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DIALOGUE

Martin Peacock is always on the phone!

M. Peacock:

P. Morrish:

M. Peacock:

P. Morrish:

M. Peacock:

Assistant:

M. Peacock:
Mr Mountain:

M. Peacock:

Assistant:

M. Peacock:

Assistant:
B. Smith:

M. Peacock:

Assistant:

M. Peacock:
M. Peacock:

P. Jones:

M. Peacock:

P. Jones:

M. Peacock:

S. Ball:

M. Peacock:

8

Good morning, this is Martin Peacock. I’'m calling from YKD Plc. I’d like§
to speak to Peter Morrish, please. ,‘
Speaking.
Mr Morrish, hello. I said that I would call you back with the figures for thﬁ,
forecast once they were ready.
Oh yes, how kind of you. Go ahead... 3
Good morning, my name is Martin Peacock, I’m Quality Manager at YKD

Plc. I’d like to speak to someone about the new procedures, please.

Certainly, hold on please, I’ll put you through to Mr Mountain.
Hello, is that Mr Mountain?

Speaking.

Good morning, could I speak to Bob Smith, please?

Certainly. Could I tell him what it is about?

Of course. I received a message from Mr Smith and he asked me to call him
back this morning.

Il just get him for you... Bob, it’s for you.

Hello, Mr Peacock. Thank you for calling me back. I wanted to know...

Good morning. I’'m calling on behalf of YKD Plc. I’d like to speak to some-
one in the accounts department, please.

Certainly, I’ll put you through to Mr Dollar.

Thank you.

Good afternoon. This is Martin Peacock. Is Peter Jones there please?
Speaking.

Mr Jones. We met at the trade fair in Amsterdam last month and you showed .
quite a lot of interest in our new bending machine. You asked me _Mu_ygu

back when I was in Paris.
Oh yes, I remember. Would you have time to come by the office so we can

talk in more detail about the new safety developments?

Good afternoon. My name is Martin Peacock. I’d like to speak to Simon
Ball, please.

Speaking.

Mr Ball, I’m calling on behalf of John Smith who is away on a business tnp
at the moment. You left an urgent message for him about an unpaid invoice..,

i

o

AKTHUBHBIA CNOBAPD

MpepcrasbTech
R
loBoput MaptuH Mukok.

Mens 308yT MapTux Mukok.

Al — MeHepXep NO KayecTBy KOMNaHUM

Introducing yourself

This is Martin Peacock

My name is Martin Peacock.

I am Quality Manager at YKD Plc.
I’m calling from YKD Plc. «YKL Plc».

I’m calling on behalf of YKD Plc. 1 3B0HI0 U3 KoMNaHuu «YK[ Pley.

P’m calling on behalf of John Smith. £l 380Hi0 no nopyyenuio xoxa Cmura.

Cxkaxkute 10, YTO xomre
S

Saying what you want

Could I speak to Bob Smith, please?  Ckamure, nomanyﬁcra, Mory nu
norosoputb ¢ bobom Cmutom?

I’d like to speak to Peter Morrish, A xoten 6b1 Nnorosoputs ¢ Nutepom

please. Moppuwom.

I’d like to speak to someone in the Al xoten 6b NOroBOpUTL € KeM-HUbYAb

accounts department, please. u3 Byxrantepuu.

Hello — is that Mr Mountain? 3npascrByiiTe, Bbl rocNoAMH MayHTeH?

Is Peter Jones there, please? Ckaxwure, noxanyiicra, Mutep LxoyHc
Ha mecte?

I received / got a message from Mr A1 nony4un coobuieHue ot r-Ha

Jones. IxoyHca.

He asked me to call him back. OH MeHs nonpocun emy nepe3BoHUTL.

I said I would call you back with the  fl cka3san, 4To BaM nepe3soHio, yxe

figures. nmes uudpsl.

We met at the trade fair in Mbi BCTpeyanuch Ha BbicTaBKe

Amsterdam. B AMCTepaaMme.

You asked me to call you back when Bbl MeHA npocunu nepe3soHuTs, KOraa

I was in Paris. s 6yny B Mapuxe.

Answering OTBeTbTE

Speaking. 370 A.

Could I tell him who is calling? Kro ero cnpawusaer?

Could I tell him what it is about? Mo kakoMy Bonpocy?

Certainly, hold on please. KoHeuHo, MuHyTOUKY, NnoXanyicra.
Il just get him for you. fl ero ceityac nowuwy.

Fred, it’s for you. ®pag, 370 Bac!




’ Y CTAHOBAEHUE KOHTAKTOB MO TEAEDOHY

Y CTAHOBAEHUE KOHTAKTOB MO TEAEDOHY

Do YOU KNOW...

Phone numbers
TenaedoHubie HOMEpa

ToBOPHTH MO TesieOHY Ha aHIIMICKOM sI3bIKE JIETKO: LM(PBI Ha3bIBalOTCA
T10 OZHOIA, 3HAYMT, JOCTATOYHO YMETh CYMTATh 10 9!
Ludpsl OTAEAIOTCS Nay30it (MECTO KOTOPOH 3aBUCHT OT KOJa CTpaHbl).

1892 847 193 (aHrIMIACKMI HOMED):

One — eight — nine — two — (pause) — eight — four — seven — (pause) — one —
nine — three.

02 38 91 47 66 (poccuiickuit HOMED): '
Oh — two — (pause) — three — eight — (pause) — nine — one — (pause) — four
— seven — (pause) — double — six.

0 Ha3BIBAIOT Oh, HO Zero OyAET TOXE NMOHATHO.
JlBe omHAKOBble LM(PBI 3aMeHSI0T cioBoM double.

071 738 3344 (1omep B JIoHIOOHE):
Oh — seven — one — (pause) — seven — three — eight — (pause) — double-three

— double-four.

“8® Aonoanure ¢ppasbl.

Sf,,,“[;;ﬂ a) Good morning, this Bob Smith.

b) I sales representative for 123 GO!

i

¢c) I'm on of Peter Jones who is away on business. -

d) CouldI to Mary Mash, please?

e) I’d like to to in the maintenance department,
please.

I a message from Sarah South.

g) She me call her back.

h) He me call when [ in London.

i) Could I speak to Henry Hope, please? “ ”. Ah, Mr Hope...

j) Couldl him what it is ?
k) [I’lljust her for you.
1) Henry, for !

[y

YNPAXHEHME

2 CooTHecuTe UMdPbI, HANUCAHHBIE HIXKE, C HOMEPaMM
npocneKkra (NpuBeAeHbI TOALKO LWECTb NOCAEAHUX Ludp).
. eight-nine-nine-one-five-six
. eight-two-seven-one-five-oh
. double-six-one-six-one-oh
. two-five-two-five-four-one
. seven-double-seven-six-double-six
. double-one-five-five-double-one
. four-oh-oh-four-oh-two
. eight-one-oh-one-five-one
. eight-three-six-one-five-one
. eight-oh-oh-one-two-three

S O 00 NN WA WN

When you need us, call us.

If you are contacting BT about our service for your home, please use the
contact details for Residential Customers.

If you are calling about our service for your business, please use the con-
tact details for Business Customers.

If you are calling about Payphones, please use the contact details for
Payphone Customers.

Residential Customers

To make an enquiry, to change your entry,

to make a bill enquiry or to make a complaint:
If you are moving home:

Fault reporting:

0800 827 150 (a)
0800 800 123 (b)
0800 836 151 (c)

Business Customers

To make an enquiry, to change your entry
or to make a complaint:

To make an enquiry about an order

you have already placed:

Fault reporting:

Bill enquiries:

0800 400 402 (d)

0800 777 666 (e)
0800 810 151 (f)
0800 899 156 (g)

Payphone Customers

To make an enquiry call free between 8am

and 6pm Monday to Friday:

To make a complaint about BT payphones, call free:
Fault reporting, call free:

0800 115 511 (h)
0800 661 610 (i)
0800 252 541 (j)

It's allin
the number

11



Amanor

Conversations between a switchboard operator and Bob Jones.

S.0.:
B. Jones:

S.0.:

B. Jones:
S.0.:

B. Jones:
S.0.:
B. Jones:

S.0.:
12

Good morning, Personal Packaging Inc. How can I help you?

I’m calling on behalf of Prime Plastics Ltd. I’d like to speak to someone
about an invoice.

Certainly. Hold the line, please. You’ll need the accounts department... I’'m
sorry, the line’s engaged. Would you like to ring back or would you like to
hold?

I’ll ring back later. Thank you.

Good morning, Personal Packaging Inc. How can I help you?

Could I have the accounts department, please.
Who’s speaking, please?

This is Bob Jones from Prime Plastics 1.td.

Certainly, hold the line, please.

Thank you.

I’m sorry, the line is engaged, would you like to hold?
Yes please. »

I’'m sorry to keep you waiting, the line’s still busy.
Never mind, 'l call back later. Who should I ask for?
Mr Seamus Henly.

Thank you.

You’re welcome.

Good afternoon, Personal Packaging Inc. How can I help you?

Hello. This is Bob Jones from Prime Plastics Ltd. I’d like to speak to Seamus
Henly, please.

Hold the line please, I’ll see if he’s available... The line’s ringing for you
now...

Seamus Henly.

Mr Henly, this is Bob Jones from Prime Plastics Ltd. I’m calling about in-
voice Ne... and... and...

Good morning. Could I speak to someone who deals with research, please.
Certainly. Hold the line, please. I’ll put you through to the R&D depart-

ment... ’m sorry, there’s no answer. 1l try the foreman’s office... There’s
still no answer.

Thank you.

I’Il try and page Mr Mark Pearson. May I tell him who’s calling?
This is Bob Jones from MegaCad. I’m calling from Canada, so please get

back to me quickly. )
*m sorry, he’s on another line... The line’s ringing for you now.

AKTHUBHDIA CNOBAPD

The switchboard operator answers

Cekperapb oTBeyaer

Good morning, Personal
Packaging Inc.

(How) Can I help you?
Certainly, hold the line, please.
One moment, please.

Who'’s speaking, please?

May I tell him who is calling?
Who would you like to speak to?

Identifying yourself

KomnaHus «MNepcoHan MakkagKuHy,
3ppascrByiiTe.

Mory nu s BaM nomoub?

KoHeuHo, nopoxauTe, noxanymncra.
MuHyTy, noxanyiicra.

Kro rosoput?

Kak MHe Bac npeacTaBuThb?

C KeM Bbl XOTUTE NOrOBOPUTL?

Ha3sarb cebs

This is Bob Jones from...
I’m calling on behalf of...

What are you calling about?

370 Bo6 [oyHC U3 ...
1 3BOHI0 N0 NOpPYYeEHHUIO. ..

Mo kakomy Bonpocy?

This is..., I’m calling about...

I’m enquiring about invoice Ne...
Could I speak to someone

who deals with...

Could I have the accounts department,
please? :

I’d like to speak to someone about...

You’ll need the accounts department.
I’1l put you through to the R&D depart-
ment.

I’ll see if he’s available.

The line’s ringing for you now.

You can’t get
the right person

370..., f 3BOHIO N0 NOBOAY. ..

A1 380HI0 N0 NOBOAY cyeTa-takTypsl Ne...
Mory s noroBopuTb ¢ kKeM-HUGYAb,

KTO 3aHUMaeTcs...

MoxHO MeHA coepuHuTb C Byxrantepueir?

A xoTen 6bl NOroBOpUTHL C KEM-HUBYAL NO
noBsoay...

BaM HyxHa Gyxrantepus.

Al Bac coepuHIo ¢ 0TAENOM NO pa3paboTke
HOBbIX BUAOB NPOAYKLMUM.

fl ceityac y3Halo, cBO6OAEH NU OH.
CoeauHsio.

HeBO3MOYXHO COEANHUTHCA
C HY)XXHbIM YeNIOBEKOM

I’m sorry, the line’s engaged / busy.
I’m sorry, he’s on another line.

Would you like to ring back?
Would you like to hold / hang on?
I’m sorry to keep you waiting.
I’m afraid, there’s no answer.
Never mind.

I’ll ring / call back later.

Who should I ask for?

I’ll try the foreman’s office.

I’ll try and page Mr....
I’m calling from Canada, so please get
back to me quickly.

K coxaneHuio, nuHUA 3aHATa.

K coxaneHuio, oH pasrosapusaer

no ApYroi NUHUK.

He Mornu 6bl Bbl Nnepe3BoHUTS?

He mornu 6bl BbI NOAOMAATH?

K coxaneHuio, BaM NpuAETCA NOAOKAATb.
K coxaneHuio, HUKTO He oTBeyaerT.
Huyero crpawHoro.

Al ceityac nepe3BoHI0.

Koro mHe cnpocuts?

Al nonbiTalCh CBA3ATHCA C KABUMHETOM
HayanbHUKa rpynnei.

I nonbiTalock NO3BOHMTL €My Ha NeimKep.
Al 3B0HI0 U3 KaHapapl, coeguHUTE MeHs
no6uicTpee, noxanymcra.




Mo KOMMYTATOPY

Mo KOMMYTATOPY
YNPAXHEHME
M | CoeauHuTe BbIPAXEHNS HO QHTAMACKOM Si3bIKe C NePeBOAOM HA
| PYCCKUM.
What is 1. He’s dialling a number. a) 3BOHMT TenedoH.
he doing? 2. He’s answering the telephone.  b) OH roBopur no apyromy TesedoHy.
3. He’s calling the operator. ¢) OH XIeT Ha TUHUMU.
4. He’s sending a fax. d) OH cHuMaeT Tpy6Ky.
5. He’s being beeped on his e) OH HabupaeT Homep.
radiopager. f) OH nepenaet Tpy6Ky HyXXHOMY
6. He’s holding on. YEJIOBEKY.
7. He’s on another line. g) OH nocsLtaeTt dakc.
8. He’s picking up the receiver. h) Jlammnouka mMuraer.
9. He’s putting her through. i) OH pasroBapuBaeT I10 TeNEPOHY.
10. He’s calling back. j) EMy 3BOHST Ha neimKep.
11. The telephone is ringing. k) OH 3BOHMUT oreparopy.
12. The light is flashing. 1) OH nepe3BaHMUBAET.
. < Hekotopbie CAOBA He 6bIAM PACCABILLAHBL. AONOAHUTE PPA3bl.
A little a) -— morning, Happy Holidays Ltd. I you?
problem! - Id to to Mrs Worley, please.
- the line please, I’ll you through.
— Thank you.
b) — afternoon, Highway Hotel. canl you?
— I'm about room prices.
- T you to reception.
— Thank vou.
¢) — Weatherproof windows, good morning.
- morning. Sarah Bernard.
Could I to someone who glazing,
- You'll the sales department.
d) — CouldI to William Pitt, please.
— Yes, .
- morning, Mr Pitt. ’m about...
e) — afternoon. I’m calling on of Sam Joynson.
I’d like to to Mrs Kant.
— I'm she’s on another line. Would you liketo ___, or would
you like to call ?
— TP’ll hold please.
— Theline’sstill. .I’'msorryto you waiting. youhold?
— Yes, I will.
— Theline’s for you now.
— Thank you.
14

Do YOU KNOW...

Telephone tips

Here are a few extra tips.

1.

10.

Your voice: If you are speaking to someone on the telephone, and their
voice is hesitant or weak, they give you the impression that they don’t re-
ally know what they are talking about. So, at the beginning, practise talk-
ing through your conversation out loud (with a colleague if possible) — it’ll
be easier in real life after!

. Getting through: Practise using the “real” expressions every time you make

a call. They will soon become automatic and you will no longer need a crib
by your telephone.

. Your message: Although it is impossible to anticipate what the other per-

son will say to you, it is important to be clear and to make sure that the
right message gets through! So, prepare the main points you want to say.

. The vocabulary: You know the subject you are likely to be talking about, so

make sure that you have all the words and expressions you will probably
need.

. The details: Imagine that you are the person you will be calling and try and

anticipate the questions they are likely to ask — think of all the angles the
conversation might take.

. Which words to use? There are always several possibilities of saying the same

thing. Stick to the one you like the sound of best, which you will automati-
cally find the easiest to remember.

. Your answer: If you have to answer the telephone, you will have no idea

what the caller is going to ask you for! It is useful to have a list of “tel-
ephone” expressions in your desk drawer — that’ll help you with the essen-
tials.

. Your understanding: Don’t be afraid to say to the caller that you can’t hear,

don’t understand, don’t speak English very well, etc. They will understand
and help you! Be more careful if your English is already pretty good — the
caller is likely to forget that you are not a native, and the more you under-
stand, the faster he/ she will talk!

. Confirmation: If you are still not 100% sure of what has been said/decided,

you can always ask them to send a fax/e-mail to confirm.

Things get tricky? Try smiling! You’ll find that it’s almost impossible to
sound angry or stressed with a smile on your face!




Awnanor

B.J.:

S.H.:
B.J.:
S.H.:
B.J.:
S.H.:
B.J.:

E.G.:

M.P.:

E.G.:
M.P.:
E.G.:

P.T.:

Assistant:
P.T.:
Assistant:

g

... and of course we always have a lot of problems getting people to pay on
time — did you know that the supermarket in Bristol wanted to pay at 120
days!!?...

Anyway...

So. you’ll send payment by express mail today.

Yes, of course. Is that the lot, then?

Fine, I’ll speak to you next week about new terms of payment.

Absolutely. It was nice talking to you. Goodbye.

Goodbye.

So, we can have a meal together and then sort out our business in the after-
noon. :

Shall we meet at the restaurant? Then we could visit the factory after lunch.
I’ll send you the directions by e-mail.

That would be fine. I look forward to seeing you next week.

Thank you for calling. Goodbye.
Not at all. Goodbye.

Mr Lotto asked me to call him once I had confirmation about the delivery
dates for the PX/36T. We shall dispatch the goods on Monday so they should
arrive with you on Wednesday at the latest. I think he needs to know in order
to sort out his production schedule.

I’ll make sure that he gets the message.

Thank you for your help, goodbye.

Thank you for calling.

AKTMBHbBIA CNOBAPD

Saying goodbye

Anyway...
I look forward to seeing you later /
soon.

I look forward to...
... hearing from you.
... meeting you.

I look forward to speaking to you
again next week.

I’ll speak to you next week about...

It was nice talking to you.
Goodbye.

That’s the lot, then. Is that the lot,
then?

So, you'll send...

Anything else?

Thank you for calling.
Goodbye.

Not at all. / You’re welcome.

I’ll make sure he gets the message.

I’ll send you the directions by e-mail.

Thank you for your help.

MpowaHue

WrakK...

[lo ckopo# BCTpeyn
Do BcTpeun.

byny xparte...

... OT BaC BecTen.

... BCTPEUHU C BaMMU.

Byay paa noroBopuTh C BaMu
Ha bynyuei Hepene.

fl no3soHI0 Bam Ha byayuweii Hepene
no noBogy...

Buin pap noroBopuThL C BaMu.
[lo cBnpanus.
370 BCE.

WTakK, Bbl MHe npuwnerte...
Yro-Hubyab ewe?

Cnacu60 32 3BOHOK.

[lo csupanus.

He 3a uro. Bcerpa pap(a) oxkasatb
yenyry.

A npocnexy, 4To6bl OH NOAYYUN
coobuieHue.

Al BaM BLIWNIO HEOOXOANMbIE YKa3aHuUA
NO 3NIeKTPOHHOM nouTe.

Cnacubo 3a nomolup.

17



, MPOLLAHMUE

MPOLLAHUE

YNPAXHEHME

aking your
leave.

e | PacnpeaeAute caeAyloLue BbIPAXEHUS MO Ta6AMLe.

a) That’s the lot, then.

b) I’ll make sure he gets the message. Thank you for your call.
¢) Thank you for your help.

d) I’ll speak to you again at the end of the week, then.

e) Anyway...

f) Ilook forward to seeing you next week, bye.

g) I’ll send it to you by e-mail / fax.

h) I look forward to hearing from you, then.

i) I think that’s everything, then.

j) It was nice talking to you. Goodbye.

k) Thank you for calling.

1) So, you’ll tell her to call me back as soon as possible, will you?
m) Anything else?

n) Ilook forward to hearing from you.

o) Goodbye.

3aBepieHue Gecembl DopMyJIbl IPOLIAHUS

< Kakue n3 atux pas3 aBASIOTCS BEXAUBON GOPMON?

Let’s be
polite!

. a) What’s your name?

b) Yes.

¢) No.

d) Wait a minute.

e) The line is busy.

f) Iwant to know about...

g) I’m Jacques Roumain.

h) This is me.

i) Mrs Pirandello, please.

j) CanItell him who it is?

k) Speak to you soon.
1) Thanks.

m) and then you answer. OK

n) Hello.

o) Bye.

YNnPAXHEHME

3B Bbi6epuTe NPABNALHbIA OTBET.

1. If someone says “I was cut off”, they mean:
The line was disconnected. b) I discontinued the call.

2. If someone says “I’ll look it up”, they mean:

a) They’re looking towards the sky.
They will look in a reference (telephone in this case) book.

3. If someone says “go on”, they mean;

a) You’re joking. Continue.
4. If someone says “hang on”, they mean:
Wait. b) They are suspended.

5. If someone says “I’ll give you a buzz”, they mean:
@ Il call you. b) I’m busy.

6. If someone says “She hung up!”, they mean:
a) She is waiting for me.

7. If someone says “I’ll put you through”, they mean:
’ll connect you. b) Iwill have finished.

- 8. If someone says “I must ring off now”, they mean:
a) I have to make a phone call.
@ 1 have to stop talking on the phone.

9. If someone says “Anyway...”, they mean:
a) Inany case.
It’s time this conversation came to an end.

10. If someone says “Give me a ring”, they mean:
@ Telephone me. b) I need a new piece of jewellery.

11. If someone says “He’s on the blower”, they mean:
a) He’s disappointed. He’s on the telephone.

12. If someone says “It’s for you” they mean:
The call is for you, not me. b) Here is a present for you.

Who said
“telephone
language”?

She put the phone down on me.

BHumaHue!
BHe KoHmakma
6eceds!

no menegoHy
3mu selpa-
JKeHus

umerom

apyzoe
3HayYeHue.
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Ananor

Leaving a message

* Susan Small is on the phone with a secretary.

S. Small:
S.:

S. Small:

S.:
S. Small:
S.:
S. Small:
S.:

Hello, I’d like to speak to John Whitman, please.

I’ll see if he’s there... I’'m afraid that he’s out of the office at the moment.

Can I take a message? :

Yes please. Could you tell him that Susan Small rang. We met at a trade fair
in Hanover. He asked me to ring when [ was in Paris, When will he be back?
Not until tomorrow, I’m afraid.

Could you ask him to call me back?

Xes, certainly.

Thank you very much. Goodbye.

Thank you for calling. Goodbye.

Susan Small tries again the next day.

S. Small:
S.:

S. Small:
S.:
S. Small:

S.:

S. Small:
S.:

20

Hello, this is Susan Small. [ rang yesterday to speak to John Whitman.,

Oh yes, Mrs Small. [ passed on your message to Mr Whitman. I’m afraid
he’s in a meeting until lunchtime.

Could I leave a message, please?
Certainly. Go ahead.

Plea.sc tell him that I am in Paris until Friday, and I would like to meet him
to discuss the launch date of our new albums before I go back to the States.
I really need to contact him.

Of course, Mrs Small. I’ll make sure he gets the message and I’ll ask him
to ring you back as soon as he can.

Thank you very much.
You’re welcome.

AKTHUBHDbIA CNOBAPD

What the switchboard operator /
secretary might say

Y10 Bbl MOXKETE YCAbIWATb
OT oneparopa/cekperaps

I’ll see if he’s there...

I’m sorry, there’s no answer.

Can I take a message?

I’m afraid that he’s out of the office
at the moment. '

He won’t be back until tomorrow,
I’m afraid.

I’m afraid he’s in a meeting until
lunchtime.

You can reach him on his mobile.
You can reach him this afternoon.

Not until after 6, I’m afraid.

I passed on your message to...

Yes, certainly, I’ll pass on your
message.

I’ll make sure he gets the message.

11 ask him to ring you back (later).

As soon as possible / As soon as he
can.

What you might say to them

fl ceyac y3Haio, Ha MecTe vl OH.

K coxaneHuio, HUKTO He OTBeYaer.
MoxeT, eMy 4TO-HWUOYAb NepepaTh?
K coxaneHuio, ero Het ceityac

B oduce.

Botoch, OH BepHETCA TOJLKO 3aBTpa.

K coxaneHuio, oH byaeT Ha coBelya-
Huu ao obepa.

Bbi MOXETE NO3BOHUTH MY HA MOBUNbHBIN.
Bbl MOXETe NO3BOHUTL €MY CerofHs
aHeM.

He panblie 18 4acos, K coxaneHuio.
fl nepenan sauwe coobueHue. ..

[la, KOHeYHO, f nepeaam Bauwe coob-
weHme.

Al npocnexy, 4Tobbl OH NoNyuMn Balle
coobuieHue.

£l ero nonpouy BamM nepe3BoHUTbL
(no3pHee).

Kak TonbKo OH CMOXeT.

YT10 Bbl MOXKETe UM CKa3aTb

Could you tell him (that)

Susan Small rang.

He asked me to ring when I was in
Paris.

I rang yesterday to speak to...
When will he be back?

Could you ask him to call me back?

What time can I call her back?

Can / could I leave a message, please?
I’d like to leave a message, please.

I would really like to talk to him.

I really need to contact him.

He mornu 66l BbI NepeaaTb eMy, 4To
3BoHuna Ciosan Cmonn?

OH MeHs npocun eMy NO3BOHUTb,
Koraa s 6yny B Napuxe.

fl 3B0HUN BYEpPa, YTOOLI NOTOBOPUTH C. ..
Korpa oH BepHetca?

