKEHUIO CMBICIIA
BBICKa3bIBaHUS.

‘They will find it, however difficult’ OHM HalmyT ero, Kak Obl 3TO HU OBLIO

TPYJIHO.
‘They will find it, however, difficult’ Opnnako OHU COUTYT 3TO
3aTPYAHUTEIbHBIM.

‘The building contains offices, two B 3mannu nomemarorcsi KOHTOPBI, IBa

restaurants and a swimming pool, in the
basement.’
‘The building contains offices, two
restaurants, and a swimming pool in the
basement’

pecTopaHa W IUIaBaTeNbHBIA OacceliH — U
BCE 3TO B [IOJBAJIbLHOM JTaXE.

B 3manum nomemarTcs KOHTOPBI, J1BA
pecTopaHa M IUIaBaTEJIbHBIM OacceiiH B
IIOJIBAJIbHOM JTaXe.

B ACJOBBIX ITHMCbMaAX 3alisaTasn VHOTDG6HH€TCHI

1. mpu HamucaHuu nathl B BenmukoOpuTaHuum — Mexay Ha3BaHHEM Mecsia U

TroaoM:
2"! May, 1990

1* Apr., 1991

7™ Nov.,1992
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2. BO BHYTPEHHEM aJIpece — B KOHIIE KaXKIOW CTPOYKH, a TAKIKE MEXKITY HOMEPOM
JI0Ma ¥ Ha3BaHUEM YJIUILIBI (H/00513).
3. mocie BCTYNHUTENHHOTO OOpamieHuss B aHTIMHCKUX THChMaxX CTaBHUTCSA

3amndrasi, B aMEPUKAHCKUX TIMChbMax - JIBOETOYHME, a B PYCCKUX
BOCKJIMIIATECIbHBIN 3HAK.

Dear Sirs, Gentlemen:

Dear Madam, Dear Madam:

4. B TEKCTE NMUCbMA

a) pY NEPEUNUCITICHUU:

We need catalogues, price lists, booklets and other advertising matter.

0) 17151 BBIJIETICHUSI OOpaIllCHUH:

Good morning, Mr Smith.

B) /IS BBIJICJICHUS] BBOAHBIX CJIOB THUIIA!

however, therefore, also, by the way, for instance, etc.

I') TTOCJIe TIPUAATOYHOTO MPEJIOKECHHUS WK HHOUHUTUBHOTO 000poTa (0COOCHHO
KOIJIa OH JOCTaTOYHO [UIMHHBIN), €CIM OHU MPEIUIECTBYIOT TJIaBHOMY
MPEAJIOKEHHUIO.

When I was in London, we discussed the matter with your President.

1) TIOCJI€ BBOAHOM CCBUIKM B Hayaje TEKCTa MUChMa:

In reply to your enquiry of 21* January, we are pleased to send you our
latest catalogue and price list as requested.

In the summer of 1991, our general director is going to London to sign the
contract.

€) MocJe 3aKI0UYNUTETbHON (POPMYIIbl BEKITUBOCTH:

Yours faithfully, Yours truly, Yours sincerely, .....

) B HanmucaHuu 1UGp IS OTIAEICHHUS ThICSY, MHJIJIMOHOB M T.a. B pycckom
SI3BIKE JIJIS1 OTOM 1IeN yoTpeoiseTcs TOUKa:

$ 6,530,225 6.530.225

3) cmoBa PLC, Limited, Incorporated (Oynp TO mONHBIE CJIOBa, WIH UX
COKpAILIEHUS) SBIISIOTCS COCTaBHOM YAaCThIO Ha3BaHUA (PUPM, MOITOMY TEpen
HUMH 3aI4Tasi HE CTAaBUTCSL.

Brown and Co. Ltd John Brown pic

The Metal Works Incorporated Nafta (GB) Limited

INPUMEYAHMUE: B coBpeMEHHOM JI€JIOBOM MUCHEME, a TOUHEE B €r0 0(hOpMIICHUHU
(uckmroyass caM  TEKCT TIMChMa), CYIIECTBYET JiBa CTWIS IyHKTYyaIluu:
TPaJUIIMOHHBIN CTUJIb, MHOT/Ia €T0 HA3BIBAIOT «3aKPhITHINY cTHib (the closed pattern
of punctuation) u 6ojiee COBPEMEHHBIM CTUJIb, HA3bIBAEMBI «OTKPBHITHIMY CTUJIEM
(the open pattern of punctuation). TpaauIIMOHHBIN CTHUIL yHOTPEOJECHUS TOUYKH U
3amsTON MPU HAMKMCAHUM J1aThl, BHYTPEHHETO ajpeca, BCTYMUTEILHOI0 00palieHus,
3aroJioBKa K TEKCTY MUChbMa U 3aKIIOYUTENBHOU (DOPMYIIbI BEAKIMBOCTH M3JIOKEH
BbIIIe. BOTBITMHCTBO MHOCTPAHHBIX (HUPM MIPUAECPKUBAIOTCS ITOTO CTUJIS.

CymHocTh 00Jiee MOJIHOTO «OTKPBITOTO» CTHJISI CBOJIUTCA K TOMY, YTO BO BCEX
4acTsX IMHCbMa, KPOME €ro OCHOBHOTO TEKCTa, T.e. MpPHU HAMWCAHWUU JaThl,
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BHYTPEHHETO aJpeca, BCTYMHTEIBHOIO OOpAIICHUS M 3aKIFOYUTCIIBHOW (OpPMYIIBI
BEKJIMBOCTH 3aIlsATas He yIoTpeOsieTCs.

OOparuTe BHUMaHWE HA TO, YTO TaM, IJI€ JIJIS CBSI3U CJIOB U UACH B PYyCCKOM
SI3IKE YaCTO HCIIOIB3YIOTCS 3aIdaThie, B AHTJIMMCKOM S3BIKE YacTo TpelyeTcs
HaJU4Iue COCAMHUTEIBLHOTO CJIOBA / CIIOB JTMOO BBIICIICHUE OTISIBLHON (Dpasbl.

1. B 1000M eBpomneickoM Kade BaMm IMPEAIoKaT BBICOKHM CTYJIBYMK Ul Majbllia,
MUKPOBOJHOBKY, YTOOBI pa3orperb OyTBUIOYKY C JETCKUM MuUTaHueM. [n any
European cafe you will be offered a high chair for your little one, as well as a
microwave to warm up your child's bottle.

2.B Poccun nosiBUII0CE MHOTO YaCTHBIX KJIMHHMK, OHU CTaJIM IPEMIaraTh MHAPOKUM
CIEKTp METULIMHCKUX YCIYT. A lot of private clinics have appeared in Russia. They
began to suggest a wide range of medical service.

IIponucubie 0ykBbI (Capital Letters)

Hcnonb3oBaHne TMPONUCHBIX OyKB B AHIJIMHACKOM SI3bIKE TOJYUHSIETCS
HECKOJIbKO WHBIM MPABHUIIaM, HEXKEH B PYCCKOM.

C mponucHBIX OYKB B aHTJIMACKOM SI3BIKE TTUTITYTCS:

1. ITepBoe clI0BO MPEIIOKEHHUS.

2. Hurata BayTpu npeanoxenus (God said, Let there be light. - Gen. 1:3).

3. IIpssMoil BOIPOC BHYTPHU MPEIJIOKEHHUS, AAKE €CIH OH HE BBIICISIETCA
kaBerakamu (He usually asks himself, Am I right?).

4. Jluunoe mecroumenue s (He and 1 disagree).

5. HNmena coOcTBeHHBIC: (aMUINKM, HMEHa, reorpaduyeckue Ha3BaHUS
(Adamson, Chapman, John, Mary, Washington, New Y ork).

6. IlpunaratenbHple W JpPyrHE€ 4YacTH pe4yd, OOpa3OBaHHBIC OT HMEH
cooctBennbix (English, Russian, American, Americanism, New-Yorky). Cp.,
OJIHaKO, TJ1aroJi anglicize.

7. Haspanus HaposoB, pac, IjieMeH M s3bIkOB (Japanese, Russians, the
Russian language).

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

9. OdunmanbHbie Ha3BaHUA HAIIMOHAJILHBIX/ MEXIYHAPOIHBIX
roCyapCTBEHHBIX/ YacTHBIX opranm3anuii u 1okyMmeHToB (The Constitution of the
United States, the Fifth Congress, Federal Reserve Bank, Charter of the United
Nations).

10. CymiecTBUTENIbHBIC (M YACTO MpUJIaraTeabHbIE), OTHOCSIIUECS K TOHSITHUIO
ooxectBa (God, the Almighty, Allah, Providence, Lord).

11. Ha3spanusa naHeilt Henmenu, mecsieB, npa3nHukoB (Monday, March, New
Year, Christmas, Fourth of July, Good Friday).

12. Ha3Banusi 10OroBOpOB, TOCYAapPCTBEHHBIX aKTOB, UCTOPUUYECKUX COOBITUH,
smox, BoitH (Versailles Treaty, Mid3le Ages, the Civil War, War of 1812).

13. Ha3anwus ctpan cBeta u ux npousBoanbie (the North, a Northerner).
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14. HaspaHusi JUTEepaTypHBIX TPOU3BEICHUN, XYpHAJIOB, CTaTed U T.II.
(Shakespeare's Macbeth, the Journal of the American Medical Association).

15. Ha3Banus Toproseix mapok (Philips, Sony).

16. Ha3Banms ydeHbIX cTerneHer u nomkHocteit (A.B., Ph.D., M.D.).

IIpaBuiia nepeHoca

Kak 1 B pycCcKOM si3bIKE, MIEPEHOC B aHTIUHCKOM BCETJIa MOJYHMHEH CMBICITY
cnoBa. Crnemyer obOpamaTh BHUMaHHE Ha TO, YTOOBI MEPEHOC HE MCKA3MJI CMBICI
CJIOBA WJTK €T0 MIPOU3HOIIICHHUE.

IlepeHOC HEBO3MOXKEH B CAEAYIONMMX CIyYasXx:

1. He pexkoMeHayeTcss TEPEHOCUTH IOCJIEIHEE CIOBO MPEAJIOKECHUS Ha
CIIEIYIONIYIO0 CTpaHuily. Takke He PEeKOMEHIYeTCs MEPEHOCUTh Ha CIEAYIOIIYIO
CTPaHMITY CTPOKY, KOTOpasl SIBJISETCS TOCIeTHEH B ab3alie.

2. Henwp3st mnepeHOCHTh 3HAaKM TPEMUHAHUSA, a TakXKe COKpaIleHHBIC
o0o3HA4YeHHs Mep Beca, MJIUHBI, BPEMEHH, OTACNsAsI UX TEM CaMbIM OT
YUCIUTEIBHOTO, K KOTOpOMY OHH OoTHOCSTCS (220 km, 500 cm).

3. Henb3s oTaensats paMuInio OT MHUIHAJIOB.

4. CobOcTBeHHBIC MMEHA HUKOTAa He pasnenstorcs (Moscow, London, Africa).

5. Cnemyer u3berath MepeHOCa COCTAaBHBIX dacTed HasBanui (the Atlantic
Ocean, Latin America).

6. Henp3s pa3OuBate nepenocom OykBeHHble a00peBuatypsl (USA, UNO).

7. CioBa, cOCTOAIIME W3 OJHOTO CJOra, HUKOrjaa He mnepeHocstcs (though,
through, height).

8. Cybdurc Tperbero nuia €IMHCTBEHHOTO YHCIA TJIarojia B HACTOSIIEM
IIPOCTOM BPEMEHHM -S, -€S HE MEPEHOCUTCS JaKe B TEX CIydasx, Korja oH oOpa3yeT
camocrositenbHbi cior (he buys, he sells, he wishes).

9. OkoHYaHHE MHOXKECTBEHHOTO YHCJIa CYIICCTBUTEIBHBIX He MEePEHOCUTCS
JaXe B T€X Ciydasx, Korja oHO o0pa3yeT camocTosaTeNbHbIN cior (houses, boxes).

10. Coueranuss OykB, 00O3HAUalOIIUE OJWH 3BYK, HE pa3ACiAIOTCS IPHU
nepeHoce.

[IepeHoc BO3MOKEH B CIASAYIONIMX CAYYaAsiX:

1. PaznenstoTcs yaBoeHHBIE corjiacHbIe (mis-sion, let-ter).

2. PaznensroTcst 1Be coryacHeie, crosmue psjgoM (pen-cil, sterling).

3. Ilpeduxcer u cydhdukce ornenstorcs oT kopHs (dis-like, prolong, drffer-
rent, acknowledg-ment).

4. CnoxHbIe CIIOBa JCNATCS Ha COCTAaBHBIE YacTh (some-times, there-after).

5. CornacHast MEXIy IBYMsI TJIACHBIMH IIEPEHOCUTCS CO BTOPBIM CJIOTOM (ma-
jor, la-ter).6. Ilepenocsitcs cyddukchl cpaBHUTEILHONW M MPEBOCXOJHON CTENEHU
npuiararenbHbix (short-er, short-est).

7. Illepenocurcs cypdukc -ing nmpuyactus U repynaus (go-ing, play-ing).

Kocas yepra (Slash)
Kocas yepra ucnomnb3yercs B psijie cokpaiienunii. Hampumep:

05/16 May 16
c/o care of
D/d delivered
n/a not applicable
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w/ with
w/out without

Tupe (Dashes)

N36eraiiTe UCNoJb30BaHMs THPE (-) B AaHIIMHCKUX Ppa3ax. B OoabmuHCTBE
cy4aeB, THPe MOKeT ObITh 3aMEHEHO CJI0BAMH, COCAMHSIIOIIMMH B€ YaCTH
¢pa3sbl.

1. IIpu BBIOOpEe MecTa ISl OTIbIXa TJIABHOE - HE TOJBEPraTh MaJlbIllla PE3KUM
nepeMeHam knumara. When choosing a place for your vacation, the main thing is not
to subject your child to a sharp climate change.

JIBoeroume (Colons)

J/IBoeTo4YMEe JOBOJIBHO YaCTO MCIOJb3YETCH B PYCCKOA3BIYHBIX MUCbMEHHBIX
TEKCTaX, OAHAKO B aHIJUicKuX ¢pa3ax ero Jyuyme u3zderarb. JIBoeroume
MOKeT ObITh 3aMEHEHO JIM00 MCIO0Jb30BAHUEM COCAUHHMTEIHLHOIO CJI0BA, JU00
nyrem pazouBanusi ppasbl Ha aBe. IIpu Hanncanum ¢pa3 ¢ ucnoaIbL30BaAHUEM
NPSAMOM peYd B AHIJIMHCKOM SI3bIKE BMECTO ABOCTOUYMS MCIOJIb3YeTCsl 3aNATad.

1. Ecniu ¢ Bamu B camosnere rpyiHo# peOeHOK, IpeaynpeauTe 00 5TOM IPH MOKYIIKE
Oownera: Ha OopTy Bam BbmamyT crienuanbHylO JOIBKY. If you are traveling by
plane with an infant, alert the airline when you are buying your ticket, and you will
be given a special cradle on board.

2. O0paruTe BHUMaHUE Ha BIAKHOCTh BO3yXa: OHA HE JIOJKHA MPEBBIIIATH
NpUBBIYHYIO Oosible ueM Ha 2%. Consider the air humidity. It shouldn’t be more
than 2% higher than usual

3. M= [Togonumu k Bpauy u cipocuiu: «KakoBsl pe3ynbratsl TecTa?» We went to the
doctor and asked, "What is the result of the test?”

Cro0xu (Parentheses)

B pyccKoOsI3bIYHBIX NMHUCBMEHHBIX TEKCTaX YacTO MCIHOJIb3YHTCH CKOOKH.
IlepeBoast Takue d¢pa3bl HAa AHIVIMHCKMH $3bIK, Jy4Ylle HX YyOparb H
NMOCTApPaThCsl BKJIKYMTHL HHpopManuio Bo ¢pady aud0 BbIPa3sUTh MbICIb,
YKa3aHHYI0 B CKOOKAaX, B I0NOJHUTEILHOM (hpa3e.

1. Prok3ak-KeHrypy (U1 MaJIBIIIEH TPUMEPHO C 7 MECSIIEB) U/WIIH JIETKasl TPOTYJIOYHAS
KOJISICKA - a0COTIOTHO HEOOXOIMMBIE TIPEIMETHI 11 OT/AbIXA C NeThbMU. Absolute
necessities for parents traveling with young children from about seven months old
are a baby sling and/or a lightweight stroller.

2. ITosiBUnack pekyiamMa, HarpaBJIeHHAs CIIEIUMAIbHO Ha IeTel (pekiiaMa ClajgocTei,
COKOB U TIp.). Now there are commercials made especially for children. They
advertise sweets, juices, etc.
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2. 9JIEKTPOHHBIE INCBMA

Onextponnas noura Electronic Mail (E-mail) siBisieTcst Hanbosee nmonyisipHbIM U
CaMbIM TIPOCTBIM MPUJIOKEHUEM TIJ100albHOW KOMIbIOTEpHOU cetu Internet,
oxBaThIBatolieit 6osee 100 cTpaH U JeCATKH MUJTMOHOB TOJIb30BATEIICH.

DNEeKTpOHHAs TOYTa MO3BOJSET COKPATUTh PACXOJbl HAa JOCTABKY IMHUCEM U
OTHpaBKY (HDaKCOB W YMNPOCTUTH OOMEH KOPPECHOHACHIMEH MEXIy JeTOBBIMU
napTHepaMu. [ J1aBHBIM HEJOCTATKOM 3JIEKTPOHHOM MOYTHI SABJISIETCS ci1abast 3aiura
nepeaBaeMon mo Heil nHdopMaIuH.

[Ipocreiimium ~ pemieHreM st OOJIBIIMHCTBA HEOOJBIIMX KOMIIAHUM U
OM3HECMEHOB 3amaJHbIX CTPaH, MO3BOJIIOIIEE MM MOJYyYUTh NOCTyn K Internet,
ABJISIIOTCSI KOMITBIOTEP C MOJEMOM U KOMMYTHUPYEMOE COEIUHEHHE C Y3JIOBBIM
KOMITBIOTEPOM TIO0 TeNe(POHHOW JHUHHH. BO3MOXHOCTH MOMACTh B CETh, HAOpaB
HOMep TenedoHa y310Boro kommbiorepa. Hemocpencrsenno Bxopsiiero B Internet
MPEAOCTABISIOT MECTHBIE TOCTABIIUKHU CETEBBIX YCIIYT.

KommnbroTep mocTaBIIMKa CETEBBIX YCIYyTI MMEET CETeBOM aapec B HUGPOBOH
dbopme (IP-ampec) u sBasierca yacteio Internet. CereBnie [P-ampeca umeroT takxe
BxoAsmnMe B Internet KOMIBIOTEPHl U CETh KOMMEPUECKUX W MPABUTEIHCTBEHHBIX
OpraHu3aliid, HE SBISIIONIMXCSA TMOCTABIIMKAMHU CETEBbIX YCIYyr, a TaKxke
noJyib3oBareNu ((hU3UYECKHue Julla WIK HEeOOJIbIINEe KOMIAaHUU) ¢ KOMMYTUPYEMbIM
JIOCTYIIOM K C€TH, ucnoib3ytomue nporokosnsl SLIP u PPP. Ilocnennuii Ttun
MOAKJIIOUECHHUSI 3aHUMAET IPOMEXKYTOUYHOE MECTO MEXAY KOMMYTHPYEMbBIM
COCJIMHEHUEM M TOJHOMACIITA0OHBIM TMOJKIIOUYeHHEeM K Internet mo BbIIEIECHHOM
JIMHUH.

[P — agpec COCTOMT U3 HECKOJIbKUX YMCEN, OTIEIEHHBIX APYr OT JApyra
Toukamu. Jjig Toro, 94To0Bl 00Ner4yuTh PaboTy C TaKUMHU ajgpecamu, Oblia BBEICHA
JIOMEHHAasl CUCTEMa HMMEH Y3JIOBBIX KOMIIBIOTEPOB, KOTOpass KaxkaoMy yuciy IP-
azpeca CTaBUT B COOTBETCTBUE ONpeAciieHHOEe MM — noMeH. Kak u umcima B IP-
aapece, JOMEHBbI B ajpece e-mail oTaenstores Apyr OT Apyra TOYKaMHu, HalpuMep:
ritm.freenet.Kiev.ua. Kpaitnuii cnpaBa nomeH 0003HayaeT KpyIHYIO CETh; JOMEHBI,
CTOSIIIIUE JIEBEE, SIBJISAIOTCS MMEHAMHU YYaCTKOB BHYTPHU ITOM KPYMHOM CETH, BILUIOTH
70 OTJeNbHOro KoMmibloTepa. [Ipu nepechuike cOOOIIEHHU N0 3JIEKTPOHHOM MouTe
MapuIpyTU3aTOphl, 00padaThIBAIOIIUE CETEBOM TMMOTOK JAHHBIX, IOJCTaBIISIOT
BMECTO UMEHU COOTBETCTBYIOIIME udpsl [P-anpeca.

Kpaiinue crpaBa AOMEHbI OOBIYHO SIBIISIIOTCS JIMOO JIOMEHHBIMM HMEHaMU
oTnenbHbIX cTpaH (momenHoe uma CIIA - .us, Ykpaunsl — .ua, Poccun - .su, .ru),
MO0 MPUHUMAIOT OJTHO U3 CIEAYIOIINX 3HAYCHUN:

.cOm — JUIs1 aIp€COB aMEPUKAHCKUX KOMIIAaHUW U KOPIIOPALIHA;

.edu — IS a;pecoB aMEpPUKAHCKUX O00pa30BaTENbHBIX  OpTaHU3aIUi
(YHMBEPCUTETOB U KOJIJIEIKEN );

g0V — JIJIsl aJJpeCOB MPaBUTENbCTBEHHBIX yupexaeHui CIIA;

.mil — 1yt anpecos opranuzanuii CIIIA, uMeronmx OTHOILIEHHE K apMUU;

.net — 17151 OpraHu3alinii, OCyIECTBIISIIONIUX YIPABICHUE CETAMMU;

.0rg — NIl aMepUKAHCKUX OpraHu3alluii, He MoNaJaroluX B yKa3aHHbBIE BhIIIE
KaTeTOpHHU.
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Anpeca, HaUMHAIONIMECS C JOMEHOB .com, .edu, .gov, .mil, .net, .org, oObIYHO
KOpoue aJpecoB, HAUMHAIOUIUXCS C JIOMEHHBIX UMEH OTACJIbHBIX CTPaH.

st Toro, 4ToOBl MO JAHHOMY aJpecy 3JIEKTPOHHOM MOYTHI OOpaTUTCS K
KOHKPETHOMY YeJIOBEKY, HEOOXOIMMO K aapecy e-mail ¢ momompio cuMBoiia (@
n00aBUTH CJIeBa JOMOJHUTEIHHYI0 KOMOWHAIIMIO CUMBOJIOB (Yallle BCETO 3TO MM
win GaMriIds 4YelloBeKa, JIMO00 KOMOWHAIMS CHMBOJIOB, COJEpKalias uUMs WU
dbamunuio). Hampumep, skbill@microsoft.com - nuuHBI agpec 3IEKTPOHHOM
nouThl Jgerewaapuoro bumna I'eiitca (ocHOBaTens U riaaBbl Kopnopanuu Microsoft).
[Ipumep 3MEKTPOHHOTO MUCHMA:

To: mbeny@helpinghands.com
From: susanp@pharmsolutions.com
Subject:  Business Opportunity
Date: Mon, July 30, 20— 9:00 A.M.