He mornu 66l Bbl €10 NONPOCUTL MHE
nepe3BoOHUTH?

B KoTOpOM Yacy s MOTy eMy Nepe3BOHUTL?
Mory 5 ocTaButh coobueHune?

1 6bl XOTen o0cTaBUTL COOBLLEHME,

fl 6bl 04EHb XOTEN C HUM NOFOBOPHUTL.
MHe peitcTBUTENbHO HEOBXOAMMO

C HUM NOroOBOPUTH.




COOBLLEHNS

COOBLUEHUS
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TEKCT

Messages on an answerphone

You can leave a message (short and to the point).

This is Dial Direct. Please leave your message after the tone or fax us on 081 466 8282.
Thank you.

You can leave a message.

You have reached 01 45 5572 99. We are sorry but we are out of the office at the moment.
Please either leave your message and we will ring you back as soon as possible, or call us
on our mobile, number 06 12 19 15 99. Thank you for your call.

You can leave a message.

Thisis 1622 749 623. Hope Ltd. Sorry, there is no one here to take your call at the moment.
Please leave your name and number after the tone, and we will ring you back as soon as
possible.

You can’t leave a message.

This is Incredible Information. Our offices are closed at the moment. We are open from
8am to 6pm Monday to Friday. Thank you for calling.

You are likely to listen to some music for a long time!

This is Speedy Supplies. All our lines are busy at the moment and your call is in a queue.
Please hold on until one of our operators is free. We are sorry to keep you waiting...

Voice mail: You receive certain instructions while you are waiting.

Thank you for calling the visa section of the Efficiency Embassy. This service provides
information for Consular Services. If you require visa information, please press 5. For
a consular emergency, please press 2. For further information in English, please press 1.
To transfer out of the voice mail system, please press the hash key.

YNPAXHEHME

Hy)KHO u3nararb cooﬁmelme NaKOHMYHO W ACHO, 0COOEHHO ecnu OHO Ha ABYX

fA3blKax. .
ﬂocrapaﬁTer, 4T06b! COOﬁI.L\EHVIﬂ Ha 060u1x A3blKax 03HaYanu OAHO N TO Xe.

Bot npumep CTaHAapTHoOro COO6LI.I,EHVIH, KOTOpOE Bbl MOXEeTe OCTaBUTb:

This s ........ from......
We are ringing about .......
Please call Mr. ..... backon .......... (as soon as possible).

Thank you.

“8 VicnoAb3ys CBEAEGHUS, YKO3AHHbIE HNXe, COCTaBbTE COOGLIeHue,
KOTOPOE MOXHO OCTABUTL HQ GBTOOTBETYMKE, MOAXOASLLEE AN
FOAOCOBOM NOYThI MAM MOGUABHOTO TeAedOoHa. Bbl - BUAA BaAG,

NOCTABLYMK.
Name: Bill Bulb
Company: Mellow Lights Ltd - 1494 765 982 (00 44)
Time: 9.40am
Date: Friday 19th July
Problem: Warning - late delivery of dimmer switches -

order Ne 647923, ref Ne 000978 - earliest 16/08/00

Call back/fax: ... call back - ext 4471.

Help! I've got
to leave
a message!
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COOBLLUEHUS
COOBLLEHUS

YNPAXHEHME

YNPAXHEHME
2 BoccraHosure AUCAAOT NO NPUBEAEHHbIM HUXe penAuKam. )

3 Mpoyture MHCTPYKLUUN U COOTHECUTE UX C TeM, 4TO Bbl XOTUTE

A confused a) Good morning, Smith & Smythe Bros.
conversation ) orning, ) ! ythe Bros CAeAqQTb.

b) Thank you for calling. Goodbye. o _ ) Anonymous

¢) Pl leave a message, then. This is the Voice Mail Syst'em. The .person you have called: Happy Harry’s at instructions
number 0198 622 746 385 is not available. You may leave a message or transfer (voice mail -

d) ... be back? out of the voice mail system. there’s more

e) orcan I take a message? g}' gt?)me

f) I’'m sorry but Mr Jones will be late for the meeting this afternoon. 1. To leave a message, please speak after the tone: Thank you for your call.

g) Hello, I'd like to...

h) ... he’s not in the office at the moment.

After leaving your message:

2. To replay the message, please press four.

i) I’msorry...

i) Tll make sure 3. To continue recording your message, please press eight.

k) Would you like to call back 4. To delete the message, please press seven.

1) Thank you, goodbye 5. To speak to an operator, please press the star key.
m) Could you tell him that... 6. To transfer out of the voice mail system, please press the hash/pound key.
n) ... MrJones will arrive at half past three, and not a quarter past three? ’

0) How can I help you? : a) You need someone’s help.

p) ... he gets the message b) You want to leave a message.

q) Not until lunchtime, I’'m afraid. c) You have finished with voice mail.

) When will he... ‘ d) Your message is not right - you want to start again.

s) ... speak to Bill Smith, please. €) You want to listen again.

f) You have more to say.
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Aunanor

Making an appointment with someone you don’t know very well.
Tim Broke is making an appointment with his bank manager.

T. Broke: I think it would be a good idea if we meet to discuss this further.
M. Money: Yes, I agree. Just see my Personal Assistant for an appointment.
T. Broke: I’d like to make an appointment to see Mr Money, please.

PA.: I’ll just have a look in his diary. What day would suit you?
T. Broke: Might I suggest Tuesday morning?

P.A.: I’m sorry, he already has an appointment in the morning. Would some time in
the afternoon be convenient?

T. Broke: Yes, I could manage early in the afternoon... Mr Money, would you like to
meet for lunch?

M. Money: Yes. I’d like that... I’'m sorry, I would have loved to but I can’t make it on Tuesday.
Let’s try on Wednesday - are you free on Wednesday?

T. Broke: I’m afraid I’'m at a conference all day. Would Thursday suit you?

M. Money: That suits me fine I think, I’ll just check with my assistant...:

T. Broke: Where would be the most convenient for you?

M. Money: We could meet at the bank at about noon, and there’s a very good Italian
restaurant just round the corner.

T. Broke: That sounds perfect. I’ll have time to sort out the figures and bring along a
complete file with me.

M. Money: 1look forward to seeing you on Thursday, then. Goodbye.

T. Broke: Thank you, goodbye.

Changing an appointment
With a rather cross bank manager!

T. Broke: Mr. Money, this is Tim Broke. I’'m afraid that I’1l have to cancel our appointment

on Thursday lunchtime, my partner will be out of the office that day. Would it
, be possible to set up another meeting for the week after?

M. Money: Well, it’s not very convenient. I am a very busy man and my diary is very full for
that week already.

T. Broke: Would you like to suggest another date that suits you?

M. Money: Let’ssee. I could make Wednesday in a fortnight. Or we would have to postpone
until the Friday after that.

T. Broke: Could you bring forward our appointment? For example at the end of this week
or before Thursday next week?

M. Money: The only possibility I can see is a breakfast meeting on Monday. I shall have to
juggle with one or two other appointments, though. Otherwise I have no other
free moments.

T. Broke: That should be fine. What time would you like me to arrive?

M. Money: 7.30 . I can giv n hour and a half.

T. Broke: Thank you. I’ll be at your bank at 7.30, then. Please accept my apologies for
this inconvenience.

M. Money: Yes. Goodbye, Mr Broke.

26

AKTHBHDIA CNIOBAPDb

Asking for an appointment HloroBopuTbCA 0 BCTpeye
fl xoten 6b1 BCTPETUTHLCS C...

I’d like to make an appointment to see

Mr M., please.

Yes, certainly. Da, koHeyHo.

I’ll just have a look in his diary. fl ceityac NOCMOTPIO B €ro eXefHeB-
HUKe.

I think it would be a good idea if we  fl pymalto, 66110 661 HenNOX0

meet to discuss this. BCTPETUTLCA U 06CYAUTH 3TO.

Yes, I agree. Da, a cornacen.

Just see my PA for an appointment. [loroBoputech o BcTpeye ¢ MouM
JINYHBIM NOMOUHUKOM.

Asking for / lloroBopuTbCs 0 AHe /
Suggesting a date NpeanoXXuTb feHb

Kako# peHb Bam nogoitpet?

What day would suit you?

Would Thursday suit you? Yetsepr Bam nopoiiner?

Are you free on Wednesday? Bbl cBO60aHbI B Cpeay?

Might I suggest Tuesday morning? MoxeT 6biTb, yTPOM BO BTOPHUK?

Would some time in the afternoonbe  [JHem Bac yctpout?

convenient?

Would you like to meet for lunch? He xotuTe nn BMecTe noobepats?
Would you like to go to...? He xotute nu noiitu B...?

Where would be the most convenient  [ge Bam 6ynet ynobHee?

for you?

Answering a suggestion O0TBeTMTb Ha NpepnoXeHue
That suits me fine. 370 MeHs BNONHe ycTpansaer.

I could manage early (late) in the [la, a mory B Havane (KoHUe) AHs.
afternoon.

Yes, I’d like that. [la, a 661 04eHb xoTen.

I’m sorry, I would have loved tobut I K coxanenuio, Bo BTOPHUK HUKaK He
can’t make it on Tuesday. nonyyuTcs.

I’'m afraid I’m at a conference K coxaneHuio, f Becb ieHb Gyay

all day. Ha coBelaHuu.

I’m sorry, he already has an K coxanenuio, y Hero yxe HasHaueHa
appointment in the morning. BCTPeya Ha yTpo.
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AKTUBHDbIA CNOBAPD
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Double-checking the details VTOYHUTL feTanu
I look forward to seeing you on..., [o Bctpeuu. ..

then.

See you on Thursday, then. Wrak, yBuaumcs B yetBepr.

OTMeHUTb BCTpedy

I’m afraid that I’ll have to cancel K coxaneHuio, A BbIHYX/AEH OTMEHUTD

our appointment. Haly BCTpeyy.
Would it be possible to make Korga Bbl CMOXeTe CO MHOM
another appointment? BCTPETUTLCA?

Suggesting another possibilities  MpeanoxuTs gpyrue BapuaHThbl

SRS
Koraa Mbl C BaMW MOXEM BCTPETUTLCA?

Would it be possible to set up
another meeting?

It’s not very convenient.

Would you like to suggest another
date that suits you?

370 MHe COBCEM He NOAXOAMT.
He Morny Gbl Bbl NPEANOXUTL APYFOiA
[ieHb, KOTOPbIA BAC yCTPOUT?

Let’s see. [aite noaymatb. ..
I could make... Al mor Gbl...

To postpone / put back OTnoxuTH

To bring forward Yckoputhb

To defer / delay Nepexectu

A breakfast meeting JlenoBoii 3aBTpak

Giving details

7.30 poBHO (1 He no3aHee).

Al Bam pato nonTopa 4aca (He Gonbuwe).
W3BUHUTE MEHA 33 NPUYUHEHHOE
HeynobcrBoO.

Jla. flo cBupaHus, r-H bpoyk.

7.30 sharp.

[ can give you an hour and a half.
Please accept my apologies for this
inconvenience.

Yes. Goodbye, Mr Broke.

HA3HAYEHUE BCTPEYM

YNPAXHEHME
“B Aonoanurte ¢pasbi

a) I’dliketo

b) I think we should
c) 1 be pleased to meet your new Personnel Director.
d) Would 4pm be ?

e) Iwouldbe
f) Please accept my apologies for this
g) Iregret to inform you that I have to
h) Could we possibly
i) Ilook

j) Tam

an appointment with Mr Sevral.
a meeting.

if you could reserve me a hotel room.

the meeting.
our meeting to Friday?

to receiving confirmation of these dates.
I shall be away that day.

«2 BOCCTGHOBMUTE AUGAOT N0 CAGAYIOWMM GPA3aM. |

a) I’m afraid she’s tied up that day - she’s in a conference in Blackpool.
b) Ms Simons will see you on Tuesday 14th March at S5pm, then.

c) Hello, could I speak to Ms Simons’ assistant, please?

d) Might I suggest Tuesday at Spm?

e) I have several appointments on Monday, but I could manage Tuesday, late
in the afternoon.

f) Speaking.

g) Thank you for your help. Goodbye.

h) Never mind. How about the week after?

i) That suits me fine. ’

j) D’d like to make an appointment to see Ms Simons, please.

k) Thank you for calling. Goodbye.

1) Certainly, I’ll just have a look in her diary. Which day would suit you best?
m) Can she make Thursday next week?

n) Isshe free on Monday, or can she make Tuesday?

0) Would some time in the afternoon be convenient?

—

Incomplete
sentences

Making an
appointmer,
over the
telephone
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HA3HAYEHME BCTPEYU

HA3HAYEHWE BCTPEYU

YNPAXHEHME

23 PasmecTUTe BLIPAXEHMS, 0603HAYAIOWME BPEMS, B KOAGHAGPE.

What day a) yesterday b) the day before yesterday
did you say?
Cc) tomorrow d) the day after tomorrow
e) yesterday morning f) this afternoon
g) this evening h) tonight
i) tomorrow evening j) Saturday night
k) last week 1) next week
m) in three weeks n) on Monday
0) two days ago p) next weekend
q) this weekend r) aweekago
s) inaweek’s time t) in a fortnight
February
Monday | Tuesday | Wednesday | Thursday | Friday Saturday | Sunday
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
March
Monday | Tuesday | Wednesday | Thursday | Friday Saturday | Sunday
29 1 2 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
A leap year -
8uCOKOC- 21 22 23 24 25 26 27
Hblli 200
28 29 30 31

30

YNPAXHEHME

4k MpaBMALHO OTPEArUpyMTe Ha CAEAYIOWME penAukn. O6parure
BHUMOHME HO OPULIMAABHBIA MAM HEODULMAABHDIA CTUAD.

a) Would Monday suit you?

b) Can you make Tuesday next week?

¢) What would be the most convenient for you?

d) I’ll see you on Thursday at 3pm, then.

e) Shall I pick you up at the factory?

f) Can you make that a bit earlier?

g) [I’dlike to make an appointment to see Mr. Moneybags.

h) Would you like to meet for lunch?

i) Might I suggest Wednesday afternoon?

j)  Where did you have in mind?

k) Would you like to go to the trade fair in Munich?

1) Do you feel like a drink?

m) What time would suit you?

n) I could manage late in the afternoon.

Could you
answer me
please!



HA3HAYEHWE BCTPEYU

YNPAXHEHME

What you
think is not
necessarily

what you say!

32

a) I’ll have to ring him back.

b) I’m playing golf that afternoon.

¢) D’ll have to squeeze her in somewhere.

d) A breakfast meeting? Seven in the morning?!
e) That’s a real bore!

f) What a relief, that the meeting’s cancelled!
g) Not likely!

h) He’d better be here on time.

i) I hope he won’t take too long.

j) I’ll have to go and collect him.

3. Could you make
that a bit later?

. 8 o’clock sharp,

2. Never mind.
then.

6. Speak to you

5. ’m afraid that’s

4. Let’ssee... .
out of the question.

later, then.

9. I’m afraid I’m tied
up that afternoon.

8. Shall I pick you
up at the plant?

7. I can give you an

hour.

10. That’s a shame.

HA3HAYEHUE BCTPEYM

B CoeaMHUTE KAXAYIO PPA3Y-“MBICAb» C NOAXOASLMM KPYXKOM.

YNPAXHEHME

S W3yunte cutyauuio u pelumte, NOAXOAUT BbICKA3bIBOHUE
WAU HeT. EcAM HeT, ucnpasbre!

1. To afriend 2. To afriend

I’m afraid I have to cancel It’s not very convenient.

our appointment.

3. To abusiness contact 4. To a business contact

Any chance of meeting up

this evening? Can we fix a rendez-vous?

5. To a business contact 6. To a business contact

Would you like
to suggest another date
which suits you?

Would it be possible
to set up another meeting?

7. To acolleague 8. To acolleague

The Managing Director
stood me up!

We’ll have to scrap
the project.

9. To anyone! 10. To anyone!

Can we put back No.

the delivery date?

Appropriat
or inappro-
priate?



AnAanor

P. Crane:
Operator:
P.C.:

0.:

P.C.:

0.

P.C.:

0.:

P.C.:
S.0.:
P.C.:
S.0.:
P.C..
S.0.:

S.0.:
P.C.:
S.0.:
P.C.:
S.0.:
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Good afternoon, could you give me the code for Paris, please?

Certainly, that’s 00 for international, 33 for France and 1 for Paris.
Thank you. Could you also give me the number for Braccioli Ltd., please?

How do you spell that?
braccioli.

Sorry caller, we don’t have the name of that subscriber.

Then could you try brachioli?

Hold the line please... It’s 60 62 46 66. Would you like to be connected?...

Hello, is that Brachioli Ltd.?
Yes, it is. How can I help you?
Could I speak to Mr Hesse?

I’m sorry, the line’s engaged. Would you like to call back later?
Yes please. Could you give me his direct line?

Certainly, it’s 01 60 62 46 61......

Good morning, Brachioli Ltd.

Good morning. I’m trying to contact Mr Hesse.
All the lines are engaged - would you like his mobile number?

Yes please.
It’s 06 80 18 19 66...

AKTHBHbBIR CNOBAPDL

Koraa Bam paiot uHdopmaumio no TeneoHy, He CTECHANTECH NOAABATL PENAUKY, NO-
KaXuTe, 4T0 Bbl XOpOWO noHANU. Hanpumep yes, mmm, ok, I get that, I understand.

Asking for and giving
information

3anpocutb u coobwuTs
uHpopMauuio

Could you give me the code for
Paris, please?

Certainly, that’s...

Could you also give me the number
for Braccioli Ltd., please?

Sorry caller, we don’t have the name
of that subscriber.

- Could you try....

Would you like to be connected?
Could you give me his direct line /
extension number?

Would you like his mobile number?

Asking for clarification

He mornu 6ul BbI cKa3aTh MHe Kop
Mapuxa?

KoHeuHo, 37o0...

He mornu 6bi Bbl MHe faTh Takke
HoMmep...?

Coxanelo, y Hac HeT HoMepa 3T0ro
aboHeHTa.

byabte no6pbl, nonpobyiite. ..
Bac coegnuuts?

He mornu 66l Bbl CORANMHUTL MeHS
Hanpsamyio?

[latb Bam HoMep ero Mo6bunLHOrO
TenedoHa?

3anpocurb VTOYHEeHUs

How do you spell that?

Could you spell that please?
What does P&L mean?

Did you say sixty-point-one or
sixteen-point-one?

What did you say?

Sorry, could you say that again,
please?

Taking down information

Kak 370 6ynet no 6yksam?
Ckaxute no byksam, noxanyiicra.
Y10 o3Hauaer P&L?

Bet ckasanu 60,1 unu 16,1?

Kak Bbl ckaszanu?
MN3BUHUTE, He MoK 6bl BbI

NoBTOPUTL?

Nonyuenue undopmauuu

Go ahead.

Shall I read that back to you?

Yes, just to check.

Did you get that?

Loud and clear!

Could you send me a fax to confirm?
Could you confirm by fax?

Aukryitre!

Mpoyurats ewe pa3s?

Da, Ha Bcakuit cayvaii.

Bl Bce 3anucanu/nonsnu?

bes npobnem!

Mpuwnure, noxanyiicra, dakc.

He Mornu 6bl B noaTBEpANTS NO akcy?
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’ 3ANPOC UHOOPMALIUK 3ANPOC UHOOPMALIMM

Do YOU KNOW... YNPAXHEHME
ByKBbl andgasuta b | Hanaute ownbKy B KOXXAOM CNUCKE 3BYKOB.
Ecnu Bbl MOXeTe Ha3BaTh COBO N0 OyKBaM, Bbl BCeraa cymeere :6::?:;:;?“-‘0 a) weigh - rate - cash - pay - eight - date 0dd bod
i BaH ) .
B npuseaeHHOM HUXKe Tabnuue byksbl andasuTa crpynnupo b) third - three - degree - deep - week - key
1 ) 3 4 5 6 7 c) ten - when - breath - twenty - lend - even
le1] [ e] [a1] [ovu] [ju:] [a:] d) size - nine - by - five - fifty - time
say see sell I owe you are €) oh - flow - gross - note - odd - dough
A B F I 0 Q R f) euro - due - two - cubic - Tuesday - volume
- C L Y U g) half - asset - graph - past - chart - sharp
J D M w
N
K 2 S < 3aKOHuUTe $pasbl, CKA3aHHbIE NO TeAeDOHY.
P X 1) Good morning, I’d like to 18) I’m sorry to have ' I wanted
to say this...
Z(UK
T (UK) 2) Who’s 19) I can’t hear you, it’sa
v 3) This is Bob Jones, I’'m
Z (USA) 4) Hold 20) Ididn’t catch
Ecnv nBe oaMHaKoBble BYKBbI CEYIOT APYF 33 APYTOM, Bbl roopute double, 5) I'll put 21) Pm sorry, I don’t
KaK u ¢ uudpamu. . . 6) Sorryto
[inst nepebix ByKB MMeH COBCTBEHHBIX (a TaKKe AN Ha3BaHUA AHeW Hepenw, 7) The linc's 22) Iwascut
MecaleB) UCNoNb3yiiTe 3arnasHbie GyKsbl. , 23) He hung
Cnepyert 3afaBatb BONpoc: 8) She’son 24) It was nice
How do you spell that? 1(9); \(;V%;n I tal'(le] 25) Thank you for
enwi
MHeMOTeXHHYECKHE CpPelCcTBa , 26) Ilook
11) I’ll pass on
a = abc —_— 27) Could you confirm
e = e-mail 12) I can’t hear - could you speak
i =lam 28) I’m sorry, he spends
j = ((1} J.I (disk jockey) 13) I’'ll call 29) Il make sure
= 1. 1 .
ﬁ = H.M. (His / Her majesty - see James Bond!) 4) Could Leave 30) Yourcallis
y = Why can’t | remember. 15) Could you tell 31) Please leave your name
r = Toysr’us 16) Shall I read
Others include: BBC, USA, VIP... 17) I’m sorry, you have 32) Our office hours
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AvAanor

Telephoning a travel agency to buy an aeroplane ticket

TT: Totaltours Travel Agency, can I help you?

J. Ridley:  Yes, good morning. I’d like to enquire about flights to San Francisco.

TT: Certainly, what day are you flying on?

J. Ridley: = Out on Wednesday. back on Sunday.

TT: Would you like to travel Business class or Economy class?

J. Ridley:  It’s along flight, I think. Business class please. By the way, how long is the
flight?

TT: Direct it’s a long-haul flight - about 9 hours. With a stopover at Detroit,

you’ll need to count another 3 hours. There’s also a time difference of 10
hours - be careful of the jetlag when you come back!

J. Ridley:  I’d prefer no stopover. Do I need to apply for a visa?

TT: Not any more. There’s a visa agreement between most countries these days.
You just need a passport and a return ticket.

J. Ridley: Do I need any vaccinations or special medical treatment to go to the States?

TT: Not at all, however I would suggest that you take traveller’s cheques. It’s
very difficult to change money in the smaller towns in the States, but even
the supermarkets accept traveller’s cheques.

J. Ridley:  Isthere a cancellation fee, or do I have to take out insurance?

TT: There’s no need for insurance if you are travelling Business Class. For an
Apex flight, it’s better. However, you should take out medical insurance.

J.Ridley:  Fine, so what time is the direct flight to San Francisco?

TT: It leaves from Heathrow airport at 10.15 am. You’ll need to check in one
hour before departure,

J.Ridley:  That sounds fine. Can you deliver the tickets to my office?

TT: Certainly. You will need to confirm your reservation 24 hours before

departure. Could you give me your credit card number, and your address...
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AKTUBHBIN CNOBAPDL
What might be said to you

(How) Can I help you?
What day are you flying on?

Would you like to travel Business Class
or Economy Class?

Would you like an Apex flight?
Single / return ticket?
A long haul / short haul flight.

There’s a stopover at Detroit.
There’s a time difference of 10 hours.
You may have jetlag.

You should take traveller’s cheques.

You’ll need to check in one hour
before departure.

You’ll need to confirm your reserva-
tion 24 hours before departure.

What the traveller might say

I’d like to enquire about flights to...
Out on Wednesday, back on Sunday:

What time is the direct flight to...?
How long is the flight?

Do I need to apply for a visa?

Do I need any vaccinations?

Is there a cancellation fee?

Do I need to take out insurance?

SR i

YTo BaM MOryT CKa3aThb

(Yem) Mory s Bam nomoub?
B kakoit penb Bl yeswaete?
Bu3nec-knacc unu 3xoHoM-knacc?

Bac ycTpouT yaprepHbiit peic?
Tonbko TyAa unu Tyna-obpatro?

LdnutensHbiit peiic/peitc cpepreit
ANUTENbHOCTHY,

Ectb nocapka B Jletpoitte.
Pa3nuua Bo Bpemenn 10 yacos.

Moxet 6biTb, BaC yTOMUT pasHuua Bo
BpPEMeHH.

COBeTyIO B3ATb AOPOXHbIE YeKU.

Hy)HO 3aperucTpuposarsbes 3a Yac
B0 BbineTa.

HyxHo noaTBepanTh 6poHb 3a 24 vaca
10 BbINETA.

Yr1o MoxeT cKa3sarb Typucr
e R

A xoten 6bl y3HaTh Hacyer peiicos B...

Buinet 8 cpepy, Bo3spauweHue
B BOCKpeceHbe.

B koTopom yacy npsimoit peiic Ha...?
Ckonbko BpeMeHu gautcs nonet?
MHe HyxHa Bu3a?

MHe HyxHO caenath npusnBku?

HyxXHo nu nnatut HeycToiky
Npu oTMeHe 3aKasa?

Mue HyHa cTpaxoska?
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Ananor

Telephoning a travel agent to buy a train ticket

Easytravel:

H. March:

Easytravel:

H. March:

Easytravel:
H. March:
Easytravel:
H. March:
Easytravel:
H. March:
Easytravel:
H. March:
Easytravel:
H. March:
Easytravel:

Good morning, Easytravel. How can I help you?

I’d like to book a return to Edinburgh, please.

Of course, first or second class?

First class, please, and could you tell me how often the trains go?

Certainly. Once every three hours.

Is it an inter-city or a high-speed train?
There are both, sir. Which would you prefer?

I’d rather travel high-speed. Do I need to reserve a seat?

Yes, you do. Aisle or window seat?

Window will be fine, thank you. So, what time does the train go?

I would suggest the 10.15. Which day are you travelling on?

Friday, and I’ll be coming back on Monday. How much is the ticket?
That’ll be £134.50. How would you like to pay?

Could you put it down on the company bill? Thank you very much.
Thank you for calling. I’ll have the tickets sent round to your office...

Telephoning a travel agent to book a ferry ticket

R. Murdoch: I’d like a 5-day return to Calais, please. When do the ferries leave and how

Ferries:

long is the crossing time?
There’s one every hour. The crossing takes around 75 minutes. Have you

got a car?

R. Murdoch: Yes, I have.

Ferries:

How long is the car, and have you got a roof-box or are you towing anything,
for example a caravan?

R. Murdoch: It’s a standard saloon, with nothing on the roof.

Ferries:

Would you like to travel “Club Plus” - we have a special service for Business
travellers?

R. Murdoch: That’s a good idea.

Ferries:

I will send you a voucher which you give in when you arrive. Then you will

have to go to Lane 15 after you have been through passport control and

customs. How would you like to pay?

R. Murdoch: Credit card, please, here’s my number...
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AKTMBHbDINA CNOBAPD

What might be said to you

First class or second class?

Once every three hours.

Once / twice / three times an hour.
On the hour and 25 minutes past the
hour.

Aisle or window seat?

That’ll be / That makes £34.20, please.
I’Il have the tickets sent round to your
office.

What the traveller might say

YT0 BaM MOryT CKaszartb

lepsbiit unu BTOpOI Knacc?
Kaxpble Tpu yaca.

0pnwuH, pBa, Tpu pasa B yac.

Kaw bl yac v 25 MUHYT cnycTs.

Mecto y npoxoaa nan okono okHa.

370 6ynet cTouTb 34,20 GyHTa.
fl otnpasnto Gunetel k BaM B oduc.

Y10 MOXKeT CKa3aTb TypuUCT

I’d like to book a return to
Edinburgh, please.

Could you tell me how often
the trains go?

Is it an inter-city or a high-speed
train?

Is it a direct train or a slow train
(US an accommodation train)?
Do I need to reserve a seat?
How much is the ticket?

What time does the train go?
Could you put it down on the
company bill?

What might be said to you

A xoten 6bl 3abpoHnpoBaTh OAMH
6unet o 3auHbypra v obpatHo.

He mMornu 6bl Bbl CKa3aTb, Kak 4acTo
X0AAT noe3pa’?

370 cKOpbIN Noe3p unu
BbICOKOCKOPOCTHOM?

370 CKOpbIH UM NACCAKMPCKUA
noespn?

Jonxex nu 1 3abpoHnposars, MecTo?
Ckonbko cTout 6unet?

Korpa otnpasnserca noesp?

He Mornu 6bl Bbl 3T0 0THECTH Ha cyeT
MOei KoMnaHuu?

Yro Bam MOryT CKasarb

Have you made a booking?

Have you got a car?

How long is the car?

Are you towing anything?

I will send you a voucher.

Lane 15 after you have been through
passport control and customs.

How would you like to pay?

What the traveller might say

Bei 3a6ponuposanu?

Y Bac ectb MawuHa?

KakoBa gnuHa MawuHb?

Y Bac ectb npuuen?

51 BaM BBILLNIO KOHTPONLHBIN TaNOH BUneTa.
MyTb 15 nocne npoxoxaeHus
NacnopTHOro KOHTPONA U TAMONHMU.
Kak 6yaerte nnaturb?

To MoxeT ckasatb Typuct

I"d like a 5-day return / flexible
(open) return

When do the ferries leave?
How long is the crossing time?

bunet Typa u 06patHo,
AeNCTBUTENbHbIN B TeyeHne 5 fHeil.
Koraa oTxoaaT napombl?

Ckonbko BpeMenu anutcs nepenpasa?
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OD®OPMAEHUE 3AKA3A

ODOPMAEHUE 3AKA3A ‘

YNPAXHEHME

Which is
the right
word?

Jumbled
conversation
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“# BuiGepure Hy)XXHOE CAOBO B KOXAOW dpase.

a) Do we need to apply for a visa / cancellation?

b) Have a good travel / trip.

c) I’d like to book / reserve a flight to Sydney.

d) I’d like to enquire / inquire about a train to Manchester.

¢) How much / many is a ticket to Ryde?

f) He wants a single / simple ticket to Madrid.

g) There’s an 8-hour time difference / jetlag between Paris and New York.
h) He’s very tired today - he must be suffering from time difference / jetlag.
i) You need to check in / register 30 minutes before take-off.

j) The journey / travel will take 5 hours.

k) The trains leave one time / once an hour.

1) Air travel / Air voyage is the fastest way to go to most places.

< NocrasbTe $Gpa3sbl AMAAOTQ B MPABUALHOM NMOPSAKE.

a) Hold on, please... There’s a flight at 06.45.
b) Business Class, please.
c¢) That’s fine, I’ll have the tickets delivered to your office.
d) How long is the flight?
¢) Would you like an aisle seat or a window seat?
f) There’s a flight at 15.10. You’ll arrive back in Paris at 16.40.
g) Hello, I’d like to book a return flight to Morocco, please.
h) That would be fine. How much is the ticket?
i) Could you charge it to the company account? I work for PTP Ltd.
j) Yes certainly, which day are you travelling?
k) What about the return journey? I’d like to leave some time in the afternoon.
1) Would that be Business Class or Tourist Class?
m) Thank you very much.
n) Window, please.
o) It’ll take an hour and a half. You’ll need to check in one hour before
departure.
p) Out on Monday, back on Thursday. I’ll need to be there early on Monday.
q) Hold the line, please. I'll just check the reservation for you... That’s fine.
How would you like to pay?

YNnPAXHEHME

3 Npouuraitte GPasbi-«MbICAM» U PELLHTE, HTO Bbl AOAXHbI CKA3ATb.

a) Time flight to Brussels?

Isay what
I think.

b) Length of flight?

¢) Which class?

d) You will stop and wait in Karachi.

¢) D’mtired after a long and distant journey.

f) One way or both ways?

g) Want to reserve flight to Bonn.

h) What’s the cost?

i) Frequency of flights / trains?

j) Visa?

k) Pay with what?

1) What time next train?

m) One, two, three, four times.

n) Be at airport 30 minutes before plane goes.




Ananor

Booking a hotel room on the telephone

BH: Bell’s Hotel, how can I help you?

J.Smith: I would like to reserve a single room with bath in the name of Smith.

BH: Certainly, sir. What date?

J. Smith:  The 16th June for two nights.

BH: I’m sorry, we’re fully booked on 17th June.

J. Smith: That’s all right, I’ll come on 15th June instead, for two nights.

BH: Would you like full board or half board?

J. Smith: Half board please. Could you tell me the price, please?

BH: That’s £44.50 per room per night, including full English breakfast and VAT.
J. Smith: Do you have air-conditioning in your rooms?

BH: I’m afraid not.

J. Smith: It doesn’t matter.

BH: All right, Mr Smith. That’s a booking for a single room for two nights

beginning 15th June.
J. Smith: Could you send me a confirmation?

BH: Certainly. Could I have your name and fax number or address?
J. Smith: Of course, it’s... I’ll be arriving late, could you hold the room until 9.30pm?
BH: Certainly, but for a late check-in we’ll require a deposit. Could you give me

your credit card number?
J. Smith: It’s 0331 4535.
BH: Thank you for calling Bell’s hotel. We look forward to meeting you.
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AKTUBHbIN C/NIOBAPD
What you may be offered

A single / twin room
A double room

A suite with bath / shower /
bathroom

A front room

To look onto the sea

Would you like full board

or half board?

Do you have air-conditioning
in your rooms? "

Booking

Bell’s Hotel. How can I help you?
I would like to reserve /book...

... in the name of Smith.
Certainly, sir. What date?

The 16th June for two nights.

I’m sorry, we’re fully booked

on 17th June.

I’m afraid we have no vacancies

on that date.

I’m afraid not.

Could you tell me the price, please?
That’s £44.50 per room per night.
Including full English breakfast
and VAT.

Confirming

Yro Bam MOryT NPpeaNnoXuTb

OpHOMECTHBIH/ABYXMECTHbI HOMEp
[lByxmecTHbli HOMep (1 aByXcnanbHas
KpoBaTb)

KBapTupa B rocTuHuue ¢ BaHHOW/
aylweMm/BaHHON KOMHATO

Homep, BbIXOAAWMM Ha ynuLy
BbixoauTb Ha Mope

Bbl xO0TMTE NONHBIA NAHCUOH

MW NOMYNaHCUOH?

Y Bac B HoMepe eCTb KOHAUUUOHEp?

bpoHupoBaHue

«banc otenb». Yem Mory Bam nomous?
A xoten 66t 3a6poHMpoBaTh. ..

...Ha (pamunnuio CmuT.

KoHeuHo, r-H. Ha kakoe yucno?

Ha 16 nioHs Ha 2 Houw.

K coxanetuio, Ha 17 uIOHA y Hac

HeT MecT.

K coxanenuio, B 370T AeHb y HacC

HeT MecT.

boiocs, uTo HeT.

He mornu 6bl Bbl COOBWNTL MHE LeHy?
Homep cTouT 44,50 yHTa 33 HOUb.
Aurnuiickui 3aestpak u HAC
BKJIIOYEHbI.

MoarsepxpeHue

That’s a booking for a single room
for two nights beginning 15th June.
Could you send me a confirmation?
Could you hold the room

until 9.30pm?

For a late / early check-in we’ll
require a deposit.

We look forward to meeting you.

370 6poHL OHOMECTHOTO HOMepa

Ha 2 HO4M C 15 nIoHA.

He mornu 6b1 861 npucnars nopTeepaeHne?
He mornu 661 0cTaBUTH 32 MHOII HOMep
no 21.30?

Mei Tpebyem 3anor B cnyuae
no3Hero/ROCPOYHOrO NpUGLITUA.

C HeTepneHuneM xpaem Bac.
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ODOPMAEHUE 3AKA3A

O®OPMAEHUE 3AKA3A

YNPAXHEHME

Top and Tail

46

ZB. CoeAvnHMTE HOYOAO KAXAOWN PPA3bl C NOAXOASLUM MO CMBICAY
KOHLOM.
1. Good morning, Hospitable Hotel
2. I’d like to book
3. Certainly, what
4. Would that be full
5. Would you like a suite or
6. How much does it cost
7. The price includes
8. I’m afraid
9. Could you send me
10. I won’t arrive before 9pm.
11. For all reservations, we require
12. Do you offer weekend
13. We will need full
14. We would like refreshments
15. Please find enclosed

a) a double/single/twin?
b) we’re fully booked.
¢) could you hold the room?
d) rates?
¢) aconfirmation by fax?
f) how can I help you?
g) deposit.
h) at 10am and 4pm.
i) breakfast and all taxes.
j) conference facilities.
k) date?
1) per night, please?
m) aroom.
n) a cheque for the deposit.
o) board or half board?

a)
b)

2)

h)

i)
i)

NMPAXXHEHME

5 Aonoanute ppasbl CAOBAMM U3 CNUCKQ, NPUBEAEHHOTO HUXE.

full-board bring forward fully booked

arrive booking (x2) cancellation fee
needing twin charge

hold deposit single

change booked cancel

I’'m afraid the hotel is on 20th April.
I’'m afraid I won’t until 10pm. Can you

the room?

I’'m afraid that I have to the for Mr Jones,
he can’t come.

We’ll have to youa s
I’m afraid. )

Could you the for Fred Smith from 18th to
19th January?

I would like to the block booking from
May to March, is it possible?

We seventeen bedrooms for the conference, but we’ll only
be fourteen, I’m afraid.

My client would rather have half-board than as we
booked.

Can you give me back the if I cancel the booking?

Our salesmen want to sleep alone! We would like to have fourteen
rooms rather than seven rooms, please.

I have
to change
the booking
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Awvanor

Ordering by telephone

Customer:
S.0.:
Customer:
S.0.:
Clerk:
Customer:
Clerk:
Customer:

Clerk:

Customer:
Clerk:
Customer:
Clerk:

Customer:
Clerk:
Customer:
Clerk:

Customer:

Clerk: »»

Customer:
Clerk:
Customer:
Clerk:
Customer:

Clerk:

Good morning, is that Traditional Tools Inc?

Yes, that’s right. How can I help you?

I would like to place an order.

Hold the line, please. I’ll put you through to Order Enquiries.

Order Enquiries, how can I help you?

Wk received your catalogue last week, and 1’d like to order some tools, please.
Certainly. Could you quote the reference numbers?

Let me have a look... Right, two woodwork chisels, reference 0830, one
electronic drill, reference 0942, and one hammer, reference 0845.

I’1l just key that in. Two chisels at $5.60, one drill at $137.20 and one hammer
at $13.72.

Could you check the price of the drill? Has the price gone up?

We have two models, sir. The 0942 is the better-quality model.

You’re right, that’s the model we need.

Shall I confirm the order then? Could I have your company name and
address or do you have an account with us?

I’m calling from Roof Ready Ltd. Our account number is 764/RR.

Oh yes - the address is Carpenter’s Road, Tewksbury?

That’s right. As this is a repeat order, could you grant us a discount?

I’m sorry, that’s not company policy. However, we could allow you a longer
credit period.

Thank you. We need the goods urgently, can you supply them from stock
and dispatch them at once?

I’m afraid there’s a two-week lead time but I’ll check with production. We
should be able to send the goods by the end of the month at the latest.
Well, please do your best.

How would you like delivery to be made - rail, road or air freight?

I think air would be the quickest.

There will be a small supplement for air freight on the invoice.

That’s OK - I’ll send you an order confirmation by fax. Thank you for your
help.
Thank you for calling. Goodbye.

AKTUBHbIA CNOBAPD

Presenting the situation

U3noxeHue cutyauuu

We received your catalogue last
week.

I would like to place an order for 10 saws.
I’m calling with a repeat order.

We received your quote and we’re
ready to order.

Have you got the details of our

last order?

Let me have a look...

Placing the order

Mbl nonyyunu Baw Katanor Ha
npownown Hegene.

I xoTen 6bl pa3mecTuTb 3aKa3 Ha 10 nun.
fl 380HI0, 4TOOLI BO30OHOBUTD 3aKa3.
Mbl nony4unm Bawy cCMeTy U rOTOBbI
cpenatb 3aKas.

Y Bac ecTb MHdOpMaLus 0 Hawem
nocneaHeM 3akase?

Ceityac nocmoTpio.

I’ll put you through to Order Enquiries.
Could you quote the reference/item
number?

I’ll just key that in/book your order.
Shall I confirm the order then?
Could I have your company name
and address?

Do you have an account with us?
Would you like to pay by cheque

or by credit card?

Negotiations

fl BaC coepiMHIO C OTAENOM 3aKa308.
Ha3oeuTe, noxanyncra, KaTanoxHbii
HOMep/apTuKyn.

Al opopmnio 3akas.

Al noaTBepxpaalo 3akas?

Bbl MOXeTe MHe aaTb Ha3BaHue

¥ appec Baweii KoMnaHuu?

Y Bac ecTb cyeT B Halwen KOMnaHuu?
Bbl 3annaTute YeKOM MAKU KPEAUTHOM
KapTOYKOW?

Neperosopbl

Could you check the price of...?

Has the price gone up?

As this is a repeat order, could you
grant us a discount?

I’m sorry, that’s not company

policy.

We could allow you a longer credit
period.

Dispatch

Bbl He MoK 6bl NPOBEPUTDL LEHY Ha...
LleHa nosbicunace?

Pa3 370 NOBTOpPHbLIW 3aKa3, MOXET,
cenaete HaM CKUpKy?

K coxaneHuio, 370 He B NnpaBunax
KOMNaHuu.

Mbi MOXeEM npefoCTaBUTL BaM KpeauT
Ha 6onee LnnTeNbHbIA CPOK.

OTnpaBka T0BapoB

We need the goods urgently.

Can you dispatch them at once?

I’m afraid there’s a two-week delivery
time.

The delivery deadline is...

Can you supply them from stock?

How would you like delivery
to be made?

HaM cpoYHO HyXHbl 3TH TOBapbI.

Bbl MOXXeTe ux 0OTnpaBUTbL Cpasy xe?
K coxaneHuio, Cpok nocTaBKu

2 Hepenu.

KpaiiHuit cpok nocrasku. ..

Bbl MOXeTe HaM NocTaBUTL TOBAp
npaMO co cknapa?

Kako# cnoco6 nocTaeku bl
npeanoyutaere?




PA3MELLIEHME 3AKA3A

PA3MELLIEHME 3AKA3A

YNPAXHEHME

In the

right
order
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h);
k)
)

“# BoccraHosuTe Avanor.
BHMMGQHWe: MHOTAQ ABE CTPOYKM NOAPSA MOTYT 6biTb
pPenAMKamu 0OAHOro YeAoBeKa.

Can you dispatch the goods at once?

Hold the line, I’ll just put you through.

Shall I confirm the order?

Oh, has the price gone up?

Yes, that’s XBY/D4.

Thank you for your calling.

We would like to place an order for your new software.

We really need the software before then, please do your best.

Let me just check... price reductions... yes certainly, you are a good
customer!

Could I have order enquiries, please?
No it hasn’t, but it is a new product and very competitive.

Yes, please do. Could you send me an order confirmation by fax?

m) Good morning, we received your catalogue last week - many thanks.

n)

0)

p)
Q)
Y]
s)
t)
u)

v)

I’m calling from BIC Inc. We have an account with you.

I’m afraid there’s a two-week delivery delay on these goods, we have a lot
of demand.

Hold on a minute, I’ll just key that in.

Certainly. Thank you for your help.

Yes, here we are, 24 High Street. That’s fine.

Could you grant us our usual discount of 10%.

Certainly, could you quote the reference number, please?
Could I have your company name and address?

Of course, we will, I’ll dispatch them as soon as possible. Now, that’ll be
£280.00.

YNPAXHEHME

2 pOouTUTE MHCTPYKLMM, 3ANUCAHHBIE HO CBTOOTBETHHK,
U Hanuwwute coobuieHne, Kotopoe Bbl Gbl OCTABUAN. ]

This is 01 45 51 63 78, Open Orders Inc. There is no one on the premises at
the moment, but you may leave your order after the tone. Please leave your
name, address and account number. Then, quote the item number from our
catalogue, the quantity of goods required and the size, if applicable. We will
fax you an order acknowledgement and dispatch the goods as soon as possible.
Thank you for your call.

Order from:  Susan Small, Easy Exchange, 5 Pound Street,
Newbury.

A/C Ne 00003542
40 Euro-converters - item Ne 673/EU - € 5 each? quantity discount

Needed before 30/10/01

24-hour Orde
Recording
System.
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Awnanor

Sometimes

S. operator:
Will Blais:
S. operator:

Will Blais:
S. operator:
Will Blais:
S. operator:

Sometimes

A. Gauthier:
S. operator:
A. Gauthier:
S. operator:
A. Gauthier:
S. operator:
A. Gauthier:

S. operator:
A. Gauthier:
S. operator:
A. Gauthier:
S. operator:

S. dperator:

you look up or dial a number too quickly!

Jones and Bones Inc. How can I help you?
Good afternoon, I’d like to speak to Nigel Jones, please.
Hold the line, please...

I’m sorry, there’s nobody of that name here. What number are you calling?
012 5279345

I’mso ou must have got the wrong number. This is 012 527 9344

I’m sorry to have bothered you. Goodbye.
Goodbye.

it is difficult to hear what the other person is saying.

Good morning. Could I speak to Priscilla Cayton, please.
I’m sorry, this is a bad line, I can’t hear you very well.
Could I speak to Priscilla Cayton, please.

I’m sorry, I still don’t understand.

Priscilla Cayton, please.

This is a very bad line, I can’t hear you.

Ohyes, I’'m on a mobile, it’s not always very clear. I need to speak to Priscilla
Cayton, please.

Ah, that’s better, could you spell that, please?
P-R-I-S-C-I-L-L-A C-A-Y-T-O-N.

Could you speak up, please!

P-R-I.... Hold on, I’'m just going under a tunnel!

I didn’t catch that, could you speak more slowly, please?

He hung up on me!

Once you are at the top of a hill, you can try again (not while driving
your car, of course!).

A. Gauthier:

S. operator:
A. Gauthier:
S. operator:
A. Gauthier:
S. operator:
A. Gauthier:
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Hello, this is Arnaud Gauthier again. We were cut off. Could I speak to
Priscilla Cayton, please?

I don’t speak very good English. Could you speak more slowly please?
Priscilla Cayton, please.

What is her extension number?

4049.

Hold the line, please... I’'m sorry, you must have the wrong extension.
I’ll call back later.

AKTUBHDbINA CNOBAPD

The problems you could come
across

Mpo6nembl, C KOTOPbIMK
Bbl MOYKETe CTONKHYTbCA

I’m sorry, there’s nobody of that name
here.

I’m sorry, you must have got the
wrong number.

I’m sorry, you must have dialled the
wrong number.

I’m sorry, you must have the wrong
extension.

I’'m afraid I think you must have the
wrong number.

I’m sorry, this is a bad line.

I’m sorry, I can’t hear you very well.
I’'m sorry, I (still) don’t understand.

I can’t get through to....

Questions you may be asked

K coxaneHuio, 35eCb HEeT HUKOro

C TaKoit pamunuei.

K coxanenuio, Bbl Habpanu
HenpaBuAbHbLIA HOMEp.

K coxaneHuio, Bbl owubamncey
HOMEpOoM.

K coxaneHuio, y BaC HenpasunbHblit
HOMep.

Botocb, y BaC HeNpaBuNbHLIA HOMED.

K coxaneHuio, Ha NUHUM NOMEXH.

K coxaneHnuio, 8 BacC nNAOX0 CAbIlWY.
K coxanenuio, f (No-npexHemy) He
noHUMAI0.

MHe He ynaeTca COeANHUTLCA. ..

Bonpockl, KOTOpblie MOTYT BaM 3aAaTh

What number are you calling?

What is her extension number?
Could you spell that, please?

Could you speak up, please?

Could you speak more slowly, please?
Could you speak into the receiver?

What the operator might say

Kako# HoMep BaM HyXeH?

Kakoit y Hero Homep TenedoHa?
CxaxuTe, noxanyicra, no byksam.
loBopuTe, NOXanyicTa, rpomye!
losOpuTe, NOXaNyicTa, MepneHHee!
loBopUTe, NOXKaNYMcTa, B TpyoKY!

Y10 MOXKET CKa3aTb CeKpeTapb

This is 012 527 9344.

That’s better.

I didn’t catch that.

I don’t speak very good English.

He hung up on me!

What you might say

3710 HoMep 012 527 9344.
Tak nyywe.

l He noHAan.

fl He 04YeHb XOPOLIO rOBOPIO
NO-aHMUACKHU.

OH He cTan MeHs cnywars!

Y70 BbI MOXKETE CKa3aTb

I’m sorry to have bothered you.
I’m on a mobile.

It’s not always very clear.

We were cut off.

I’ll call back later.

WN3BuHuTe 33 6eCNOKOWCTBO.

1 3BOHI0 C MOBUABLHOTO.
Mo-npexHeMy He 04eHb NOHMMAID.
Hac pasvegununu.

A nepe3BoHIO No3xe.




PELLEHWUE NPOBAEM

YNnPAXHEHME

The wrong a)
number b)
and other
problems )
d)
e)
)]
g)
h)
i)
J)
k)
1)
m)
n)
Can you a)
hear me?
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b)

d)

e)

S

h)

“# Bce cAoBa/BbIPOXKEHUS NEpPeNYTAHbI. BOCCTAHOBUTE NOPSAOK.

M’I FIDARA
GORNW BURNEM
IT’'NDO SDNATUNRED
THCAC TTAH
IA’'TNC RAHE OUY
TUC FOF

GHNU PU

TT’AHS TTREEB
LSELP HATT

DBA ELNI
DOBYON

M’I RYOSR

KPASE WYLLSO
AKSPE PU

« Y70 6bl Bbl CKA3AAM Npyu CAAYIOWUNX O6CTOSITEALCTBAX?

You have dialled the wrong number.

Someone else has dialled the wrong number.

There is an interference on the line.

Your English is not very good.

You were suddenly disconnected.

You didn’t comprehend what someone said.

You want the person to stop speaking so fast.

You want the person to speak louder.

PELLIEHUE NPOBAEM

P

. YNPAXHEHME

3 HaitauTe BONPOCHI, KOTOPbIE COOTBETCTBYIOT OTBETAM,

NpUBEAEHHbIM HUXeE.

a) I'd like to speak to

someone about a bill.

¢) Thisis Arthur
Anderton of AA Ltd.

¢) Never mind.

g) Not at all, goodbye.

i) She should be in
the office after Spm.

k) 081607 3149

b) I’ll hold on.

d) Yes of course. I'll put
you through to the
Personnel Department.

f) Yes, I'll call back then.

h) I’ll make sure he gets
the message.

j) Certainly, go ahead.

) S-I-M-O-N-S-T-E-R-N

What was
your question
comment?
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PELLEHME NPOBAEM

Do vYou know...