Dear Mary,

Pharmaceutical Solutions is organizing a meeting on Friday. I think your group
would benefit from the information and networking opportunities. I have attached
the details of the meeting to this e-mail.

Hope to see you there.

Regards, Susan
Pharmaceutical Solutions

HexoTopble npaBu/ia HANMCAHNUS 3JIEKTPOHHBIX NMUCEM

1. 3Haku mpenvHaHUA HCNOJB3YKOTCS MUHHMAIbHO. PEIKO MUIIYT ¢ KpacHOU
CTPOKM. OTOT CTHJIb CYHUTACTCA CaMbIM COBPEMEHHBIM U SBISETCA B
HACTOSILEE BPEMS BIIOJIHE YCTOSIBILIUMCS.

2. YroObsl wu30exaTh MyTaHULbl, HA3BAHME MECALA MHUIIETCS MOJHOCTHIO:
21 April 2002

3. B nauvane nuceMa i obnerdyeHusi pabOThl C MOYTOM YKa3bIBAaeTCs TeMa
MChbMa.

4. OOparieHue ocTaeTcsa TaKUM ke, Kak U B 00bIuHbIX nucbMax. Eciu Bel umenn
JUYHYIO0 BCTpEUy C BallMM MAapTHEPOM M Ha3bIBaeTe APYr Jpyra Mo HUMEHH,
MOXHO oOpamiarbkcsi mpocto Dear Mary, Dear Ann, Dear Peter u 1.11. Eciu
Bbl HuMKOTIa HE BCTpeudanauch ¢ BamuMm KoppecnmoHIEeHTOM, u3beraiTe
(GaMUIBbSIPHOCTH M HE PUCKYHTE, Ha3blBask MPOCTO MO MUMEHU HE3HAKOMOI'O
Bam uenoBeka. Ecnu ke Bam maptHep nposiBUI MHUUMATUBY U ITOAIKACAI
CBOE COOOIIEHNE MPOCTO CBOMM MMEHEM, TO B Bamiem oTBere BaM cienyet
oOpaTuThCs K HEMY 110 UMeHH, T.e. Dear Peter, Dear Nick u 1.1.

5. B napyxeckux IOCIAaHMAX TIOpa3fgo 4Yalle MCIONb3YIOTCS COKpALICHHBIE
(bopMBL:

I won’t, we’re, I’ll, etc.

6. B odunuanbHOl A€0BOM TEepenucke B KOHIE MUChbMa IOCJE MOIIMUCU
CTaBUTCSA UMS U (HaMHIIMsA TOJHOCTHIO. OUeHb MMOJIE3HO OYyJIeT MPUTOTOBUTH
aBTOMAaTHYECKYIO CTaHAAPTHYIO MOANMUCH U C YKazaHueM Bamel TommKHOCTH
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B KOMIIAHHMH, OT MMEHHM KoTopoul Brl Bemere mnepenucky. IIpu momoim
CEpPBUCHBIX BO3MOYKHOCTEW Bamero komneroTepa 3Ty CTaHIAPTHYIO MOJIUCH
MOHO HCIIOJIb30BaTh AaBTOMATUYECKHM B KaxJAoM Bamem 31eKTpOHHOM
coobmenun. He 3a0ynpre B Bameit moanucu ykasaTh BCE BO3MOXKHBIE
CCBUIKM Ha caiiTel Bameld opranuzamuu. 9T0 ynpocTUT Baimiemy mapTHepy
mpoliecc MmoydeHus: HGopMaImi 0 KOMIIAHUH, €€ HOBOCTSIX, 0 Bac nu4Ho.

7. B cmydae, ecim Bpl XOoTHTE mNOCHaTe UIMHHOE W BaXHOE II0 CMBICITY
COOOIIEHHE, aKKYpaTHO MPUTOTOBHTE €r0 OTACIbHBIM (DailioM M MOIUIKTE,
Kak mpuiokeHHbId ¢aitn (attached file). Ilpu sTom He 3a0yapTe ykazath B
TEKCTE€ OCHOBHOTO COOOIIECHMS, YTO HWXKE CJEAYeT MPUIIONKEHHBIN (haii.
Please find attached file with some information about / Please find attached
file with our new proposals concerning:

8. B cumy TOro, 4rto DSJIEKTPOHHBIMU MHUCbMAMH MOKHO OOMEHMBATHCS
HECKOJIBKO pa3 B JIEHb, MOJIE3HO YKa3blBaTh B CTpOKe Subject TeMy Baliero
coo0mieHus. ITo MomMoxkeT Bam OBICTPO OTHICKATh HYKHOE MUCHMO B BallleM
apXuBe, €CJIM MOHA00UTCS.

9. B HekoTOphIX ciyyasix, Korga Bam Hago CpoyHO MONYYUTh OTBET HA CBOW
COOOIIIEHHE, MOXKHO HCIOJb30BaTh KOMaHIy «BaXXHOCTh» M YCTaHOBUTh
0oJiee BHICOKUIN IPUOPUTET Ha cBoe coolreHue. [Ipu sTom agpecar momydut
Bame coolOuieHue ¢ KpacHbIM BOCKIMIATEIbHBIM 3HAKOM, YTO YKaXKET Ha
NOBBIIIEHHBIA MpUOpUTET mnocheaHero. [lo yMon4anuio wucnonb3yercs
00bIYHAs CTENEHb BAXKHOCTH.

10.be3yciioBHO, MpU HENPEPHIBHOM OOIIEHUU C TapTHEPOM MO Ou3HECy IO
AJIEKTPOHHON TOUYTE€ paHO WM TO3MHO Baiiu OTHOIIEHUsS CTaHyT OoJiee
HeopManbHbiMU. OHAKO U 37eCh TpeOyeTcsl MPOSIBUTh U JCIIMKATHOCTb, U
caepxaHHocTh. HepopManpHbiii 00pa3 oOIEHUSI AOMYCTUM B CIEIYIOLIUX
CIy4asx:

a) Bam maptHep nmpoundopmupoBan Bac, uTo oH/OHa yXOauT B OTHYCK U BhI
XOTHUTE MOXKENaTh EMYy XOPOIIo ero npoBectu. Have a nice time!

b) OOBIMHO TPHUHATO MO3JPaBIATh, NAapTHEPOB 1o OuszHecy ¢ PoxkaectBoM u
[Tacxoii. He3aBucumo oT Toro, moceuiaeT au Bama opranuzauus odunmaibHoe
MO3/JpaBJICHUE WIH HET, HE 3a0yIbTE B CBOE MOCJEAHEE NEPE]l MOUYTH HEAEIbHBIMU
KaHUKyJaMu cooOlieHue 100aBuTh CTpouky: Merry Christmas and Happy New
Year! Happy Easter!

11.He wucnonn3yiiTe mnponucHeie OYKBBHI (KPOME CJIy4yaeB HEOOXOAMMOCTH,
onMuCcaHHBIX BhIE). [TMcbMO, HaMMCaHHOE MPOMKUCHBIMUA OYKBaMHU, TOBOPUT O
HETEPIEHUH WK O HEJIOBOJILCTBE MUIIYIIETO.

Huxe npencraBieHbl HECKOJIBKO OCHOBHBIX BBIPAKEHUH, KOTOPBIE IOMOTYT
Bawm ObicTpo u nundopmaTuBHO HanucaTh Balie 351eKTpoHHOE COOOIIEeHHE.

I would appreciate if you ..... byoy Bam ouenv onacooapen, eciu Bui...
Please inform me about Toocanyiicma, npourgpopmupytime mems o ...
Could you send me please Omnpasbme mHe, ROXCanyicmd...

Apart from the above Tlomumo sviueykazanHo2o
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1t goes without saying

As to

The matter is
The point is
In my opinion

In accordance with contract:

Moreover /Besides
Nevertheless
Therefore

First of all

In fact / Actually
Besides

3Omo coseputento ouesuoHo (dmo camo cobotl
pasymeemcsi)

Ymo kacaemcs...

Jleno cocmoum é ...

Bonpoc kacaemcs...

Ilo moemy mnenuio...

B coomeemcmeuu ¢ konmpakmom
Kpome moeo,

Tem ne menee

Credosamenvho ((no smoti npuyute)
IIpesicoe ecezo
Ha camom oene

Kpome mozo

IIpenMyuiecTBa 3JIEKTPOHHOM MePENUCKH

K nmpenmyiiectBaM 3JEKTPOHHOM NEPENUCKH MOXKHO OTHECTH BO3MOXHOCTH

6I>ICTpO OCTaBJTh U II0JY4YaTb OoJIbIIIE OOBEMBI PIH(l)OpMaHI/II/I II0 YKa3aHHBbIM

agpecam B WWW, BCTaBKy KOMMEHTAapHUEB >, WCIOJIb30BAHUE CIIEHUAIBHBIX

CEepBUCHBIX (DYHKIMI UIsI KONUPOBAHHUS COOOIICHWH, MOJy4YeHHBbIX B Barie

OTCYTCTBHE 1O yKazaHHOMY Bamu agpecy, BO3SMOKHOCTh PaCChUTKH OPUTHHATHHOTO
Y TIOJTY9€HHOTO COOOIIEHN BCeM ujieHaM padodeid TPyIIIbI.
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OCHOBHBIE THIIbI TEJIOBBIX ITHCEM 110 HAYYHO-
ME/THIITHHCKOH TEMATHKE

1. HEPEIITUCKA MEXJAY HAYUYHBIMU U JEJTOBbBIMHA

IHAPTHEPAMU

1.1. ITucbmo-npuraamenne (INVITATION LETTER)

CYHICCTByeT HCCKOJIBKO THIIOB l'IpI/II‘J'IaHICHI/If/'Ii

1.

2.
3.

OduumanbHoe (MUIIETCS OT TPETbEro JMIla, 4YacTo Ha CIHEIUAIbHO
Hare4YaTaHHBIX KApTOYKAX C MPOITyCKaMHU [T UMEHH TPUTJIAICHHOTO (-HHBIX) U
JUTSI TAThI).

HeiiTpanbHoe (mpocToe Apy:KeCKOe MPUTIALLIECHHUE)

HeoduumanbHoe (ripuriaiieHue no teaedoHy Win B pa3roBope)

[IncpMeHHBIE NpUITIAIEHUs CIEAYyeT pacchulaTh 3a JBE-TPU HEAEIU 10
NPa3AHUYHOTO COOBITHSA. DTUKET TpeOyeT MUCHbMEHHOTO OTBETa Ha npuriamieHue. OTBeT
Ha O(UUIMAIBLHOE MPUIJIAIIEHUE MHILETCS OT TPEThEro Jinia, 0e3 BCTYNUTETHLHOIO
oOpalleHusl, 3aKITIOUUTEIBHOMN (hpa3bl BEXKIMBOCTH U TIOATHCH.

THE INVITATION CARD (OdunmajibHoe npuriameHune)

request the pleasure of your company at the reception to be held at the Reception hall,

Friday, 24" April, 2009
Evening Dress

paovl npuenacums npedcmasumenei Baweil komnanuu na npuem, Komopulii 6yoem
nposedeH 8 3ane NPUeMos.... ... ......24 Anpens 2009 6 namuuyy 7 eeuepa
Beuepnss popma ooesncovt

The Chairman and Directors
of THE BRUSH GROUP PLC

vevveen @t 7 p.m. on

R.S. V. P
to the Secretary

IIpeoceoamenv u Cogem Oupekmopos
KOMNAHUU ... ... ... ...

Ilpocvba omeemums (om ¢p. «Réponder, s’il vous plaity)
cexpemapio

Acceptance of the invitation (IlpunsiTue npurjanenus):

invitation to a Reception to be held at the Reception Hall, ... at 7 p.m. on Friday, 24" April,
2009, which he has much pleasure in accepting”

T'ocnooun Ilaenos 6nazooapum npeocedamens u Cogem OUpekmopos KOMAAHUU  ......... ... 3d
J0be3Hoe npuzniauienue Ha npuem, KOmopbwlii 0y0em NPOBOOUMBCS ..................... U C
VOO0BOILCMBUEM NPUHUMAEH €20.

“Mr Ivan Pavlov thanks the Chairman and Directors of the Brush Group Plc for their kind
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Refusing of the invitation (OTka3 oT npurianmexnns):

“Mr Ivan Pavlov thanks the Chairman and Directors of the Brush Group Plc for their
kind invitation to a Reception to be held at 7 p.m. on Friday, 24", April, 2009, but regrets
that he is unable to accept owing to a previous engagement on that evening.”

Tocnooun  Ilasnos mobesno  6Onacodapum  npeocedamensi U CO8em  OUPEKMOPO8
KOMNAHUU......3a HNpUSIAuieHue HA npuem, Komopvii 0yoem nposeodeH  ......... JHO, K
COJICANIeHUI0, OH He CMOodicem npuHsams Bawe npuenawenue, mak kax 3mom OeHv y He2o yoice
3aHAM.

THE INVITATION LETTER

Dear Dr Ricardo Closa Patricola,

I have the pleasure of extending to you an invitation on behalf of the administration of
Krasnoyarsk State Medical University to the SYMPOSIUM “Nutrition in the Prevention
of Social Important Diseases” to be held in Krasnoyarsk on the tenth of December, 2009.

Leading specialists of Krasnoyarsk, Moscow, Tomsk, Irkutsk and Novosibirsk are to
take part in the Symposium.

I would be grateful if you could confirm your participation in the Symposium by
sending us the proposed title of your report. Please let us know the date and time of your
arrival.

R.S.V.P.

Enc
Programme of the Symposium

Sincerely yours,
Ivan N. Sidorov

Yeaocaemviii 0ookmop Puxapoo Knosza Ilampuxona,

Ilo nopyuenuro aomunucmpayuu Kpacl’ MY ¢ yoosonvcmesuem nepedaro Bam
npuenauenue K y4acmuro 8 MexicOyHapooHom cumnosuyme «llumanue 6 npogunaxmuxe
COYUANBHO-3HAYUMDBIX 3a001esanuily, Komopulil cocmoumcs 10 dexabps 2009 2. 6 2.
Kpacnospcrke.

B cumnosuyme npumym yuacmue eedywue cneyuanucmel Kpacnosapcka, Mockewi,
Tomcka, Upxymcka u Hoeocubupcka Ioxcanyiicma, noomseepoume Bawe yuacmue 6
cUMno3uyme, OMnpasus Ham memy 00K1aoa, Komopuli Bel nianupyeme npedcmagums.
Ilpocvba coobwums nam maxoice oamy u epems Baweeo npubvimus.

Toowcanyiicma, omeemvme.

Ipunooicenue:

Ilpoepamma cumnosuyma.
Hckpenne Baw,

Hsan H. Cuoopos
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THE INVITATION LETTER (HeiiTtpajbHoe)

Dear Mr 1. Paviov,
It would give us great pleasure if you and your wife could join us for dinner on
Saturday, the 23rdAugust, at 7 o’clock.
Yours sincerely,

Anthony Brown
Veaorcaemviii 2cocnooun Iaenos,
Mbui OvLiu 661 0uensv paovl, ecau 6vl Bol u Bawa scena noyscunanu ¢ namu 8 cyooomy 23
ascycma 6 76euepa

Hckpenne Baw
Oumonu bpayn

Acceptance of the invitation (IlpuHsiTHe npUrIalIeHus1):
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10th Aug., 2008
a) Dear Mr Anthony Brown,
Thank you very much for your invitation to dinner on Saturday, the 23" August. Both
my wife and I will be delighted to come (or We are pleased to accept).

Yours sincerely,
1. Pavlov

Ye. I'ocnooun... ... ... ...,
Bonvwoe Bam cnacubo 3a npuerawenue Ha yocun 6 cyooomy 23 Aecycma. H u mos
JHCeHa ¢ Y0osonbecmauem npuoem Kk Bam.

Hckpenne saw
H Ilasnos

b) Dear Prof. Smith,

Thank you very much for your kind invitation to take part in the Symposium. It gives me
great pleasure to accept your invitation and I look forward to seeing many of my friends
there.

Sincerely yours,
S. Sidorov
Ye. npogheccop Cmum,
bonvwoe Bam cnacubo 3a npuenawienue npuuame yuacmue 6 cumnosuyme. C

yooeonbcmeuem npunumaro Bawe npuenawenue u ¢ Hemepneuuem dHcoy ecmpedu co
MHOUMU CEOUMU OPY3bAMU.

Hckpenne saw

C.Cuodopos

c) Dear Mr. Erickson,
Many thanks for your letter and the formal invitation you enclose. It is very nice
of you to offer to meet our expenses while we are in Britain. I gratefully accept it on the




assumption that we shall have the pleasure of receiving you here as the return part of the
exchange visit.

We can discuss all the points with you personally or by letter should you wish to
come over before we go. I suppose this would be a very good idea as the dates of our
visits are still vague. Anyhow, I want you to understand that we shall be delighted to
have you here with us any time you choose to come.

Once again many thanks

Yours sincerely,
S. Sidorov

Jlopoeoii e-n Ipukcon!

bonvwoe cnacubo 3a nucomo u 3a npuciannoe oguyuanvroe npuenauienue. C
Baweii cmoponul ouenv 1100e3H0 6331mb Ha cebsi pacxoovl 80 8pemMs Haule2o npedbl8anus
6 bpumanuu. A ¢ 6aazooapnocmsio NPUHUMAIO €20 NpuU YCI08UU, YO Mbl OVOeM uUMems
yoosorbcmaue npunames Bac ¢ omeemuvim eusumom.

Mbui moorcem obcyoums 6ce 80npocvl npu 6cmpede Ul 8 nucbme, eciu Bovi
3axomume nepeviMu npuexams K Ham. Mue xadxcemcs, 5mo 6v110 Obl HENI0X0, NOCKOILKY
oamvl HaWUX noe30ok ewje He ymounenvl. Kax 661 mo nu oOwino, a xouy 3asepums Bac,
umo mul gce20a paovl npunams Bac y cebs 6 11060e yoobroe ons Bac epems.

Ewe pasz 6onvwoe cnacubo,

Hckpenne Bauw,
C.Cuoopos

JIPYTUE NIPUMEPBI IUCEM-ITPUTJIAINEHUI:

a) Dear Mr Douglas,

We are looking forward very much to your visit to our University this summer.
We are expecting you at the beginning of April and are hoping that you may stay until
the end of April or longer if you can manage.

We want you to understand that we will see to all your needs while you are with

us and to any expenses that may arise.
Yours sincerely,

Lopoeou 2-u /[yenac!

Mpbt ¢ bonvuum nemepnenuem xcoem Bac smotl secnoul 6 nauem Ynueepcumeme.
Mbi srcoem Bac 6 nauane anpens u Haoeemcs, 4mo vl npooyoeme y HAC 00 KOHYA anpeis
UnU OoNbULe, eciu cMoxceme.

Bur oonoicuwt  3namv, umo mwvl npedocmasum Bam ece, umo 6yoem Bawm
HeoOX00UMO 80 8pems NpedblBaHUs Y HAC, GKII0YASL U PUHAHCOBbIE PACXO0bl, KOMOpbie
MO2Ym 8O3HUKHYMb.

Hckpenne sawiu,

b) Dear Mr. Ford,

Mr. Smith, who is with us in Krasnoyarsk now, has told me that you are coming to
Moscow to attend the Seminar on molecular medicine from October 27 to the 29 th. I'm
going to visit Moscow at the end of October and I should be happy to meet you. We could
ask Mr. Smith to join us, too. He will be delighted to see you again.

We hope you will have a very good journey and look forward to seeing you.

Yours sincerely,

P S Please call me in the evening any day. I'm back home around 8 p.m.
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Jlopoeoii e-n @opo!

Tocnooun Cmum, naxooswutica ceuyac 6 Kpachospcke, ckazan Mmue, umo Boi
cobupaemecvy 6 Mock8y Ha ceMuHap no MOJEKVIAPHOU MeouyuHe, KOMOpwvli 6yoem
npoxooums ¢ 27no 29 okmabdps. A coouparoce 6 Mocksy 6 konye okmsops u 0y0y pao,
eciu Ham yoacmcs ecmpemumucsa. Movi moenu 6v1 npuenacume u 2ocnoouna Cmuma
npucoedunumscs Kk Ham. On 6yoem pao choea nosudamuvcs ¢ Bamu.

Haoeemcs, umo Bawa noezoka 6yoem npusmmot, u scoem ecmpeyu ¢ Bamu.

Hckpenne Baw
P S Ioowcanyicma, nozgonume mue geuepom 6 000t Oetb. A 0oma npumepHo ¢ 80CbMul
uacos eeyepa.

) Dear Professor Taco Okkory,

On behalf of the Rectorate of Krasnoyarsk State Medical University, I have a
pleasure to invite you to visit Krasnoyarsk State Medical University for the period from
September 2 to September 9, 2009. We will be happy to accept you as a guest of our
University for discussion on the perspectives of collaboration in the area of Research,
Student and Staff Exchange. We would be grateful if you could have an opportunity to
deliver two Special Lectures on Bacteriology for undergraduate students. The expenses
connected with your accommodation in Krasnoyarsk will be covered by our side.

Yours sincerely,

Jlopoeoti npogheccop Taxo Okopu,

Om umenu pexmopa KpacI'MVY pao npuenacume Bac nocemums Hawt
Yuueepcumem 6 nepuoo c 2-no 9 cenmsaops 2009 cooa. Mor 6ydem padvl npunsms Bac 6
Kayecmee eocmetli 01 00CYIHCOeHUs. NEPCHEeKMUE 63aUMHO20 COMPYOHUYeCmed 8
80NPOCAX UCCIE008ANHUL U 0OMEHA CIMYOeHMAaMU U NPenooasamenbCkum cocmasom. Mot
OvLIU npusHamenvhvl, eciu Ovl Bvl npouumanu Ose nexkyuu no baxmepuonocuu Ons
Hawux cmyoenmos. Bce pacxoodwer no npoocusanuio 6 copooe ynugepcumem bepem Ha
cebs.

Hckpenne Baw...

d) Dear Mr. Benson,

A small parcel with photographs and slides taken in your lab during my visit is
on its way to you. I hope they will remind you of the days of the conference and the long
discussions, which I found very stimulating. Some of the photos, unfortunately, didn’t
come out properly. Excuse the quality.

Allow me to wind up by recalling that you promised to come to Krasnoyarsk this
summer. I would be most happy to welcome and host you here, in our University. [ want
you to understand that we will see to all you need for your work while you are with us.

Kind regards.
Yours sincerely,

P S Give Mr Blare my best regards, please.




Lopoeoii e-u bencon!

A omnpasun Bam nebonvuiyio 6O6amdeponv ¢ Gomoepaguimu u craudamu,
cHamviMu 6 Baweti nabopamopuu 60 8pems moezo suzuma. A Haoeiochb, OHU HANOMHAM
Bam o ousx kongepenyuu u o ooneux becedax, komopwvie s CUUMAN OYEHb NOJE3HbIMU.
Hexomopuie uz cHumkos, k codxcaneHuro, 8bluiau HegadxcHo. M3zeunume 3a Kayecmeo.