Services offered by telephone companies

Csederus ons
mypucmos

8 AH2N10A361Y-
Holi cmpane.
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Alarm Calls

Your phone becomes an alarm clock. Set the time using the 24-hour clock.
When your call comes through it will ring several times. If you do not answer it,
the phone will ring again, but a second time only.

Help making calls
If you need help making a call, contact the Operator free of charge.

Ring back

No need to spend ages redialling an engaged number. Press 5 when you hear
the engaged tone and Ring Back will keep trying the number for 45 minutes.
When the line is free, your phone will ring - just pick it up, and you’re connected.

Call waiting

Lets you know when someone is trying to call you and you are already on the
line. You can finish your original call, or swap between both calls.

Three Way Calling
You can speak to two other people at the same time, even if one is abroad.

Call diversion
Enables you to divert calls to another number, including your mobile.

Cashless Calls

There is a choice of charge cards. You can make calls using someone else’s
phone, with the cost automatically charged to your (or your office) account.

Reverse Charge (Collect)

Use the operator to call someone if they agree to accept the cost of the call, or
for someone to call you if you accept the cost of the call. This service is not
available to all numbers.

Telemessages
Use the operator to arrange for a message you give over the phone to be delivered
by post the next day. >

PELLEHWE NPOBAEM

Call sign

To distinguish between incoming calls. You have an extra phone number on
your existing line and when that number’s rung, your phone rings with a
different sound.

Caller display

Shows the number of a caller before you pick up the phone. You will need
caller display compatible equipment.

Call return

By dialling... you can find out the number of the last person to call you, together
with the date and time they rang. To automatically dial their number, press 3.

Call minder

Will take a message for you when you are already on the phone or when you
don’t answer. It can store up to 30 messages. To retrieve your messages, dial.....

Withholding your number

If you don’t want your own number to be identifiable by the person you are
calling, dial... before you dial their number, and your number will be withheld.

Call barring

This lets you stop certain types of call - for example, international or premium
rate - being made from your phone. It can also stop calls from coming into
your phone.

Adult Premium Rate Services

If you are over 18 you can be issued with a PIN (Personal Identity Number) to
make calls from anywhere as all calls are charged to your account.
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PELLEHVE NPOBAEM PELLIEHWE NPOBAEM

VIIPA)I(I-IEIIHE VIIPA)I(I-IEHHE
4 COGAMHMTG YKQA3AHUS C PUCYHKOMMU, 5 npoqmre 3aMeTKu U OTBeTbTe, NPABUABHO 3TO UAU HeT. |
Usin?etllef’l’l,l;g: TELECOMMUNICATIONS PAY AND GO What can
< » . . ;
PAY PHONES in Teletown operate with a phone card (telecard) that can be “Pay as you go” roaming available from 1st September 2004. f,'f,',’o'ﬂfg:
bought at post offices, at a paper shop, or at a kiosk in a supermarket. All PAY AS YOU GO SERVICE WITH: )
Teletown telephone numbers have 12 digits. A range of top branded handsets for making quality calls
No voucher expiry No service charges
THIS PHONE TAKES CASH OR PHONE CARDS ONLY Text messaging Freevoicemail answering service
(For nearest coin / credit card machine, see list below) A NEW international “roaming” service
a) Lift receiver STAY IN CONTROL:
b I . Check how much money you have left on your account
) Insert coins or card. Top up your account using a voucher or debit or credit card

¢) Dial number (check list of area codes for first four digits). Check your account details Get information on new services
d) You will hear the dial tone. Speak to Customer services
e) Ifno answer, replace receiver. EXTRA SERVICES:

Coin will be returned in box below. Caller display
D If .. h . w Free calls to your best friend (and change the number when you top up)
g) paying in cash, you will hear a signal to warn you when your money Free access to the Internet

runs out. INFOtouch - up to the minute information on sport, news, travel, lottery...

98% of the population in Europe covered - and much of the rest of the world
14-day customer satisfaction guarantee / One year product guarantee

THE PACK:

Up to 240 minutes talktime.

Standby time - battery lasts for up to 100 hours

Recharge time - battery only 3 hours 20 minutes to recharge

Size - 140 x 50 x 25 mm Weight 140 g

120 name and number phone book  Choice of 20 ring tones
User-friendly design and display

Capable of using AA batteries for emergency use (accessory included)

a) You pay for the time you use.

b) You have to pay a service charge.

¢) You can talk for up to 4 hours.

d) You know automatically who is calling.

e) You can credit your account with a voucher, debit or credit card.
f) There is a good choice of quality phones.

g) The mobile doesn’t have a teletext service.

h) You can read and write messages.

i) You can ring your best friend for nothing.

j)  You have to buy an extra component to use ordinary batteries.

k) You can retrieve your voicemail messages.

1) You have to pay extra to use Internet. b
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PELLIEHWE NPOBAEM

YNPANHEHME

m) You cannot listen to your account details.
n) You can speak to an advisor.
0) You can only call a few other countries abroad.
p) You can memorise 110 names and numbers.
q) There is no guarantee.
r) The mobile is small and lightweight.

© CoeauHUTE CAOBA B KPYXKKE C NOAXOASILLMM PUCYHKOM.

re;‘;’;'-‘zoe': mobile phone battery alarm call
the words? payphone/phone box ring back voucher
calling card caller display phone bill
overseas call call barring teletext
No international CHEAPO TELEPHONES
National calls € 4.50
~N International calls €12.50
Internet services €15.00
Sports 151 TOTAL €42.00
News 152 To be paid before 01/01/02 (2)
Travel 153

Weather 154 Incoming call
Fashion 155 0154632101 (5
Shopping 156...] (4

(3)

[New York, that’s 00-1(212)570-0198 (@

D
(7)%@:

Beep, Beep
Oh no! It’s already 6.30am!

&)

an @(12)

Prepaid for 10 hours calling on mobile number.....
Code number.......
Please present to receive your calling card.  (10)

N
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TEKCT

A job application

14, Weston Street
Thornaby T517 9PH
The Personnel Director
Prestigious Plastics
24 Rawlings Street
London SW12 51X
18th November 2004

Dear Sir / Madam,

With reference to your advertisement in the Daily Mull, 1 should like to apply for the
job of Supplies manager.

For the past eight years I have worked as a supplies assistant for a local company. Due
to personal reasons, I have to move to London within the next month.

My present job involves follow-up of orders, inventory control and keeping the stock
books, just-in-time stock management, and developing more efficient storage
facilities.

Before this job, I wasa YT trainee with Underdogs, and completed the relevant stock
management COUrses.

I have always enjoyed the challenge of a well-run supplies department and the constant
need for improvement and value analysis in every part of factory life. I think my
previous experience will be an asset and that I could contribute significantly to your
team. '

I 'am prepared to work on Saturdays, and shift work. [ have my own transport.

I'am available for interview at any time and can start work immediately. References
are available from my present and previous employers.

Please find enclosed a copy of my CV for your further information.
I look forward to hearing from you.

Yours faithfully,

AKTUBHDbIA CNOBAPD

Addressee’s address

(COMPANY LETTERHEAD)

Date (6e3 nazeanus 2opoda) 28th September 2004

Sender’s address

2nd September 2004/
2 September 2004

Our Ref:

For the attention of...
To whom it may concern

Dear Sir / Madam / Sirs
Dear Mr / Mrs / Miss / Ms

The body of the letter

MoXHO nucaTtb U TaK U 3Tak.

C nponuncHoit ByKBbLI NUIWYTCA Ha3BaHWsA
AHEN HeAenu U Ha3BaHUA MecAaLes.
Ecnu HyxHo - nHorpa Our Ref: u Your
Ref:

Ecnvn Heobxoavmo (MHOMAA HA KOHBEPTE).
be3 obpauieHus u o4eHb oduuuanbHO
- He 3n0ynoTpebnsTe.

He ybupaiite dear.

Muctep, MUCCUC, MUCC, MU3 (IKEHLUHA,
3aMyXHAA UNU HeT). 33 ITUMK
obpalyeHuaMM cnepyet hamunus.

TeKcT nucbma

I am writing...
to confirm...
to apologise for...

in answer to.:.

to thank you for...
to inquire about...
to inform you that...
regarding...

with reference to...

More dils

We enclose... / Please find
enclosed...

Please contact us if you require any
further information.

Should you require any further
information / assistance.

A nnuy...
4TO6LI NOATBEPAUTD. ..
4TOObI U3BUHUTLCA. ..

B OTBET HA ...
yTo6bl NO6GRArofapuThL Bac 3a...
4TO6bI OCBEIOMUTLCA O...
yT06bI COOOLMUTL BaM O...

4YTO Kacaetcs...

OTHOCHTENLHO. ..

llononHutenbHble cBEACHUA

B npunoxenuu Bbl HalperTe...

O6palwainTech K HaM, eciv Bam noTpe-
6yetcs pononHuTenbHas uHdopMaums.
Ecnu Bbl 3ax0TMTE NONYUUTH
AONONHUTENbHYIO HHGOPMauuio /
nomoup. .. (6onee oduunanbHo).
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AXTHBHbII CNOBAPD

Please do not hesitate to contact us.

We shall be pleased to send you...
Please could you...?
I would be grateful if you could...

Please acknowledge receipt of...

Closing salutation

We / I look forward to...
...hearing from you.
...meeting you.

...seeing you.

...doing business with you.
...receiving an order from you.
in the near future

Yours faithfully
Yours sincerely

At the end

Signure

Name

Position in the company
Enc:

CC.

bcc.

Be3 konebaHuii obpawanTecs K HaM.
Mol 6yaem pagbl BaM BbiCAaTh. ..
He mornu 6bl Bbl...?

Al 6bin 661 BaM NpU3HaTENEH, €CAK Bbl Bbl
conssonunu... (6onee opuuuanbHo).

MopTBepaunTe, Nnoxanyicra,
nonyyeHue...

®opmynbl BeXANBOCTH
B KOHUe NUCbMa

B oxupanuu...
BeCTe oT Bac.
BCTPEYM C BaMM.

B3aUMOBLIFOAHbIX CAENOK.
NoNy4YeHUA BalWero 3akasa.
B Gnmnxaiiwem Gyayuiem

Ecnu Bbl 06paTunuce k agpecary Dear
Sir/Madam

B KoHUe

noanuchb
UMS, 33 KOTOPbIM ClefyeT hamunus
DOMKHOCTb

B NPUNOXEHUN (KONUYECTBO CTPaHMULL
YTO NpuUnaraercs)

Konmus ana... (c ykazanuem damunuii
NUL, KOTOPbLIM HANPaBNAETCA KONUA)

Konus 6e3 ykasaHua aapeca - Bbl He
yKa3sbiBaeTe (aMuiumM nuL, KOTopbie
nonyyar Konuio

Y CTAHOBAEHUE KOHTAKTA

'YNnPAXHEHME

“B Kakoe BbipaxeHue Bbl Gbl ynotpe6uam, 4T06bl COOBLMTB, YTO
Q) Bbl NOATBEPXXAGETE NOAYYEHHUE (AU XOTUTE NOAYHUTb YBEAO-
MAEHUe O NOAYYEHUM) KOPPECNOHAEHLIMM UAU NOCTABKM...
6) Bbl NULLIETE OT Ybero-Anbo UMeH!.

fun—

We acknowledge receipt of your letter of 28th January 2005.

2. Iam writing onbehalf of Mr A.J. Jones, who requested me to make contact

with you. (formal)

3. Thank you for your letter of 16th December 2004.
Please acknowledge receipt of this letter.

5. Mr Brown asked me to get in touch with you concerning your new ABS
brake system. (informal)

6. We received delivery this morning of the samples we requested. However...

«2 TPy YeAOBEKA HAMUCAAU OAHO U TO X€ OPULMAABHOE NMCHMO.
Ho B popmMyAnpOBKAX €CTb OLMOKMN.
Mo-Bawemy, KaKOe NMCbMO NPUBAEYET BHUMAHUE?

Jeremy Rachel Michael
Dear Sir / Madam Dear Mr Spencer Dear Henry
Thanks for. Thank you for. I would like to thank

you for.

Please find enclosed.

We are pleased to enclose.

Attached is.

I shall be pleased
to send you a copy...

Should you require a copy,
we shall...

If you want, I can
send you...

Should you require any

If you require any further

Want you more

further information... information... information...
Just call. Please do not hesitate I can send it.
to contact us.
Can you... Could you please... I would be grateful if
you could...

I’ll see you on Friday.

We look forward to seeing
you on Friday.

I look forward to seeing
you Friday, then.

Soon

In the near future

Shortly

Yours sincerely.

Yours faithfully.

Best regards.

0dd useful
expressions

You get
the sack!
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YCTAHOBAEHME KOHTAKTA : Y CTAHOBAEHUE KOHTAKTA ‘

YNPAXHEHME YNPAXHEHME
3 MyHKTyauus UMeeT nepBoCTeneHHoe 3HaYeHUe, OCOGEHHO 4} Hanvwute NMCbMO, NPUBEASHHOE HUXKE, “NOA AUKTOBKY».
©CAU BOM AUKTYIOT MTUCbMO UAU appecC.

CoeANHUTE 3HOK C COOTBETCTBYIOLUM T@PMUHOM. “Send the letter to:
Punctuation ' In bold face capital “J” small “E-T” new word small “D” apostrophe capital
a) underline 1 . “0” and new word capital “C” small “O” full stop comma, new line, no more
b) inverted commas 2) bold face, capital “E” small “D-1-N-B-U-R-G-H” comma, new line capital
’ “S” small “C-O-T-L-A-N-D”. “Dear Sir” comma, new line “Following our
) question mark 3)? meeting at the Trade Fair, where you said you were” open inverted commas
d) new paragraph 4) ! “interested” close inverted commas “in our products, I would like to look
¢) dash (in a sentence) 5) further into the.possibility of d.oing business with you” full stop new paragraph.
“We have the biggest” underlined “range of bathroom fixtures and fittings in
f) comma 6) ; the world” exclamation mark. Dash “This includes mirrors” comma “fitted
g) new line 7’ cabinets” comma “furniture and” open brackets “even paintings to be
h) full stop (period USA) 8) assorted with the general decoration of the room” points of suspension close

. / brackets new line “Our company” open inverted commas bold face capital

i) bold (face type) 9 “W-E-I-G-H-T-L-E-S-S” space hyphen “W-A-T-E-R” close inverted

j) stroke (slash USA) 10) x commas “has an established reputation as distributor of its own brand” (own

k) small letters (lower case) 11) § brand in italics) “of fixtures and fittings” comma “and has international retail
S centres all over the world” full stop new line

D tick 12) “Would you like to receive our 2004” stroke “2005 catalogue” question mark
m) semi-colon 13) ... “Tick the box below” full stop. New line “We look forward to hearing from you
n) points of suspension (dot / dot / dot) 14) a soon”.

0) colon 15) “.”

p) italics 16) (...)

q) exclamation mark 17) —

r) (between) brackets 18) -

s) apostrophe 19) A

t) cross 20) a

u) capital letter (in capitals) 21) a

v) hyphen (hard-working) 22) |
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TEKCT

Making an enquiry

I am writing with reference to your range of recycled paper products which
I recently saw on display at the Newfoundland Trade Fair. We would be very
interested in receiving further information about your products.

We would therefore be grateful if you could send us a copy of your current price list
together with any available samples.

We look forward to doing business with you in the near future.

Replying to an enquiry

‘Replying to an enquiry

Thank you for your letter of 21st February in which you expressed an interest
in our recycled paper products.

Please find enclosed a copy of our latest catalogue illustrating our full range of
high-quality, environment-friendly paper, envelopes, notebooks, and other
stationery items. I am sure you will find our range both exciting and original.

Suggesting an alternative

We regret to inform you that the product you requested is no longer available,
and has been superseded by the... As you will see from the leaflet, this new model
has the advantage of... and..., at an extremely competitive price.

I am also enclosing several samples so that you can judge their quality yourself.

If you should require further information, please do not hesitate to contact us.
We look forward to hearing from you soon.
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'‘AKTHBHBIA CNOBAPb

Making an enquiry 3anpocutb uHGopMayuio

Wlth reference to... KacarenbHo...

Following your advertisement in... B cBa3y ¢ Bawum coobuieHnem B...
I am writing with reference to your...  fl nuwy no nosoay...

We would be very interested in Mbi xenanu 6bl nonyuuTs gonon-
':eceiving further HUTENbHYIO HHOPMaLMIO
information about... OTHOCHUTENbLHO...

‘We would be grateful if you could Mbi 6ynem BaM NpU3HATENbHbI,
send us... €CNY Bbl BbIWNETE HaM...

OTBeTUTL Ha 3anpoc MHOpMaL UK

'Thank you for your letter of 21st Mbi Bac 6narogapum 3a Bale NUCbMO

February in which you expressed an 0T ..., [ie Bbl NPOABUIK UHTEpPEC
interest in our... K HaluM. ..
Please find enclosed... Bbt HapeTe B NpuoXeHUu. ..

Suggesting an alternative Mpeanoxurs anbTepHaTUBY

We regret to inform you that... C coxaneHnem coobujaem Bam. ..
The product is no longer available. ToBapa 6onblue HET B HaNUUNU.
It has been superseded by... OH 6bin 3aMeHeH Ha...

As you will see from the leaflet... MpounTas bykner, Bbl y3Haerte. ..




3AMNPOC MHOOPMALIUM

YNPAXHEHME

"B Tpoutute BLIAEPKKM U3 TUCEM, NPUBEACHHDIE HUXE,
1 NOAYEPKHUTE KAIOYEBbI BbIDOXKEHMS M CAOBQ.

Could it be
useful?
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a)

Dear Sir,

In answer to your letter of 19th August 2004, inquiring about our plastics
process, we enclose a descriptive catalogue and price list.

We look forward to doing business with you in the near future.

b)

Sir,

I am writing to inform you that following several letters on my behalf, I
have still not received payment for delivery of 40 dining room chairs on
4th April 2004.

I would be grateful if you could proceed to payment within the next 10
days. If we do not receive payment, we will be obliged to take legal action.
I look forward to hearing from you in the near future.

c)

Dear Mrs Jones,

I am writing to inquire about your “Speedy Spare Parts” delivery service.
Could you please contact us as soon as possible.

Yours sincerely,

d)

Dear Mr Bones,

Thank you for your letter regarding “Speedy Spare Parts”.

We shall be pleased to send you our new catalogue and price list. Please
acknowledge receipt of our parcel.

We look forward to receiving an order from you.

e)

Dear Sir / Madam,

I am writing with reference to your advertisement in the “Mailo” Ne 434.
Please find enclosed my curriculum vitae and should you require any further
information, please do not hesitate to contact me.

I look forward to meeting you.

Yours faithfully,

e

3ANPOC UHOOPMALIUM

YNPAXHEHME

< [ocTaBETE CAOBA KOXAOM GPasbi B NPABUABHOM NOPSAKE.

a) toyou look I meeting forward

b) to delivery am I confirm writing

¢) enclosed find please

d) of your 15th you letter thank for April

e) sincerely yours

f) regards with best

g) information you any require further should

h) letter please of receipt this acknowledge

i) hesitate us to contact do please not

j) to catalogue shall send we be you our pleased

Meli-melo!
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TEKCT

Following up a commercial visit

I am writing with reference to my visit to PETTOYS on May 13th last.

As we understand it, your company would be interested in our supplying you with the
necessary “Packatoys” packaging if suitable terms and conditions can be agreed upon.
Following my visit, I sent you our current brochures and price lists. However, since
then we have not heard from you, and I would be interested in having your reactions
concerning our product range.

I shall be in England during the third week of June, and should very much welcome

the opportunity of renewing our contacts.

Making a complaint

We have just taken delivery of the goods ordered from you on 1st February

2004, and I am afraid to say that we are extremely dissatisfied with both the
merchandise and the service we have received.

Firstly, we specified when placing the order that the goods should reach us no later
than March 30th. However, the order did not arrive until yesterday, and this delay
has caused us serious inconvenience. Furthermore, we ordered 50 notebooks and
only 30 were included in the delivery, and due to insufficient packaging, the corners
ofthese were damaged and some of the items were soiled. Under the circumstances,
we are requesting a price reduction on this order, and replacement goods for those
which are unsatisfactory.

Late delivery

On 20th June 2004 we sent you an order for 100 sets of writing paper and
envelopes.

Although you promised delivery within 30 days, as of today’s date, we have still not
received the goods.

Could you please look into the matter for us, and send our order without delay?

AKTHBHDI CNOBAPD

Following up a commercial visit B pasBuTue aenoBoro su3uTa

I am writing with reference to my f BaM nuwy B NPpOAOMIKEHUE MOEero

visit on May 13th last. B13uTa OT 13 Mmas.

As we understand it... HackonbKo Mbl NOHANM. ..

I should welcome the opportunity of  Byay pas BO3MOXHOCTH BO306HOBUTDL
renewing our contacts. KOHTaKT C BaMH.

Making a complaint MpepbaBieHue peKnamaumm

We have just taken delivery of the Mbl nonyuunu ToBapsl, KoTopsle
goods ordered from you on... 3akasanu y Bac (dama)...

I am afraid to say that we are BbIHYXAEHbI BaM COOOWMTD, YTO Mbl
extremely dissatisfied with... 0YeHb He[JOBONbHBI. ..

This delay has caused us serious J7a 3aaepiKKa co3fana HaM maccy
inconvenience. npobnem.

Furthermore... Kpowme Toro...

Due to insufficient packaging M3-3a HECOOTBETCTBYIOWEN YNAKOBKM
Under the circumstances... B cBA3# C 3TUMU 0BCTOATENLCTBAMM. ..

Late delivery

As of today’s date...
We have still not received the goods.

Could you please look into the
matter?
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BO30OBHOBAEHWE KOHTAKTOB W MPEABSBAEHWE PEKAAMALIAN BO30OBHOBAEHWE KOHTAKTOB M MPEABSBAEHUE PEKAAMALIWIA

YNPAXHEHME YNPAXXHEHUE
“ CoeauHUTE HOYAAO KAXAOM GPA3LI C €8 KOHLIOM. <2 VcnpasbTe cAeAyIoLLee NUCbMO. IT0 06pasel; PeKAGMbI
Toos and tails no 3AeKTpOHHOﬁ noyte, a TaKXe KapTo4yKa-oTeeT, KOTopylo
P 1. Following your advertisement in the “Daily”... HY)XHO BEPHYTb, U GOPMYASID AAS NPOBEPKM aApeca.
2. PlCaSC find CnClOSCd... QUATES - QUALITY UPDATES Oopfl I made
3. We regret to inform you that... 44, Second Street, Maidstone, England. a mistake,
’ Telephone: 44+(0) 1622 739 424
4. We look forward to... Maidstone, the 20th of October 2004
5. We acknowledge receipt of... Dear Mr.
6. Please accept our sincere apologies... QUALITY UPDATES
. In these days of high speed, have you never wondered which is the efficientest way
7. I am writing... to keep your quality requirements up to day? Attached are some samples of our
8. Should you require any further information... easy-to-follow, user-friendly filing system.
. For further enquiries contact us at: 1622 739 424 or fax us on: 1622 739 400.
9. We would be grateful if you could... We looking forward to your news.
10. We would be very interested in receiving... Yours faithfully
. Carole Walker
11. I would like to reserve...
12. Should you be interested... CUSTOMER INFORMATION SERVICE REPLY CARD
TO: QUATES Ne Fax: 1622 739 400
FROM: Customer Ne Fax:
a) your order will be one week late. PAGES: DATE:
b) your letter dated 12th January 2003. Please send me the following informations / items as indicated below:
. Page-by-page system: Disk system:
¢) please do not hesitate to contact us. CD system: Via internet:
d) a visit from your salesman. Comment / other request:
i ware.
e) to enquire about your rangf: of softwa ADDRESS CHANGES
f) send us a quotation for 20 items. Please return your reply card with this request.
g) in taking the matter further... Please help us keep our mailing list accurate by supplying us with any changes in
. . your adresse details. ’
h) Iam writing to apply for the position of... Please amend my name/job title / address as indicated
i) adouble room in the name of Smythe. Please delete the person on the attached label from your list and substitute as
indicated
j) doing business with you in the near future. PLEASE USE BOLD CAPITALS
he inconvenience you have been caused. Surname: First Name:
k) fort you Have b Mr/Mrs/Ms,/Other: Job Title/Function:
1) acopy of our brochure and price list. Organisation: Nature of Business:
Company Adresse: Postcode/Zip:
Country: Telephone:
Fax: E-mail:
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TEKCT

Replying to a complaint

We acknowledge receipt of your letter dated 4th April in which you
complain about the late delivery and damaged items in order Ne AB/394.

First of all, please accept our sincere apologies for the inconvenience you have been
caused which was due to a three-week strike in the dispatch department.

In order to compensate, we are prepared to replace the damaged goods free of charge,
and shall be pleased to grant you a discount of 10% on your present order, and 5% on
any orders you may care to place with us in the near future.

We apologise once again for the inconvenience caused, and we hope that such an
unfortunate incident will not compromise our future business relations.

AKTUBHDbIA CNOBAPD

Replying to a complaint

We acknowledge receipt of your
letter.

First of all...

Please accept our sincere apologies
for the inconvenience you have been
caused.

Suggesting

In order to compensate...
We shall be pleased to grant you
a discount.

We apologise once again for the
inconvenience caused.

We hope that such an unfortunate
incident will not compromise our
future business relations.

e

OTBeT Ha peKnamayuio

Mbl noATBEpXKAAEM NONyYeHMe Balero
nucoMa.

Mpexpe Bcero...

MpuMuUTe HaWwK caMbie UCKPeHHUWe
M3BMHEHUA 33 NPUYUHEHHOE
HeyaobcTBo.

Mpeanoxurs pewexue

B kauecTBe KOMNEHCaUuMm...

Mbl 6b1n1 661 pagbl NPeANnOXUTL BaM
CKUAKY.

Mbl ewe pas npUHOCUM U3BUHEHUA 3a
npo6/ieMbl, KOTOpble y BAC BOZHUKAU
13-3a Hac.

Mbl HafeeMCs, YTO JaHHbIA UHLUAEHT
He NOBAUAET HA HaluW TOProBble
OTHOWeHUA B byayuem.




OTBET HA PEKAAMALIMIO U EE YAOBAETBOPEHUE

YNPAXHEHME

“E CooTtHecHTe KOXA0e OPULNAABHOE BbIPAXKEHHUE

Formal
or informal?

a) Sorry about the late delivery.
b) If you need more information...
c) Best regards.

Bce smu
BbIpaXKEHUA
Mmo2ym Gbims
ynompebneHbi
8 nucoMe,
¢daxce,

8 coobwenuu
no 3n1eKmpoHHol
noyme,
menegory

u daxce

npu scmpeve!
Yem OnunHee
¢pasa, mem ona
oguyuansHee.
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d) In a different envelope.

e) Sorry about the mistake.

f) I’m sorry, but it’s not possible.
g) Soon

h) Could you...?

i) Just call the office.

j) Thanks for your letter of...

k) We got it this morning.

1) Can’t wait to see you.
m) Dear Friedrich

n) Let me know if you get the parcel.

0) Could you find out what is going
on?

p) Please send us your samples.

q) Ihope to hear from you.

r) We will give you a 5% discount.
s) Hereis a copy of...

C ero HeodULUAABHLIM 9KBUBAAEHTOM.

1) Please do not hesitate to contact
us.

2) We received delivery this morning.
3) 1 would be grateful if you could...
4) Please find enclosed a copy of...
5) Dear Sir/ Dear Mr. Haus.

6) Please acknowledge receipt of the
parcel.

7) 1look forward to seeing you.

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

9) We would like to apologise for the
delay.

10) Under separate cover.
11) In the near future.

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

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

14) I look forward to hearing from
you.

15) We are writing to thank you for
your letter dated...

16) Yours faithfully / Yours sincerely.

17) 1 would be grateful if you could
send us some samples.

18) Should you require further
information...

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

OTBET HA PEKAAMALIMIO U EE YAOBAETBOPEHME

YNPAXHEHME

2 CoeAUHUTE KAXAYIO $pasy-«MbICAb» C COOTBETCTBYIOLLIMM KPY)XXKOM.

a) While I am waiting for your delivery.

b) I must ask them to send me that.

c¢) That’s for Pete. He doesn’t live here any more.
d) Please read this carefully.

e) Please leave that out.

f) I need written confirmation.

g) Except on condition that...

h) In under 2 weeks.

1) I have clearly understood what you said.

j) For now.
k) Let us know what you are going to do to correct the situation.
1) I must tell you again...
m) If you look at the attached brochure you will see...
n) We would like to know...
o) If you want to know / do more.
p) We need (and fast!).
q) We need a quote for...
r) I hope you find it useful...

1. Could you read this
through?

13. This should be
omitted.

7. Within a fortnight. ]

8. Should you be inte-
rested in taking the

2. Please confirm in
writing.

14. 1 would like

matter further... to remind you...

3. Asyou shall see
from the enclosed

9. In the meanwhile. 15. We would be inte-

rested in knowing...

brochure...

10. Our immediate
requirements are

16. You must send off

4. I have duly noted. for that.

as follows:

HL

5. Would you kindly
provide a quotation

11. I trust you find it
of use...

17. Please inform us of what

you intend to do to rec-
tify the situation.

| 18. Unless we hear from you...]

for...

12. Pending your
delivery.

6. Ishall send that on...

Useful worc
to improve
your letters
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HA3HAYEHME BCTPEYU

TEKCT

80

NOTICE OF MEETING

The Urban Activity Zone development meeting will be held on Wednesday
14th July 20.. at 2pm in the County Hall, Winconster. The meeting will be
preceded by a luncheon at 12.30pm.

Should you be unable to attend, please give your proxy vote to a named
person.

Mr/Mrs/Ms/MS.......eeeereeenunnenn. Company Name.........eeeeeereeeeeeeeereeerinns

Will be able to attend: Y/N  Will participate in the luncheon: Y/ N

Proxy vote in the name of: ......ccccocvviiiiiiiiiiiiiiiecccerreeeree s

Dear Mr Molehill,

I am writing to inform you that I shall be in Winconster on Wednesday 14th
July and I think it would be a good idea if we met to discuss the factory
implantation further. I should be pleased to visit your factory site in the
morning before the meeting at the County Hall. Ifit were convenient, [ would
like to suggest that I arrive at your office at Sam for a breakfast meeting,
followed by a visit of the site and presentation of the new production and
assembly lines.

If this suits you, I shall be arriving on flight Noe BA 301 at terminal 1 Gatwick,
at 18.15 on Tuesday 13th July. Could you possibly book hotel accommodation
near your office for two nights? I would also be grateful if you could arrange
a meeting with the Quality Manager on Thursday 15th July in the morning,
if possible. I should also like to have an appointment with the Marketing
Manager.

I look forward to receiving confirmation of these arrangements.

Yours sincerely,
Edward Mountain | 2

HA3HAYEHUE BCTPEYU

e

STEKCT

‘Dear Mr Mountain,

~ Thank you for your letter. We look forward to seeing you on Wednesday 14th
‘July and I shall meet you at Gatwick at 18.15. As requested, I have booked you
- asingle room at the Seaview Hotel for two nights. I have fixed an appointment
with the Quality Manager for Thursday morning at 9 am.
We look forward to seeing you.

Yours sincerely,
Fred Molehill

, Dear Mr Molehill,

#Following your letter of..., I regret to inform you that I shall be unable to
gJmake the appointment w1th your Quality Manager on Thursday morning as
i!,planned If it were possible to bring forward the meeting to the Wednesday
“evening at 7pm, this would be convenient.

JLlease accept my apologies for this inconvenience.

Yours sincerely,
.'Edward Mountain

‘Dear Mr Mountain,

‘Thank you for your letter of... I am afraid that the meeting you suggested on
‘Wednesday evening is not very convenient. I would like to suggest that we put
‘back the meeting on Thursday to 2pm, and I should be pleased to take you
out to lunch beforehand. Please let me know where would be the most
convenient for you.

Yours sincerely,
Fred Molehill
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AXTHUBHDI CNOBAPD

82

Suggesting a meeting
or an appointment

Npeanoxurs cosewaHue
WK BCTpeuy

AR

Notice of meeting
The meeting will be held on...

The meeting will be preceded by
a luncheon.

I should be pleased to take you out
to lunch.

I think it would be a good idea if we
met to discuss... further.

I should be pleased to make an
appointment.

I should be grateful if you could...

If you cannot go

Should you be unable to attend...

I regret to inform you that I shall be
unable to make the appointment.

I regret to inform you that I have to
cancel it.

I am afraid that I cannot make the
meeting.

Would it be possible to set up
another meeting?

I would like to suggest that we put
back the meeting.

If it were possible to bring forward
the...

Please accept my apologies for this
inconvenience.

Npurnawenue Ha KoHDEPeHLUIO
KoHdepeHuus cocromTca...

Mepen KoHtepeHuUeih cocTouTcs
obep.

1 6bin 66l pap BCTPETUTLCA C BAMU
3a obepom.

A pymato, 6610 Gl NONE3HO
BCTPETUTLCA M 0OCYAUTD... MOTOM.
Al 6bin 661 pag AOrOBOPUTLCA C BaMM
0 BCTpeve.

Al 6bin 661 BAM NpU3HaTeneH, ecnu 6ol
Bbl CMOMNHU. ..

Ecnu Bbl He MOXKeTe
TYAQ OTNPABUTLCA

Ecnu Bbl He cMOXeTe
NpUCYTCTBOBAT. ..

C coxaneHunem coobuiaio BaM, 41O

He cMory NPUIATH Ha BCTpeYy.

C coxanenmnem coobuaio BaM, 410
BbIHYX/IEH OTMEHUTb BCTpeYy.

K coxaneHuio, a He cMory npuiTi Ha
coselyaHue.

He Moru 6bl Mbl OpraHu3sosath Agpyroe
coselaHue?

Mpeanaralo NepeHecTn coselwanme Ha
6onee NO3pHWIA CpoK.

Henb3A N1 YCKOPUTS. ..

Mpowy NPOWEHNS 3a NPUYNHEHHOE
Heypo6CTBO.

2

AKTHMBHbBI CNOBAPDL
E; Trying to find a time to meet

* If it were convenient
- I'would like to suggest that...

 Might I suggest
- Shall we...? Let’s..., shall we?

" How about / What about / Let’s...
We could.../Why don’t we...

Please let me know when would be
the most convenient for you.

Would you like to suggest another
date?

Stating your requirements

I look forward to receiving

confirmation of these arrangements.

Replying

As requested, I have set up
a meeting...

We look forward to seeing you.
That would be convenient.

I'shall be arriving... /I shall arrive...

Haittu Bpems ans BcTpeun
i %

Ecnu BaM 310 noaxoaut

fl xoTen 66l NPeANOXKUT. .. (OYeHb
oduunanbHo)

Mory au s npepnoxuts (ouens
oduunansHo)

A ecnn Mbi (HeMHOro Menee
oduumManbHo)

A ecnu mbl (euwe MeHee oduuMansHo)
Mbi Moran 6bl..../A noyemy 6bi He...

Coobuute MHe, Kakoe BpeMs BaM
ynobHee.

Moxer, BcTpeTuMcs B apyroit geHs?

HacroaTb Ha cBOMX Tpe6oBaHUAX

A npuepy.../npuesxaio
MoaTeepaute, noxanyiicra, 3tu
ycnosus.

OTBeTUTL

Kak bl npocunu, s opranusosan
coselaHue. ..

Do BcTpeyn.
370 MeHs ycTpowT.




HA3SHAYEHME BCTPEYM

YNPAXHEHME

"B CootHecute Kaxa0e OPULUMAALHOE BbIPAXKEHUE
C ero HeoPUUUAABbHLIM IKBUBOAEHTOM.

Starchy
or casual

84

. The meeting will be held on...

. I would be pleased to take you out to lunch.

. I think it would be a good idea if we met to discuss this further.
. I would be pleased to make an appointment...

. I'would be grateful if you could...

. Would it be possible to set up another meeting?
. I'would like to suggest that we put back the meeting.

O 0 N N\ b W N —

. Please accept my apologies for this inconvenience.

—
(=]

. If it were convenient.

[
[am—

. I'look forward to receiving confirmation of these arrangements.

p—
N

. As requested, I have set up a meeting.
. We look forward to seeing you on Friday.

—
S W

. That would be convenient.

a) That suits me.

b) Could we organise another meeting?

c) I would like to make an appointment.

d) See you on Friday, then.

e) If that suits you.

f) I am sorry about this.

g) I’m afraid I cannot make the appointment.

h) We are having a meeting on...

i) Ihave fixed a meeting.

j) Perhaps we should discuss this more.

k) Could we postpone the meeting?

1) Could you possibly / could you...?
m) Please confirm these arrangements.

n) Would you like to meet for lunch?

HA3HAYEHUE BCTPEYY !

. I regret to inform you that I shall be unable to make the appointment.

YnPAXHEHME

2 Mepeseaute caeaytouime ¢ppasbl.

a) Could you draw up a report?

b) [I’ll write away for it.

c) Please look over this before I send it.

d) Leave it to me.

e) I can’t make head or tail of this!

f) Are you through?

g) Give my regards to...

h) Please write a covering letter.

i) Actually, we are an import / export company.

j)  We apologise for the delivery delay.

k) Please fill in the enclosed application form.

1) Please find enclosed our catalogue for your perusal.

m) Cheque to be made out in the name of ...

n) Onanenvelope “c/o...”

o) On an envelope “please forward”

p) and on the back of an envelope “S.W.A.(L.)K” !




HAwvAanor

Marketing and advertising

Marc:

George:

Marc:
George:

Marc:

George:

Marec:

George:

Marc:
George:

Marc:
George:
Marc:
George:

Marc:

86

Well, that’s settled, then. We have finished the market research and looked at
the trends, the canvassers have brought in the results of the surveys, and the
marketing team have shown the product at the trade fair. We have a market
opportunity here. All seems to be going well so far.

Yes, I agree, but don’t you think we ought to decide on the future? We should
be planning what to do before and after we launch the product on the market.
There are a lot of questions we should answer before we go any further. For
example, we have to continue to think about the 4 Ps’, or the marketing mix.
Right. Fire away.

First, what kind of advertising are we going to use? There are so many different
possibilities: printed media, outdoors advertising, coupons and broadcast
media. We have to decide on our target customers and our strategy - should we
have a nationwide campaign, which outlet should we use, should we give out
samples or go for a trial offer?

What about the logo? We have a brand image to keep up, you know. As for the
broadcast media, I think we can afford to use the radio, but not T.V. commercials
at peak viewing time. I have been trying to get in contact with some journalists
too, so they can give us some publicity.

I agree. I think we can settle for advertisements in glossy magazines, and
newspapers.

We could also give out free samples in the supermarkets, as well as POS
advertising. [ don’t think we want to try the sandwich-board man again - it
didn’t take off last time.

We must also think of a catchy slogan - you know, like
DRINKAPINTAMILKADAY, something along those lines.

Good idea - get thinking! What if we launched a teaser campaign?

That’s another possibility. What about using an advertising agency - maybe
they could come up with some good ideas.

I had another brainwave - how about finding a sponsor - after all, our product
is certainly going to put farmers back on an even keel after all they’ve been
through recently - sponsorship might save us a fortune.

I’ll look into the question and get back to you.

Finally, the packaging. The last product we launched was badly packaged - this
time I want something really eye-catching.

Fine. I’ll take care of all that and get back to you within a week. Does that suit
you?

A week?! I’d rather you got back to me by the end of this week!

AKTUBHbLIA CNOBAPD

Marketing

The marketing team
A market research

4 Ps’, or the marketing mix

A market opportunity

The trends

A canvasser

To bring in the results of the surveys
The logo

A brand image

A catchy slogan

Eye-catching packaging

Advertising

Consumer advertising

Publicity
An advertising agency
Printed / broadcast media

Outdoors advertising

A coupon

A TV. spot / commercial at peak
viewing time (prime time)
Target customers

A nationwide / worldwide campaign

A teaser campaign
A sponsor / sponsorship
Which outlet should we use?

To give out free samples

A trial offer

POS (Point of Sale) advertising
Sandwich-board man

Glossy magazines and newspapers
To show a product at a trade fair

To launch the product on the market

R

MapkeTuHr

fpynna «MapkeTuHra»
WU3yyeHue pbiHka
KomnnekcHas nporpaMma MapKeTUHra,
JKCNOPTHaA HUWa
TeHpeHuuu

Jluuo, nuyuiee 3akasel
Coobwarb pesynbTaTht ONPOCOB
JNorotun

06pa3 mapku ToBapa

Bpockuii peknamHblit cnoras
bpockas ynakoska

Pexknama

Pexknama notpebutenbCcKkux T0BapoB
(nnatHo)

BecnnartHas peknama (cTatbs B rasete)
PeknaMHoe areHTCTBO

Peknama B neyaru/no pagmo u Tene-
BUAEHMIO

HapyxHas peknama

TanoH Ha CKupKy

PeknaMHbi# ponuk B Yachl

npanM-Tanm

MNoTeHymanbHbIA NOKynarens (Ha KOTO-
poro HanpaeneHa pekNamMHas KaMnaHus)
Kamnanusa B pamkax cTpaHbl/M1poBas
KaMnaHus

PeknamHas KamnaHus
®upma-cnoHcop/peknamoparens
Kakue ToproBble Touku cnepyer
“cnonb3oBaTh?

PacnpoctpaHaTe 6ecnnartHble 06pa3ubl
MNpobHas odepra

Peknama Ha MecTe npopaxu
PeknamHble WuTHl Ha YenoBeKe-pekname
nAHueBble XypHanbl U rasetbl
DlleMoHCcTpUpoBaTL TOBAp Ha BbICTaBKe
Beinyckatb ToBap Ha pbIHOK
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MPOABUXEHUE AEA

MPOABUXEHME AEA

88

Do You xNow...

An example of direct marketing

European Publishers Inc
Literary Tower, 139 Hopdown Street, London WC1, UK
Telephone: +44 (0) 20 7242 2501 Fax +44 (0) 20 7242 2530
E-mail subs@Pub.com

Ms. Mary Soler
Up-to-Date S.A.
Rue Saint Pierre
41205 Romorantin
France
25th September 2004

Our ref: xxxyyy

Dear Madam,

With reference to your letter of 12th September 2004, please find enclosed
a complimentary copy of today’s issue of The Weekly Timer. This is an
independent subscription-only newsletter, published every week, which
specialises in:

Strategic moves by multinationals;

Authoritative, impartial news reporting;

Highlighting opportunities, innovations and new patents;

Identifying market leaders and how they keep their competitive edge.
The copy enclosed is the first of six free issues I will be sending you. This
“free” subscription will introduce you to The Weekly Timer and show what
it can do for you. I hope that you will find your regular issues useful and
informative - and that you will want to take out a full year’s subscription
after your free issues have ended.

Should you require any further information, please do not hesitate to
contact us at the above address.

We look forward to hearing from you.
Yours faithfully,

Chris Toleman
CHRIS TOLEMAN PUBLISHER

Enc. 1 free copy of The Weekly Timer

YNPAXXHEHME

“d Byksbl B CAGAYIOLIMX TEPMUHAX U3 OGAQCTH MAPKETUHIC
1 PEKAGMbI NepenyTaHbl.

a) teeflal

b) diorwelwd paagcmin

¢) tdinavrsgei

d) Itteuo

e) melpsa

f) urecvoh

g) yreusv

h) onspihosrs

i) nrdba aemig

j) gordihan

k) dreat ifra

1) entrd

m) rekamt rcesaher

n) loog

o) loktobe

p) rtaignemk xim

q) kigcganpa

r) rasdocabt

s) aeimd

t) eatgrt rmoseutc

u) Irati rfefo

v) inpto fo lesa

Back-to-front!
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MPOABUXEHUE AEA

YNPAXHEHME

What is
the difference?

90

b)

c)

d)

g)

h)

i)

i)

< Buem pasAnuMe MeXAY TEPMUHAMU KAXKAOW napbi?

advertising / publicity

marketing research / market research

a survey / an opinion poll

market trends / market forecasts

a niche market / a mass market

a small or classified ad / a spread

ECR/OTS

a hoarding / a poster

a leaflet / a booklet

a coupon / a voucher

MPOABVXEHUE AEA

YNPAXHEHME

3 CoeaunHuTe KOXADIN TepPMUH C NPUMEpPOM.

a small (classified) ad a hoarding / billboard
direct mail advertising a sandwich-board man
a (free) sample a leaflet
word-of-mouth advertising know-better advertising
a reply card a coupon

a tv commercial publicity

THE INTELLIGENT INVESTOR

Dear Sir /Madam,
THE INTELLIGENT INVESTOR is free to anyone with some cash to
spare!*

Simply fill in the reader reply card within the publication; send by fax,
mail or register on the Internet site and you will continue to receive a regular
copy without charge. .../...

Requesting more information relating to editorial and advertising is quick
and easy with the reader reply service card which can be mailed, faxed or
filled in on our Internet website: www.intelligentinvestor.com.

The investment of a few moments of your time will be rewarded by regular,
sound financial information - free of charge.

Here’s to profitable reading!
James Todd

* see small print overleaf

2 3
A new English bookshop opens its doors
in the 15th this month. The shop will
specialize in classic and contemporary
literature...

What kind
of advertisir
is it?



MPOABUXEHUE AEA

92

YNPAXHEHME

4
SAVINGS

Our instant access account pays you up to 5.75% interest (gross/AER per
year) HELPO Personal Finance

Every little helps
(Don’t forget to pick up an application leaflet)

5

French Company looking for Americans for part-time telemarketing work.
Interesting salary. For further information please call...

Furnished 3 / 4 rooms, 105m, 1st floor, 2 bedrooms, bathroom, balcony.
2439 pcm, heating included. Call...

6
Please send me further details about... and a quotation.
Post to: IP, Int.Bus.Dept. POB21. Kent.

Mr/Mrs/Miss/MSs....ccooveurnieiiecennnnnn. Forename:........cc..ccoeeennnnnnnnee
AATESS. .. ittt e s se e s e e e e s e s e s e e e e e e e e eaeeararaearaeraraaannanaan
Tel.No. (Day)....ccueeeeceeeeeeeieeeeieeeeennnees (Evening)........ccceeeeeevnvvvvnnnnnns
DOB.....eeeeeeeeeeeeeeeeeeeeeeceeas

8

Have you heard
about the new
Super Ozo washing
powder?

— It’s wonderful!

Oh, I must try
some!

MPOABVXEHUE AEA

-
Y NPAXXHEHME

9

JUPITER JEANS
SPECIAL OFFER
AT YOUR JUPITER OUTLET

10% reduction if you can tell us where you saw this sign!

10
NEW! BETTER BUTTER BISCUITS

Cut along the dotted line and take this to your supermarket
for a trial offer of Better Butter Biscuits at only £4.00!

11
TOO MUCH OF ANYTHING IS BAD FOR YOUR HEALTH!

12
FREE with your next purchase of Sunny Shampoo - Complete
Conditioner!

\8
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TEKCT

Two formal thank-you letters

/ We would like to thank you (very much indeed) for attending the European
Women’s Rights Convention last week.

The detailed and original talk you gave on the advances in equality and opportunities

for women was of great interest and appreciated by all in attendance. We look forward

to publishing your book in the near future.

Yours sincerely

AKTUBHbDbIA CNOBAPD

OcduuymanbHoe NUCbMO
¢ BbipaXkeHueM 6naroaapHoOCTH

Formal thank-you letter

B AHrAnu, B CKaHaUHaBCKUX cTpaHax u B CLUA npuHATO nocbinatb NUCbMO UM takc
C BblpaXeHunem 6naroapHOCTH 3a OCTaBNEHHOE YA0BONILCTBUE, 6yab TO AUYHbLIE UK
cnywebHble oTHoweHusA. B HUX cnepyet u3berarb cokpalueHui (can't, mustn’t, won't).

Thank you so much for taking me out to dinner last Tuesday. The meal was
quite delicious and it was lovely to meet some new faces and learn more about England
and the English.

I am now back in Germany, and greatly looking forward to my next visit to your
country.

Please let me know in advance when you think you will be coming to Frankfurt, so
that I can have the pleasure of returning your hospitality.

With best regards

An informal thank-you letter

Hopewell House
Stetwell
Glos.

29th September

Dear Bill and Jane,

I am just writing to thank you for having us to stay for the weekend. It was so lovely
seeing you and the children again - haven’t they grown?! You have done so much
work on your house, too - well done you!

We had a dreadful drive back home - it rained cats and dogs and the M25 was chock-
a-block (as usual!). Peter went off to the U.A.E. this morning for a couple of weeks,
and the children have gone off to school so the house is very quiet.

I do hope that you’ll come and stay here soon and many thanks again for a wonderful
relaxing weekend.

With love

Sarah

B «oduumuansHom» nucbMe vaule ynotpebnsercs shall, B iMuHOM - will.

We would like to thank you (very
much indeed)...

We look forward to... in the near
future.

Thank you so much for...

I am greatly looking forward to...
Please let me know in advance when
you think you will be coming to
Frankfurt, so that I can have the
pleasure of returning your
hospitality.

With best regards

Informal thank-you letter

flonyckaetcs ynoTpebneHne uMeH, He

Mbl Bam (0ueHb) GnaropapHs. ..

Bynem paasl/B oxupauu. ..

B 6avxaitwem bypyliem. .
Bonbwoe cnacubo 3a...

byay papa...

CoobwuTe MHe NoXanyicra 3apaHee,
Koraa Bbl HAMEPEHbI NpUexatb BO
OpankypT, YTOOLI % CMOT

or6naronapmb Bac 3a Balle
roctenpuuMmcTBeo.

C niobosblo. ..

JinuHoe NnUCbMO
¢ Bbipa)XxeHnem 6naroaapHoCTU

YKa3blBaeTCa appec Yyenoseka, KOTOpblﬁ

MONYYMUT MUCLMO, A3TA CTABUTCA ANA CBEAEHMS (MHOTAA, HAaNpUMep, NULYT NPOCTO
Monday). 3necb ynotpebnsioTcs HeoduuManbHble NPUBETCTBUSA, TaK Kak Baly
OTHOWEHMS Tenepb ApYXeckue. A3bik nucbMa 6amxe Kk pasroBopHomy. MoXHO
ynotpebnsTh Cokpaluexus can't, mustn't, T'ilur.p.

I am (just) writing to...
Thanks very much for...
In reply to your letter...

Regards / Best regards / With best
regards / Kind regards
With love / love

A nuwy no nosoay...
bonbwoe cnacubo 3a...
B oTBeT Ha TBOe (Bale) NUCLMO. ..

C yBaxkeHueM (Ana Mano3HaKOMOro
yenoseka)/C no6oBblo (ANA YneHa
ceMbu / 6ausKoro apyra)




¥ [-3 BbIPAXEHWE BAATOAAPHOCTU BbIPAXXEHUE BAATOAAPHOCTU {

YNPAXHEHME e (6)
"B CoeauHUTe OTPBLIBKM, IPUBEAEHHBIE HUXE, Lannarth House Jane and Bill
C NMOAXOASILUMM ONPEASAEHUEM. : Govilon We are having a party!!!
What kind T Mr and Mrs George Bull thank On Saturday 4th May
of mail is it? a postcard an invitation (informal) a formal reply Lord and Lady Hearty for their at 8 0’clock.

a letter to friends an informal reply a business letter

kind invitation for cocktails on We hope you can come.

a fax an invitation (formal) a job application Friday 18th April, and have great
pleasure in accepting. / but regret Black and White! RSVP
(M (2) they have to refuse owing to a (Bring abottle) 925 689 2543
Lord and Lady Hearty The weather is prior engagement.
At home wonderful - wish 25th March 2004
Friday 18th April you were here - Mrs M Marsh
RSVP hot sun, super 11 End Road )
Hadden Hall, beaches and Pevensey -
Hadden delicious food! England Dear Mrs Martin
Cocktails 6.30pm Jony and Liz Thank you for your enquiry regarding our Club Fenders. We have pleasure
in enclosing a copy of our brochure and Order Form/Price List.