Iloz60onbme mHe 3aKOHYUMb NUCOMO HANOMUHAHUEM, Ymo Bul obewanu npuexamo
6 Kpacnospck smum nemom. A Ovin Ovl ouenv pad npueemcmeogams u npunams Bac
30ecwb, 8 Haulem YyHugepcumeme. Bbl 001CHbI 3HAMb, UMO Mbl NPeOOCMABUM 8aM 6Ce,
umo 6yoem 8am HeoOX00uMo st pabombol.

C Haunywwumu nodxceraHuamu
Hckpenne Bauw,
P S ITooscanyiicma, nepedatime om mersi bonvuiol npusem -1y buepy.

e)  Dear Professor Robert L. Craft,

On behalf of the Organizing Committee of the Il International Congress on
Respiratory Support which will be held on August 25-27, 2009 in Krasnoyarsk (Siberia,
Russia) I would like to invite you to take part in the Congress and to present Special
Lecture on current issues of Anesthesiology, Intensive Care and Respiratory Support (as
it is listed in the preliminary Program attached to this letter).

The Organizing Committee of the Congress suggests the following schedule for foreign
participants:

August 23, 2009, flight S7071 "Moscow-Krasnoyarsk", departure time is 22:20

(arrival time is 05:40 a.m. on August 24, 2009).

August 24 - August 28, 2009 - stay in Krasnoyarsk city

August 28, 2009, flight S7072 "Krasnoyarsk-Moscow", departure time is 08:05 a.m.

(arrival time is 09:05 a.m. on August 28, 2009).
1 hope this schedule would be convenient for you, and your visiting Krasnoyarsk will be
both interesting and fruitful for you.
I would be grateful if you could confirm your participation in the Congress by sending us
the proposed title of your Lecture as well as information required for making official
invitation letters for getting visa (please find attached the questionnaire) to e-mail: .......
Kind regards.

Yours sincerely,

Hopozoii npogheccop Kpaghm!

Om  umenu Op2anu3ayuoHHo20 KOMUmema mpemove2o MeHCOYHAPOOHO2O0
KoHepecca no Pecnupamophoti noddepoicke, komopwiti cocmoumcsi ¢ 25-27 ageycma 8
2opoode Kpacnospcke, mbl Obl Xomenu npueracums Bac npuname yuacmue 6 oannom
Meponpusimuy U npedcmasums 00KIAO N0 AKMYAIbHbIM 6 Haule epemsi npobiemam
Anecmesuonoeuu Unumencuenou mepanuu u Pecnupamopnou nooodepoicke (coenacho
npeosapumenbHoOU NPocpamme, KOmopas NPULONCEHA 6 IMOM NUCbME).

Komumem no opeanuzayuu xowepecca npeonazaem Bam o3naxomumuvca c
npocpammoll npedbl8aHusi UHOCMPAHHBIX YYACTHUKOS:

23 aseycma petic 7071 Mockea-Kpacnospck, epemsa omnpasnenus 22:20, epems
npubvimus 24 aseycma 2009 05:40
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npubvimus 28 agzycma 09:05

C HAUTYYUUMU NOHCENAHUAMU

C 24 aseycma no 28 aseycma - npebdvisanue oenecayuu 6 2opode Kpacnospcke

28 aseycma petic Ne7072 Kpacnosck-Mockea, epemsa omnpaesnenus 08:05, epems

Haoerocw, smo pacnucanue 6yoe yooouwim 0ns Bac u danmwiii eusum 6yoem
UHMepPeCHbIM U NI0OOMBOPHLIM O/ 00eUxX CIMOPOH.

Mvot 6b11u ObI npusHamenvuvl Bam, eciu 6vl Buvl noomeepounu ceoe yuacmue 6
KOHepecce YKA3aau HA3eanue OOKIA008, A MAK’ce NPUCIATU HAM He0OXO0OUMYHO
unghopmayuro (sonpocwl cm. 6 Ilpunoscenuu) 015t NOO2OMOBKU OPUYUATLHBIX NUCEM-
npuenaweHuil 01 0QopMIeHUs. 8U3bL NO AOPeCY AeKMPOHHOU NOYNbL

Hckpenne Baw,

USEFUL PHRASES FOR ACEPTING OR REFUSING INVITATIONS
(®Ppa3bl, HCIIOJIb3yeMble 11 NIPUHATHSA WIH OTKJIOHECHUS NPUIJIALICHUS)

We are delighted to accept....
We look forward to joining you.....

We are sincerely happy to join you....

We are pleased to accept....

Unfortunately it will be impossible for us
to...

I am sincerely sorry that we can not join
you for....

We regret we can not accept. ...

Very regretfully we find that we cannot.....

Please accept my sincere regrets at not
being able to join you for....

(Name of person) thank(s) (the name of
institution or person) for its (their) kind
invitation to (occasion) fo be held at
(address), at (time) on (day, date), but
regrets he is unable to accept owing to...
owing to (because of) my poor health.
...owing to a prior engagement for that day
(evening, time, period)

...as [ have an urgent business appointment
to attend to.
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MBI ¢ y10BOJILCTBUEM IIPUHUMAEM. . ...

MBI ¢ HETEepIIEeHUEM KJIEM BCTPEUM C BaMu
Ha....

MBI HCKpEHHE PaJibl BCTPEYE C BaMU Ha. ...
MBI ¢ y10BOJIbCTBUEM ITPUHUMAEM .. ...

K coxajieHnto, Mbl HE CMOXKEM .. ...

MBbI HCKpEHHE COXajIeeM, YTO HE CMOXKEM
BCTPETUTHCS C BaMH Ha.. ..

K coxxaneHuto Mbl HE MOYKEM NPUHSITE. ...
K GonpioMy cokaeHHuI0 Mbl Y3HAIH, YTO
HE CMOXEM. . ...

IIpocum npuHATE  HamM
COKAJIEHHs, YTO MBI
BCTPETUTHCS C BAMU HA.....
(Umst) Gmaromapur ..... 3a NpUIJalleHUe
Ha...., KOTOPBIA COCTOUTCS
COXAJICHHIO, HE MOXKET IMPHUHATH JTAHHOE
NPUTJIAIIEHHUE T.K. ...

VCKPEHHUE

HC CMOXKEM

... T10 IPUYMHE TUIOXOT0 3710POBbSI
... TK. y MeHs OblIa 3apaHee Ha3HaYeHa
BCTpEYa Ha 3TOT JEHb (Beuep, BpeMs,
MIEPUO/)

. T.K. Yy MEHs BaKHas JIeJIOBas BCTpeua,
Ha KOTOPOi1 51 00s13aH OBITb.



1.2. ITucbmo-no3apaBiaeHue (CONGRATULATION LETTER)

[Incema-no3ipaBieHUs! CIIEAyEeT OTHPABIATE Cpa3y Ke, Kak TONbKO Bbl y3Hamum
0 noBoze. It 3TOTO CyILIECTBYET MHOXECTBO IOBOJOB, HAIpUMEpP: MPOJABUKECHUE
1o Ci1yk0e, KaKoH-TO Ba)KHbIN I0OUJIEH B KOMIIAHUH, CO3JjaHKE HOBOTO MPOJYKTa U
T.J.

21 Jun., 2005
a) Dear Mr N. Brown,
I have just read of your getting an appointment of Dean of the Nursing Faculty.
Let me offer my warmest congratulations.
I don’t have to tell you that all of us here wish you the best of luck in your new

position.
We are sure we will know more good news about you in the future.
Your sincerely,
F. Ivanov

V6. eocnooun bpayn,
A monvko umo ysnan o Bawem ma OondxcHocmv Oekaua ¢haxyibmema cecmpuHcKo2o
obpazosanus. Ilozeonvme mue evipazums Bam mou mennvle nosopasnenus.
Hem neobxooumocmu cosopumo, umo éce mul dHcenaem Bam ececo naunyuwezo 6 Bawieti
HOBOUL OOJIHCHOCU.
Yeepen, umo 6 onusrcativwem 6yoyujem mvi ewe y3uaem o Bac mHoz2o xopowux Hogocmetl.
Hckpenne Bauw...
D.Hsanos

b) Dear Professor Stanton,

It’s been great working with you, and we look forward to continuing our partnership
during the year to come. Meanwhile, we wish you to have a Merry Christmas and a
Happy and Prosperous New Year. Enjoy lots of rest, warmth and happiness with your
loved ones during the holidays.

Yours sincerely,
Hopoeoui npogpeccop Cmenmon,

Pabomamv ¢ Bamu - yoosonbcmsue, u mvl ¢ Hemepneumuem Hcoem NpoOOIHCeHUs
Hawie2o compyoHuyecmsea 6 Hogom 2o0y. Kenaem Bam cuacmaugozo Poowcoecmsa u
Yoauu 6 Hosom 200y! Hacnasicoaiimecov omovbixom, meniom u cuacmovem 0vimsb psioom ¢
OIUBKUMU 80 8peMsl NPA3OHUKO8!

Hckpenne Bawu,

¢) Dear Professor Saburo Tokugava,

On behalf of the Administration and the staff of the Krasnoyarsk State Medical
Academy we wish you everything best in the coming New Year!

We are very proud to have effective cooperation between the Krasnoyarsk State
Medical University and the Kanazawa University Graduate School of Medicine in the
area of Student Exchange! We are very grateful for your personal efforts to develop our
collaboration! We hope that the year 2008 will bring us further strengthening of our
collaboration! Have a Merry Christmas and a very Happy New Year!
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Lopozoii npogheccop Cabypo Tokyeasa,

Cuacmaueozo Poorcoecmea u Hosozo 2o00a!

Om umenu aomunucmpayuu Kpacnosapckozo 2ocyoapcmeennozo MeOUYUHCKO20
YHUgepcumema xcenaem Bam ecezo naunyyuezo 6 nacmynarowem Hogom 200y!

Mot 2opoumcsa npodykmusHuiM compyonudyecmeom mexncoy Kpacl' MY u Bovicweti
Meouyuncxoti Llxonoi Yuueepcumema 2. Kanaozaea 6 éonpoce obmena cmyoenmamu.
Mpvt 6aacooapum Bac 3a nuunelii 6k1ao 6 pazeumue compyonuvecmea. Haoeemcs, umo
Hosbltl 2008 200 nuwis ykpenum naue compyonuiecmeo!

Yours sincerely,

Hckpenne sawu,

woman receives “best wishes”.

Note: Only man receives “congratulations” on his engagement. The

USEFUL PHRASES

We congratulate you on....

Congratulations on....

Warm (sincere) congratulations, good luck
and best wishes. ..

Please accept our heartiest congratulations
on....

Permit me to congratulate you on ...

I was delighted to learn....

It was with great pleasure that we learned
of your appointment......

May we congratulate you on your
promotion.....

We want to send you our sincere good
wishes and. ..

Your note of congratulations is deeply
appreciated.

It was good (nice, wonderful, thoughtful)
of you to write me as you did.

[Toznpasisiem Bac c...

Hamm no3npasinenus c. . ..

Hamm TEILIbIC (MCKpeHHUE)
MO3JPABJICHUS, TIOKETAHUSI YCIEXOB U
cyacTbs!

[Tpocum Bac IIPUHSATH
NO3/IPaBJICHUS OT BCETO CEPALIA. . ..
Paszpemmre mue nozapasuts Bac c ...

51 ¢ ynOBOJIBCTBHEM y3HAI, YTO. ...

C OoJbIIUM YJTOBOJILCTBHEM MBI Y3HAIIH,
yt0o Bac HazHauwm. . ...
Pa3pemmre IIO3/IPaBUTh
MOBBIIIICHUEM TIO CITyKO€.
Mpe1 xoTuM 1niocniate Bam Haim uckpeHHne
Y HAWJTYYILIHE TIOKETIaHUs U . ..

Bonbmoe cnacu6o 3a Baie nucbMeHHOE
MO3/PABJICHUE.

beiio ovenp mwio ¢ Bamen cTOpoHBI
(4ynecHo, MperyCMOTPUTENILHO) HAKMCATh
MHE.

Hall1n

Bac C

1.3. IIucemo-0aaromapuocts (LETTER OF GRATITUDE)

Ecau Bel koro-to 6J'IaI‘O,IIapI/IT€ 3d T'OCTCIIPUHUMCTBO, TO ITMCBMO OOJIDKHO OBITH
OTIIPABJICHO HC ITO3HCC YCM YCPEC3 ABA-TPU OHA ITOCJIC Bamero OTbhC314a.

a) Dear Mr Brown,

Back now home I would like to thank you most warmly for your hospitality extended

22" May, 2001
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fo me.
I very much appreciated your kindness in showing me round your works.
1 had the most pleasant and interesting trip and hope to be of similar assistance to
you if you come to Moscow. I thank you very much again.
We look forward to further cooperation.
Yours sincerely,
1. Popov
V6. cocnooun bpayn,
Ilo sospawenuro domoil mMHe Obl Xomenoce noodrazooapumes Bac 3a oxazammvli MmHe
MeNnblil NPUeM.

A ouenv yento Bawe nobesnoe omnouieHue, komopoe Bbl MHe oKkazanu, 3HAKOMS MeHsl C
Bawumu pabomamu. brnacooaps Bam mos noe3oka cmana ouenb npusimHoll U UHMepPeCcHot, U
A Haoerocb maxdice Obimb Bam nonesnvim 6 ciyuae, eciu Bul pewsume npuexams 6 Mockey.
Tlozsonvme ewe pas noobnazooapums Bac.

C Haoesicooll Ha OanbHeliuiee compyOHULeCmso,
HUckpenne Baw,
U Ilonos

b) Dear friends,

On behalf of Mr. Ivanov, Mrs. Petrova, and myself, please accept our sincere
appreciation for a wonderful trip to your beautiful city and the chance to meet all of you and
discuss possible ways of our future collaboration.

Sincerely,
1. Popov

Jlopoeue opy3vs!

Om umenu 2-na Meamnosa, 2-oicu Ilempoesoii u om cebs uyHo xouy evipasumes Bam
HAUWLY Camyl0 UCKPEHHION ONa200apHOCmb 3a 8elUKONENHYI0 noe30Ky 6 Bawi npexpachwiil
20po0, a makdHce 3a Mo, 4mo Mol UMEIU 803MONMCHOCHIbL NOBCMpeYamvcs co cemu Bamu u
00CYy UMb 803MONCHBIE BAPUAHNBL HAULE20 OATIbHEUUE20 COMPYOHUYECEA.

Hckpenne,
H.ITlonos

¢) Dear Rector, Professor Ivan Kuravlev:
I would like to thank you very much for your kind hospitality during our stay in Novosibirsk and
for the frontline Conference on Antimicrobial Therapy. We were really excited with your
forefront activities. We came back safely to France.
It was slightly cold to me in Novosibirsk. However, the hearts of staff of Novosibirsk State
Medical University, including you and Vice-Rector Professor July Kuznetsova were very warm
and kind. I was also very impressed with the wonderful nature and beautiful historical places in
Novosibirsk.

1 express again my deep gratitude to you for your kindness. I will continue to do my best for the
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Hosocubupcka.

student exchange between Novosibirsk and Paris.

Veaoicaemviii pexmop, npogpeccop Hsan Kypasies,
A 61 xomen nobnazooapume Bac 3a cocmenpuumcmeo 60 épems Hauie2o npedbIBAHUsL 8 2.
Hoeocubupcke a maxoice 3a meremocm no anmumuxpooHou mepanuu. Mol 6vLiu ouens
gneyam.ienvl nposederHol Bamu pabomoii. Mot xopouto 0oopanuce 0o Opanyuu.
B Hosocubupcke 0bL10 X0100HO, HO OMHOUWIEHUE COMPYOHUKO8 YHuepcumema, ocoOEHHO
Bac u npopexmopa npogeccopa FOnuu Kysneyosoii 0OvbL10 0OueHsb
0obpooicenamenvuvim. Hac makoice nopazuna Bawa npupoda u ucmopuueckue namsmHuxu

Ewe pa3 evipasicaro Bam enybokyro bnazo0aprHocme 3a eaui cepoeuHvlii npuem. S 6yoy
npooonicams  0elamby 6ce, YMo Om MeHs 3a8UCUM Ol Peanu3ayuil npoepammul 0OMeHa
medicoy cmyoenmamu Hosocubupcka u Ilapuoica.

Sincerely yours,

Professor Henri Ricaut

menjivim U

Hckpenne sauw,

IIpogpeccop Anpu Puxo

USEFUL PHRASES AND SENTENCES

to afford
(assistance). ...
We thank you for the samples of your
products.

Thank you ever so much (most
sincerely, very much indeed)....

I am most grateful to you for....

I regret very much that I didn’t have a
chance to talk to you personally for....

(render) hospitality

This is to thank you again for your
wonderful hospitality and to tell you how
much I enjoyed...

Thank you for one of the most enjoyable
visits we have had to your country.
Thank you for doing so much to make
your trip to London interesting and
fruitful.

1 highly appreciate your attention.

Thank you for contributing so much to
make our stay in your country pleasant
and restful.

I am very grateful to you for your
generous hospitality.

I hope some day you will find yourself in
our country so that we can reciprocate
your kindness.
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Oxka3bIBaTh FOCTEIIPUAMCTBO (IIOMOIIIb)

C 0JaroJapHOCTHIO MOJITBEPKAAEM
nosy4enue o0pasioB Bammx u3nenud, . ..
Bonbimoe ciacu6o. ..

[IpemHoro Bam Giarozapes. . ...

Sl odeHb COXaJICO, YTO HE MMEI
BO3MOXKHOCTH JIMYHO TMoOaromaputs Bac
3a.....

[Tuury, uroOsl emie pa3 nobnarogaputh Bac
32 YyJIECHOE TOCTETPUMMCTBO U CKa3aTh BaM,
Kakoe OOJIbIIOE YI0BOJIBCTBUE S TIOTYYHT. . ...
bmaromapro Bac 3a omuMH ©3 cambIX
NPUATHBIX BU3UTOB B BAllly CTPaHYy. ...
Cnacu6bo Bam 3a TO, 4TO CpaenanyM Harny
nmoe3aky B JIOHIOH TakoM HMHTEPECHOW U
TOJIE3HOM. . .

51 ouens neHro Bane BHUMaHME.
biaromapum Bac 3a Bce To, uTo BbI cnenanu,
yToObI Hallle NMpeObIBaHWE B Ballled CTpaHe
OBUIO TAaKUM MPUATHBIM U PE3YJILTATUBHBIM.
A ouenr Bam Gnaronmapen 3a Bare menpoe
TOCTETIPUUMCTBO.

Hapnetock, uto xorna-uuOyap Bl okaxurech
B HallleW CTpaHe, U s CMOTY OTILIaTUTh Bam

3a BaIly J100poTy.



I am very grateful to you for giving so S ouenr Bam OmaromapeH 3a BHHMMaHHE,

much attention to... YJIEJICHHOE ...
It was very kind of you to show me so C Baimeit cTropoHbl ObLIO OY€Hb MMHJIO
much attention (consideration). OKa3bIBaTh MHE TaK MHOT'O BHUMAHUS.

1.4. ITucbmo-u3BuHenue (LETTER OF APOLOGY)

Nuorna cnyuaercs, yto Bam HeoOX0AMMO HW3BUHUTHCA 3a KaKyrO-JIHOO
ommOKy wiu Hepopazymenue. [locrapaiitecs cnenath 310 6€3 claObIX OTTOBOPOK U
MoCTapaiTech Kak MOXXHO JIydllle Bce OOBSCHUTH. BbIpazuTe coxaneHue u

YBEPEHHOCTh B TOM, YTO 3TO OO0JIbIIIE HE TPOU30MUIET.
a) Dear Mr. Arnold,

I want to apologize for not having answered your nice letter sooner, but I have been away
on a trip and just returned today. The materials you sent are very interesting. They will help
me in my scientific work and I am very grateful.

Again, please accept my apologies for the delay. And give my best regards to your family.
Sincerely yours,

Yeaoicaemviii e-n Apronwo!

Ipowy uzsunums, umo He omeemun Ha Bawe nobe3noe nucomo panvuie, HO 5 Obll 8
omwvezoe U MONbKO ce200Hsi 8epHyncs. Mamepuanvl, komopvle Bvl mue npucnanu, oyeus
unmepechvi! Onu MHe nomo2ym 6 HayyHou pabome, u s Bam ouens 3a HUx 61a200apeH.

H36unume, noowcanyiicma, ewje pas 3a 3a0epixcky ¢ nucomom. M nepedavime mou naunyyuiue
nooicenanus Baweti cemve.
Hckpenne Baw,

b) 14th November, 2008

Dear Prof- Belov,
Please forgive me for not replying sooner to your kind letter of the 2 1st October. When your
letter arrived I was away on a lecture tour and only returned a week ago.
1 am very grateful to you for sending me the information [ requested from you. It will be of
great help to me. I look forward to seeing you soon in this country. With kindest regards,
Yours sincerely,
A.B. Jones
14 nosiops 20082
opoeoii npogheccop benos,

Toowcanyiicma, npocmume MmeHsl 3a HecgoegpeMenHblil omeem Ha Bawe nobesnoe nucomo
om 21 oxmaops. Kozoa npuwino Bawe nucomo, 51 611 6 omvesoe (vuman iekyuu 8He 20pooa)
8epHYICS MOIbKO Hedemo Hazao. A Bam ouenv Onacooapen 3a mo, yumo Bvi omnpasunu mue
unghopmayuio no moemy 3anpocy. Ona mue ouenvb nomodicem. C HemepneHnuem Hcoy cmpedu
¢ Bamu 6 naweti cmpane.

C Haunyyuwumuy noxicenanusamu,

HUckpenne Baw,
A.B. [reoync
USEFUL PHRASES
We are extremely sorry that.... MpbI 04eHB coaseeM, 9To. ...
I hope you will accept my sincere S Haneroch, uro Bpl mnpumure Mou
apologies.... WCKPEHHUE U3BUHCHHUS. . ..
We certainly owe you an apology for... Mpsi, 0e3yCIIOBHO, JODKHBI W3BHHUTHCS
nepen Bamu 3a.. ...

I wish to apologize... S Xouy U3BUHUTHCS 3A......
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Please excuse me for... (I ask you to [NoxkaiyiicTa, MPOCTUTE MEHS 34. ..

forgive me for...) [Tpormy Bac mpoctuTh MeHs 3a.. .

We apologize most sincerely for all the [IpocuM mpoleHus 3a BCE HEMPUSITHOCTU
trouble (inconveniences) we have (meymoOctBa), uto MBI Bam moctaBuim
occasioned (caused, given) you. (MpUYMHWIN).

I must apologize for the delay (taken) in S nomxeH U3BUHUTHLCS 3a TO, YTO HE cpaszy
answering your letter. oTBeTHJI Ha Barrie muceMmo.

I’'m very sorry to decline your... [Ipu ortkaze: MHe oOdYeHb Kaiab, HO
It is with great regret that I have to decline  mpuxoautcst oTkiIOHUTH Baite. ..

your...

40

1.5. Incsmo-noarsep:kaenne (LETTER OF CONFIRMATION)

HI/ICLMa-HOIITBCp}KI[CHI/IH IMMIOYTCA B AIBYX ClIydasax:

l.

2.

KOT'J1a He0OXO0IMMO TIOJITBEPIUTH MOJIyICHHE TOKyMeHTa. B aTOM ciyuae Bol
muurere: “We have received your letter of the 2™ of July....”