3) We also enclose separate details of the new additions to our range, which
are more affordable and yet in keeping with our standards of quality and

96

Dear Mr Knight,

I would like to apply for the position of reception clerk/telephonist which
was advertised in today’s Daily News.

For the past four years I have worked as...

My present job involves...

Before this job I was...

workmanship.

Fender prices start from £550+VAT. Please fill in the order form and return

the Quotation Request.

The average delivery time is three to six weeks from the date of order.
If you have any queries, please do not hesitate to call us.

SHORT-SIGHTED & CO.
Tel/fax: 091 876 3584
TO: Bob Smith

COMPANY: Eagle Eyes Opticians
FROM: Bill Healy Ne Pages: 1

I still haven’t received the goods promised for delivery on Monday. Could
you call me to let me know the position? Thank you.

Date: 1st October

If any page is illegible, please telephone.

Thanks for your kind invitation.
We would love to come and look
forward to seeing you then.

I hope you don’t mind but we may
be a little bit late because Bill only
finishes work at 7.

With love,
Jane

I have always enjoyed... Yours sincerely,
I'am available for interview at any time and could start work immediately.
References are available from my present and previous employers. ®) 9
Please find enclosed a copy of my CV for your further information.
Saturday 28th Dear Sally and Simon,
(4) Dear Sue and Fred How are you all? It seems ages

since we saw you and I hope we’ll
meet up again soon. How is the
new job going? Are the children
all settled in school?

We are off to Kenya at the
beginning of the month and hope
to be in Scotland in August, —
we’ll give you a ring.




BbIPAXEHWE BAATOAAPHOCTH

YNnPAXXHEHME

When would

you say it? 1)

2)

3)

4)

5)

6)

7)

8)

06b14HO a)
aHanogoHs!

omnpasaslom b)

H080200HUe )
nosdpasnexus

do Poxdecmsa. d)

e)

f)

g)

h)

98

2 No KQKOMY CAYNQIO Bbl AOAXHBI OTNPABUTD 3TU NO3ZAPABAEHUS,
NoXeAaHUs U T.A.?

I would like to congratulate you on your promotion to Chief Accountant. /
Congratulations.

May we take the opportunity to wish you a Happy Easter. / Happy Easter.
Merry Christmas and a Happy New Year.
Get well soon.
Many happy returns / Happy birthday.
We hope you enjoy your holiday / Have a good holiday.
Happy anniversary.
Good luck! / The best of British!

At the end of the year (in December).

When you know someone you work with is taking some time off.

A religious festival, usually in March or April.

When someone is not in good health.

Before an interview or important appointment.

When someone has succeeded in something like a career improvement.
When someone becomes a year older.

This would be between a husband and wife.
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AXKTUBHBIA CNOBAPD

TEKCT

! f13blK (hakca yacTo MeHee 0MLUMaNnbHLINA, HO HYXHO BCEraa y4nThiBaTh CUTYaLMIO,
{ HUYTO He MelwaeT BaM Hanucath dakc B opuunuansHom ToHe. He 3abbiBaiiTe, 4o

Making a complaint

100

COMPANY LETTERHEAD
TO /FOR THE ATTENTION OF: REF:
FIRM: DATE:
RE:

Number of pages including this one:

It has come to my attention that payment of invoice Ne 89764 due on 12/06/2004 is
still outstanding. I would be grateful if you could give this matter your immediate
attention.

Regards
John Jones

Ordering

Dear Sir,

Thank you for your letter of 18th June in which you enclosed a copy of your latest
- catalogue, price list and samples.

We are pleased to inform you that we find your conditions satisfactory, and would
like to place an initial order as follows:

500 envelopes (cream) £ 10p per packet (Item Ne 60032)
1,000 sheets paper (cream) £ 39p per packet (Item Ne 60034)
50 notebooks (cover - house) £ 50p each (Item Ne 60079)

Please note that we require delivery of these articles by 30th July at the latest.
We should be obliged if you could confirm receipt of this order.
Yours faithfully,

‘¢paKc ObicTpee NUCbMa 1 HeoBA3aTeNbHO HOCUT APYKECKHUIA XapaKTep.

Re:
Number of pages including this
;"one:

Tema:
Konuuectso cTpanuL, BKAOYas
RAHHYIO ...

‘iﬂanee, KaK xoTuTe: KTo-T0 nuwer «obpauenue» (Dear Simon, Dear Mrs Smith),

KTO-TO HeT.

%Regards / Best regards / Kind regards

{

.IAvoiding problems

L A

C yBaxkeHnem

Bo us6exxaHue npobnem

JIf the transmission is not clear,
iplease call us.

JAf any page is illegible, please
'telephone us.

If you do not receive all the pages of
this transmission, please ring.

;Solving problems

L WA A

\We did not receive all the pages.
‘Could you please send it again.

Placing an order
L

Thank you for your letter of 18th
iJune in which you enclosed...

We received your quotation last
‘week and...

We are pleased to inform you that we
find your conditions satisfactory.

We would like to place an initial
order as follows:

Please note that we require delivery of
these articles by 30th July at the latest.
We should be obliged if you could
confirm receipt of this order.

A mail order firm

R R

Ecnu coobuweHue HENOHATHO, NO3BO-
HUTe, NoXanyncra.

Ecnu cTtpanunua He uuTaeTcs, NO3BOHMU-
Te, noXanyicra.

Ecnu Bbl nonyuuTe He BCe CTPAHMLbI
C0001eHus, NO3BOHUTE, NOXANYMACTa.

PeweHue npobnem

Mbl nony4unu He BCe CTpaHMUUBbI.
Boiwnute Ham ux, noxanymcra.

PasmeuieHue 3akasa

Cnacubo 3a Balwe nMCcbMO OT 18 MIoHS,

K KOTOpPOMY Bbl Nnpunaraerte...

Ha npowno# Heaene Mbl nosyuunu
Bally CMETy U...

Ml panbl cO06WMUTL BaM, 4TO HAXOAUM
BalVW YCNOBUA NpUEMIEMbIMU.

Mbi xoTUM nepepath nepsbii 3aKas
cnepyowmm obpasom:

OtmeTbTe, 4TO MBI TPEOyeM NOCTaBUTL
3TU ToBapsl He no3pHee 30 uions.
MoatsepauTe nonyyeHue 3akasa.

Komnanus no npoaaxe Tosapos
noyrtoMn




OTNPABKA ®AKCA

Otnpagka dAKCA
YNPAXHEHME
YnPAXHERKE
OPSAKE 2 CoeANHNTE CAOBA N3 A€BOI KOAOHKM CO CAOBAMM U3 NPCBOM
‘A Nocrasste pparmeHTsl pakca B "PC'BW“"‘oMg P s ) TAK, YTO6bl NOAYYMAUCH YCTOMYMBBIE CAOBOCOYETAHMS,
[ MaAeHbkre KBOAPATbI SBASIOTCS 4OCTbIO COO LLeHK4. 1 NepeBeAuTe WX.
A .f ax or .
- @ puzzie? D ' D D D D a) to make out k) order zgﬁz ulary
b) adelivery 1) deadline (or orders and
- — dth L deliveries)!
... the choice is much greater The minimum inside widt c) ashipping m) the goods
and I need to know the exact of a fender is 1,520mm. d) a firm n) an invoice
measurements that are asked for i
; e) cash with 0) an order
on the bottom left side. From: Robin Grape ) )
: f) abacklog p) date
However I have done Comments: Please g) toplace q) department
a bit of guesswork and am recycle h) to keep a delivery r) order
replying as best as I can. i) to dispatch s) an order (with)
VAT is payable in the EEC, Once you fill in the details j) tocarry out t) oforders
unless you have a commercial on the form, I can calculate
TVA number. exactly what you require. 1. 3KCIEAUTOPCKUIT OTAEN (CyX6a JOCTaBKH)
2. TBepAblii 3aKa3
igg‘;;:sség‘:: ;ldf};(}iu ple‘:jase The transport cost to the 3. BBINIOJHSITH 3aKa3
of the order : ;
form as... Loir et Cher is £250 + VAT 4. cGop 3aKa30B
5. OTIPAaBJIATH TOBAPhI
Re: Fender Date: 03/11/2004 Fax: 0680 70 85 88 6. momwiexXaluii oIUIaTe COrIacHO 3aKasa
- i 7. BBITUCHIBATD CYET
For review Best regards If the fender you require 8. cob
— is greater than this, you will - COOJIONATE CPOK MOCTABKH
The maximum overall length need to use the large order 9. pa3MelaTh (IenaTh) 3aKa3 Ha
of a fender is 1,790mm. form. 10. cpoK MOCTaBKU
Pages: 1 Please reply Urgent
Unfortunately your fax was It is still in time to order
received with several blank areas. for Christmas.
To Sally Steen Please comment
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TEKCT

Making a hotel reservation for a room

Dear Sir,

), Following our telephone conversation last week, I would like to book a single
room with bathroom for three days from 6th to 9th June 20.. in the name of Mr.

Jean-Louis Corfard.

I would be grateful if you could confirm this booking by return.

Making a hotel reservation for a conference

Dear Sir / Madam,

Thank you for sending me your hotel catalogue. I am writing to book 12
single bedrooms with bath from Monday 12th November to Thursday 15th November

inclusive (four nights) in the name of Aerodynam Inc. We require full board with a

continental breakfast. Could you please let me know if you have special rates for

groups and whether taxes are included in the price.

I also wish to reserve the conference room for Tuesday 13th November and Wednesday

14th November with full conference facilities, including Internet. We shall be requiring

a working lunch both days, with no alcoholic beverages. I should be grateful if you

could provide tea and coffee at 11am and 4pm.

Please find enclosed a cheque as agreed for the deposit and I would be grateful for a

confirmation by return.
I look forward to hearing from you.

Confirming a reservation

Thank you for your letter. We are pleased to confirm your reservation for 3
days from 6th to 9th June 20.. in the name of...

It is with regret that I have to cancel the reservation for Mrs Lemark on 16th
December, owing to the petrol strike.

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

Yours sincerely

104

AKTUBHDbIA CNIOBAPD

Making a hotel reservation
for a room

I' would like to reserve / book...
For three days from...
In the name of...

I would be grateful if you could
confirm this booking.

As soon as possible / by return

Making a hotel reservation
for a conference

[ e R

Thank you for sending me your
hotel catalogue.

I am writing to book 12 single
bedrooms with bath.

From... to... inclusive ... in the name
of...

We require full board with a
continental breakfast.

Could you please let me know if you
have special / group / weekend rates

Are taxes included in the price?
Is that an all-in tariff?

I also wish to reserve the conference
room for...

With full conference facilities,
including Internet.

We shall be requiring a working lunch.

I should be grateful if you could
provide tea and coffee.

'BPOHMPOBAHVIE HOMEPA BTOCTMHVILIE 110 GAKCY 1

BpoHupoBaHue HOMepa

fl xoten Gbl 3a6pOHNUPOBATS. ..

Ha3 gHac...

Ha ums...

MoaTsepauTe, NoXanyncra, 3Ty 6poHb.

Kak Tonbko Gyaer BO3MOXHO/
Nno BO3BPALLEHUH

BpoHupoBaHMe rOCTUHUUYHBIX
HOMepoB ANA KoHepeHuuu

Cnacubo 3a TO, YTO BbICAANMN MHE
rOCTUHWUYHBINA KaTanor.

Hanpagnsio BaM NUCbMO C TeM, YTOObI
3abpoHMpOBaTb 12 0AHOMECTHbIX
HOMEpOB C BaHHOMW.

C... no... BKNIOYMTENbHO HA UMA ...

HaMm Hy)XXeH NofHbIA NAHCUOH
C 3aBTPaKOM.

CoobuwuTe MHe, €CTb I y BaC Cneum-
anbHble Tapudbl/ans rpynnbl/BLIXOA-
HOTO AHA

BrntoyeHbl nu Hanoru B LeHy?
Bce nu BknioueHo B LeHy?

A xoten 6bl 3a6poHMpOBaTL KOHe-
peHu-3an ans...

C nonHbiM KOMNneKTOM 060pyROBaHMUA
ANnf KoHdepeHLmu, Bknoyas UHTepHer.

Ham notpe6yetcs pabounit obep.
MNoxanyicTa, npegycMoTpUTe Yait unu

Koge. 3




AKTNBHBIA CNOBAPD

Please find enclosed a cheque as
agreed for the deposit.

I would be grateful for a
confirmation by return.

I look forward to hearing from you.

Cancelling a reservation
L

B npunoxeHun Bbl HalaeTe Yek ans

ynnatbl 3an0ra, Kak 6bin0 AOrosopeHo.

Mpuwnute, noxanyicrta, noagTeepxae-
HWe 0 nony4yeHuu.

Byay paa nony4uTb OT BaC U3BecThe.

OTmeHa 6ponu

It is with regret that I have to cancel
the reservation...

I am afraid that I have to cancel the
reservation...

Please accept our apologies for any

inconvenience this may have
caused.

K coxaneHuio, 2 fOMKEH OTMEHHUTb
6poHb (0duuuanbHo). ..

MHe oyeHb }anb, HO MHE HYXHO OTMe-
HUTb 6pOHb (MeHee opuLUaNnbHO)...
MpUHOCMM U3BUHEHUSA 33 NPUYMHEH-
HOe HeyaobcTBoO.

BPOHUPOBAHUE HOMEPA B FOCTUHMLIE MO GAKCY

YNPAXHEHME

‘A CoeauHMTE HOYTAAO KAXAOM $pasbl C NOAXOASLLUM NO CMbICAY

KOHLOM.

a) I am writing to

b) It is with regret

c) Please find enclosed

d) The price includes

e) We require

f) Could you let me know if

g) Is your quotation for

h) For all reservations we require

i) Inthe name of

j) We would be pleased to receive

k) We are looking for

1) Iwould be grateful if you could
m) We are pleased to

n) For three days

. you have a group rate?

. breakfast and all taxes.

. your quotation.

. book a room for two days.

. confirm this booking.

. acheque for the deposit.

. from 19th to 21st September.
. a hotel with suitable facilities.
. confirm your reservation for...
. half board with English breakfast.
. an all-in tariff?

—
_— O O 00 NN N L AW N =

—
N

. a confirmation by fax.
. Bill Smythe.

b
HW

. that I have to cancel the reservation.

Top and Tail

107



BPOHUPOBAHUE HOMEPA B FOCTUHULIE O GAKCY BPOHPOBAHVE HOMEPA B TOCTUHULIE MO GAKCY ‘

YNPAXHEHME YNPAXXHEHME
2 Tpoutute 3TOT FOCTUHNYHBIA GYKAET U HaAUTE CAOBA, d) Something you want just
COOTBETCTBYIOWMNE ONUCAHUAM. for you.
Hotel and e) Book before you arrive
conference THE PRIORY BELL HOTEL at the hotel.
cer;,tre’- ) . f) Your needs for food and drink.
thew o‘xl: We nave an excellent range of rooms to offer the business market, which
word: provide a variety of sizes for different applications. This leaflet contains g) A “paperboard”.
the floor areas, power and telephone connections, capacities and travel h) You need it to show trans-
details. However, if you have any special requirements, our Manager or parencies.
recept{on will be pleaspfd to help. Advanced booking is essential as the i) A bedroom with two single
Hotel is used commercially all year round. beds.
The restaurant: This room is ideal for banquet, buffet or formal settings, i) A private bathroom.

as well as a large meeting room for conference or seminar activities.
.. . . . k) Telephone where you do not
The Well room: This is a room with plenty of light for smaller business need the switchboard

meetings which can be serviced easily for bar and catering requirements.

. ) . ) 1) Free tea and coffee - offered
The writing room: A small private room off the main lounge / reception by the hotel.

area, ideal for small board, committee or sales meetings, interviews, etc.
Seminar equipment includes: Flip charts and pencils, television and
video. OHP (overhead projector) and screen, fax machine, computer with n) To keep fit and healthy
Internet facilities.

m) To wash your clothes.

o) To keep your car safe.

The bedrooms: All forty bedrooms (single, twin and double) are
comfortably furnished and are en-suite with Sky TV, radio, direct dial
telephone and courtesy tea and coffee. Laundry and dry-cleaning facilities
are available.

p) Checkout faster than
a traditional one.

q) Busto and from the airport.

Other hotel facilities: indoor heated swimming pool, gymnasium and
steam room, private enclosed car-park, express checkout and free airport
shuttle.

Disabled facilities including lift.
Golf, equestrian and fishing facilities available nearby.

a) A place to hold a meeting.

b) The surface area of the room.

c¢) How to get to the hotel. |

108 2



Ananor

Help! How does this thing work?

Sally:
Harry:

Sally:

Harry:
Sally:

Harry:
Sally:

Harry:
Sally:

Harry:
Sally:

Sally:

Harry:

Sally, can you show me how to use Internet? Whenever I hear expressions such
as “web”, “net” or “surfing”, I think of spiders, fishing and beaches, and as for
all the “corns”, “dots” and “ats”, I’m quite lost. At what is “netiquette” when
it’s at home?

Well, you know how to use a computer, don’t you?

Yes, I’'m quite a dab hand at word processing, and I’ve got all my accounts on

a spreadsheet. My son works in the I.T. department, he’s a computer scientist,
a real computer buff. He’s even got a laptop, although I only have a PC.

That’s better than most, then. First of all, what can you do with Internet: use
the World Wide Web (that’s what “www” stands for, “web” for short), send and
receive e-mails (short for “electronic mail”), you can even go shopping, chat
to other people, and use a webcam to send pictures! Of course, it’s all developing
very quickly and it’s difficult to keep up.

I can follow you so far.

The Internet is really a global network of computers, connected through the
telephone lines, cable and satellite. When you use one of these computers to
access the Internet, you are “online”. If you want information, you look at the
page you need, or on the website. This is often called “surfing” the Web. One
of the most attractive things about Internet is that it is interactive: you can
meet and talk to other people and swap messages. You can join a message board,
a chat site, newsgroup or be on a mailing list. Added to this, you can play games,
use certain financial services, choose your next holiday, go shopping... The
world is at your fingertips!

So, what do I need to be able to use Internet?

Well, the hardware includes a computer, a digital television set, or, of course, a
wap phone (“wap” means Wireless Application Protocol). Then, a modem. If
you think you’ll use Internet a lot, put in ADSL (Asymmetric Digital Subscriber
Line), it’s faster. Next, you’ll need an ISP (Internet Service Provider), you’ll
have to shop around to find out which is the most cost-effective for you.

So that’s a fairly heavy investment altogether.

Yes, but then you’re off. You will need a web browser. If you buy a new computer,
it’ll probably already be installed.

One minute, what does “dot com” mean? I’ve heard that a lot.

A lot of addresses end with .com (com is short for company).

Then I can also send an e-mail?

Yes, I’ll take you through that later. One more point, to use a chat site, you
may need to download a small program onto your computer. So, shall we turn
on the computer and give it a go?

I’m ready! Tell me about the dangers of hackers and bugs too...

AKTUBHDbIA CNIOBAPD

Netiquette

Well, you know how to use a
computer, don’t you?
I’m a dab hand at word processing.

I’ve got all my accounts on a spread-
sheet.

I.T. = Information technology
LT. department

He’s a computer scientist.

A real computer buff.

He’s got a laptop / a notebook pc.

World wide web (www, web)
E-mails (short for electronic mail)
A global network of computers
Online

Working offline

Website

Surfing

You can swap messages.
Mailing list

Click on the hyperlink.

Check on the control panel...

WAP phones (WAP means Wireless
Application Protocol).

You’ll need an ISP (Internet Service
Provider).

A piece of software, called a Web
browser.

To use a chat site, you may need to
download a small program.

The dangers of hackers and bugs.

HHTEpHET-3THKET

AR 7

Tol yMeelwwb Nonb30BaTbCA KOMNbIOTE-
POM, He TaK nu?

fl xopowo pa3sbupalocs B 06paboTke
TeKcTa.

Y MeHs BCe MOV cyeTa B 3N1eKTPOHHOI
Tabnuue.

WHbopmMaunoHHbIe TeXHONOTUK

Otpen umpopmauuouubix TeXHONorun
OH KOoMNblOTEpIYYK.

NomewaH Ha uHgpopmaTuke.

Y Hero ecTb NnopTaTMBHLIA KOMNblOTEP/
HOYTOYK.

Muposas cetb

CoobuweHns No 3NeKTPOHHOM noyTe
MupoBas komnbloTepHas ceTb

Bt nogxnioyensl Kk UHTEpHETY

Pabota 6e3 noaknioueHus kK UHTepHety
WHTepHeT cTpaHuub Beb-caitt
Haxoautbcs B WHTepHeTe

Bbl MOXeTe 0OMEHATLCA COOBLWEHNAMMU.
Cnucok coobueHunit

WenkHuTe no ccoinke.

MposepbTe Ha naHenu ynpaeneHus...

Mo6unbHble TenedoHbl, NoaKNIOUEH-
Hble K NHTepHeTy

Bam notpebyercs nposaigep.

lNporpamma Be6-6paysep (nporpamma-
KNUeHT cetit UnTepHer).

Yro6el Mcnonb3oBark Yar, Bam noTpeby-
€TCs, BO3MOXHO, Hebonblwan nporpamma.

OnacHoCTb XaKkepos U BUPYCOB.
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WHTEPHET

YNPAXHEHME

“1 NoaGepuTe K CAOBaM COOTBETCTBYIOWME KAPTUHKM.

ascreen aCPU a mouse
a keyboard a modem a socket doubler
software a plug a socket

2 Moab6epute K HUKECACAYIOLUM CAOBAM ONPEeAEASHUS.

WHTEPHET

control panel — network — hyperlink — web browser — offline — operating
system — download — applet — search engine — web site — book marking —
online — message board — mailing list — newsgroup — chat site

What do you
need for
Internet?
General
Jargon
a)
b)
c)
d)
e)
f
g)
h)
i)
J)
112

A type of software that enables your computer to load and display pages in

a web site.

A special web site that enables conversation between people on the same

site at the same time.
Working on a computer without a “live” connection to internet.
A set of tools to look up system features and change the settings.

A service that collects messages and broadcasts them to a specific group of

people by e-mail.
An easy way to find a page you liked again.
An internet discussion group about a particular topic.

A word or a graphic which, when clicked with a mouse, opens up a new

Web page or part of the same page.
A special kind of Web site used to search for a topic.
A small program in your Web browser to provide interactive or animated

content. [ g

YNPAXXHEHME

k)
)

The software which manages the software.
Working on a computer that currently has a “live” connection to internet.

m) A collection of pages with text, pictures, moving images and sound to

n)

0)
p)

a)
b)
c)
d)
e)

g
h)
i)
)

describe an organisation/service, etc.

A page on a Web site used to display a topic or a question to which anyone
can respond.

Put information/a program from Internet onto your computer.
Computers joined together by cables and software.

3 Kakue CUMBOAbI § AOAXKEH UCMOAb3OBATL? —

I want to use my mouse to go up and down the Web page.

I am connected to a printer and want a hard copy.

Back to the page which appears when I connect to Internet.
I want to see the address of the current Web page.

I need to retrace my steps and move to pages I’ve seen recently.
I want to save this Web site for another day.

I must update the Web page stored on my hard disk.

I need to use a particular gadget for a specific purpose.

I want to choose a search engine.

This is too long, I don’t want to continue loading this page.
I want to send this on to someone else.

Flle Edit View Favourites Tools Help

IR S dnv D i B e

Back . Forward < Stop . Mefresh  Mome | Mel 'l Priet .
B we.

scroll bar

‘Search \\Favourites™\ History. | Q_E
)

Under-
standing
the browser
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TEKCT

A formal e-mail

From: finances@....
To: RobertPinter@aol.com
Cc: mikemoney@....

Subject:  Financial Calendar 2004

This transmission contains information which may be confidential. It is intended for the named
addressee only. Unless you are the named addressee, or authorised to receive it on behalf of
the addressee, you may not copy or use it, or disclose it to anyone else. If you have received
this transmission in error, please contact the sender. Thank you for your cooperation.

Dear Mr Pinter

Following your request, please find below the financial calendar and outlines of your
speech for the meeting in Dusseldorf next week.

6th May: Annual General Meeting

31st December: Financial Year End.

Business - leading European manufactures of HMR. Mainly manufactured in France
and Italy. Over 5,000 people employed. Two distinct sectors - chilled convenience
foods / frozen foods.

Objectives - to produce a return to shareholders above the average total return of
manufacturers in the French food sector.

Values - Customer service - training and development - investing in the future.

I should be grateful if you could send me your agreement to the above as soon as
possible, in order to give the go-ahead to the printers for the Annual Report.

I look forward to hearing from you.

Yours sincerely

An informal e-mail

From: solen@
To: charlien@
Cc:

Subject:  I’m on line!
Well, what do you know, I’ve done it at last! The children have been saying for ages
that I had to get connected and I had the computer engineer in last week.
I’m finding it a bit difficult, but I’m sure I’ll become a real addict!
There are lots of things that I still don’t understand - the language is different and
there’s a lot of shorthand - I’ve enclosed a list of some of them - maybe you can
explain them to me if you have time.
I hope we’ll meet again soon and perhaps you could show me how to use my webcam
and scanner.
Thanks very much for your help.