Korja HeoOXOIUMO TMOATBEPIUTHh HEIaBHEE COTJIAIICHUE, 3aKIFOUEHHOE 10
TeneOoHy WM e MPOCTO Ha CIIOBaX, M KacaroIIeecs OIUIaThl JOCTABKH, JIAThI
neperoBopoB u T.1. Bel mummre: “We are writing to confirm our today’s
telephone conversation about the price.....”

a) Dear Sir,
sending one copy back to us by today’s post.

that you will have our full cooperation.

svicovliaene OOHy KONUIO HaM Ce200HA.

NnoJIHOCmMblO paccyumpvleams HA HAUle compdeuuecmeo.

We thank you for your telex informing us that you have signed Contract Ne56 and are
We are pleased that we have established business relations with you and assure you
Yours faithfully,

Jlopozotui cocnoou,
Cnacubo 3a gpaxc, 8 komopom Bel coobwaeme, umo Bl noonucanu konmpakm Ne 56 u

Mpi paodvl, ymo Ham y0anoce ycmaHo8ums 0enogvle omuoweHus ¢ Bamu, u Bvt mooceme

Hckpenne sauu,

b) Dear Nikolay Sidorov,

permission to translate and publish it in the Journal of Chemistry. As soon as the
translation is ready I shall send it to you for correction.

the programme with this letter. Perhaps it may be of interest to you.

I acknowledge with thanks receipt of your reprint and thank you very much for your

In March there will be a symposium on Photosynthesis, in Vienna. I am sending you

With best wishes,
Enclosure: programme

Yours sincerely,
David Green




Hopoeoii Huxonait Cuoopos,

6ydem 2omog mbl omnpasum Bam e2o na peoaxmuposanue.

omnpaensio Bam npoepammy. Bozmodwcno, Bul 3aunmepecyemecs smum 6onpocom.
Ipunoocenue: npocpamma

Hckpenne saw,
Jp6ud I pun

C brazo0aprocmuvio noomeepoicoaro nonyuenue Baweti cmamou u max sice Oaazooapio Bac
3a paspeuieHue nepegecmu u onyonuKosams ee 8 Hauiem dcyprane. Kax monvko nepesoo

B Mapme cocmoumca cumnosuym no meme « Domocunmes» 6 Bene. Bmecme ¢ nucomom

10th April, 2009

¢) Dear Professor Smith,

We acknowledge receipt of your letter of 5th April and thank you very much for the
abstract you have sent us. We would appreciate it very much if you would kindly continue
to send us abstracts published in "Physical Review."

Yours truly,
Alexander S. Smirnov
Editor-in-chief
Lopozoii npogheccop Cmum,
Mot nonyuunu Bawe nucomo om 5 anpens. M 6aazooapum Bac 3a pestome, komopoe Boi
Ham omnpasunu. Mol 6v11u 661 04eHb padvl, eciu Bvl 6yoeme npodondicams NpucvLiIams
Ham pestome nyoauxayuil xcypuaia « Quzuyeckoe ob03peHuey.
Hckpenne sauwu,
A.Cmupnos
Inasnwiii peoakmop

March 28, 2008

d) Dear Professor Smirnov:

I am, in receipt of your letter and contribution entitled... which arrived with the same
mail this morning. I wish to inform you I have already taken steps to arrange for the
translation of your paper. We shall naturally send you galley proofs of the article prior

to final printing and kindly ask you to make the necessary corrections at your earliest
convenience.

With best wishes,

Sincerely yours,
Walter R. Winston

Hopoeoii npogheccop Cmupros,
Tloomeepoicoaro nonyyeHue nucbmMa U NPUTLONCEHUSL C 3A20JI0BKOM ... .......... , Komopoe
APUWLIO TheM dice NUCOMOM Ce200HA ympom. Xomen Ovl coobwums Bam, umo s yice
NPeOnpuHsL Mepbl N0 Opeanuayuu nepesoda cmamoiu. Mot omnpagisem Bam nocireonuil
sapuanm cmamuu nepeod nyoauxayuetl u npocum Bac coenams neobxooumvle nonpasku 6
oudxcatiuee y0oonoe 011 Bac epems.

C Haunyuwumu nodceraHusmu,

Hckpenne saw
B. Buncmon
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USEFUL PHRASES

We have received your Order Ne 3456 and
started to...

In confirmation of our
conversation this morning we.....
We are sending you our confirmation
that...

For order’s sake please acknowledge
receipt of this letter and. ...

We acknowledge with thanks
gratefully acknowledge)
publication (reprint)

telephone

(we
receipt of your

[ToaTBepkaaeM MoydeHUe Ballero 3akasa
Ne 3456 u coolmaem, 4TO MPUCTYIHIU
B noxareepikaeHue Hamiero TeaepoHHOro
pa3roBOpa CErOAHS YTPOM MBHI. . .
[lockutaeM BaM Haille MOATBEPXKACHUE O
TOM, YTO ...

Panu mopsiika mpocuM Bac MOATBEPIUTH
IIOJTyYEHHUE ITOTO IMUCbMA U .. ..

C  OmarogapHOCTBIO  MOATBEPKAAEM
nojryueHue Baiueit ctatbu (KONWU CTaThy)

1.6. ITucsmo-3anpoc (ENQUIRY LETTER)

B nmceMe-3arpoce 00bIMHO YKa3bIBAETCSl NIEPEUYEHb TOBAPOB U YCIYT U YCIIOBUS,
COIJIaCHO KOTOPBIM TOKYIaTelb XOTel Obl MPHOOPECTH STH TOBAphl, HAIpUMEp:
KOJINYECTBO M KAYECTBO TOBAPOB, MOJIENb, 1IEHA, CPOKH JJOCTABKU M CPOKH OILIATHI.

@)
Dear Sir,

your sample Ne45.

Your early reply will be appreciated.

V. 2cocnooun,

cmenmocKonoe  amoco  Kadecmea.

naamesica.
Haoeemcs na cxopuiii omseem,

We wish to inform you that we are regular buyers of medical equipment and we know

We would like to buy 30 stethoscopes of this quality. Also, we ask you to send us sample
of diagnostic endoscope quoting your lowest prices and best terms of payment.

Mbui 661 xXomenu coobwums Bam, umo mul Bawu nocmosiinvie noxynamenu MeOUyuHCKo20
000pyoosanus, u Mol 3Hakomvl ¢ Bawium npeonoscenuem Ne 45. Mol 6v1 xomenu, kynums 30
Taxoice  mbl
OUACHOCMUYECKO20 DHOOCKONA ¢ YKasaHuem Bawux Kpaitlmux yeH u Jyyuux Ycioeuil

Hckpenne Bawu
Komnanus c oepanuy. oms-10 Kopn. Meo

21th May 2001

Your faithfully,
Corl. Med Co. Ltd

npocum  npuciame  Ham  obpazey

b)  Deer Sirs,

February number of The Journal of Health.

Veaorcaemwvie 2ocnooa!

Please send me a copy of your new catalogue and price list which you advertised in the

Tooicanyticma, gvruinume MHe SK3EMIIAP HOBO20 KAMAN02A MEOUYUHCKOL NPOOYKYUU
U NPetiCKypanm, Komopblil 8bl NOMECIUTU 8 Pe8PATLCKOM HOMepe HCYPHANA «300po6be.

Yours truly,

C ysaoicenuenm,
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¢) Dear Mr. Nicholson,
I'was very interested to learn that you had been the coauthor of a volume «Human evolutiony.
I wonder if it would be possible for you to send a copy of the book to me?
Iwould be only too pleased to send you something in return.
Perhaps you could make some suggestions in this respect?
Yours,

Jlopoeou 2-n Hukoncon!
Mnue 6vi10 ouensb unmepecHo y3Hamo, ymo Bol - coaemop knucu «I60110yus uenoeexkay.
He moenu 6v1 Boi npuciamo mHe 0OuH sK3emnisp smou unmepecHol kuueu? A 6yoy pao
sviciames Bam umo-Huby0b 3ameH.
Moowcem O6bimo, Bot coobwume mue, umo Bol Oymaeme na smom cuem?
Bauw,

d) Dear Sir or Madam:

I would like to study in the intensive English course for medical specialists at your
Language Center during May-June of 2010. Please send me the necessary forms and
documents.

As far as I understand, the tuition at your Center is $ 700 for each month. Living expenses are
estimated to be between $§ 140 and 180 for a week. I agree to be responsible for these
expanses.
Please help me arrange housing at your Center. I would like to reserve a shared
bedroom.
Your faithfully,
Veaowcaemvie cocnooa!

A Obl Xxomen npoumu UHMEHCUBHBIU KYPC 0OYYeHUs. QH2IUIICKOMY SI3bIKY Ol MEOUKO8 6
Bawem Azvikosom yenmpe 6 meuenue mas-urons 2010 2o0a. Iosxcanyiicma, sviuiiume MHe
Heobxoo0umbie popmbl U OOKYMEHMbL.

Hackonvxo s nonumaro, onnama 3a obyuenue @ Bawem [lenmpe cocmaensiem 700
oonapos CILIIA 6 nedento, a pacxoowl, cesizantble ¢ npodicusanuem, cocmasisiom om 140 0o
180 oonnapos 6 nedenro. A coenacen Hecmu maxue pacxoobi.

Obpawatocy k Bam ¢ npocvboti nomous mue ycmpoumucs ¢ dcunvem 6 sautem Llenmpe. A
Obl XOMen 3ape3epeuposams KOMHAMY 07 NPOHCUBAHUS BOBOEM.

C ysaoicenuem,

e) Dear Pr. Black,
The National Committee of Botany is planning to arrange a Symposium in early August and
requests you to present a paper on one of the following subjects.:

Will you kindly let us have an early reply informing us on which subject you are going to
speak. Trusting to hear from you soon,
Yours sincerely,
M.J. Hirrow

Jlopoeoti npogheccop bk,
Hayuonanvuviii komumem 60manuku WiaHupyem OpeaHu3o8amsv 8 Hauane ageycmd
cumMno3uym u npocum Bac noocomosums gvicmynieHue no 0OHOU U3 cledyiouux mem:
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Ipocum Bac omeemumbp Kax MOMCHO pamblile, YKa3aes eblopantyio Bamu memy doxnaoa.
C Haodedxcooll Ha ckopblil omeem,

Hckpenne Bauw,

M.J[. Xupoy

f) Dear Sirs,

The chief of the department of human anatomy from Krasnoyarsk State Medical
University, Professor Ivanov, is visiting England in May and plans to be in London by May
10th.

He would very much like to meet the chief of your anatomical museum in the afternoon of,
say, the 11th or 12th of May, and he wonders if one of those days would be convenient.

As Mr. Ivanov is leaving for his trip pretty soon, we should be most grateful to have your
reply as soon as possible.

Yours faithfully,
Yeaosrcaemvie 2cocnooa!

3aseoyrowuii kagpedpoii anamomuu Kpacl MY, npogheccop Hearnos, cooupaemcs
nocemumu Anenuro 6 mae u nianupyem ovims 8 Jlonooue 6 10-x uucnax.

Emy 6v1 ouens xomenoco 6cmpemumucsi ¢ 3asedyrouum Baweeo anamomuyeckozo myses,
ckaxcem, 11 unu 12 mas 6 cepedune ous. Yempoum au Bac ooun uz smux owneui?

Tockonvky e-1 Heanoe omnpasisiemcst 6 noe3oky 6 onudicatiuiee spemsi, mvl Obiiu vl
8eCbMa NPUSHAMETIbHbL 3a CKOPbILL OMEEeN.

Hckpenne sawiu,

8) Dear Dr Ricardo Closa Patricola,

Thank you for your readiness to take part in the international symposium “Nutrition
in Prevention of Social Important Diseases”. We recommend you to buy economy-class
flight tickets (Madrid-Moscow-Krasnoyarsk (the Yemeliyanovo Airport).
Please acknowledge the date of your coming to Krasnoyarsk. We will meet you at the
Yemeliyanovo Airport.
We should be most grateful to have your reply at the following e-mail address:
ivansidorov@mail.ru
Yours sincerely,

Ivan N. Sidorov

Veaoicaemviti ookmop Pukapoo Knosza Ilampukona,

Brazooapum 3a coenacue npunsmo yuacmue 6 medxcoynapoonom cumnosuyme «llumanue 6
npoguiakmuxe coyuanbHO-3HaA4UMbIX 3a0onesanutly. Pexomenoyem Bam npuobpecmu
ounemot sxoHom-kiacca Maopuo - Mockea- Kpacnosipck (asponopm Emenvsanogo).
Toowcanyiicma, noomsepoume damy Bawezo npunema 6 Kpacnospck. Mot Bac écmpemum 6
asponopmy Emenvsinoso.

IIpocum Bac npuciams omeem Ha YKa3aHHblll SNeKMPOHHbLIL aopec.

Hckpenne Bauw,
Usan H. Cuoopos




3anpoc u nepecviika HAYUHBIX NYOIUKAYUTL
REQUESTING REPRINTS, ABSTRACTS, PUBLICATIONS

h) 17 th January, 2009
Dear Nikolay Sidorov,

A short time ago we came across an abstract of your paper published in "Chemical
Abstracts." December, 2008 under the title "Telomerase activity and expression of its RNA
component in cervical lesions".

We should like very much to have a reprint of this paper for translation and submission
to the Journal of Chemistry. I trust I will soon hear from you.

With best wishes to yourself and your wife for the New Year.

Yours sincerely,
David Green

Veaorcaemwviti Huxonaii Cuoopos,

Heoasno mwvi npounu Bawry cmamvio, komopas Obiia onyonukosana 8 0eKadpbCKom
Homepe oicypuana  "Chemical Abstractsy (2008) 2.) noo wuazeanuem «AxmusHocmo
pepmenma  menomepazvi  u  dKcnpeccusi e2o  PHK-komnonenma 6 yepsukanbHbix
NOPAHCEHUAX Y.

Mul Ob1 ouenvb xomenu NOLYUUMb KONUIO MO CMamvu 05l nepeeooa U nyonuKkayuu 6
arcypuane «Journal of Chemistryy. Haoetoco na Baw ckopuiii omeem.

Mou naunyywue nosxcenanus Bav u Bawetl scene 6 Hogom 200).
Hckpenne Bauw,
J[p6u0 I pun

i) 20th January, 2009

Dear David Green,
In reply to your letter of 3rd January, I regret very much to inform you that I cannot
supply you with this reprint as I do not have any extra copies at my disposal. I would
advise you to write an inquiry to our journal Biochemistry for a reprint and permission
to translate and publish it in the Journal of Chemistry.

With best wishes and regards,
Yours sincerely,

Nikolay Sidorov

Yeaorcaemvuit /[36uo I pun,

B omeem na Baw 3anpoc om 3 sueaps c codxcaneHuem coobwaro, ymo He MOo2y
npedocmasumes Bam uzdanue, nockonvKy y MeHs Hem 6 HAAuyuu OONOIHUMENbHOU
konuu. Cosemyro Bam oopamumucs ¢ 3anpocom 6 scypuan buoxumus 3a nyoruxayueii
U paspeuieHuem Ha ee nepeuzoanue 8 HCypHaie Xumusl.

C Haunyuwmumu noxiceranusmu,
Hckpenne Bauw,
Huxonau Cuoopos




USEFUL PHRASES

I should like very much to take this
opportunity and ask you to ....

I should like to approach you with my
request.

We are interested in ... and would ask you
to send your offer (tender, quotation) for
these goods (for this equipment).

We require. ..

I have a request to make to you about....
(noun or gerund)

I am making use with this opportunity to

approach you with a request to...
(infinitive)

Will you be so kind as to consider my
request.

I wonder if I could ask you to...

Please send us samples of your goods
stating your lowest prices and best terms of
payment.

Please let us know if you can offer us...

Please inform us to return at what price, on
what terms and when you could deliver...

We are interested in....advertised by you
n....
We have read your advertisement in. ..

We have received your address from ...

I would be much obliged if you gratify this
request.

I shall be greatly indebted to you for...

We would appreciate it very much if you
could ...

[Tonp3ysch 3TOI BO3MOKHOCTBIO, 5 TIPOIITY
Bac...

A xoren Obl
POCHOOIA.
Mpbl 3aMHTEpECcOBaHbI B .. M MPOCHIHA OBl
Bac Breicnate Ham Barme npeioxxenue Ha
3TOT TOBap  (KOTUPOBKY Ha  3TO
000pyIOBaHHKE). . .

HaM TpeOyIOTCS .. ...

VY mens k Bam npocr0a Hacyer. ..

oOpatuThcsi K Bam ¢

[Tonp3ysicb  3TOM  BO3MOXKHOCTBIO, S
oOpaiatrock k Bam ¢ mpocs00ii. ..

bynpre
POCKOYy.
Mory nu st nonpocuts Bac o. ..

IIpocum Bac BbeiciaTh HaM 00pa3iibl
Balllero TOBapa C YyKa3aHueM Bammx
KpalHUX LICH U JIyYIlMX YCIOBUM IUIATEXkA.
ITpocum Bac cooOmuTe HaM, CMOXKETE JIU
Bel ipeiioxkute HaM. . ..

IIpocum Bac cooOmuMT, HaM OOpaTHOM
MOYTOM, II0 KakKoM IIGHE, Ha KaKux
YCIIOBUSIX U B Kakod cpok Bel mMormm Obl
ITOCTaBUTb. . .

Msbl  3auHTEpECcOBaHbBl B
paspexkiiaMupoBaHHOU Bamu B
Mbr  mpounrtanu  Baiue
OODBSIBJICHUE B ...

Mpeb1 nomyunsii Bat azipec or..
A O6yny Bam odenb 06s13an (Oaromapen),
ecai BbI BBITIOTHUTE ATY MPOCHOY.

S 6yny y Bac B nonry (Oymy Bam odenn
OJaromapeH), eCim. . ..

51 ouens npomry Bac...

IOOpbI,  PacCMOTPUTE  MOIO

PEKIIaMHOC

1.7. ITucsmo-npemiioxenue (LETTER-OFFER)

[TosryunB muChMO-3ampoOC, HEBEKIMBO OCTABJIATH €r0 03 OTBETa, aXe B TOM
ciy4yae, eclid B JaHHbIII MOMEHT BBl He rOTOBBI AaTh TOYHBIM O0TBET. Heobxoaumo
cpa3dy € OTBETUTh M MOOJIAroAapuTh 3a MOJIYyYEHHOE NUChbMO. Takxke clenyer
OTMETUTh, YTO Kak TOJbKO Bbl Oyaere roToBbl, Bbl BBIIUIMTE HOBOE MHUCHBMO C

JeTalbHOU MH(pOpMaLUEH.
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OTtBeyas Ha 3ampoc, B ciaydae eciii Bbl He MOXeTe BbICIATh MPEIOKEHUS
Cpasy e, ClelyeT OObSICHUTh MPUYUHY CIOKUBILIEHCS CUTYyaIUH.

a) 5 th Jun., 2008

Dear Sir,

We thank you for your enquiry for our new model topographic scanner and enclose
with this letter our latest leaflet for details.

But unfortunately the delivery date you asked for is rather short, and we hope you
can extend it, say by another month. In that case we are ready to make you an offer.

Your early reply will be appreciated.
Yours faithfully,

Veaorcaemwviii 2ocnooun,
bnacooapum 3a Baw 3anpoc Ha nawy HO8YI0 MoOenb monozpaguieckozo SHOOCKONa u
npunazaem 3MuUmM NUCbMOM nepeyeHb ¢ 0emanimu 002080pa.
K coorcanenuro, cpox nocmasxku, xomopwvii Buvl ykasanu, ouenv maneHvKuil, u Mol
Haoeemcs, ymo Bwvl npoonume ezo 0o crnedyioweeo mecaya. B smom  ciyuae mol
20moswl coenams Bam npeodnooicenue.
byoem Bam npusnamenvrul 3a ckopulil omeem.

Hckpenne Bawu,

b) Deer Dr. Jenkin,

I hope you will not consider it an impertinence to receive a letter from an utter
stranger, who claims no stronger tie of acquaintance then that he happened to attend a
postgraduate course held at your University a year ago.

At that time and repeatedly afterwards, I heard your name mentioned in
connection with the project «Respiratory Supporty. As I am doing research in that
particular field I should greatly appreciate if you would allow me to call on you any
time between 1st November and 20th November. I do realize that your schedule is very
full end do not wish to take up much of your time.

1 should be very grateful if you could indicate convenient day and hour.
Yours sincerely,
Yeaocaemwiti ookmop /[ocenkun!

Haoetoco, Bvl He coumeme 0ecmakmuocmvplo NUCbMO, Hanucaumoe Bawm
COBEPULEHHO HE3HAKOMbIM Yenogekom. 100 Hazad s nocewjan acnupawmckuil Kypc 6
Bawem ynusepcumeme u nosmomy 3uaio Bac.

B mo epems, 0a u enocredcmsuu, s yacmo caviuian, Kak Bawe umsa ynomunanocs 6
ceas3u ¢ npoexkmom «Pecnupamopnaa noooepoickay. Ilockonvky s 3aHUMAOCH
uccnedosanuasMu 8 3mou e obaacmu, s 0y0y OueHb npuszHameneH, eciu Boi
nozeonume Mue ecmpemumuscs ¢ Bamu mexcoy 1 u 20 nosabps 6 noboe y0obHoe 0
Bac spems. A 3naro, umo Bul ouens 3aepyosicenvl, u He xouy 310ynompeodasames Bawum
sHumanuem. A ool Ob1 ouenv Orazooapen, ecau 66l Bvl cmoznu coobuums y0oOHbI
ona Bac denw u uac.

Hckpenne Bauw,

¢) Dear Mr. Footman:
I am taking the liberty of writing you this fax instead of interrupting you by phone.
Last week I mailed you a brief proposal. Now I am wondering if it suits your clinic's
needs.
We wish to do business with you and would appreciate it if you would let us know as
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soon as possible if we fit into your plans.
Sincerely yours,

Yeaowcaemwiii 2-n Dymman!

A nozeonun cebe nocramv Bam smom ¢paxc emecmo moeo, umobul becnoxkoums Bac
no menegouy.

Ha npowwnoii nedene s omnpasun Bam kopomkoe npeonosicenue. Xomenocy 6bl
3HAMb, COOMEEMCMEYem iU OHO unmepecam Bawet kiunuku.

Mot xomenu 6v1 compyonuuams ¢ Bamu u 6viiu 6v1 61a200apHsbl, eciu Ovl Bol
cooOwuUIU  HAM KAK MOJICHO CKopee, 6nucvléaemcsi au 6 Bawwu nnanvt s3mo
COmpyOHU4eCmao.

C ysaoicenuenm,

d) 3rd March, 2008

Dear Professor Singer,

Dr. Andrei P. Filippov has shown me your letter requesting reprints on ancient
DNA studies. This is within my area of active research and I am keenly interested in
the developments taking place in the study of biomedical anthropology. I would very
much like to know what research work has been done in recent years in your country
as much as you are interested in the investigation in this country.

I would enjoy very much corresponding with you and with other research workers
in your country and exchanging reprints.

Hoping to hear from you soon,

Yours sincerely,

Boris A. Komarov

Chief of Laboratory of Molecular
Anthropology

3 mapma 2008
Yeaowcaemvuii npogheccop Cunzep,

Joxmop A.Il. Qununnoe nokazan mHe Bawe nucomo, ¢ komopom Bwi npocume
konuu pabom no /JHK Opesnux. A axmueno 3anumarocs 3moti 001acmvio HAYKU U
OYeHb  3auHmepecosan 8  UCCIe008aHUAX, Komopvle Jedxcam 6  obaacmu
ouomeouyunckolr aumpononoauu. Mue 0Ob1 oOueHb Xomenocb 3HaAMb, KAKASA
uccneoosamenvckas paboma ovlia nposedeHa 3a nocieonee 8pems 8 Baweu cmpane,
paeno Kak u Bel xomenu 6v1 y3namov 06 ucciedo8aHusx y Hac.

bovir 661 pao nepenucvieamvcsi ¢ Bamu u Opyeumu uccreoosamensmu Baweti
CMpamsvl, a maxice 0OMeHU8AmMbCs: NYOIUKAYUAMU.

Haoerocwv na cxopwiii omsem.

Hckpenne Bauw,
bopuc Komapos,
oupexmop Jlabopamopuu

MONEKYIAPHOU AHMPONOI02UU




Dear Dr. Wellington,

possible consequences.

conditions. With best wishes,

It is a great pleasure to have a letter from you and to learn that you have recovered
completely from your accident. Frankly speaking, I was very much worried about any

Dr. Irina Smirnova, a very good friend of mine, from Moscow University is to deliver
a series of lectures at Cambridge University and I am making use of this opportunity to
send you a little present from Moscow. I hope you will like it.

Prior to your accident I sent you a copy of our method of cultivating unicellular
algae which proved to be very successful in our laboratory. I would like very much to
have your opinion and to know whether it is possible to employ it under your laboratory

23rd April, 2008

Yours sincerely,
LG. Kirillov

Jopoeoti doxmop Bennunemor,

8bl3@0p06€]l1/l nocie aeapuu.
B03MOMNCHBIX NOCTEOCMEUIL.

NOHpaeumcsi.

A 6vi1 ouenv pao nonyyums Bawe nucvmo u yznams, umo Bwvl noanocmouio
Yecmno 2060ps, s OueHb nepexcusar no mnogooy

Joxkmop Hpuna Cmupnosa, moii xopowuii opye uz Mockosckoeo Ynusepcumema
doadcHa noexamv 6 Ynusepcumem Kebpuoowca ¢ cepuetl nekyuil, u s, NOIb3YACh IMOU
803MOJCHOCMbIO, nepedaro Bam nebonvwiol nodapox uz Mockevl. Haoerocw, on Bam

Hezaooneo 0o cnyuusweiica ¢ Bamu asapuu, s omnpasun Bam ungopmayuio o
Hauiem memoode KYIbmueayuu OOHOKIEMOYHbIX 6000pPOC/el, KOMOpblll YCHEUuHO
npumensiemcs 6 nautetl 1abopamopuu. A ouenv xomen Ovl y3namv Bawe muenue o Hem
U 0 803MOJCHOCMU €20 Ucnoiv3osanus 6 Baweii nabopamopuu. C uaunyqwumu

23 anpena , 2008

NO2UCENAHUAMU,
HUckpenne Baw,
U.I" Kupunnos
USEFUL PHRASES
In reply to your enquiry.... B otser Ha Baiu 3anpoc or ..

In reply to your enquiry for.... we are
offering you....

In accordance with your request. ..

In reply to your inquiry and in confirmation
of our today’s telephone conversation we
are pleased to offer you...

We thank you for your enquiry and are
pleased to inform you that we could supply

you with.

I have a request to make to you about...

B otBer Ha Bam 3anpoc Ha...nmpenjgaraem
BaM. ..

B cootBercTBuM ¢ Bameit mpock00ii. . .

B otBer Ha Bam 3ampoc u noarBepkias
HaIll TeneoOHHBIN pasroBop,
COCTOSIBILIUMCS CEroJiHs, MbI C
YAOBOJIbCTBHEM IpeaaraeM Baw. ...
[Tonreepxnaem c 0J1aro1apHOCTHIO
MOJyYeHHE  Balllero 3ampoca ©U  C
yIOBOJILCTBHEM cooOIaeM Bam, 4To MBI
MOTJIM OBl IOCTaBUTH Bawm. . .

¥ mens k Bam nipoch0a. ..
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Referring to your enquiry we would like to
tell you that we could deliver...

We are carefully studying your enquiry and
hope to send you quotation very soon.

We thank you for your enquiry of ....but
regret to inform you that we cannot offer
you the goods required.

In response to your request, I'm happy
(sorry) to inform you...

I am vary glad that you have approached
me with your request.

Cconasce Ha Bar 3ampoc, Mbl X0oTenu Obl
cooOmmTh, Bam, 4Yro Mbl Morim Obl
MIOCTABUTb..

Mpe1 BHUMaTENIbHO U3ydaeM Barnr 3ampoc B
HACTOSIIIIEE BpeMs W HajgeeMcs B
Ommpkaiiimem Oymymem TmociaTh Bawm
HaIlIe TIPEJYI0KEHHUE.

brmaromapum Bac 3a Bam 3armpoc ot ..., HO
C cokajeHueM cooOiaeM Bam, uyTo MbI He
MOXEM TMpPEIIOKUTh Bam  TpeOyemblit
TOBAp.

B otBer Ha Bam 3anpoc, s ¢ pagoctbro (¢
coxxasienuem) Bam cooOraro. . .

A ouenp pana, uyto Bel oOpatuiuch ¢ 3Tou
poch0OM KO MHE

1.8. [Iucbmo-3aka3 (LETTER-ORDER)

Dear Sir,

topographic scanners.

confirmation of the order.

London, who will tell you of their charges.

Ve. cocnooun,

obpa3zya monozpaghuueckozo ckamepa.

We thank you for your letter of 5" Jun. and your latest leaflet of the new model of

We have decided to place a trial order with you for 3 topographic scanner. As to
the delivery date we agree that they should be shipped 2 months after your

Dispatch and marking instructions will be given by our forwarding agents in

Please tell us by telex when the equipment has been dispatched.

Eﬂaeodapu/w Bac 3a Bawe nucomo om 5 UIOHA, A MAKoHce 3d NPULodIICeHUue HO6020

Mui pewunu 3axazams mpu npoonvix 0bpasya obopyodosanus. Ymo kacaemcs cpoka
nOCMAsKu, Mo Mbl COIACHDL, YMO MOBAP OO0JHCEH DbIMb OMEPYHCEH NO UCHEUEeHUIO
08YX Mecsayes nocie NOOMBEePAHcOeHUs. 3aKa3a.

Omnpasxka u Opyaue pacnopsdiceHusi 6yOym ocywecmsisimvCs HAWUMU A2eHMamu
0o nymu 8 JIonoon, onu dnce pacckaxcym Bam o pacxooax.

Hoowcanyicma, coobwume Ham, koeda 060pyoogarue 6yoem omepyHCceHo.

9" Jun.,2008

Yours faithfully,

Hckpenne sauu,
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1.9. IIuceMmo-nmoarBepxaeHue 3aka3a (LETTER ACKNOWLEDGING ORDER)

Dear Sir,

devices and our service.
Sfulfilled.

Ve. cocnooun,

000py008aHUSA, U HAWUMU YCTLY2AMU.

6blNNOJIHEHDL.

We are very happy to have your trial order for 3 topographic scanners to be
delivered in the second half of August. It is a pleasure to have the opportunity of
supplying you and we are quite sure you will be satisfied both with the quality of our

We assure you that this trial order and all further orders shall be carefully

Mbt padwi, umo Bwei coenanu ceou npobHbIll 3aKa3 HA mpu monozpagha, Komopwvie
O6y0ym docmasienvl 60 6mopoll noiosune aszycma. Ham ouenv npusmuo nocmasnsimo
Bam naw mosap, u mwi naoeemcs, umo Bul 6yoeme 0080.1bHblL U KAUECMEOM

Mpui 3a6epsem Bac, umo smom 3akas u nociedyloujue 3akasvl 6y0ym mujamenbHo

16™ Jun., 2008

Yours faithfully,

Hckpenne sauu,

USEFUL PHRASES AND SENTENCES

In connection with poor quality or damaged goods
(Ilpyn moJiy4eHUM TOBapa HU3KOI0 Ka4ecTBa (MOBPEKIEHHOT0 TOBAPa M T.II.)

We regret to inform you that you have
supplied goods below the standard we
expected from the samples.

Unfortunately, we find that you have sent
us the wrong goods.

We have had an analysis and the report
says that the chemical content is ....% less
than guaranteed.

Although the quality of the goods is not up
to sample, we are prepared to accept them
if you reduce the price by 12%.

The packing inside the case was too loose
with the result that there was some shifting
of the contents and several things have
been broken; the attached list will give you
all the details.

The cartons must have been very roughly
handled during loading or discharging and
the contents appear to have been slightly
damaged. Therefore we reserved the right
to call on you for compensation.

C coxanenueM coobmiaem Bam, uto Ber
NIOCTaBWJIM TOBAap, Ka4eCTBO KOTOPOTO
HIDKE CTaH/AapTa, OXHIABIIETOCS HaMHU,
CyJIsl TI0 0Opasiiam.

K coxanenuto, Mpl 00OHapYXWiH, 9T0 BbI
MOCTaBUJIM HAM HE TOT TOBAp.

MBpI TIpOM3BeN aHAIN3, U U3 aKTa BUJIHO,
YTO XUMHYECKoe cojepxkaHue Ha ..%
XYK€, 4eM TapaHTUPOBAHHO.

XOTsI Ka4eCTBO TOBapa HE COOTBETCTBYET
00pasily, Mbl TOTOBBI TPUHSTH €T0, €CIU
Boi cHuszute nieny Ha 12%.

YnakoBKa BHYTpH sIIIMKa ObUIa HE COBCEM
KECTKOM, B PE3YJIbTATE YETO COMCPIKUMOE
ANIMKA TIEPEMeIIanoch, U 9acTh €ro ObuIa
cimoMana. M3 mpuiaraemoro crmcka Ber
MOKETE y3HaTh BCE TIOAPOOHOCTH.

C xopoOkamu, OYEBHJIHO, OYCHb TIPy0O
oOpamiainch BO BpeMsi TOTPY3KH WU
pa3rpy3Ku, M COMEPKUMOE, TIO-BUIUMOMY,
cierka  moBpexzeHo.  [loatomy — MBI
OCTaBJIsIeM 3a cOOOM IMpaBO OOpaTuTCs K
Bawm 3a komneHcanuen.
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As the period of guarantee has not expired
yet, we ask you to replace the machine by
another one.

We hope you will pay more attention to
packing to avoid any breakage in future.

We have examined the goods in the
damaged cases and find that we cannot use
them.

We cannot make use of the goods and are
very sorry to have return them to you.

We must ask you to carry out our orders
more carefully in future.

We regret that unless we hear from you
soon, we shall have to cancel our order.

Unfortunately, you have not send us all the
goods we ordered; the following are
missing.. ..

In connection with delay in delivery
(IIpu 3agepaxKe NOCTaBKH TOBapa)

If you cannot deliver the goods within the
next month, we shall have to cancel the
order and get the goods elsewhere.

The delay in delivery against our Order is
causing us considerable inconvenience.

An explanation of this delay will be
appreciated.

As the delay in delivery has lasted over six
weeks, in accordance with clause 4 of the
Contract you will have to pay us damages.

ITockosbKy €l1le HE UCTEK CPOK rapaHTHH,
npocuM Bac 3aMeHHUTH JaHHYIO MallliHY
IPYTOM.

Mps1 Hazmeemcs, uTo BhOpeab Bbl Oynere
yAeHATh OOJIbIIIC BHUMAHHUS YIAKOBKE, C
TeM, YTOOBI  M30erarb  KaKUX-IHOO
MOJIOMOK.

MBI ocMOTpenu TOBAp B IMOBPEKIECHHBIX
SIIAKAX M COYWIM, YTO MBI HE MOXKEM €ro
HCMOJIb30BaTh.

MBI HE MOXKEM HCIIOJIb30BaTh 3TOT TOBAP
M, K COXAJICHUIO, JIOJDKHBI BEPHYTh €r0
Bawm.

Msl  pgomkHBl Tpocuth Bac  Goiee
THIATEJILHO BIPEAb BBINOJHATH HAIU
3aKa3bl.

MBI cokajieeM, HO €Ciud B OJIvbKauIIeM
OydaymieM MbI HE TIOJYyYdM OT Bac
W3BECTUH, HAM MPHUJICTCd aHHYJIUPOBATH
Bar 3akas.

K coxanenuto, Bel He nprucnanu Ham Bce
3aKa3aHHbIE HAMU TOBapbl, HE XBATaECT
CJIETYIOUIETO. . ...

Ecnu Bel He cMoXeTe MOCTaBUTh TOBAp B
TEUEHHE CJEAYIOIEro Mecslia, Ham
NPUIETCS] AaHHYJIMPOBAaTh 3aKa3 U KYIUTb
TOBap B JPYrOM MecCTe.

3ajiepKKa IMOCTaBKU TOBapa B CUET HAILIETO
3aKka3za Cco3faeT sl Hac  Oosblive
HEY00CTBa.

Msl Oynem OnaromapHbl 3a OOBSICHEHHE
JAHHOU 33JIEPIKKHU.

[lockonpKy  3ajgepikka B IIOCTaBKE
npeBbIcHIa 6 HEJEeTb, TO B COOTBETCTBHU C
cratbell 4 KoHTpakra Bam mpuuercs
YIUIaTUTh HaM mtpad.

1.10. Ipyrue tunuuHblie ¢ppa3bl, HCHOJb3yeMble NPH MepennucKe
(OTHER TYPES OF USEFUL PHRASES AND SENTENCES)

Opening phrases and sentences dealing with attention and consideration:

I would greatly appreciate your attention
to...
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I highly appreciate your attention. A BBICOKO 11eHIO Baiiie BHIMaHuE.
I am very grateful to you for giving so I Bam odens Gmarogapes 3a To, 4To BbI

much attention to... yJenseTe Tak MHOI'O BHUMaHHU. . ..
I wish to (May I) call your attention to (the Xotemock Obl mpuBIIeYs Barre BHUMaHKE
fact that)... K...

We request your attention (consideration) IIpocs6a yaenutb BHUMaHUE. .
to...

2. IEPEIIMCKA B IIOUCKAX PABOTbI

2.1. Ankera (APPLICATION FORM)
APPLICATION FORM

Personal

Jluunas unghopmayus

NAME: Victor Climenko

ums

ADDRESS: 10 Pushkin Street.,Apr.7

aopec: ya. Ilywxuna 0.10 k8. 7

PHONE NUMBER: (5339) 45 67 55 (home)

MENePOH .......uvaee ... . (Oomawmnuii)

VALID DRIVER’S LICENCE Yes No

Hanuuue sooumenscxkoeo yoocmogepenusi o0a  Hem

MARITAL STATUS: single NUMBER OF DEPENDANTS: --

Cemetinoe nonodicenue: He Hcenam, KOAULecmseo uicougeHyes

EDUCATION: higher

Obpaszosanue: gvicuiee

Name of school Year graduated Course Taken or Degree
Moscow State University 1990 Master Degree in Econom.
Haszsanue ynusepcumema(MI'V) oama oxonuanusi  Kypc, cmeneHv (Macucmp 3KOHOMUKU)
LANGUAGES: Braoenue unocmpanHvlMu A36IKAMU.

Russian excellent  (svicokuii yposenv) good (xopowuii ypogens) fair
(0ocmamoyHuwlil)
English  excellent good fair

EXPERIENCE Onvim pabomur: (give present or last position first)
Ykaosicume, npesicoe éceco, nocrneonee (nacmosiyee) mecmo pabomol

COMPANY: Alpha ADDRESS: 17 Lenin Street

Mecmo pabomur: Komnarnus «Anvghar aopec yn. Jlenuna, 17

TYPE OF BUSINESS/INDUSTRY EMPLOYED (month or year)

Cdohepa oesmenvrocmu cmasic pabomeol

POSITION (S) HELD: Manager SUPERVISOR’S NAME: Alexander Bach
3anumaemast dondxncrocms UMsL PYKOBOOUMEIISL

DESCRIBE YOUR DUTIES: Negotiations, purchase of equipment
Obs3annocmu: 8edenue nepe208opos, 3aKynKa 000pyo0osanus
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WHY DID YOU LEAVE: The company has moved to Sevastopol
Ipuuuna cmenvt mecma pabomwl: Komnanus nepeexana ¢ Cegacmonois

PERSONAL REFERENCES: Ilepconanvusie pekomenoayuu.

Name A. Bach Address 3 Tolstoy St. Phone Ne 345 658 (home)

Umsa A Bou Aopec ya. Torcmoeo, 3 Teneghon (Oomawnuti)

2.2. ConpoBoaurenasHoe mucbMo (COVER LETTER)

TeopeTnyecku, UMEHHO 3TO NMUCHBMO B MEPBYIO OYEPEAb YMTAET TOT, KTO OyjaeT
3aTeM 3HAaKOMHUTbCA C Bammm pestome. IlucbmMo oTpakaer MOTHB, KOTOPBIN
noOyawi Bac nocnate Baiie pe3tome, u yTBEpKIE€HUE O TOM, YTO BrI - mogxoasmias
KaHJUJAaTypa Ha MECTO.

a)

Dear Dr. Kennett:

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

I am 43 years old, and I have a Ph. D. and a Diploma of Summer Courses on
Medical Informatics at Oxford University.

I have been giving lectures at Krasnoyarsk State Medical University since 1990. 1
have more than 35 publications on Medical Informatics. Among my publications are 3
books.

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

Presently I am teaching Medical Informatics at Krasnoyarsk State Medical
University.

At your school I could conduct courses in Medical Informatics (it can be delivered
in either English or Russian).

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

Thank you for consideration.
Sincerely yours,
Ivan Petrov
Enc: Resume

Yeaoscaemviii ookmop Kennem!

Mne xomenoce 6vl noryyumes mecmo npenooasameliss MEOUYUHCKOU UHGOPMAMUKU
Ha Bawem ¢axynememe na cpox om 00H020 00 mpex jiem.

Mmue 43 200a, s umero cmenenHb 0OKmMopa U OUNIOM 00 OKOHUAHUU JeMHUX KYPCOB
no meouyurckou ungopmamuke 8 Oxcopockom yHusepcumeme.

C 1990 200a s pabomar 6 Kpacnospckom eocyoapcmeenHHom MeOUyuHCKoM
YyHugepcumeme. Y mens 6onee 35 nyoauxayuii no meouyunckou ungopmamuxe. Cpeou Hux
— mpu KHUU.

B 1989 200y a uuman nexkyuu no meOUyUHCKOU uHgopmamuxe 8 yHugepcumeme
wmama Hvo-/oicepcu, a ¢ 1990 — 1992 200ax paboman cmapwum npenooasamenem
Ynueepcumeme Bawunemona.

B nacmosawee 6pems A uumaio Kypc JAeKyuul no MeOUYUHCKOU UHGOpMamuke
cmyoenmam KpacHospcko2o 20cyoapcmeenno2o MeOUYUHCKO20 YHUgepcumema.
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Ha Bawem paxynememe 51 moe 661 6ecmu Kypc MeOUYUHCKOU UHGDOpMamuKky (1ubo
HA aQHEIULCKOM, TUOO HA PYCCKOM SA3bIKE).

Ipunazaro aemobuoepaghuio ons Baweeo paccmompenus. Eciu y Bac ecmb kaxue-
b0 8ONpocwl U Bam HysHCHbI OONOTHUMENbHbIE C8EOeHUs, NONCATYUCMA, U38ecmume
MeHsl.

Fbracooapro 3a snumanue.

C ysaoicenuenm,
Usan Ilempos
Ipunoscenue: agmoodbuozpaghusi.
b)  Deer Sirs,

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

I have a Ph. D. degree taken at St. Petersburg Medical University as well as five-
year research experience gained at the Institute of Family Health (Moscow).

The offered post presents an unusual interest to me as it belongs to the field in
which I specialize. The period for which the fellowship is offered— two years — would
suit me.

In my curriculum vitae, which I enclose, I have given the names of two references,
one from Russia and one from England.

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

Yours faithfully,

Yeaorcaemvie cocnooa!

A 6v1 xomen nodamv 3asn61eHue 0 npueme HaA pabomy Ha OO0JHCHOCMb HAYUHO2O
COMPYOHUKA, O KOMOPOU 2080PUMCSL 8 auteM 00bsIeHUU.

A Ooxkmop Hayk, yueHnyro cmeneHv nomyuun 6 Cankm-Ilemepbypeckom
20CY0apCmMBeHHOM MeOUYUHCKOM YHUgepcumeme, y MeHs MAKice NAMULEMHUL CIMAdiC
uccnedosamenvckol pabomel 8 Mncmumyme 300posws cemovu (Mocksa).

Ilpeonazaemas dondxchocms npedcmasisiem 0Jisi MeHst 0Co0blll uHmepec, MaxK Kax sl
cReyuanu3upyroCcb UMEeHHO 8 3moti 0o1acmu.

Ilpeononacaemviii cpok compyonuuecmea — 08a 200a — MeHsl yCmpausaem.

B aemobuocpaghuu, xomopyio s npunazaio, s HA36A1 UMEHA 08YX PEKOMEHOYVIOUUX
MeHs1 iooetll; 00Ho20 u3 Poccuu, opyeoeo uz Anenuu.

byoy npusnamenen, ecnu Bol vluiieme MHe anKemy-3aseieHue, a makice opyaue
Heobx00umvle OOKYMEHMbI.

C ysaoicenuenm,

HexoTopble NpaBujia HANMCAHNUS COMPOBOAUTEIBLHOI0 MUCHMA:
1. Hauath mUCbMO MOYKHO IPUMEPHO TaK:

1 would like to apply for the Head of the Dental Department position advertised in
The Edinburgh Medical News of June 1, 2009.

I am writing to you in replay to your advertising in Moscow News of October 2009
concerning the Senior Research Assistant position of your Laboratory.

I am responding to your advertisement in for a position: ...
In response of your advertisement in the last , I have enclosed my
resume for your review and consideration.
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2. B ciygae ecniu Bam mocoBeToBas1 00paTUTHCS B JaHHYIO KOMIaHUIO Barn
KOJIJIETa, TO HAYaJIO0 MHChMa MOKET OBITh TAKHM:
I met Pr. Sidorov, Vice-President of your University at the last Symposium
“Nutrition in Prevention of Social Important Diseases” in Tokyo and he strongly
recommended that I send you a copy of my resume.

3. Kpartko mnpezacraBpTe CBOM NpodeccCHOHATbHBIN MOPTPET, SBHO WU
HESBHO CpaBHMB TpeOOBaHMs, TPEIbSABIAEMble K KaHAWAaty ¢ Bammmu
00BEKTUBHBIMH BO3MOYKHOCTSIMH.

Ten years experience in every aspect of the health service in Russia.
[ offer more than twelve years of research experience in the area of medicine.

I created several products and marketing approaches on which other operation
divisions in the company based their revenue.

[ created a high-energy, highly skilled team.

I was told that my both verbal and written communications skills are exceptional.
4. IIposiBUTE CBOIO BBHICOKYIO MOTHBAIIMIO 3aHSATh BAKAHTHYIO JODKHOCTH U

BHECTH BBIJAIONTUICS BKJIAJl B Pa3BUTHE OPTaHU3AIINN.

I am confident that with my abilities I can make a substantial and valuable

contribution to the ............ company.

I strongly believe that your company would provide a working climate where my

diverse working experience would be valuable.

I am interested in............ position within your company where my abilities and

qualifications can be fully applied for our mutual benefits.