AKTUBHDbIA CNOBAPDb

Kora Bbl nocbinaeTe 3NeKTPOHHOE coobuieHune, Nerko nepeitTu Ha Heodpuumuans-
Hblit CTUAb, TaK JKe KaK u B hakce. byaste 0CTOPOXKHBI, BCE 3aBUCUT OT TOTO, KOMY
Bbl OTNPaBAAETE INEKTPOHHOE NUCbMO!

HanpuMep, HeKOTOpPbIE UCNONb3YIOT TONLKO CTPOUHbIE GyKBbI, 4TOGbI BLIMTPATS Bpe-
Ms. “I” foNKHO 6bITb HANUCAHO C 6ONLIWOI BYKBLI: B KOHLLE KOHLLOB, BbI e 3Ha4u-
TenbHbIi Yenosek!

First, the address which is written like this...
serape@club-internet.fr

Must be spelt:

Scrape AT club (hyphen) internet DOT fr

@ = AT

. = DOT

COM = company .ORG = (non-profit making) organisation

.UK country of origin
u Bbi rosopute: Dot com, Dot org, Dot UK.

ByAbTe TOYHLIMK BO BCEX A€TanAX, B TOM YUC/e B HanucaHuv appeca B NHTepHeTe
- nponucHbiMu (capitals) uavn cTpouHbiMm byksamu (small letters).

[ina uucdopmauumn: aedcTBUTeNbHOE Ha3BaHue ajpeca Ha Web - 310 URL unn
Universal Resource Locator.

Netiquette

. Don’t type everything in capitals. (People may think you are shouting!)

. Use “smileys” when you want to give a nuance.

. Limit line length to 65-70 characters.

. Think carefully about what you write - it is a written record, not a telephone

call!

. Don’t waste bandwidth - what you write should be to-the-point.

Warn the recipient if you want to attach a large file.

. Write descriptive subject lines so the receiver knows what to expect.

. When replying, don’t quote back the whole message - delete the excess.

. When forwarding a message, put any comments you have on the top.

10. Don’t overuse acronyms, smileys, or internet expressions - not everyone
will know what you are talking about.

11. Use a spell checker or be sure of your spelling.

12. Read through your e-mail before sending it - it may be informal but you

still have to be clear and concise.

AL -
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1 3 DAEKTPOHHOE COOBLLEHUE

YNPAXHEHME

Ymo 8el
Moxeme
dems, K020a
omkpoeme
npozpammy
aH2nuiickom
A3bike!

‘A Aonoanute ¢pasbl.

a) INBOX

b) OUTBOX

¢) SENT ITEMS

d) NEW MSG/NEW/NEW MAIL/COMPOSE
e) REPLY

f) FORWARD

g) ADDRESS BOOK

h) SEND/RECV / SEND&RECEIVE

i) DELETED ITEMS

DAEKTPOHHOE COOBLLEHUE

j) DRAFTS
1) My address is HollyWoods@hotmail.com, that’s H
o-1-1-y W 0-0-d-s
hotmail -com.
2) I need my to add / remove / amend e-mail addresses.
3) My is where my incoming messages are stored.
4) IfI a message it goes on to another person.
5) With ” [ can write a new letter.

6) If I press I connect with Internet.

7) Ilook at to see what messages I have sent.

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

9) I need to send an answer to that message, I’ll use

10) I’ll have to finish that e-mail later, I’ll store it in

YNPAXHEHME

2 CMaNAKK - 3T0 CUMBOA B MiHTepHeTe, KOTOPbIi BbIPAXAeT BaLM
amoumn. KaKoi CMbICA HecyT B ce6e CAeAYIoLLMe CUMBOABI?

1. =) 2. :-(or:-<
3. -# 4. =)

5. -= 6. -0

7. -t 8. -/

9. 1-1 10. =&

The user:

a) will not say anything b) iscross

c) has a moustache d) isundecided
e) istongue-tied f) is winking at you
g) issurprised/shocked h) issad

i) is happy j) isasleep

Ecnu Bbi He oBpaliaeTe BHUMAHWA Ha TO, 4TO NMWeETe B 3NEKTPOHHOM NUCbME, BaC
MOFYT HeNpaBMALHO NOHATH, Bl AAXE MOXeTe cnposouuposarb flame war (cepuio
HENPUATHbIX CO0BLeHMit). CMaknMKK CAYXKAT ANA TOTo, 4TO6bI He 6bino npobnem
13-3a HEJONIOHNMAHWS, a TAKXKE ANA CMATYEHNA TOHA COOBWEeHUA.

OpHaKo cyuwecTsyer Apyroi cnocob y6eanTLCA B TOM, YTO BAC NOHANM NPABUNLHO -
symbols or non-smileys, Hanpumep:

<g> grinning < sighing <> nocomment
g

3 CyuwecTayer MHOTO CAOB/BLIPCKEHMI AAS UHTEpHeTa.
CoOTHeCUTE CAAYIOLLME BLIDCXKEHUS C ONPEASASHUIMU.

1. Attachment a) Where your incoming messages are stored.

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

3. bee ¢) The speaker is considered incompetent or ignorant.

4. bounce message  d) A quotation added to a signature.

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

6. mail box f) An emotional and often angry or rude message.

7. sig quote g) Blind courtesy copy.

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

9. aflam i) Unsolicited e-mail messages (usually unwanted).
10. burble j) A file linked to an e-mail message.

Avoiding
misunder-
standings
One or two
“emoticoms”
or “smileys”

A mail bomb:
thousands
of e-mail
messages
sent to the
same addres:
which can
even bring
down a serve



DAEKTPOHHOE COOBLLEHUE

VYNPAXHEHME

4 BbiGepure npasuAbHOe onpeAeAeHue.

A bit of 1. E-business a) economic business
“Webspeak” b) electronic business
2. T-commerce a) total commerce

b) television commerce

3. C2B a) customer to business
b) client to boss
4. B2B a) buyer to boss
b) business to business
5. IMO a) international monetary organisation
b) in my opinion
6. IMHO a) in my humble opinion
b) international monetary help organisation
7. OTL a) over the limit
b) out to lunch
8. HSIK a) how should I know
b) have something in kit
9). SPAM a) unwanted mail
b) compacted meat
10. LOL a) look over lengthily
b) laugh out loud
11. BBL a) bring back later
b) be back later
12. TTYL a) talk to you later
b) the time you left
13. NOYB a) not only your business
b) none of your business
14. FWIW a) for what it’s worth
b) full with internet words
15. IRC a) internet relay chat

b) internal relay comment

16. Online bookings a) something to read online
b) reservations on internet
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1. YcTaHOB/NEeHHe KOHTAKTOB
no reaedony

Mapmun lMukok 8ce20a Ha meneghone.

M. Mukok: 3apascrayitte, 310 MapTtux Mu-
koK. fl u3 komnanuu «YKD Plcx. fl xo-
Ten 6b norosoputs ¢ Mutepom Mop-
puLIOM.

N. Moppuuws: 370 5.

M. N.: 3ppascTByiiTe, rocnoaut Moppuw. f
roBOpUN, 4TO BaM Nepe3BOHIO U CO-
06wy pe3ynsTarbi npeaBapUTENbHbIX
NOACHETOB, KOrAa OHU BYAYT roToBLI.

N. M.: [la. Ouensb niobe3sHo ¢ Baweii cTopo-
Hbl. UTak ...

M. N.: 3gpascTByitTe, MeHs 30ByT MapTuH
Mukok. 1 pupekTOp NO KayecTsy u3
komnanuu «YKD Plcx. Al xoten 6bl y3-
HaTb, C KEM f MOTY NMOTOBOPUTbL NO
noBOAY HOBbIX NPaBUI.

NomowHuk: He sewaiite, noxanyiicra,
Tpy6Ky, f BaC CoeauHIO C rocnoau-
HOM MayHT3HOM.

M. M. 3ppascrByitTe, 370 r-H MayHTIH?

M. M. [a, 310 1.

M. . 3ppascTByiiTe, MOTY A NOrOBOPUTH C
Bo6om Cmutom?

NomowHuk: KoHeuHo. Mory nu a emy co-
06uTL NO Kakomy Bonpocy?

M. M.: Pasymeetcs. OH MHe ocTaBun coob-
weHue c npocb60i Nnepe3BoHUTL eMy
CErofiHa yTpoM.

NomouHuk: A ceitvac ero nososy... bo6,
370 Bac.

b. C.: 3ppascrtByitre, r-H Mukok. Cnacubo
3a 3BOHOK. fl xoTen Obl y3Hars. ..

M. N.: 3gpaBcTByiite, A U3 KoMnanuu «YKD
Plcy». Al xoTen 66l NOrOBOPUTH C KEM-
HWbYAb U3 Byxrantepuu.

MomowHuk: A Bac coeauHio ¢ r-Hom fon-
napom.

M. N.: Cnacubo.

M. N.: 3gpascrayiite. i MapTun NMukok.
Nutep xoyHc Ha mecTe?
n. f.: 37o 5.

M. .: T-H [XoyHC, Mbl BCTPEYANUCH B Npo-
WAOM MecAue Ha BbICTaBKe B AM-
cTeppame, U Bbl O4EHb 3aUHTEpeCo-
BaNWCb HAWMWM HOBBIM CrMBOYHLIM
npeccoM. Bbl MeHs npocunu sam no-
3BOHUTD, Korga s 6yny B Mapuxe.

N. A.: [la, nomHio. Y Bac Haiifetca Bpems
3aiTH K Ham B ouc, YTobbl Nogpo6-
HO NOroBOpUTL O HOBbLIX pa3pabort-
Kax no TexHuke 6e3onacHocTy.

M. N.: 3ppascrByiite. MeHs 308yT MapTuH
Nukok. A xoten 6bl NorosopuTsL €
CaiimoHoM Bonnom.

C.B.: Jto 1.

M. N.: -1 Bonn, a Bam 3BOHIO NO Nopyye-
Huio [hkoHa Cmuta. OH ceityac B Ko-
MaHpuposke. Bul eMy ocTasunu co-
obweHue, 4TOOL! OH BaM CPOYHO ne-

pe3BOHMU NO NOBOAY HEONNIAYEHHO-
ro cyeTa...

2 ITo xomMMyTaTopy

Pasrosop MeXxAy cekperapem
1 bo6omM AXOYHCOM

Cekperapb: 3apaBCTBYHTE, KOMNAHUA
Personal Packaging. Yem mory cay-
KUTb?

b. xoyHc: A u3 komnaHuu Prime Plastics.
MHe 61 x0TENOCH NOrOBOPUTH C KEM-
HUbyAbL No NoBoAy cyeTa-aKTypsl.

C.: KoHeuHo. OcTaBaiitech Ha nuHuy,
noxanyicra. 310 Bonpoc K Gyxran-
Tepum... MHe xanb, NMHUA 3aHATa.
Bbl nopoxpaete unu nepessoHute?

B. Jl.: fl nepe3BoHi0 No3xe, cnacubo.
.2 3ppaBcTBYiiTE, KOMNAHUA Personal

Packaging. Yem Mory cayxuTb?

B. l.: A xoTen 6b NOroBOPUTL C KEM-HU-
6ynb U3 Gyxrantepuu.

C.:. Mpeacrasbreck, NoXanyAcra.

B. l.: 506 [IxoyHc, u3 Prime Plastics.

C.:  Xopouwo, 0CTaBanTeChb Ha IUHUM, NO-
)anyuncra.

B. .. Cnacubo.

C..  Coxanelo, nuHus 3aHaTa. Bl nopox-
pere?

b. 1.: Ja.

C.:  [lpoctuTe, YTO 3aCTABNAIO BAC XAATH,
HO NIMHWA NO-NPEXHEMY 3aHATa.

b.l.: Huuero cTpawHoro, s nepe3soHio
no3xe. Koro MmHe cnpocuts?

C.: [-na Weitmaca XeHnu.

b. l.: Cnacubo.

.« MNoxanyicra.

C.: 3ppascrayiite, Personal Packaging k
BAWWM yCNyram.

b. Jl.: 3apascrsyitte, 370 506 [KOYHC, U3
Prime Plastics. fl xoten 661 noroso-
puTs ¢ Weitmacom XeHnu.

C.: He sewaiite Tpy6Ky, s y3Hato ceo6oA-
Ha nu ero nunua. CBo6oAHa, A BAC C
HUM COeAUHAIO.

C. X.: Lleitmac Xeunu.

B. [l.: T-H Xennu, 2 506 [KOYHC, U3 KOM-
naHum Prime Plastics, s Bam 3BOHI0
Hacyet cyeTa-takTypbl N2 ... 1 ...
...

B. Jl.: 3apascTayiite, si X0Ten 6bl MOroBO-
PUTb C KeM-HUBYAb, KTO 3aHUMAeTCA
HOBbIMU pa3paboTkamu.

.. Xopowo, He Bewaitte Tpybky, A Bac
coepuHio C oTAeNoM no paspabotke
HOBBIX BU0B NPOAYKLUMHU. .. K coxa-

NIeHMI0, TAM HUKTO He oTBevaerT. fl no-
NbITAl0Ch BAC COEAUHUTD C CEKpeTa-
pvaTOM HauyanbHUKa o1aena ... Tam
TOXeE HUKTO He OTBeYaer.

b. l.: Cnacubo.

C.: i no3BoHio r-Hy Mapky Mepcony Ha
neitpxep. Kto ero cnpawwsaer?

B. Al.: f 606 [xoyHc, u3 MegaCad. fl 380-
Hio n3 Kanagsl, eCnu MOXHO, coean-
HuTe nobbicTpee.

C.: K coxanenuio, ero NMHUsA 3aHATa...
A BOT, NMHUA Tenepb cBo6oAHa.

3 Ilpomanue

B.Jl.: ... 1 KOHEYHO, y HAcC Kak Bceraa
npobnembl ¢ onnatod B Cpok. Bl
3Hanu, 4To cynepmapkert B bpucro-
Ne xoTen pacnnaTuTbCsa C HaMu ye-
pes 4 mecaua?!

C. X.: Haxowey...

b. .. WTak, CPOYHO OTNpaBAANTE HAM
AEHbIN.

C.X.: [la, KOHe4HO. IT0 BCe, He TaK nu?

b. l.: MpekpacHo, Mbl elye NOrosopuM Ha
6ynyuieil Hepene 0 HOBbIX YCNOBUAX
onnarel.

C.X.: 06s3atensHo. Pap 6bin c BaMu noro-
BOPUTb, 1O CBUAAHMA.

b. .: [o cBuaaHus.

E.l.: [laBaiiTe BMeCTe NepeKycuM, a iHeM
3aimeMca nenamu.

M. N.: Torpa BcTpeTUMca B pectopaHe? A
nocne newya nocetum 3asop. fl Bam
BLILWAK NO 3/EKTPOHHOW noyTe He-
o6xoauMyio MHbopMauuto.

E.T.: 370 6bin0 661 300p0BO. Jlo BCTpEUH
Ha byayweit Hepene.

M. N.: Cnacu6o 3a 3BOHOK, 10 CBUAAHMUSA.

E.l.: He 3auT0, O CBUAAHUA.

—_
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P.T.: [-H JloTTo npocun MeHs NO3BOHUTS,
KaK TONbKO y MeHs byaeT noaTeepxae-
Hue fatbl noctaBku Mogenu PX/36T.
Mel oTnpasum ToBap B NoHeaeNbHUK,
3HAYUT, OH NPUAET K BaM Camoe no-
34Hee B cpeay. fl ayMmaio, eMy Heob-
XO[MMO 3TO 3HaTb, YTOObI CKOPPEKTH-
poBaTb NPOU3BOACTBEHHbIN rpaduK.
MomowHuk: f nepesam eMy 310 IMYHO.
P.T.: Cnacubo 3a nomolub, 10 CBMAAHMUA.
NomowHuk: Cnacubo 3a 3BOHOK.

4 CooOuenus

Ocrasutb coobuieHune

Coio3aH CMonn 2080pum no menegoHy
€ CeKpemapem.

C. C.: 3ppaBcrByiiTe, st 6bl XOTENA NOFOBO-
puTh C [PDKOHOM YUTMaHOM.

C.: A ysHalo, Ha mecTe au OH... K coxa-
NeHuIo, ero cenyac HeT B KabuHerte.
Mory s emy nepepats coobuiexue?

C. C.: Jla, noxanyiicTa, cCKamuTe eMy, 4To
3soHuna Celo3an CMmonn. Ml BCTpe-
Yanuchb Ha BeicTaske B f[aHHoBepe. OH
Npocun MeHA NO3BOHMUTb, KOrAa A
6yay 8 Napuxe. Koraa o BepHetca?

C.: bolocb, TonbkKo 3aBTpa.

C. C.: He mornu 6bl Bbl €10 NONPOCUTL MHE
nepe3BoHUTL?

" C.: [Jla, KoHeyYHo.

C. C.: bonsuwoe cnacubo, fo cenpaHus.
C.: Cnacu60 3a 3BOHOK, O CBUAAHMA.

Ha cnedyrowuii dexs Cotozan Cmonn
Oe/siaem HOBYI0 NONbIMKY.

C. C.: 3ppascrsyiite, 310 Cblo3aH Cmonn. A
3BOHMNA BYEpa, XOTeNa NOroBOPUTL
¢ [HKOHOM YuTMaHOM.

C.:  [Jla,rocnoxa Cmonn. Al nepepana sauwe
coobuienmne r-Hy YutmaHy. botocs,
Ao o6epa oH 6yaeT Ha coBewaHuu.

C. C.: Mory s eMy ocTaBuTb coobueHne?

C.:  KoHeuHo, s Bac cnywatio.

C. C.: Ckaxute emy, uto 5 B Mapvxe fo nat-
HULB! U X0Tena bbl C HUM BCTPETUTH-
CS, NOroBOPUTH O BbIMYCKE HAWWMUX HO-
BbIX anbboMOB, Npexpae Yem yeay s Co-
eauHeHHble WrtaTtbl. MHe C HUM peit-
CTBUTENLHO HEOOXOANMO BCTPETUTBLCA.

C.: KoHeuHo, rocnoxa Cmonn. Al nepegam
Bale coobLeHue U nonpotuy BaM no-
3BOHUTb, KaK TONbKO ByaeT BO3MOXHO.

C.C.: bonbwoe cnacubo.

C.:  MoxanyiicTa.

CoobLeHus AAS QBTOOTBETYUKA

Ber moeme ocmasums coobueHue
(kopomkoe u moyHoe).

Bbl no3soHunu B Komnanuio Raitan lupexr.
Bul MOxeTe ocTaBUTb coobuieHne nocne
CUrHanNa unu oTnpasuTb akc no Homepy
081 466 8282. Cnacubo.

Bbi Moxeme ocmasums coobujeHue.

Bbl no3BoHunu no Homepy 0145 55 72 99,
K coxanenuio, Hac ceityac HeT. Moxanym-
CTa, ocTaBbTe COOOUEHUE, U MBI BaM nepe-
3BOHUM B B1MXKaiiwee BPEMA UNU NO3BOHM-
Te HaM Ha MOBUNbHbIA TenedoH no Homepy
06 12 19 15 99. Cnacu6o 3a 3BOHOK.

Bb1 Moxxeme ocmasums coobujeHue.

Bbl no3BoHuAKM No HoMepy 1622 749 623 B
Xoyn Jl1g, cetyac HUKoro Het. OctasbTe Bale
UMA U HoMep TenedoHa nocne 3BYKOBOrO
CUrHana, U Mbl BaM Nepe3BOHUM, KaK TONbKO
6yneTt BO3MOXHO.

Bbi He moxeme ocmasums COO6U4€HU€.

Bbl no3soHunu B KomnaHuto UHkpeaubn
WHdopmaiiwH.

Haw oduc ceityac 3akpeiT. Mbl paboTaem ¢
8.00 no 18.00 c noHepenbHUKA NO NATHU-
uy. Cnacn60 3a 3BOHOK.

Bo3moxHo, sam npudemcs Kakoe-mo spems
CAYWwams My3siKy 8 OXuOaHuu omsema!

Boi no3soHunu B kKomnanuio Cnupm Cannais.
Ceityac BCe HalWlM NUHWUU 3aHATHI, Bal 3B0-
HOK nepepaH Ha kommytarop. [lopoxpure,
NOXanyncra, OfMH U3 HalmKx onepatopos
coeanHuTca ¢ Bamu. NMpUHOCUM U3BUHEHUA
3a BbIHY)XAEHHOE OXWAaHKe.

[onocosas noyma: 8s! caywiaeme yKa3aHus,
NoKa nuHuA 3aHama.

Cnacu6o 3a 3BOHOK B BU30BLIW OTAEN NO-
conscrBa. Hawa cnywba coobuiaer uHgop-
MaLui0 OTHOCUTENIbHO KOHCYNLCKUX yCAyr.
Ecnn BaM HyxHa MH(OpMaLUA No nosoay
NoAyYeHNA BU3bl, HAXXMUTE KHONKyY 5. Cpoy-
HasA KOHCYNbCKas NOMOLYb - HAXMUTE KHON-
Ky 2. lna 6onee nogpobHoi uHdOpMaLMm
Ha aHMUNACKOM A3bIKE, HAXMUTE KHONKY 1.
Ecnu Bbl XOTUTE BLINTW U3 PEXUMA rON0OCO-
BOW NOYTbI, HAXMUTE KHOMKY «peleTkar.

5 Ha3nayeHne BCTpPEYH...

OpraiuM3osaTth BCTpeYy
C KeM-An60, KOro Bbl NAOXO 3HaeTe

Tum bpoyk 0ozo08apusaemcs 0 scmpevye ¢
dupekmopom 6aHKa.

T. Bpoyk: MHe 6bl XOTE€NOCh BCTPETUTLCA M
noroBopuTL 06 3TOM NoApoGHee.

I-H Manu: A Toro xe MHeHus. [loroBopu-
Tecb C MOWUM IMYHBIM CEKpeTapem o
BCTpeye.

T. Bpoyk: fl xoTen 6bl y3HaTh, KOrAa MOXHO
BCTPETUTLCA C r-HOM Manu.

Cekperapb: fl ceityac NOCMOTPIO €ro exen-
HeBHMUK. KaKoii aeHb Bac ycTpouT?

T. b.: Hanpumep, yTpoM BO BTOPHUK?

C.:  Kcoxanenuio, y Hero y)e HasHa4yeHa
BCTpeYa Ha yTpo. A jHeM Bac ycTpouT?

T.b.: [la, A cMory HauTu BpeMmsa B Havane
AHA. T-H MaHu, He xoTenu 6bi Bbl
BCTPETUTLCA 32 NeHYeM?

F-u Manu: C yposonscteueM... fl, peiicreu-
TeNbHO, He NPOY4b, HO BO BTOPHUK He
nonyuntca. [lasaitte B cpeay - Bbl
csobogHbl B cpepy?

T. B.: Y MeHAa coBeljaHue, KOTOpoe MoXeT
NPOANUTLCA BECb AieHb. A YeTBepr
Bac ycTpouT?

I-# Manu: [lymMaio, yCTPOUT, TONBKO YTOYHIO
y cekpeTaps.

T.B.: A rne BaM ypo6Hee BcTpeTUTbCA?

T-H Manu: MoxHO BCTpeTUTbCA B bGaHke B
nonJeHb UN B UTANbAHCKOM pecTo-
paHe NpAMO 3a YrNOM, TaM OTMEHHO
KOPMAT.

T.B.: MpekpacHo. Y meHa bypet Bpems
YTOYHUTb UG Pbl ¥ NPUHECTU NONHOE
nocoe.

-# Manu: Torga BcTpeTumca B yetsepr. flo
CBUAAHUA.

T. b.: Cnacu6o, fo cBUAAHMA.

MepeHecTu BCTPEYY

C BecbMa pazopameHHbIM
dupekmopom baHka!

T. B.: T-H MaHu, 3to Tum bpoyk. botoch,
MHE NPUAETCA OTMEHUTB Haly BCTpe-
4y B YeTBEpr B NONAEHb, MOEro NapT-
Hepa B 3TOT AeHb He bynet B oduce.
Henb3s nu nepeHecTu BCTpeyy Ha by-
Ayuyio Hepeno?

I-# Mauu: MHe 310 He noaxoauT. fl oueHb
3aHAT, 1 BCA Cnegylowan Hepena y
MeHs yXe pacnucana.

T. B.: A KaKkoi fieHb Bac ycTpouT?

F-H MaHu: Tak... fl 661 MOr BCTPETUTLCA B
cpepy yepes aBe Hegenu. Nnu xe ne-
peHeceM BCTpeyy Ha cnefyouyio
NATHUUY.

T.B.: A Bbl He Mornu 6bl YCKOPUTL Hawy
BcTpedy? Hanpumep, nepenectu ee
Ha KOHel 3TOW Hefienu unu Ha cne-
Aylowuin yersepr?

\



T-# Mauu: EguHcreenHo, 4To A Mory npeg-
NOXWTb, 3TO BCTPETUTHLCA 3a 3aBTpa-
KOM B NOHEAENbHUK. Y MEHA Ha 3ToT
AeHb 3annaHMpoBaH.l elle OfHa UNH
ABe BcTpeyn. Hudero gpyroro npea-
NOXMUTb He MOTY - y MEHs He Oyaer
HU 0QHON CBOBOAHON MUHYTHI.

T. B.: OueHb xopowo. B KoTopom yacy MHe
npuintu?

[-u Manu: B 7.30 posHo, s cMory Bam yge-
NUTL NOATOpa Yaca.

T.b.: Cnacubo. Al 6yay y Bac B 6aHke B
7.30. Npowy U3BUHUTL MEHS 3a NpU-
YuHeHHOe HeyaobcTBo.