5. Tonpko ecnm 3TO HEOOXOAUMO, JUIJIOMATHYHO yKaxuTe Bamm
TpeOoBaHMs 10 3apruiaTe. PyKoBoACTBYHTECH CIIEAYIOIIUM IIPABUIIOM.

My minimum salary requirement is in the $15'000 range and will dependant on
location and responsibility.

Depending upon location and other factors and benefits my salary requirement
would be between € 15'000 - € 20'000.

My salary requirements are reasonable and negotiable based on the
responsibilities and opportunities offered.

6. B cinyuae ecniu Bam npeacTouT moMeHsITh MECTO JKUTENBCTBA, U BbI K
TOMY T'OTOBBI, HEOOXOAMUMO 3TO TAKKE YKa3aTh.

I am ready to relocate (to move)
Relocation would not be a problem.
I am able to relocate anywhere.

7. VYkaxure Bamly roroBHOCTh npuexaTb Ha UHTEPBBIO ISl BBISICHCHUS
OCTAJIbHBIX BAXHBIX AeTaneil. [ welcome an opportunity to meet with you and to
discuss my abilities and qualification.

8. [Tobnaronapure cOTpyIHHUKA OTAENA KaJpPOB 3a TPYI PacCMOTPEHUS
Bamiero nakera nucemo-pestome. Thank you for your time and consideration.

56



9. CrangapTHOE OKOHYaHHUE MUChMA.

Yours truly,/Sincerely yours,/Sincere regards,/Very truly yours,

IToanucek.

USEFUL PHRASES AND SENTENCES

With reference to your advertisement in
“Kiev Post” of Tuesday, January 10, I
would like to apply for the position of ....in
your hospital.

I am used to working on my own.

I appreciate the opportunity to work on my
own initiative and to take on a certain
amount of responsibility.

During training for my present job I took
courses in marketing.

Since my present position offers little
prospect for advancement, I would prefer
to be employed in an expanding
organization such as yours.

I am at present earning ...... per month.

Thank you for offering me the

I have pleasure in accepting this position.

I am looking forward to commencing work
on September 1.

I regret to inform you that I am unable to
accept the position, since I have received
another, more attractive one.

I feel that my experience in this field would
not be used to its full capacity in above
position. Therefore I have to decline.

Ccpunasch Ha oObsiBiieHHe B «Kues-IToct»
or 10 sHBaps, BTOPHHK, sI XOTen Obl
NPETEHI0BaTh HA JIOJDKHOCTD .. ... B BalEH
OoJIbHUIIE

51 npuBbIK paboTaTh CAMOCTOSITEIHHO.

51 BBICOKO TIEHIO BO3MOXXHOCTH paboTaTh C
JOJDKHOU Mepou OTBETCTBEHHOCTH,
TPOSIBIISISt COOCTBEHHYO MHUIUATHBY .

Bo Bpemss oOyuyeHuss Uil TOIY4EHUS
JNOJDKHOCTH, KOTOPYKO S 3aHUMAar B
HACTOSIIIIUA MOMEHT, sl 3aKOHYMJI KypChI

MapKETHHTA.
T.x. MOg HacTosIas NODKHOCTH HE JAET
MHE  OOJBIIMX  BO3MOXKHOCTEH  JUIA

NPOJBIDKEHUS, sI XoTel Obl paboTarh B
TaKOW TEPCIIEKTUBHOM OpraHMW3allud, Kak
Bara.

B Hacrosiiee Bpemst s mosy4aro ..... B
MECSL.

bmaromapro Bac 3a T1O, u4ro BhI
IIPEIJIOKWIN MHE JIOJDKHOCTb.

C  yHOBOJNIBCTBHEM  TPUHUMAKD 3Ty

JOJKHOCTb.
C nereprneHneM >kAy Hadasia paboTsl 110
CEHTSIOpS1.

C coxanenuem coobOmiaro Bam, 4Tto He
MOTY 3aHSTbh 3Ty JOJDKHOCTb, T.K. TTOJTYYHJI
IpyToe, Oosee IIPUBJIEKATENILHOE
NPEUI0KEHNE.

UyBCTBYI0, UTO MO OIBIT pabOTHl B ATOU
oOyiact He OyJIeT MUCTOJIb30BaH B MOJTHOM
Mepe, IO3TOMY BBIHYXIEH OTKJIOHUTb
IIPEITIOKEHUE.
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2.3. Pe3tome (RESUME)

Tak Ha3bIBaeTCsl MUCbMEHHAas CBOJKA Bammx nuyHbIX, 00pa3oBaTeiIbHBIX U
npodeccoHanbHbIX JaHHBIX. OHO Kak Obl MUCBMEHHO NPEACTaBIAECT «TOBapy,
npejyiaraemMelii  Oyayimiemy pabdoronarento. Pe3tome H0MKHO OBITH JOCTATOYHO
NOAPOOHBIM, HO KPaTKUM (HE MPEBBIIIAET OAHOW CTPAHUILIbI) U UMETh «TOBAPHBIID)
Bua. dopma ero mocraTodHo Mpou3BOJIbHA. Pe3tome I HAUMHAIOMIMX JOJIKHO
YMECTUThCS Ha OJIHOM CTpaHHYKe, pe3loMe MNpodecCHOHATOB BBICOKOIO Kilacca
MOKET 3aHUMaTh JBa-TPHU JIMCTA, OAHAKO JUIsI BCEX PE3IOME €CTh OJMH OOIIMii
KPUTEPHUI - OHO JOJKHO OBITh HAITMCAHO A0COJIIOTHO YE€CTHO, C TOYHBIM yKa3aHUEM
BCEX JlaT, aJjpecaMy M KOHTAKTHBIMU TesnedoHamu paboToiareneil B MPOLUIOM U
HacTosmeM. O0s13aTeNIbHO BKIIIOUUTE B pe3IOME I'oJIbl, Korja Bbl OblIM BBIHYKACHbI
OCTaBUTh pabOTy (OTIyCK MO yXOAy 3a JeThbMHU, MO OO0JIE3HH, B CBS3U C
npeObIBaHUEM B JPYrol CTpaHe) ¢ OOBSICHEHHMEM NPUYMH M YKa3aHHEM poja
NEeSATENbHOCTH, KOTOPOU BbI ObUIM 3aHSATHI (B 3TO BPEMsI MOKHO OBUIO IMOJYYUTh
JOTIOJHUTENIBHOE 00pa30BaHUE, 3aHUMATbCS YAaCTHBIM IPEANPUHUMATEIBCTBOM,
pPENEeTUTOPCTBOM U TIp.).

Ils1an HanMcaHudA pe3oMme:
1. Buauane cinenyer yka3arh Bamie umsi, TOUHBIM MOYTOBBIA ajpec, TenedoH, 1o
KOTOpoMy BBl MOXeTe BecTH MeperoBOphbl ¢ MOTEHIMAIbHBIM paboToaareneM, He
co3zaBasi ce0e JOMOIHUTENBHBIX MPOOJIeM MO ClIyk0e, aapec PJIEKTPOHHOU MOYTHI.
JIJist 5KOHOMHHM MeCTa MOXHO 3Ty K€ MH(QOpPMAlMIO KPACUBO IMPEJACTaBUTh BBEPXY
CTPAHMUIIBI.
Ivan Drozdov

35, Lenin Street 10, 660077, Krasnoyarsk, Russia

Tel. (3912) 760412, E-mail: ivandrozdov@mail.ru
Takue 3arojg0BKH JTOJKHBI 00513aTENBHO MPUCYTCTBOBATh HA KaX10M JiucTe Batero
pPE3IOME U COMPOBOJIUTEIBHOTO TUCHMA.

2. Jlanee cnenyer ykaszaThb JOJKHOCTb, Ha KOTOpyro Bel mperenayere, uto Bui

cobupaerech Aenarb B komnanuu. Hanpumep: Manager, Professor, Programmer ...
(OBJECTIVE win GOAL)

3. 3arem nmpencTtaBisieTCs  KOHIGHTpUpOBaHHas uH(opMmanus o  Bameit

KBaNU(UKALUK, BO3MOXHOCTAX. Hanpumep: Ten years career in pharmacy.
(SUMMARY win QUALIFICATIONS nan HIGHLIGHTS)

4. B crnenyromem a63are, Ha3piBaeMOM «BpIMHcKka U3 TPYIOBOM KHHKKH
(RELEVANT EXPERIENCE wuau BUSINESS) Bbl 10/DKHBI yKa3aTh BECh CBOM
TPYJIOBOM IMyTh C yKa3aHUEM BPEMEHH, TOJDKHOCTH M MecTa paboThl, B 0OpaTHOM
BPEMEHHOM MCYMCIIEHUU. VCrIonp3ylTe CI0Baph IIarojioB, MPEACTABICHHBIA HUXKE.
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CJIOBAPH I'JIAT'OJIOB,

HNCHOJIB3YEMBIX ITPU HAIIMCAHUWH PE3IOME

Management Skills Communication Technical Financial
administered addressed engineered budgeted
analyzed arranged fabricated calculated
attained collaborated maintained computed
consolidated contracted |convinced corresponded [operated developed
coordinated developed programmed remodeled |forecasted
developed directed repaired solved upgraded | managed
evaluated edited computed marketed
executed formulated designed planned
improved influence adapted projected
organized interpreted clarified researched administered
oversaw Lectured developed allocated
planned mediated enabled analyzed
produced recommended |moderated encouraged appraised
reviewed negotiated evaluated audited
scheduled strengthened [persuaded explained balanced
supervised promoted informed purchased
monitored publicized instructed increased

recruited stimulated

spoke translated trained

wrote

Clerical or Detail Skills Research Skills Helping Skills Creative Skills

arranged clarified assessed acted
catalogued collected assisted conceptualized
classified critiqued clarified created
collected diagnosed coached customized
Executed evaluated counseled demonstrated |designed
generated implemented |examined diagnosed developed
inspected extracted educated directed
operated identified expedited established
organized inspected facilitated founded
prepared facilitated familiarized illustrated
processed interviewed investigated [guided initiated
recorded organized motivated monitored
specified reviewed referred integrated
systematized summarized rehabilitated represented |introduced
tabulated surveyed invented
validated systematized planned

invented revitalized

shaped

5. Ecnu Bel cunTaete HY)XHBIM, YKOKHUTE APYTHE BUIBI JEATEIHHOCTUA, KOTOPHIMHU
Bbl 3aHMManuch JOMOTHUTEIIBHO K OCHOBHOM NEATEILHOCTH — YHTAIW JICKIINH B
YHUBEPCUTETE, 3aHUMAJIMCh YACTHBIM OW3HECOM, pPabOTald MO COBMECTHTEIHCTBY
(OTHER EXPERIENCE). Hanpumep: University of Dickinson, 2008-2009 (being
a graduate student). Selected by a medical faculty for the research assistant
position during last three semesters before graduation
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6. B cnenyromem paznene (EDUCATION/ OBPA3OBAHME) nHeob6xomumo
yKa3aTh BCE OTHOCSIIUECS K eIy BHAbI 00pa3oBaHHs, KOTOpbie BbI monyuniau B
00paTHOM BpeMEHHOM ucuuciaeHun. Hanpumep:

1998-2001 Graduate School

of Moscow Institute of Physics and Technology, Ph. in
Physics

1992-1998 Moscow Institute of Physics and Technology, MS in Physics

7. Hanee, B paznene CERTIFICATION / JUIIJIOMbI U CEPTU®UKATDI,
HAJ0 yKa3aTh OTHOCAIIMECS K JeNTy Kypchl, KOTOpble BBl yCHEmHO 3aKOHYWIIH.
Hampumep: Certified Quality Assurance Director, Certified Technician with a
license in the duties of respiratory therapy.

8. Muorpa npu npueme Ha paboTy TpeOyeTcs ykazath Baille OTHOIIEHUE K BOGHHOM
cryx0e (MILITARY), BoeHHyI0 cieruaibHOCTh. Hanpumep:

Military Service, November 1999- May 2001

8. BaxxHo ykazatb, kakoe ngomnojHuTenbHoe oOpazoBanue y Bac ects (CAREER-
RELATED COURSES AND ACTIVITIES). Otinune oT NpeapIayiero pasiaena
B TOM, 4TO BbI MOIIM mpoOCTO TMpoCHyliaTh KypC W HE IOJIYYUTh HUKAKOTO
ceptudukara 00 oOpa3oBaHWU, KOTOPBIM JaeTCs OOBIYHO TIOCJIE IK3aMEHOB.
Hanpumep:

KrasSMU, Krasnoyarsk, 2008, “Family Health Capital”, 6 seminars
1AL, Edinburgh, 2009, “English in Medicine”, 20 hours training course
KrasSMU, Krasnoyarsk, 2009, Public speaking course

9. Hwxe crnenyer ykaszaTb, WICHOM KakKMX KOMHUTETOB, KOMHMCCUM, aKaJAeMHUM,
IPYTUX MPOQPECCHOHATBHBIX MW OOIMIECTBEHHBIX OpraHu3aruii Bel cocTosumm uimu
cocroute (MEMBER nau AFFILIATIONS). Hanpumep: Russian Society of
Pediatricians wnm Member of the Siberian Brunch of Russian Academy of Medical
Science, from 2001

10. BaxhHo Takke YyKazaTb CBOM Harpajbl, NOPEeMHUH, HMEHHBIC CTUIICHIUU
(AWARDS niau HONORS). Hanpumep:

Elected President of Student Council
IMD Scholarship, 2002
Honorary Professor (Professor Emeritus) of Moscow State University

11. Jlanee HEOOXOUMO MEPEUUCTUTh BCE OTHOCSIIEECS M HE OTHOCSIIEeCS K JIeTy
HaBbiku (SKILLS). Hampumep: WORD PERFECT,MS-OFFICE, Power-Point,
Corel Draw.
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12. JIns HEKOTOPBIX JOKHOCTEH OBIBaCT HEOOXOJMMO YyKa3aTb HMMEHa JIIOJICH,
kotopble MoryT jgath crnpaBku o Bac (REFERENCES/ PEKOMEHJIAILIUN).
OOBIYHO TaKOW CHHUCOK M3 TpeX HMEH cooOIMaeTcs Imocjae ocoboro 3ampoca
paboronarens. Hampumep: List of referees available upon request.

13. Ilpu HanmucaHuu pe3roMe BaXKHO yKaszaTh BCE SI3bIKH, KOTOPHIMU BbI Biameere
(LANGUAGES). Hanpumep: Russian (native), English (fluent), French (good
working knowledge)

Beimie mpuwBeACHBI BCE WM TIOYTH BCE BO3MOXKHBIC paslielbl pe3loMe,
KOTOpBIE BCTPEYAIOTCS B TMpakTHKe. be3ycioBHO, BBl HE MOKHBI TBITATHCS
YMECTUTh Ha OJHOM JIUCTE€ BCE yKa3aHHbBIC MyHKTHI. BwiOepurte myis ceds Te, 4To
HanboJiee MOAXOAAT IJIsl TOW JOJDKHOCTH, Ha KOTOpyIo Bwl mperenmyete. JlumHss
uH(pOpMAITUS TOKE MOXKET ObITh HETOCTATKOM.

IIpumep pesrome:

John H. Mill
38 Park Avenue, Ap. 50
New York, N.Y. 11298
Tel. (312) 493-8332

OBJECTIVE An orthodontist

HOJDKHOCTD Bpau- opmooonm

SUMMARY 12 years of experience in all routine work in

KPATKOE OITUCAHUE YMEHUHW U this field. Perfect knowledge of new

HABBIKOB technologies correction of irregularities of
the teeth.

12-nemnuti  onvlm pabomer 6 obracmu
opmoodonmuuy.  Xopowiue 3HAHUS  HOBbIX
MeXHON02UL KOppeKyuu HeposHocmell 3y008.
RESPONSIBILITIES Diagnosing, treatment, reposition of the
OBA3AHHOCTHU teeth, organizing training courses.
Huaenocmuka, neuenue, penosuyusi 3y008,
opeanHu3ayust 0oyYarouux Kypcos.
EXPERIENCE  OIIBIT PABOThHI
1990-1995 FRISCO DOCKS, Inc.
San Francisco, California.
An orthodontist of dental clinic
Bpau-opmooonum 6 3y6notil kiunuke

1980-2009 International center of First Dental help
New York. A leading specialist in
orthodontics.

Medicoynapoonwiit.  yenmp Ilepsoii 3y0HO1

nomowu 6  Huvio-Hopxe.  Bedywuil

cneyuanucm 8 001acmu OpmoOOHMuUU

Diagnosing, monitoring of inheritance,

teaching .

Jluaenocmuxa, Habnooenue

HACe0CmeeHHOCmU, 0DYYeHue.
EDUCATION LONDON SCHOOL OF DENTISTRY
ObPA30OBAHUE London, Great Britain, bachelor of Medicine

baxanasp meouyumvl

Post-graduate course
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Acnupanmypa
Internship an orthodontist

HUnmepnamypa

Advanced courses

Togvruenue keanuguxayuu
PERSONAL Arrived in the United States January, 1980.
JINMYHAA UHOOPMALIUA British. Married, one child.

Ipubvin uz CIIA 6 1980, ep. Bpumanuu,
JHceHam, 00UH peOeHoK.
REFERENCES Available upon request.
PEKOMEHJALIH IIpedocmasnsitomest no mpebosanuio

2.4. Kuzneonucanue (CURRICULUM VITAE (CV)

B 0CHOBHOM OHO OTJIHYAETCS OT PE3IOME TOIBKO 00BEMOM (/10 6-8 cTpaHHMII) U
NpeaHa3HAYCHO M7 KaHAWJATOB HA BBICOKHE OJDKHOCTH WU JUIsl paboThl 3a
rpanuneii. [loTeHImWanpHBI  paboOTOMATENb JKENAaeT TMOJYyYUTh JCTAIbHYIO
undopmarmio. O6sryHO BBI mipenocraBisiere dhoTtorpaduio, cBou aapec u tenedoH,
JUYHBIE W TACTHOpPTHBIE JaHHbIE U OoJjiee TOApPOoOHO XapakTepuszyere Barmum

oOpa3oBaHUE U KBATH(PUKALINIO, 100aBIIss, HAIPUMED, TAKUE JaHHBIC:
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HIGHLIGHTS OF QUALIFICATIONS
o  Compulsive doer, have high tolerance for discomfort, accept responsibility easily
o Trying to improve ,monitoring progress and checking skills
e Effective in facilitating communication between staff and administration
o [nterested in people, a warm personality
o Successful in assisting on operations, being involved in a great many activities

Honoicnocms: cmapwas meocecmpa 6 20poocKoil 601bHUYe
OcHnosHvle xapakmepucmuxu

Hcnonnumensha, ycmouuuga K mpyoHOCMsIM, 1€2KO NPUHUMAI) OMEEMCMEEHHOCHb
Cmapatocy yriyuuams, AHATUZUPOBATL CEOU OOCMUNCEHUS U YMEHUS]
D hexmusno ycmanasnusaio 83aumMoOmMHOUIEHUS. C NEPCOHATIOM U PYKOBOOCMBOM
3aunmepecosana 6 11005x, 000poICceramenvbHa
Yenewno accucmupyro npu onepayusx, cnocobHa 00HO8PEMEHHO 8bINOIHAMb HECKOLKO
nopy4eHull.

Huxe npencrasiensl asa npumepa CURRICULUM VITAE:

a) CURRICULUM VITAE of TATYANA YU. KONINA

Assistant professor of Biophysical department

Biological Faculty Moscow State Lomonosov University

119 899 Moscow, Russia tel.(095) 939-19-63 FAX (095) 939-43-09
E-mail: konina@mars.biophys.msu.ru

DATE OF BIRTH: March 7, 1966

HOME ADDRESS: /42500 Poselkovaya 9-14 Pavlovsky Posad, Russia




MARITAL STATUS: Married, one child

EDUCATION: B.S. MV Lomonosov Moscow State University, 1990 Biology
M.S. MV Lomonosov Moscow State University, 1991 Biophysics

M.S. MV Lomonosov Moscow State University, 1994 Applied Mathematics

Ph.D. MV Lomonosov Moscow State University, 1995 Biophysics
PROFESSIONAL APPOINTMENTS: 1995 - 1996 scientific worker at MV
Lomonosov Moscow State University 1996 till now assistant professor
PROFESSIONAL SOCIETIES: Russian Association of Women-mathematicians
(Member) Russian Association "Women in Science and Education"(Member)
SPECIALTIES BY TRAYNING OR EXPERIENCE: Mathematical modeling
in biology, Nonlinear dynamic systems, Membrane ion transport processes,
Bioelectromagnetism.

TEACHING EXPERIENCE:

For Undergraduate Students: Practical course of mathematical modeling in biology
Practical course of mathematical modeling in ecology

For graduate Students: Effects of electromagnetic fields on biological systems,
math. modeling

CURRENT RESEARCH INTERESTS: Mathematical modeling of the cell
membranes processes; The response of biological systems to applied weak
electromagnetic fields; math. modeling of nonlinear behavior of the cell systems.

b)

Current address: 214 North Street 85, apt. 19, New York, NY 10023
Current telephone: (123) 456 789 999

Permanent contact: igor@qwe.tyu.
WORK EXPERIENCE:

01/96 - present  Duke Stanley & Co., Inc.

CURRICULUM VITAE
IGOR VETROV

New York, NY

Associate. Analytical developer for firm-wide credit risk
management systems. Statistical analysis of historical data,
advanced analytic for Value at Risk calculations. Work on
alternative management approaches.

09/92-12/95 Stanford University

06/95-09/95 Morgan Stanley & Co., Inc

11/94-02/95 Darrel Dark Consulting

Stanford, CA

Teaching and research assistant, Departments of Physics and
Applied Mathematics. Taught physics to a large class of pre-
medical students. 15 publications, including the invention of a
new type of branching diffusion processes and well recognized
work on stochastic model in hydrodynamics.

New York, NY

Summer intern in the Information Technology Mortgages
group. Implemented variance reduction methodology in Monte
Carlo simulation for increasing the accuracy of price

Consultant. Co-developed and implemented a novel interest rate
model. Implemented credit risk valuation models.
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06/94-09/94 J.P Morgan & Co
Summer intern in the derivatives research department. Worked
on developing a draft version of the credit derivatives model.
PROFESSIONAL SKILLS:
* Modern financial models including interest rate models,
credit risk models, mortgage backed securities, fixed income, 6
development notes on mathematical finance.
« Statistics: linear and non-linear estimation, non-parametric
(bootstrap) methods, time series analysis, etc. Probabilities and
stochastic methods: stochastic differential equations, diffusion
processes, point processes, branching processes, etc. Numerical
methods: numerical integration of SDE, Monte Carlo methods,
finite difference methods, etc.
* Programming in C, ALP and Mathematica, UNIX operation
system.

DISTINCTIONS AND HONORS:

1996 Member of the New York Academy of Sciences
1996 Reelected as Associated Member by the Scientific Council
of Lebedev Institute of Modern Physics, Russian Academy
of Sciences.
1991-1995 Invited talks at 5 international scientific conferences and numerous

research institutes and universities worldwide.
1993-1994 A member of Stanford University Committee on Research

1993 Elected as a Junior Researcher by the Scientific Council of the Lebe-
dev Institute of Modern Physics, Russian Academy of Sciences.

EDUCATION:

1992-1996 Stanford University
Stanford, CA
Ph. D in Theoretical Physics, Department of Physics.
Ph. D Minor program in Finance, Graduate School in Business.
Courses in Economics, Econometrics, Mathematical and Corporate
Finance, Modern Risk Management.

1990-1993 Lebedev Institute of Modern Physics Moscow, Russia
Ph.D program in Theoretical Astrophysics.

1984-1990 Moscow Institute of Physics and Technology Russia
M.S. Diploma with Honors in "Theoretical Astrophysics".

ITocne cobecenoBanus, MpoaHAIN3UPOBAB CBOE MOBEACHUE, NMOAYMANTE, KaK
Bbl MoeTe ynydmuTh BredariaeHue o cede. Eciu Bel monuiere 6iaronapcTBeHHOE
NUCbMO HHTEpBbIOEPY, 3TO OyAeT OoJblue, 4YeM BEXIMUBBIA JKEeCT. ITO
IOJIOKUTENbHOE HaloMUHaHWEe O Bac craHeT wyacTbio Mep, CIOCOOCTBYHOIIHMX
Bamewmy npuemy Ha paborty.
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2.5. baaroaapcrBennoe nucbmMo (THANK-YOU LETTER)

Mprs. Lori Roberts
Director of Personnel
Johnston Corporation
1739 Green Street
Austin, Texas 78777

Dear Mrs. Roberts:

Thank you for your time and attention during my interview with you last week. |
appreciated the opportunity to discuss my qualifications and aspirations with you.
I hope that all questions were answered to your satisfaction, however, I would be happy to
supply any further information you may need.

I am very interested in the growth potential of the position we discussed, and I hope you
will consider me as a serious candidate.

I am looking forward to hearing from you soon.

Sincerely yours,
Jeanne Nguyen
Muccuc Pobepmc
Lupexmop no nepconany
QDupma /[prconcmon
1739 I'pun

Ocmumn ,Texac 78777

V6. Muccuc Pobepmc,

Cnacu6o Bam 3a mo, ymo yoenunu mMue 6pems U 6HUMAHUE 80 BPEMs MOe20 C006ece008aHUs.
Ha npownol Hedele. H Ovll pad umems B03MONCHOCMb Oecedo8amv ¢ GaAMU O MOUX
npogheccuoHanbHbIX HA8LIKAX U YEsX.
Haoerocw, Bvl yoosremseopeHvl omeemamu HA 8aui 80NPOChl, mem He MeHee 51 0y0y pao
damv 8am OONOJHUMENbHYIO UHDOpMAayUIo 8 cyuae HeoOX00UMOCHU.
A ouenv 3aunmepecosan 6 KapvepHoM pocme u, Haoercs, Bvl  6yoeme paccmampusams
MeHs1 KaK 00CMOUH020 KaHOUOAma Ha 9my O0JIHCHOCHb.
C nemepnenuem 2Hcoy om 8ac cKopo2o omeemad.

Hckpenne Bauw,

Kan Heyen
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IHI. IIPAKTHYECKHE 3A/TAHUA

1. YIIPA’KHEHUA

L. Ilepeseoume na pycckuil A3biK:

1.We are looking forward to arranging for a regular exchange of publications
with you. 2. I am looking forward eagerly to receiving your latest reprint. 3. [ would
be most obliged to you if you would place my name on your reprint mailing list for
any of your papers relative to this subject. 4. We shall be very grateful if you kindly
continue to send us abstracts published in Animal Physiology. 5. I would like to
receive other reprints on this subject. 6 I appreciate very much the many reprints of
your work in the field of "Radiation Materials." 7. We acknowledge with thanks
receipt of your reprint "Modern Approaches to State of Health Evaluation." 8. If
reprints are available would you also kind as to send me copies. 9. Please excuse me
for the delay in sending you the galley-proofs of your contribution. 10. In reply to
your letter dated March 10th I wish to inform you that our Council is willing to
discuss your proposal. 11. Further to our letter of March 10 I am happy to inform
you that everything has been arranged for the translation of your book. 12. With this
letter I am sending you the list of names and the titles of the reports. Please
acknowledge receipt. 13. Thank you for your letter of the 19th Decem- ber and for
the material which you enclosed with it. 14. In accordance with your letter we have
the pleasure of sending you the material you need. 15. On behalf of our Institute I
wish lo acknowledge with sincere thanks the receipt of your letter of the 12th May.
16. With very pleasant recollections of the many good days we have spent together
and kindest regards from S to Prof. B , I remain, Yours sincerely, . 17.
Thanking you in anticipation, and with all good wishes, I remain, Yours sincerely,
. 18. It was a great pleasure to make your acquaintance at the Congress and I
look forward to the possibility that we may meet again in this country. 19. I trust you
will inform me of the date [ am to come to Krasnoyarsk.

2. Ilepesedume na anenuiiCKuil A3bIK:

1. 4 6b11 661 Bam ouens GiaromapeH, eciau Obl Bbl mpuciiany MHE OJMH OTTHCK
Bameit pa6otei. 2. S Ob11 OBl pajn HanaAUTh OOMEH HAYYHBIMH CTAThIMH MEXKITY
HammMu wHCTUTYTaMu. 3. Kak Ham ctano u3BecTtHO, Bbl cobupaerech Hamucath
CTaThIO JUIsl HAIIero >KypHama. B cBsizm ¢ stuM Mbl yOemuTenbHO mpocuM Bac
cooOlIUTh HaM Ha3BaHue cTaThbu. 4. S MONB3YIOCH OJIATONPUSTHBIM ClIy4Yaem
BBIPA3UTh CBOIO 0JIArOAPHOCTH 3a MOCIaHHbI Bamu otTuck. 5. MBI Hageemcs, 4yTo
B JaJIbHEHIIIEM HaM MPEACTABUTCS BO3ZMOXKHOCTH OIyOInKoBaTh Baiu pabotsl. 6. B
HACTOSIIEE BPEMS MBI, K COXKAJEHUIO, HE MOXEM BBICIaTh BaM 3TH cTaThH, TaK Kak
OHU TOTOBSATCS K IE€YaTH B OUYEPEAHOM HOMEpe KypHaua. /. Beickuiaro nmo Bamen
MpochOEe KCEPOKOMHUI0O MOEM CcTaThbu, HamedaTaHHOM B KypHaie "Cubupckoe
meauiackoe obo3penue", No 5, 2008 r. 8. S 6bu1 Ob1 Bam ouens OnaromapeH, eciu
Obl Bbl mpucnanu MHe anpenbCckuii HoMep kypHana "Bompocsl memunusb". 9. S
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paax coobmuth Bam, yTto ™Mbl BrIOUwiId Bamie yupexaeHue B CIHCOK JUIs
nojiyueHust Hamiero xypHana. 10. Sl Hanmeroch, uro Bel coriacutech Hamucatb O
pabote Bameii naboparopuu B xxypHai "EcrectBo3Hanue".

3. Cocmaevbme ¢hpa3zvl, ucnonv3ys npedcmasieHHyIo Huxce UH@GOpMayuio uz mpex
KOJIOHOK:

1. I very much appreciate to have a reprint your diagrams in the very near future
2. I shall be very happy if you sent me to my request

3. I would be very grateful | your attention this modest present

4. Thank you very much if you accept of this paper

5. I should like very much | if you would send me the programme of the Conference

6. I shall be much obliged | for your help in this matter

4. Ilepesedume cnedyoujue NUCbMA HA PYCCKULL A3bIK U Onpeoenume mun nucoMa:

a) October 23, 2009.
Dear Dr. Samsonov:

Please find enclosed the galley-proofs of your review "..." for final check-up before it
goes to press. Since we are eager to have the book published before the end of the year,
we ask you to make the appropriate correction if necessary and to return the proofs
without delay. The Printers have set the dead-line for printing the review not later than
the 10th December, 2005. Please take that into consideration.

In compliance with your request I am sending you a copy of the "Solid-State
Physica," v. 3, N 4, 2009 as you required. Please confirm receipt of the journal.

Yours sincerely,
Frank B. Webster

b) 20th January, 2009
Dear David Green,

I am in receipt of your letter of 17 th January, 2009 from which I learn that you are
interested in my paper "A similar Polymerase System Requiring 4-Deoxyribonucleoside
Triphosphates." It gives me great pleasure to send you the reprint and I trust the informa-
tion will be of help to you.

Thank you very much for the New Year wishes. My best regards to yourself and to
your wife.

Looking forward to hearing from you soon,
Yours sincerely,
Nikolay Sidorov
¢) 12th June, 2009
Dear Alfred,
Under separate cover I am forwarding to you a reprint "Synthesis of Protein and
Induced Enzyme in Some Plants."
I wonder if you could arrange to have reprints on the structure of cellulose forwarded to
me. [ should be very happy if you could supply me with the latest data on this kind of
work. With best wishes and regards,
Yours sincerely,
Victor
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d) August 30, 2009.
Dear Dr. Jones:

I wish to acknowledge with sincere gratitude receipt of your publication entitled
"Function of Acetylcholine As a Synaptic Transmitter." This paper is exceedingly
important to me for my experimental work. If you are interested in having a paper
describing my work in this area, I shall be very happy to send it to you as soon as it is
published.

I thank you once again for your kindness and trust to hear from you soon.

With best regards,
Sincerely yours,
Igor S. Melnikov
e) 15th December, 2008
Dear Prof. Novikov,

Thank you very much for your letter of 10th December, from which I learn that you
are soon finishing your book and that it will be published in the near future. I hope you
will not forget me and be so kind as to present me with an edition.

I wish to make use of this opportunity and ask you to send me a copy of Biofizika, No. 3,
19... Dr. A.B. Baskova has published in this journal a paper which is of great interest to
me. If this journal is not available I would kindly ask you to inquire whether Dr. Baskova
happens to have a spare copy of this publication and whether she would be willing to
supply me with one.
With best wishes,
Yours sincerely,
R.A. Crawford

f)

Dear Prof. Crawford,

It is a great pleasure to receive your letter dated 15th December. Thank you very much
for your cordial wishes concerning my book. My book will comprise 22 signatures. |
may assure you that when the hook comes off the press I shall be delighted to send you a
copy. You have my word for it.

As for your request regarding Biofizika, No. 3, 19..., I am happy in inform you that I
have sent you this issue under separate cover. I love contacted Dr. Baskova and she told
me that she would like to .u range for an exchange of publications with you. I am
sending you her address: ...

20th December, 2008

) August 10, 2009
Dear Sir:

I shall be grateful if you could arrange to forward me a copy of your publication entitled
"Function of Acetylcholine As a Synaptic Transmitter," which appeared in the Journal
of Biological Chemistry, v. 7, No 7,792,2009.

Yours truly,

Igor S. Melnikov
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h) August 20, 2009
Dear Dr. Melnikov:
In reply to your letter of August 10, 2009. I have the pleasure to inform you that the
publication you request has been sent to you under separate cover. I may only hope that
it will be of use and interest to you.
With best wishes,
Sincerely yours,
Alfred E. Jones

i) August 20, 2009
Dear Dr. Melnikov:
I am in receipt of your letter dated August 10, 19... I am awfully sorry that I cannot
comply with your request regarding the publication entitled "Function of Acetylcholine
As a Synaptic Transmitter." I have already distributed all my copies. The only sugges-
tion I can make is that you write directly to the Journal of Biological Chemistry. Perhaps
they will be able to supply you with a Copy.
With best wishes,
Sincerely yours,
Alfred E. Jones

)]
Dear Dr.Usii Okada

On behalf of the Administration and all the staff of Krasnoyarsk State Medical
Academy we would like to express our sincere gratitude for your personal contribution to
development of Japan-Russia medical collaboration!

You are a person who was staying at the just beginning of such collaboration in
90™ of XX century. Your continuous productive activity has been resulted in many
prominent achievements in the area of medical cooperation. We are very much grateful
for your important contribution to development of faculty and student exchange
programs, establishment of joint training centers, organizing the annual symposia of
Japan-Russia medical exchange! All these projects have a great actuality for Basic and
Clinical Medicine, Public Health Service and Medical Education in our region. Due to
your active participation, a lot of collaborative projects have been successfully completed
or are in progress now!

We consider your work at the position of Administrative Director of the Japan-
Russia Medical Exchange Foundation as a substantial contribution to development of
effective scientific, educational and social collaboration between our countries!

k) Dear .....,

Thank you for your kind invitation to send a delegation of administrators from Bristol
State University to visit Krasnoyarsk State Medical University, we are pleased to have
the opportunity to work with you. Dickinson State administrators will be traveling to
Russia and have planned to visit Krasnoyarsk on September 21* (arriving at 9:51 AM),
spending September 22-24 in Krasnoyarsk, and then leaving at 9:00 AM on September
25. The following administrators will be in the delegation: Dr. Richard D. Black, Vice
President for Academic Affairs, Dean of the College of Arts and Sciences, and Professor
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of History, Dr. Paul Haynes, Vice President for Student Development, Dr. Douglas
Harris, Dean of the College of Education/Business/and Applied Sciences and Professor
of Education, Ms. Ronnie Hilton, Director of the Multicultural Center.

Dr. Victor Rudenko, a Russian translator, in the employ of Dickinson State, will also
accompany the delegation.

The delegation would like to meet with you and your designated representatives to
discuss the ongoing relationship between your University and the Dickinson State
Nursing program. In this regard, we would like to meet with Dr. Yuri Sidorov, Dr. Maria
Kuznetsova, and Dr. Tatiana Ivanova to discuss future collaborations and research
projects between our two universities. We would also like to meet with other University
Rectors from the area if at all possible. Plus, we would like to discuss the potential for
developing articulation agreements for the transfer of Russian students to DSU to finish
their degree programs.

Thank you for your extension of Russian hospitality. We look forward to continuing
and expanding the relationship between Dickinson State University and Krasnoyarsk
State Medical University.

With best wishes,
Sincerely yours,
Alfred Brown
D
Dear Sirs
Please reserve single room with bath for Mrs Ann Smith for April 7-10.
Mrs Smith, Managing Director of the Candia Ltd., will arrive at the hotel at
approximately 4 p.m. on April 7.
While in Boston, Mrs Smith will meet with six partners of the Candia Ltd.
She would like to reserve the use of a small conference room for the morning of April
8 from 8.30 a.m. till 5 p.m.
Please let us know the rates for both Mrs Smith accommodation and the conference
room and confirm this reservation.
Truly yours,
m)
Dear Sir
Please could you send me your tutorial program with details of your student exchange
scheme.
Yours faithfully,

n)

Dear Mrs Vancouver

Thank you for your interest in the World Open University Business School.

The Business School provides management development designed for people in full-
time employment. In choosing this type of programme you will be able to focus on your
own organization and situation as a basis for practical assignment, whilst gaining insight
into other organizations and industries from case studies and from interaction with your
local study group.

70



The World Open University is the world's leading university in "Supported Open
Learning". It has more experience and expertise than any other university in providing
effective, high quality education for adults in full-time employment.

Our programmes are relevant to your work and career, and guarantee flexibility, where
you learn at a pace which fits in with your other commitments.

The World Open University is a recognized British state-university, and the Business
School's MBA is accredited by AMBA, which accredits only the top 30% of all
Europeam MBA programmes.

Before deciding on your next step, take advantage of our local advisory service! We
offer regular information evenings in Moscow and St Petersburg or the choice of a
personal appointment at a time convenient to you.

Your sincerely,
Vitaly Petrov
0)

Dear Mr Jackson

I am responding to your advertisement in the Moscow New Times, May 29, for the
Programmer position currently available with Data -IT corporation.

[ have a MS degree in computer science from Cal Tech University.

My qualifications for the position include:

« LINUX, UNIX, Windows, SUN OS, SUN Workstation
» C++, Borland C, Java, ActivX, CAD, SAP R/3
* NOVEL, LOTUS NOVEL, Math CAD

I offer a solid education as well as extensive practical experience in IT.

I am self motivated and can work independently to get the job done efficiently in the
least possible time.

I am organized and detail oriented, work well under time constrain.

My salary requirements are reasonable and negotiable.

I have enclosed a resume which highlights and supports my objectives.

I would appreciate the opportunity to discuss a position available in greater details as I
well as my abilities and ambitions in a personal interview at your earliest convenience.

Thank you and I look forward to our meeting,

Sincerely,
Valeria Nikonova

P)

Dear Prof. Kuznetsova

Thank you very much for your message. I will share it with the Dean and other senior
colleagues and get back to you shortly.

Established in 1842, The School of Pharmacy, University of London is the only UK
institution, dedicated entirely to teaching and research in pharmacy and pharmaceutical
sciences. The MPharm (Master of Pharmacy) is a 4 year full-time extended
undergraduate degree, hence the title of Masters; and is the qualification in the UK which
leads to professional registration as a pharmacist. Lectures and laboratory work, group
work, problem-solving exercises and hospital visits combine to provide a holistic
learning experience for our students. After graduating with an MPharm degree, a student
can undertake a 12-month pre-registration training placement in an approved hospital or
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retail pharmacy and then sit the examination of the Royal Pharmaceutical Society of
Great Britain, in order to register as a pharmacist in Britain.
We also offer one year MSc programs in:
Drug discovery
Drug Delivery
Pharmacognosy
Clinical Pharmacy, International Practise and Policy (open to registered pharmacists
only)

PhD
With a top rating of 5A, research is undertaken at The School in the following areas:
Cancer drug discovery
Drug delivery and formulation science
Medicinal chemistry
Medical and molecular microbiology
Molecular and systems neuroscience
Nanomedicine
Paediatric pharmacy
Pharmacognosy
Pharmacology
Practice and policy of pharmacy

The School of Pharmacy is located in the heart of the University of London's main
campus, in Bloomsbury -home to one of the largest concentrations of universities,
extensive libraries and learning resources in the world. The British Museum and
London's vibrant West End are within walking distance. Students have access to the
library, sporting facilities; and to clubs and societies of the University of London and its
Union (ULU). Accommodation for overseas students is provided in one of seven
intercollegiate halls of residence run by the University of London.

Most of our faculty members are internationally known researchers at the forefront of
drug discovery, cancer medicines, nanotechnology, neuroscience and other areas; authors
and experts in their field of study. Students from over 40 countries benefit from
internationally top rated research integrated with excellent teaching to further their
knowledge and understanding of medicines.

It will be a pleasure to explore the various options suggested by you for developing a
mutually beneficial relationship between our institutions.

Sincerely yours,

Mr. Winston
q)
Dear Mr Archi,
Thank you for your letter of 12 October concerning student exchanges. We are very
interested in the opportunity of having exchanges with your University.
As far as Moscow State University is concerned, all guest-students are very well looked
after. Each has a "Welfare officer" at their disposal and they are accommodated in the
Moscow State University hostels, which are located near Moscow.
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Unfortunately, concerning Miss Louisa Roman, it is a bit short notice and we cannot
offer her a place for this year. Nevertheless, she could apply for next autumn by sending
us her CV, details of studies and list of publications.
We would like Mr. John Newman to send the same documents to consider him as a
possible candidate for next April.
We are pleased to hear that both students have good knowledge of Russian, because all
the lectures at the Moscow State University of are given in Russian. Nevertheless, papers
can be written in English in agreement with professor.
We are enclosing the program of lectures for next semester and our brochure about
Moscow State University , where you will find additional information such as
certifications, e-mail facilities, etc.
We will contact you regarding sending you students from us as soon as we have
applications.
We look forward to hearing from you.

Yours sincerely,

5. Bcmasvme npeonoau:

1. I have pleasure ... forwarding ... you a reprint ... my report, requested ... you. 2. I
must thank ... you ... the trouble you have taken ... translating my paper. 3. We would be
very happy if you would arrange to forward ... us a copy ... your publication. 4. I am
writing ... you ... reference ... the following article. 5. We are very grateful that you have
been able to arrange ... the publication ... our paper .. the Respiratory Support
Symposium.

6. Bcmasvme apmuxiu:

1. We have ... pleasure of sending you herewith ... copy of ... article as requested. 2.
Please find enclosed ... typescript of... paper entitled "..." which we hope you will accept
for ... publication in your journal. 3. Many thanks for ... generous gift of your book. 4. ...
purpose of this letter is to inform you that ... Journal of ... is not ... monthly, but ...
quarterly edition. 5.1 would be very happy if you would place our library on your
exchange list of ... scientific books and journals. 6. Please supply us with ... updated
publications in ... area of liquid crystals. 7. Please find herein ... abstract of my paper "..."
for publication in ... Proceedings of the 3rd International Congress on Pulmonary
Diseases. 8. I am very much obliged to you for sending me ... preprint of your paper

under ... title "...".

7. Bcmasbme nooxoosiuiee no cmvicy Closo uiu svipadicenue. in exchange for, to
submit, to come off the press, to come across, via, field of research work, to arrange

for.

1. While reading the Journal of Ore-Mining 1 happened ... an article written by you. 2.
Please send us your latest publications ... ours. 3. Will you be able ... me an appointment
with the editor-in-chief of your journal? 4. According to our information we expect the
book ... in two weeks. 5. I am sending you the list of reprints... Professor Sidorov who
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will come to your country at the end of March. 6. We would like to know whether you
intend ... your paper to our journal.

8. Cocmasvme gpaszvl u3 npeodoHCeHHbIX CLOB:

1. Receipt, of, acknowledge, your, reprint, we. 2. Inform, impossible, journal, need,
we, you, it, we, obtain, regret, you, find, now, that, to,the, to. 3. Happy, to, abstracts,
shall, be, as, 1, in, journal, appear, the, send, they, further, you. 4. Mailing, should, placed,
be, like, to, your, on, list, we. 5. You, the, drawings, letter, much, I,enclosing, very, kind,
your, thank. for. 6. Grateful, remarks, for, I, you, your, extremely, am, to. 7. You
kindness, exhibition, thank, in, the, for, us, helping, your, arrange, to. 8. Before, the,
reply, to, would, thankful, if, be, would, letter, the, conference, opening, this, you, we, of.

9. Ucnpasvme owiuboku:

1. I received your letter from 10th June.
2. The conference will last from 10th June onto 14th.
3. Ireceived your letter of 9/X-2009

10. Ilepesedume na anenuiicKuii A3bIK NUCbMO.

MmuoroyBaxaemslii 1-p Bedcrep,
B orBer Ha Bame mucemo ot 23 okT. 2009 cooOraro, 4TO HEMPEMEHHO BBIMOJHIO
Bary npocs0y mpoBepuTh 2IEKTPOHHBIN BApUAHT HAIlleW KHUTH U BhICTATh ero Bam B
Ompkaiiiee BpeMsi, TaK YTO THUMOTpadus CMOXKET NMPUCTYNHTh K HAOOpPY KHHUTH B
HA3HAYECHHBIN CPOK.
S Becpma Bam Onarogapen 3a Homep ypHana "®duznka tBepmoro tema', T. 3, No
4,2008, kotopslii Bel Tak 1100€3HO NpuUCIaId MHE.
C HamTyYIIMMHU [TOXKETTAHUSIMH,
Hckpenne Bam
Anppeit CaMCOHOB

1 1. Boinuwume u3 npeoniodcenHo2o nucbma Kiodesvle gpasvi. Omseemovme Ha
NUCOMO, CIe0Ysl IMUM KTI0UEBbIM NYHKIMAM.

Dear Prof. Andrew:
We are now in the process of planning the 2009 edition of the Chemistry Newsletters
which we hope will be available for distribution in February. During the past years we
have been particularly pleased with your response to our request for material. We would
like to continue to include as much information as is possible in future editions of the
Newsletters, and are looking forward to your contribution.
Any suggestions or comments you might have about the topics to include in further
editions of the Newsletters would be welcomed. Also, if you know of scientists who wish
to sumbit their papers for publication in our journal, please inform us so that we could
contact them and extend an invitation to them personally to send their papers to our
editorial hoard for consideration.
Best wishes.

Yours sincerely,

Harold S. Pearson
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2. CUTYAIINOHHBIE 3ATAYN

1. TIpocMoTpuTe TpEIOKEHHBI OTPHIBOK pe3toMe. Ha Kakyro JTOmKHOCTB
IIPETEHIYET €r0 aBTOpP?
2. IlpencraBbre, uTO BBl — KaHAUIAT HA ATY AOHKHOCTH. [[OMOIHUTE CBOE pe3toMe
HEOOXOTMMBIMH TIPEIOTaMH.
OBJECTIVE: Clinical Research Associate.
Having completed many years ... my specialist field ... treatment ... leukaemia, I have
decided that the time is right ... a change in area ... specialization. Completing my Ph.D.
was one ... the most exciting and challenging periods ... my life and I want to
experience such a steep learning curve again ...another medical field. The position of
Research Associate would therefore be very suitable ... me as I have many years’
experience ... prestigious medical institutes and have studied ... Russia, Germany and in
the United States. My level of language is therefore exceptional, and my communication
skills have been thoroughly tested. I am looking to broaden my knowledge of medicine,
... which I have devoted my life and feel that [ would be a particularly suitable candidate
... the position.

b)

Bb1 siBnsieTech MEHeKepOM OJJHOM W3BECTHOM KJIMHUKU B OJTHOM M3 KaTajioroB (pUpMbI
TECHO PRODUCTS (agpec 30 Thore way , Manchester MN1 3RT, Great Britain). Bei
yBUIIeIM ToMmorpad, koropbli HeoOxomum Bameit kimHuke. @upma cobuparoTcs
MPE3EHTOBaTh CBOE OOOpPY/IOBAHME HA MEXIYHAPOAHOM BBICTABKE MEIUIIMHCKIX
ToBapoB. 1 BeI permnm 3aka3zaTh HECKOIBLKO MOJICIICH.

Hanummre HeCKOJIbKO CJIOB O CBOEH KIMHHUKE, cooOumre, kKak Bbl y3Hamu o
cymiectBoBanu  TECHO PRODUCTS. [IlposiBute wuHTEpEC K NPEAJIOKEHHUIO.
Paccnpocure, re U Korja mpoiieT BhICTaBKa, MONPOCUTE MUCHMEHHOE MPUIIIAIICHHUE
HA y4acTHUE B ipMapKe.

He 3a0yapTe noamnucaThCs U yka3aTh CBOIO JIOJKHOCTh

c)

Bbl sBisierech BBITyCKHUKOM KpacHosipckoro MeIMIIMHCKOTO YHHUBEpcUTeTa. Bbl
y3HAIM O CYIIECTBOBAHMM  KypCOB MEIUIIMHCKOTO aHTJIMHACKOTO B WHCTUTYTE
npukiagHoro odpazoBanus Institute for Applied Language Studies mo aapecy The
University of Edinburgh , 21 Hill Place , Edinburgh EH8 9DP. V3naiite moapobnee o
nporpaMmMe OOydYeHHsI, CpPOKax IPOBENCHUS, COACPKAHWHU TPOTPAMMbBI,  KHJIbE,
BBIJIABAEMBIX JIOKYMEHTaX.

d)

Bbl siBnsierech BnajienblieM CETU anTek B ropojie. Bbl 3aka3zany mapTHio UHTAISTOPOB B
Sabena Pharmacytics aapec 39 Turner Road, Bedford MK 40 United Kingdom Mr R
Harrison (Purchasing Manager ) Ilo Bamemy 3aka3y mpuObLUT TOBap, HO ,KaK OKa3aiocCh,
B JIByX KOpOOKax HE XBaTaeT HMHCTPYKIIUH IO SKCIUTyaTallMy Mpuodopa, a OJUH U BOBCE
He paboraer. Crenaiite 3ampoc B KOMIIAHMIO IPOJAABIA, COOOIIUTE O TOJIOMKE U
OTCYTCTBUM UHCTPYKIMIA. BbI Takoke npejyiaraere cAenarh BaM CKUAKY 3a IPUYMHEHHBIC
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Heyno0cTBa. Bripakaete kenanue o0CyIUTh ¢ TApTHEPOM M0 TeJePOHY CIOKUBIIYIOCS
curyanuto. [Ipocure ero Ha3HaYUTH BaM YI0OHOE JIsl HErO BPEMsI U JIaTy.

e)

Bbl sBnsierech BeOylMM CHEIUATUCTOM B MEXKPETHOHAIBLHOM IIEHTPE TOMOIIN
crnabocnpimamumM JoasM. B atom rogy Bam mpenctouT BhICTYNUTH Ha 00JIaCTHOM
KkoHrpecce ¢ mokmamom. [lpurmacure cBoero komiery Luice Grane, Newell Street,
Birmingham B3 3EL u3 Sydney Medical University npuHsiTh y4acTue B MpOTrpamMmme.
Y6emure ero B TOJE3HOCTH JAHHOTO MEPOIPHUATHS TSI 00EMX CTOPOH M BO3MOXKHOM
JTATBHEUITIIEM  COTpyAHWYecTBe. IlompocuTe €ro mMoMeNUThCsS OIBITOM TOTO, Kak
TOCYJapCTBO MOMCPIKUBACT JIFOJICH C OrPaHUYCHHBIMH BO3MOYKHOCTSIMH CITyXa, KaKUM
00OpyZIOBaHHEM OHHU TIOJB3YIOTCS ¢ KaKMMH TPOOJIeMaMH CTAIKHBAIOTCS, U OIBITOM
ycrenHoi padotsl. He 3a0yabTe cOOOMMTH O 1aTe U BpeMeHu Havyasa meponpusitus (17
anpens 20010 roma 9 : 00) mo ampecy mom 52 ctpoenue 13-15 Cankr IletepOypr
Poccus 4957777
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AB
abdo.

abdms (M)(t)(o)abdomen without masses,

a.c.
ACTH
AF
AFP
A:G
AHA
Al

Al
a.m.
AN
AP
APH
ARM
AS
ASD
ASHD

ASO
ATS
A&W

BB
BC
b.d.
BF
BI
BID
b.i.d.
BIPP

BM
BMA
BMR
BNF

. IIPUIO/KEHUA

HPUJIIOKEHUE 1. _
CJOBAPHb MEAMIINHCKUX COKPAIIIEHUHA

apex beat
abdomen

tenderness, organomegaly (US)
before meals
adrenocorticotrophic hormone
atrial fibrillation
alphafoetoprotein

albumen globulin ratio

Area Health Authority (UK)
aortic incompetence

ankle jerk

morning

antenatal

antero-posterior

antepartum haemorrhage
artificial rupture of membranes
alimentary system

atrial septal defect
arteriosclerotic heart disease
(US)

antistreptolysin O

antitetanic serum

alive and well

American Medical Association

bed bath; blanket bath

bone conduction

twice a day

breast fed

bone injury

brought in dead

twice a day

bismuth iodoform and paraffin
paste

bowel movement

British Medical Association
basal metabolic rate

British National Formulary

BNO bowels not opened

BO bowels opened

BP blood pressure

BPC British Pharmaceutical Codex
BPD bi-parietal diameter

BS breath sounds; bowel sounds
BUN  blood urea nitrogen (US)
BWt birth weight

c with
C head presentation
Ca. cancer; carcinoma

CAD coronary artery disease

Capt. head presentation

CAT coaxial or computerised axial
tomography

CABG  coronary artery bypass graft

CBC complete blood count (US)

c.C. with food

CCF congestive cardiac failure (UK)

Chr CF  chronic cardiac failure

Cf. first certificate (UK)
CF final certificate (UK)
CFT complement fixation test

CHF chronic heart failure;
congestive heart failure (US)

CNS central nervous system

CO casualty officer (UK)

c/o complains of

COAD  chronic obstructive airways
disease (UK)

COP change of plaster

COPD  chronic obstructive pulmonary
disease (US)

CPN community psychiatric nurse
(UK)

creps crepitations (UK) (rales US)

C-section cesarean section (US)

CSF cerebrospinal fluid
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CSSD  Central Sterile Supply Depot
(UK)

CSU catheter specimen of urine

CT cerebral tumour; coronary
thrombosis

CvV cardiovascular

CVA cardiovascular accident;
cerebrovascular accident

CVS cardiovascular system;
cerebrovascular system

Cx cervix

CXR chest X-ray

D divorced

D & C dilatation and curettage

DD dangerous drugs

DDA  Dangerous Drugs Act (UK)

decub.  lying down

DIC drunk in charge

Dl decilitre

DN District Nurse (UK)

DNA did not attend

DOA dead on arrival

DRO Disablement Resettlement
Office (UK)

DS disseminated sclerosis

DTs delirium tremens

DU duodenal ulcer

DVT deep venous thrombosis

D &V diarrhoea and vomiting

DWP  Department for Work and
Pensions (UK)

A/Dx  diagnosis

E electrolytes

ECF extracellular fluid

ECG/EKG(US) - electrocardiogram

ECT  electroconvulsive therapy

EDC expected date of confinement

EDD expected date of delivery

EDM  early diastolic murmur

EEG electroencephalogram

ENT ear, nose and throat

ESN educationally sub-normal

ESR erythrocyte sedimentation rate

ETT exercise tolerance test
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EUA

FB
FBC
FH
FHH
FHNH

FMFF
FPC
FTAT

FTBD

FTND
FUO

GA
GB
GC
GCFT

GIS
GOT

GP
GPI
GPT
GTN
GTT
GU
GUS

Hb/Hgb
HBP
Hct
H&P

HP
HR
HS

IBS

examination under anaesthesia

female

finger breadth

foreign body

full blood count (UK)

foetal heart

foetal heart heard

foetal heart not heard

femtolitre

foetal movement first felt
family planning clinic (UK)
fluorescent treponemal antibody
test

fit to be detained; full term born
dead

full term normal delivery

fever of unknown origin

gram
general anaesthetic

gall bladder

general condition

gonococcal complement
fixation test

gastro-intestinal system
glumatic oxaloacetic
transaminase

General Practitioner (UK)
general paralysis of the insane
glutamic pyruvic transaminase
glyceryl trinitrate

glucose tolerance test

gastric ulcer

genito-urinary system
gynaecology

haemoglobin

high blood pressure
haematocrit

history and physical
examination

house physician (UK)
heart rate

heart sounds

irritable bowel syndrome



ICF
ICS
D
™M
IOFB
P

1Q
1SQ
U
v
\Ye

Ix
1ZS

KUB

LA
LAD

LBP

LDH
LE cells
LFTS
LHA
LIF
LIH
LKS
LLL
LLQ
LMN
LMP

LOA

LOP

LP
LSCS

LUA

intracellular fluid
intercostal space
infectious disease
intramuscular
intra-ocular foreign body
in-patient; interphalangeal
intelligence quotient
in statu quo
international unit
intravenous
inferior vena cava
intravenous pyelogram
intravenous urogram
investigation
insulin zinc suspension

jugular venous distention (US)
jugular venous pressure (UK)
kidney, ureter and bladder
left

left atrium; local anaesthetic
left axis deviation; left anterior
descending

low back pain; low blood
pressure

lactic dehydrogenase

lupus erythematosus cells
liver function tests

Local Health Authority (UK)
left iliac fossa

left inguinal hernia

liver, kidney and spleen

left lower lobe

left lower quadrant

lower motor neurone

last menstrual period; left
mento-posterior position of
foetus

left occipito-anterior position of

foetus
left occipito-posterior position
of foetus
lumbar puncture

lower segment caesarean
section

left upper arm

LUQ
LV

LVD
LVE
LVF
LVH

M
Mane

left upper quadrant
left ventricle; lumbar vertebra
left ventricular dysfunction
left ventricular enlargement
left ventricular failure

left ventricular hypertrophy

male
in the morning

M/F; M/W/S male/female;

MCD
MCH
MCHC

MCL
MCV
MDM
Mg
MI

Mitte
Ml
MMR

MO
MOH

MOP

MRC

MS

MSU
MSSU
MSW

NA
NAD
NBI

married/widow(er)/single

mean corpuscular diameter

mean corpuscular haemoglobin

mean corpuscular haemoglobin

concentration

mid-clavicular line

mean corpuscular volume

mid-diastolic murmur

milligram

mitral incompetence

insufficiency; myocardial

infarction

give

millilitre

mass miniature radiography;

measles, mumps & rubella
vaccination

Medical Officer (UK)

Medical Officer of Health

(UK)

medical out-patient

modified release

Medical Research Council
(UK)

magnetic resonance imaging
mitral stenosis; multiple
sclerosis; musculo skeletal
mid-stream urine

mid-stream specimen of urine
Medical Social Worker (UK)
mitral valve prolapse

not applicable
no abnormality detected
no bone injury
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ND normal delivery
NE not engaged
NIC National Insurance Certificate

(UK)
NND  neo-natal death
nocte at night
NOF neck of femur
NP not palpable
NPU not passed urine
NS nervous system
NSA no significant abnormality

NSPCC National Society for the
Prevention of Cruelty to
Children (UK)

NYD  not yet diagnosed

OA on admission; osteo-arthritis
OAP old age pensioner

OBS organic brain syndrome
Obs obstetrics

0/E on examination

oed. oedema

OM otitis media
OR operating room (US)
oT operating theatre (UK)

P pulse; protein

Para. 2 +1 full term pregnancies 2,
abortions 1

PAT paroxysmal atrial tachycardia

PBI protein bound iodine

p.c. after food

PDA patent ductus arteriosus

PERLA pupils equal and reactive to
light and accommodation

PET pre-eclamptic toxaemia

PID prolapsed intervertebral disc;
pelvic inflammatory disease

PI. plasma

p.m. afternoon

PM postmortem

PMB postmenopausal bleeding

PN postnatal

PND postnatal depression;
paroxysmal nocturnal dyspnoea
P02 pressure of oxygen
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p.o. by mouth

POP plaster of Paris

PPH postpartum haemorrhage
p.r. per rectum

p.r.n. as required

PROM  premature rupture of
membranes

PSW Psychiatric Social Worker (UK)

PU passed urine; peptic ulcer

PUO pyrexia of unknown or
uncertain origin

p.v. per vaginam

PVT paroxysmal ventricular
tachycardia

P71 protamine zinc insulin

q.d.s./qi.d.  four times a day

R right; respiration; red

Rx take (used in prescriptions)

RA rheumatoid arthritis; right
atrium

RAD  right axis deviation

RBC red blood cell count; red blood
corpuscles

RBS random blood sugar

RCA right coronary artery

ref. refer

reg. regular

RGN  Registered General Nurse

Rh. Rhesus factor; rheumatism

RHA  Regional Health Authority
(UK)

RI respiratory infection

RIF right iliac fossa
RIH right inguinal hernia
RLL right lower lobe

RLQ right lower quadrant

RMO Regional or Resident Medical
Offier (UK)

ROA  right occipital anterior

ROM  range of motion

ROP right occipital posterior

RS respiratory system
RTA road traffic accident
RTC return to clinic



RUA
RUQ
RTI

RVE
RVH

SAH
SB
SBE
s.C.
sep.
SG
SHO
SI
sig.
s..
SM
SMR
SN
SOB
SOBOE
SOP
SRN

SROM

STs
SVC
SVD
SWD

T

tabs
T& A
TB

right upper arm
right upper quadrant
respiratory tract infection
right ventricular enlargement
right ventricular hypertrophy
treatment

single; sugar
subarachnoidal haemorrhage
still-born
sub-acute bacterial endocarditis
subcutaneous
separated
specific gravity
Senior House Officer (UK)
sacro-ihac
write / label (in prescriptions)
sublingual
systolic murmur
sub-mucous resection
student nurse (UK)
short of breath
short of breath on exertion
- surgical out-patients
State Registered Nurse (UK)

spontaneous rupture of
membranes

sanitary towels

superior vena cava
spontaneous vertex delivery
short wave diathermy

temperature

tablets

tonsils and adenoids
tuberculosis

t.d.s./t.i.d. three times daily

TI
TIA
™J
TNS
TOP
TPHA

tricuspid incompetence
transient ischaemic attack
temporo mandibular joint
transcutaneous nerve stimulator
termination of pregnancy
treponema pallidum
haemagglutination

TPR
TR
TS
TSH
TT
TV
TURP

U&E
UGS

URTI

USP
USS

VDRL
VE

VI

VP
VSD

Vx

WBC

WNL

XR
YOB

temperature, pulse, respiration
temporary resident (UK)
tricuspid stenosis

thyroid stimulating hormone
tetanus toxoid; tuberculin tested
trichomonas vaginalis
transurethral prostate resection

urea

urea and electrolytes

urogenital system

upper motor neurone

upper respiratory tract infection
United States Pharmacopeic
ultrasound scan

ultra-violet light

venereal disease
venereal disease research
laboratory

vaginal examination
virgo intacta

venous pressure
ventricular septal defect
varicose vein(s)

vertex

widow/widower

white blood cell count; white
blood corpuscles

within normal limits
Wassermann reaction

X-ray

year of birth
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HPUJITOKEHMUE 2. _
HA3ZBAHUE MEJUIIUHCKUX CIIEHIUAJIBHOCTEHN B
AHTJIOA3BIYHON TEPMHUHOJIOTUH

CONSULTANT
The most senior position held by physicians or surgeons with the highest qualifications,
e.g. FRCS, MRCP, and who have completed a programme of higher specialist training.

SPECIALIST REGISTRAR

A position held by a doctor with the highest degree in a chosen specialty who is
following a programme of higher specialist training to enable him or her to be included
on the Specialist Register. Inclusion on this register makes the doctor eligible for
consultant posts.

ASSOCIATE SPECIALIST

A senior position where the holder is responsible to a named consultant. Associate
Specialists must have at least 10 years' experience since registration but are not required
to have a higher qualification and do not proceed to consultant level.

STAFF DOCTOR
A doctor who exercises an intermediate level of clinical responsibility as delegated by
consultants. Staff doctors do not proceed to consultant level.

SENIOR HOUSE OFFICER
A one year appointment (usually residential) held by a doctor who is studying for a
higher qualification.

HOUSE OFFICER
A position held by a doctor who has completed the pre-registration year.

PRE-REGISTRATION HOUSE OFFICER
A position held by a newly qualified doctor for one year, prior to full registration.

DIRECTOR OF NURSING SERVICES

The most senior position in nursing administration.
MATRON

A senior sister accountable for a group of wards.

NURSE SPECIALIST
A nurse with specialist expertise in education and support for particular groups of
patients, e.g. those with kidney transplants, cancer or diabetes.

SENIOR NURSE
A senior management position.

WARD SISTER
A qualified and experienced nurse with overall responsibility for a ward.

STAFF NURSE
First post for a SRN/RGN qualified nurse.

NURSING AUXILIARY/NURSING ASSISTANT untrained nursing assistant
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A broad equivalence of positions in the NHS (Great Britain) and US hospital

systems:
NHS Hospital US Hospital

Consultant Attending Physician
Specialist Registrar Senior Resident
Associate Specialist

Staff Grade
Senior House Officer Resident

Pre-registration House Officer Intern

HPUJIIOKEHUE 3.
YUCJIA B IUCbMEHHOHW PEYU HA AHTJIUMCKOM
A3BIKE

1. OGmiee mpaBUIIO TAKOBO: HEOOXOAMMO THCATh ¢iioBOM ducia ot 0 go 10, ecnu
TOJIBKO BO (ppaze HeT npyrux OonbImmx udp.

a. Jane went to the chemist’s shop and bought three pairs of gloves.
b. In our city we have 59 streets, 5 boulevards, and 2 major highways.

2. He nmaumnaiite ¢pa3zy c uucna. Mcnonssyiite "A total of," "Altogether there
were," nmm "In all".

a. A total of 548 thefts were reported in the city last year.
b. Altogether, 89 people attended the ceremony.
c. In all, five teams competed in the race.

3. IlpaBwia ucnosib30BaHus OOJIBIINX IUDP:
a. Jnsa uudp ot 10 1o 1 MitH.MCTIONB3YHTE YUCTA
A total of 78,000 spectators watched the ball game.

b. Jlns uudp Beime 1 MiH. numute uudpy u ciaoso "million," "billion," u T.11.
The government collected $48 billion in taxes.

c. IIpaBWIBHO HCIIONB3YUTE 3AIATYIO U TOUKY.
a. 389,000
b. $581.91 $99,867.66
c. 2.8%
d. July 5, 1987
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HPUJITOKEHMUE 4.
HEKOTOPBIE CJIOBAPHBIE PA3JINYUA
BPUTAHCKOI'O U AMEPUKAHCKOI'O

AHTJUHACKOTO.
[

GB 1 S US E
accomodation accomodations
angry mad/angry
anywhere anyplace
autumn fall
holidays vacation
barrister/solicitor attorney/lawyer
bill check
biscuit cookies
caretaker janitor
chemist drug store
chips French fries
the cinema the movies
cooker/stove stove
crisps potato chips
crossroads/intersection [intersection
cupboard closet
curtains drapes/curtains

OcHOBHBIE pa3yInyusi, BCTpeUaroIIrecs: B OpUTaHCKOW U aMEPUKAHCKOM
opdorpaduu, MOKHO CHOPMYITUPOBATH B CAEAYIOMIMX MTpaBUiIaX:

1. B rmaronax u ux MpOW3BOJHBIX, OKAHUUMBAIOIIUXCA Ha "- ise" wim "- 1ze", OpUTaHIIBI
nuiryT "- ise", a aMmepHuKaHIibpl - ize'": organise - organize, symbolise - symbolize.

2. I'maronpl, okanumBarommecss Ha ofaHo "l". Bce mpou3BogHBIE OT 3THX TJIAroJIOB C
okoH4yanusiMu "- ing", "- ed", " -er" B OpUTAHCKOM aHIIIMHACKOM THIIYTCS C yIBOCHHBIM
"1", B amepukanckom ¢ ogauM "1": travelled - traveled

3. Hekotopeie cl10Ba-UCKIIOYEHMS], HAIPOTUB, B OPUTAHCKOM AHIVIMMCKOM MMHUIYTCS C
onuum 1", a B amepukanckoM ¢ asymst "1": enrol- enroll.

4. Bce cnoBa ¢ OykBocoueTaHueM "-our" B OPUTaHCKOM aHIJIMICKOM TepsitoT OyKBY "u" B
amepHrKaHcKkoM: colour - color.

5. MHOrO aHTTIMICKUX CIIOB (hPAHILy3CKOTO MPOUCXOXKICHHUS C OKOHYaHUeM Ha " -re'", B
aMEpUKaHCKOM aHTJIMMCKOM MEHSIOT OKOHYaHMe Ha " -er'': centre - center.
HckmoueHneM W3 3TOro MpaBWiia SBJSIIOTCS CJIOBa acre, massacre, B KOTOPBIX
COXPaHUJIOCh OPUTAHCKOE OKOHYAHHE JIJIS TTOTYEPKUBAHMS CUIIBHOTO "'-C"'.

6. Hexoropble OputaHckue coBa (ppaHIly3cKOro IPOUCXOXKIECHHS YIIPOILICHbI JOHEIb3s1:
catalogue - catalog, cheque - check.
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