-+ Mamu: Xopouwo, 10 cBUAAHMUS, I-H Bpoyk.

6 3anpoc undopmamuu

N. Kpanu: 3gpaBcrByitte, He Mornu 6ol Bbl
cKa3atb MHe koA lNapuxa?

Tenedonucrka: KoHeuno, 00 - 370 Ko MeX-
AyHapopHoii nuHuK, 33 - kog Opau-
uumn u 1 - kog Mapuxa.

N. K.: Cnacubo. A Bbl He faguTe MHe HOMep
Komnavuu Braccioli?

T CkaxxuTe, noxanyicra, no 6ykeam.

M. K.: Braccioli.

T.: K coxaneHuio, 3T0T aboHeHT B cnpa-
BOYHMKE He 3HaYmuTCA.

M. K.: Toraa nocmotpure Brachioli.

T.: He knapute, noxanyicra, Tpy6Ky.
3710 HOoMep 60 62 46 66. Bac coegn-
HUTB?

N. K.: 3gpascTByiiTe, 3T0O KOMNaHus
Brachioli?
.2 Da, yem Mory nomoub?

M. K.: Mory s norosoputb ¢ r-Hom lecce?
T.: K coxaneHuio, nuHuA 3aHaTa. Bbl
MOXeTe NMO3BOHUTL No3aHee?

N. K.: [a, cnacu6o. Bul MOXeTe aatb MHe

ero npsAMoi Homep?

T.: Koxeuxo, 01 60 62 46 61 ...

T.:  [loGpeiit aeHb, dpupma Brachioli.
N. K.: 3ppaecrayiite, a xoten 6bl noroso-
puTb € r-HoM lecce.

T.: Bce nuHum 3aHATLl, BaM gatb HOMep
ero MmobunbHoro?

N. K.: [a, cnacubo.
T.: 0680181966 ...

7 BponupoBanue no tenedoHy

3BOHOK B TPAHCAreHTCTBO
C LieAbIO 3aKa3aTh asuabuaer

TT:  TpaHcareHTtcTBo TOTanTypc K BawuMm
ycnyram.,

[x. Pupnu: 3ppascrsyitte, s xoten 6ui no-
ny4unTh MHOpMaLMIO HacyeT peicos
B CaH-®paHuyucko.

TT: B KaKoW aeHb Bbl XOTUTE BbiNeTeTh?

Dx. P.: Buinetets B cpefly, BepHyTbCA B BOC-
KpeceHbe.

TT: Bbl xoTUTe neteTh 6U3HEC- UNU KO-
HOM-Knaccom?

Bx. P.: No-moeMmy, 310 gnuHHbIi peiic. Mo-
Xanyicra, 6usHec-knacc. Kcraru, a
CKONIbKO ANuTCA noner?

TT: becnocapouHbiit peiic gnutcsa okono
9 yacos. C nocapkoii B [letpoiite o-
6aBbTe euje 3 yaca. Kpome Toro, pas-
HULa BO BpeMeHU coctasnset 10 ya-
COB - UMeiiTe 3TO B BUAY, Koraa by-
Aete netetb 06parHo!

k. P.: A 661 npegnoyen peiic 6e3 nocaaku.
Mue HyxHo 3anpawuBars Bu3y?

TT:  Her, Tenepb He HYXHO. Y 60nblnH-
CTBa CTPAH eCTb COMNALIEHUs Ha 3TOT
cyet. Bam HyXeH TONbKO nacnopr u
o6paTHbiit Guner.

. P.: HyxHo nu genats npusueku u npo-
XOAUTb MefUUUHCKOe obcneposa-
Hue, yTobbl BbineTeTb B CoepnHeH-
Hole Wrartw? -

TT:  Her, He HyxHo. Ho 7 Bam coseTyio
npuo6pecTu KOPOXKHbIE Yeku. B Ma-
neHbkux ropopax B CoeauHeHHbIX
LLitatax O6OMEHATb AEHBIU CNOXKHO, A
[OPOXHbIE YEKU NPUHUMAIOT AaXe B
cynepMapkeTax.

. P.: EcTb wTpad 3a 0OTMEHY 3aKa3a uiu A
RONKEH 3aCTPaXx0BaThCA?

TT:  Ecnu Bbl netute BU3HeC-KNaAccoM,
CTPaxoBKa BaM He HyXHa. ins yap-
TepHbIX peicoB CTPaxoBKa He no-
Mewaer. A MeAULUHCKYIO CTPaxoB-
Ky coseTyio npuobpectu B nobom
cnyyae.

k. P.: Ouenb xopowo. Mpamoi peic Ha
Can-®paHumcKo B KOTOPOM yacy?

TT: Camoner Bbinetaetr u3 Xutpoy B
10.15. Bbl fosKHbI NpUBLITL Ha pe-
rUCTpaumIo 3a Yac Ao BbineTa.

Lx. P.: MHe 310 noaxopuT. Bul MOXeETe fOC-
TasuUTb 6uneTbl kKo MHe B ouc?

TT:  KoueuHo. HyxHo 6yaeT noateepauTh
3aKa3 3a CyTKW A0 Bbineta. Bul Mo-
eTe 1aTb MHe HoMep Balled KpeauT-
HO# KapTel ¥ Baw aapec?

3BOHOK B TPAHCAreHTCTBO

C LLeAbIO 3aKa3aTh GUAET HA Noe3A

W3utpasn: 3apaBcTBYiiTe, YeM MOTY BaM no-
MOYb?

X. Mapu: Mue HyxeH 6unet Typa-o6patHo
40 3auHbypra.

W.: MepsbiM nau BTOPbIM KNAaccoM?

X. M.: NepsbimM, noxanyicra. Bul He MOMU
6bl MHe CKa3aTb, KaK 4acTo XOAAT
noe3pa?

WU.: KoHeuyHo, noe3p oTNpaBnfeTCA Kax-
Able 3 yaca.

X. M.: 370 cKopbiit noe3n unu skcnpecc?

.. EcTtb v TOT, 1 Apyroi, KOTOPLIHA Bbl
npeanoyutaere?

X. M.: NMoxany#, akcnpecc. A ponxeH
3abpoHupoBarb 6uner?

W.: [la. Mecto y npoxoaa unn okono
OKHa?

X. M.: Ecnu moxHO, y okHa. Cnacubo. B ko-
TOpOM Yacy oTnpasnseTca noesn?

U.: B 10.15. B kako#W AeHb Bbl xoTUTE
Bblexarb?

X. M.: B natHuuy, a BepHYTLCA B Cneayto-
wuin noHepenbHUK. CkonbKo CTOUT
6uner?

WU.: 1345 dyuTa. Kak Bbl onnatute?

X. M.: 3anuwuTe Ha CYET MOE KOMNaHWU.
Bonbwoe cnacubo.

WU.:  Cnacubo 3a 380HOK. fl gocTasnio 6u-
netsl K BaM B ouc.

3BOHOK B TPAQHCAreHTCTBO C L@AbIO
3a6poHuposarb 6UAET Ha NapoM

P. Mepaox: Al xoten 61 Guner Typa-obpar-
Ho no Kane no Tapudy 5-aHeBHOro
npebbiBanus. B koTopom yacy oTxo-
AAT NapOMbl U CKONbKO BPEMEHHU 3a-
HUMaeT nepenpasa’

®au Peppuc: Mapom OTXOAUT KKALIA Yac,
nepenpasa 3aHMMaeT npumMepHo 1 4ac
15 MUHYT. Bbl Ha MalmHe?

P. M.: [la.

®. @.: KakoBa gnuHa TpaHCNOPTHOrO Cpel-
CTBa, €CTb /N Yy BAC GaraxHuK unm
npuuen, Hanpumep asTodyprou?

P. M.: Y MeHs 06biuHbIi cepaH, 6e3 barax-
HUKa Ha Kpbllwe.

®. @.: Moxer 6biTb, BaC 3auHTepecyer Ta-
pud «Kny6 Mniocy, y Hac ectb cne-
LManbHas ycnyra ans 6u3HecMeHoB.

P. M.: MpekpacHas MbiCnb.

®. ®.: A BaM BLIWAI KBUTAHLMIO, KOTOPYIO
Bbl NpepbABUTE MO Npuespe. Mocne
NacNOPTHOTO KOHTPONA W TaMOMHM
Bbl IO/KHLI NPOATKH K npuyany 15.
Kak Bbi onnatute?
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P. M.: KpeautHoit KapToukoil, 3anuwuTte
MOV HOMep...

BpoHupoBsaxue Homepa B rocTUHULE

no renepoHy

B.X.: Otens «ben» k Bawum ycnyram.

A. Cmur: A xoten 66 3a6poHupoBaTh HoMep
Ha OAAHOrO YenoBeKa C BaHHOW Ha
damunuio Cmur,

b. X.: KoHeuHo, r-H, ¢ kakoro yucna?

A. C.: C 16 nioHs, Ha ABe HOYM.

b. X.: K coxaneHuio, y Hac HeT Gonbuwe
mecT Ha 17-oe.

A. C.: JlagHo, B TakoM cny4ae s npuepy
15-ro Ha 2 Houu.

b.X.: BaM HyXeH NOHbIA NaHCMOH UK
nonynaHcmon?

Al. C.: Nonynauncuon, noxanyiicta. Kakue y
BaC pacueHku?

b. X.: 44,50 yHTa CTepnuHroB 3a HoMep Ha
OfHY HOYb, BKNoyas HAC u anruii-
CKWUI 3aBTpaK.

A. C.: B Homepax ecTb KOHANUMOHEP?

b. X.: K coxanenuio, Her.

A. C.: 370 HecTpalwHo.

B.X.: Wrak, r-H Cmut, Mbl 6poHupyem opa-
HOMECTHbI HOMep Ha ABe HouM C 15
UIOHSA.

4. C.: Bbl MOXeTe npucnath MHe NUCbMEH-

Hoe noaTeepxaeHue?

B. X.: KoHeuHo. Mory 5 y3HaTb Bawe ums,
HOMep chakca MM Bal NOYTOBbI
aapec?

A. C.: KoHeuHo, ... l npuegy nosgHo, Bbl
MOJKeTe COXpaHUTb 6poHb go 21.30?

b. X.: Pasymeetcs, HO 3a NO3gHMI Npuess

Mbl npocum BHecTn 3anor. Kako#
* HOMep Ballei KpeAUTHOW KapThl?
C.: 03314535
. X.: Cnacu6o 3a 3BOHOK B OTesb «beny.
Do BcTpeun.

8 Pa3memenue 3aka3a

Knuenr: 3gpascrayiite, ato Tpaguwann
Tyn3?

Tenedonuctka: [1a, 310 Tak. Yem Mory no-
MOYb?

Knuenrt:  xouy pasmectuts 3akas.

T.: OcraBaiiTecb Ha IMHUM, NOXKaNyiicTa.
A Bac coepuHio co cnyxboit 3aKka3os.

Cnyxawuis: Cnyx6a 3akasos, 8 Bac caywaio.

Knuent: Mol nonyynnu Baw karanor Ha npo-
WO Hepene, u A xoTen Obl 3aKa3athb
HEKOTOpbIE WHCTPYMEHTHI,

Cnyxawmii: KoneuHo. Bel MOXeTe MHe cKa-
3aTb KatanoxHelit Homep?

Knuent: Mopoxpaute, 2 nocMotpio ... Utak,
ABOE HOXHML ANA AepeBa, HOMep
0830; aneKTpoHHas Apens, HoMep
0942 n monotok, Homep 0845.

Cnyxawuit: 1 odopmnio 3akas. [lsoe HOX-
Huy no $5,60, gpens 3a $137,20 u
monotok 3a $13,72.

Knuent: Bol He Mornu 6bi npoBepuTh LeHy
Apenun? OHa noBbicunack?

Cnywawmii: Y Hac age mogenw, r-H. Mogens
N2 0942 - Boicwero KayecTsa.

Knuenr: Bol npaBbl, HaM HyXHa UMEHHO Ta-
Kas.

Cnywawui: A noareepxaaro 3akas? Kak Ha-
3bIBAETCA BALA KOMNaHUA U KaKOM y
BaC aApec, Uau Bbl y)Ke OTKPLIYU Y
Hac cyer?

Knuent: 310 KOMnaHusa Pyd Peau N1a., Ho-
Mep Hauwero cyeta - 764/RR.
Cnyxawun: Xopowo, a aapec: Kapnentepc

Poyn B Telokcb6epu?
Knuenr: MpasunbHo. Pa3 310 NoBTOPHBIA
3aKas, MOXET, CAenaeTe HaM CKUAKY?
Cnyxawuis: K coxaneHuio, 370 He B npasu-
nax Hawen komnaHuu. Ho Mbl MOXKeEM
BaM NpeAoCTaBUTb KpeauT Ha bonee
DNUTENbHbIA CPOK.

Knuent: Cnacubo, HaM CPOYHO HYXHbI 3TH
ToBapel. Bbi MOXeTe NOAroTOBUTHL
3aKa3 ¥ OTNPaBMTb HaM WUX TOT4aC
we?

Cnyxauwmii: K coxanenuio, CpoK NoCTaBKu
COCTaBNfAeT iBe Hepenu, Ho A yTou-
HIO B NPOW3BOACTBEHHOM OTAEne.
BeposATHO, Mbl CMOXXeM BaM NpUcnarb
TOBap He NO3JHee KOHUA MecAua.

Knuent: Mocrapaiitecs, noxanyicra.

Cnyxauwmit: Kak noCTaBuTh TOBAp - N0E3A0M,
aBTOTPaHCMOPTOM UMK CaMONeTOM?

KnuenT: [lymaio, camonetom beictpee BCe-
ro.

Cnyxauiuii: 3a fOCTaBKY CaMONETOM HyX-
Ho BypeT 3annatuTb HebonbILYIO CyM-
My, YKa3aHHylo B cyeTe-(aKType.

Knuent: Xopouwo, A BaM BbiCblNalo NoATBED-
XaeHue 3aka3za no ¢akcy. Cnacubo
33 noMolb.

Cnyxauwmii: Cnacn6o 3a 380HOK. [lo cBMAR-

HUA.

9 Pemenne npodJem

UHoraa cayvaetcs, yto owmbatorcs

HOMEepOM WAM ero Habupatot

CAMLLKOM 6bICTPO!

Tenedoxuncrka: Komnanus [xoyHc 3Ha bo-
VHC, K BalWUM yCayram.

VYunn bnaiic: 3apascrsyiite, s xoten 6ol No-
roBoputs ¢ Hangxenom [IXOyHCOM.

Tenedonucrka: He sewaiite Tpy6ky, noxa-
nyicra... K coxaneHuto, y Hac HeT
HUKOFO C TakuM uMmeHeM. Kakoi Ho-
Mep BaM HyXeH?

V. b.: 012527 9345

T.: K coxanenuio, Bbl owubancs. 310
012 527 9344.

V. b.: W3BunuTe 3a 6ecnokoiictso. Jlo cau-
AaHus.

T.: [lo ceupaHus.

WHoraa co6eCceAHMKA NMAOXO CABILLHO.

A. lToTbe.: 3npaBcTByiiTe, MOTY A NOrOBOPUTL
¢ NMpucuunnoit Kaktou?

T.: W3BMHUTE, HAa TMHNK NOMEXH, A BaC
He OYeHb XOPOLWO CAbily.

A.T.: Mory s norosoputsh ¢ Mpucunnnoii
Kaitton?

T Ha nuHun noMexu, f BaC He Cabliy.

A.T.: Al 3B0HIO C MOBUNBHOIO, C HEro He
BCeraa Xopowo cnbiwHo. Mue Hyx-
HO norosopuTsb ¢ Mpucuyunnoit Ksit-
TOH.

T.: A, Tenepb nyuwe. He mornu 6bl Bbl
cKa3artb no byksam?

A.T.: M-p-u-c-u-u-n-n-a K-3-#-1-0-H.

T.: He mornu 66l Bbl FOBOPUTbL rpoMye?

A.T.: M-p-u-... He Bewaiite Tpybky, A eay
B TyHHene!

T.: Sl He NoHANa, YTO BbI Ceiyac cKasa-
NW, He MOrNY Obl Bbl TOBOPUTL NOMEA-
neHxee?

T.: OH oTcoeaununcs!

OKQ3QaBLIMCH HQ BePLUNHE XOAMA,
MOXXETe CAeAdTL eLe OAHY NONbITKY
(pasymeertcsi, eCAM Bbl HE 30 PyAeM).

A. T.: 3ppascrsyitre, 370 onATb ApHo [oTbeE.
Hac pa3veguHunu. Mory s noroso-
pute ¢ Npucumnnont Kaiiton?

T.: fl nNOX0 roBopIo NO-aHrNUIACKY. lo-
BOpUTE, NOXanywcra, NoMeaneH-
Hee.

A. T.: Npucuunny KaiiToH, noxanyicra.

T Kakoit y Hee HoMep?

A.T.: 4049.

T He Bewaitte TpybKy, Noxanyicra...
K coxaneHnuio, y Bac, HaBepHoe, He-
npaBUNbHbIA HOMED.

A.T.: A nepe3BoHio no3xe.
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10 YcTaHoBJIeHHe KOHTAKTA
NMUCHMOM

Hanpasute 3anpoc no nosoAy pa6otsi
YBaxaemas r-a, ysaxaeMbli r-H!

B oTBer Ha Balwe o6basnexue 8 [3iinu Mann,
npeanaraio CBOI0 KaHAMAATypy Ha MecTo
HayanbHuKa otaena cHabxenus. Nocne-
AHWe 8 neT 7 paboTan NOMOWHUKOM Ha-
YanbHMKa OTAENa CHabxeHUa B OfHOM Me-
CTHOW KOMNaHuu. Mo NUYHLIM NPUYUHAM B
cnepyloliem mecsue s JOMKEH nepeexathb
8 JlonpoH. Ha HacToswem mecte paboTsl A
OCYLECTBNAIO KOHTPO/b 33 3aKa3aMu, yyeT
TOBapa, BeAy peecTpbl, a Takxe obecneuu-
BAl0 yNpaBNeHue CKnagamu U cnexy 3a
3¢ dexTuBHON paboToit cknagckoro obopy-
A0BaHMs. '

[Jlo 3toro 5 6bin cTaxepoM B KOMNaHMM AH-
Nepaorc U 3aKOHYUN KypCbl NO OpraHu3aLuu
1 yNpaBieHUIo CKNagos.

Mue scerpa HpaBunocb NnpeofoneBarh Tpya-
HOCTYW, BO3HMKAIOWMNE NPU HANAKUBAHUM
3¢ exTUBHOIO HyHKLUMOHMPOBAHUA OTAENA
CHabXeHus, a TaKKe NpUBAEKAeT NOCTOAH-
HasA Heob6X0AUMOCTb ero CoBeplUIeHCTBOBA-
HWA U NPOBEAEHUA KAYECTBEHHOIO aHanM3a
Kaxcgoro 3tana paboTel 3aBoga. f aymaio,
4TO MO npodeccUoHanbHblit ONbLIT gocTa-
TOYHO BENIMK U MOXeET ObiTb NoNe3eH Bale-

" My NpeanpuATHIO.

Al rotoB paboTaTb no cy660TaM u CMeHaMu.
Y meHa ecTb anyHbin TpaHcnopT. loTtos
npuiiTh Ha cobecegoBaHue B no6oe BpeMs
¥ NpUCTYNUTL K paboTe HeMeaneHHo. Mou
npexHue n HacToawue paboroaarenu npe-
AOCTABAT BaM HeobxoauMble peKoMeHpa-
uuu. B npunoxeHuu Bbl HanaeTe Konuio
Moero pesiome ¢ 6onee NOAPOGHLIMU CBe-
AeHUAMM.

B oxupanumn Bawero oTeera, € yBaXeHuem

ceee

11 3anpoc undopmanun

CaeAarb 3anpoc

Al BaM nuwy No noBoAy accopTUMeHTa Ba-
Ww1x TOBapoB U3 nepepaboTaHHoii Gymary,
KOTOpYIO A BUAEeN HeaBHO Ha BbICTABKe B
HeodayHaneHge. Mol 661 X0Tenn nonyyuTh
6onee noapobHbie cBeAEHUA O Bawed npo-
AYKUMH.

bynem npusHaTenbHbl, €CAU Bbl BbIWAETE HAM
Balll NPanc-nuUCT, a TaKKe uMeloluecs 06-
pasubl.

B oxupanuu ckopeiiwero cotpyaHuyecrsa
C BaMMU...

OrtBeT Ha 3anpoc

B oTset Ha Bawe nucbMo ot 21 dheBpans Ml
6naropapum Bac 3a MHTEpeC K Halium ToBa-
pam 13 nepepaboTaHHoii bymaru.

B npunoxeHnuu Bbl HaiieTe oauH 3K3eMmn-
NAp Hawero nocnefHero Kartanora, rge npeg-
CTaBAeHa BCA ramma npoayKUMKU U3 3KONO-
rUYecKkn YnucToi Gymaru — KOHBepThi, 3a-
NUCHBIE KHUXXKKM U Apyrue nucyebymaxHole
TOBApbl BLICOKOrO KayecTsa. fl ysepeH, Haluu
TOBapbl BAM NOHPABATCA.

MpeaAOXeHue
AAbTEPHATUBHOrO BAPUAHTA

C coxaneHuem coobuaem Bam, 4yto ToBapa,
KOTOpPbIA Bbl 3anpalinBany, B AaHHbI MO-
MEHT B HaNUYMW HET: OH 3aMeHeH Ha... 03-
HaKOMUBLIUCH C BYKNETOM, Bbl NoiiMeTe, 4TO
HOBas MOJeNb UMeeT NPeUMyLLecTBO B ... U
BMOAHe KOHKypeHTocnocobHa. K gaHHomy
nUCLMY npunaraio Heckonbko o6pasuos,
4yT06bl Bb CMOMNU y6eauTLCA B KayecTse
u3genun camun. Ecnu Bam notpebyerca go-
NONHUTENbHAA MHGDOPMALUA, HEeNpeMeHHO
obpawanTech K HaM.

B oxunpaHuu nonyuutb ot Bac oteet B 61u-
XaWilee BpeMms....

12 Bo300HOB/IeHHE KOHTAKTOB
U npexbsBieHne peKJaManui

Mocae noceleHna KAMeHTa

fl BaM NWuwy No NOBOAY MOEr0 NoceleHns
Komnaxuu MNetTon3 13 mas.

MHe noKa3anock, 4To Bbl 3aMHTEPeCoBaNUCh
Hauweit ynakosKoii Packatoys, u camo coboit
pasyMeeTcs, Mbl NPUAEM K COrNaleHunio no
noBofy CPOKOB W ycnoBHit onnartbi. Mo Bo3-
BpalleHUN A BbICNAN BaM HAWMK peKnamHole
npocneKThl U Npainc-nucThl. Tak Kak oTeeta
OT BaC He NOCNeAoBano, f xoten Gbl 3HaTL
Ballle MHEHMe NO NOBOAY Hallei NPOAYKUUK.
l 6yay 8 AHIKUM BO BTOPOM NONOBUHE UIOHA
u 6bin 66 pag BO3MOXHOCTH BCTPETUTLCA C
BaMy ele pas.

MpeAbsBAEHUE peKAaMaLMK

Mbl noaTBEpXKAAEM NONYYEHME TOBAPOB, 3a-
Ka3aHHbix y Bac 1 despana 2003 ropa. K
COXaneHuIo, fOMKEH BaM COOBIUT, 4TO Mbl
COBepLWEHHO He yA0BNETBOPEHbI KaK nony-
YEHHbIM TOBAPOM, TaK U KayecTBoM obCny-
wusaHusa. Npexpe Bcero, pa3meuwas 3akas,
Mbl OFOBapWBANH, 4TO TOBAPbI AOMKHBI NPUiA-
TH He no3gHee 30 mapra. Maptus npnbeina
TONLKO BYEPA, U B pe3ynbrate Mbl NOHeCHH
cepbe3sHbiit yuep6. Kpome 370ro, Mbi 3aKa-
3anu 50 3aNUCHBIX KHUXKEK, a NOAyYnNn
tonbko 30. U3-3a nnoxoit ynakoBKy 3arHy-
NNCb YINbl CTPaHUL, @ HEKOTOPbIe 3anUCHbIe
KHWKKU MCNayKanucb. B cBA3U C 3TUM Mbl
TpebyeM CKMAKY Ha 3Ty NapTUIO U 3aMeHy
TOBapOB Hey0BNETBOPUTENLHOTO KauecTea.

3aAepXKa NOCTABKU

20 uioHa 2003 ropa Mbl BaM npucnanu 3a-
ka3 Ha 100 koMnnekToB nucyen bymarn v
KOHBEpTOB.

Xota Ham 6bino obewaHo, yto ToBap byaet
noctasneH B TeyeHue 30 AHei, Mbl fO CUX
nop HUYEro He NONYYUNU.

He Mornu 6bi Bbl NPUHATbL MEPbLI U BbICAATHL
Hal 3aKa3 c 06paTHOM NoYTON?

13 OTBer Ha pexIamMauuIo
M ee yIOBJETBOPEHHE

Ml noayunau Bawe NUCbMO OT 4 anpens, B
KOTOPOM Bbl JKanyeTeCb Ha 3afiepxKy no-
CTaBKM ¥ NOBpeXAeHHble 3nenus (3axas Ne
AB/394).

Mpexpe Bcero NPUHOCHUM UCKPEHHUE U3BU-
HEHUA 32 HaHeCeHHbIN yuep6, BbI3BAHHBIN
TpexHeaensHoii 3a6acToBKOM 3KCneanTOp-
CKOit cnyk6bl. B kKavecTse KOMNEHCALMUM Mbl
rOTOBbI 3aMEHUTb MCNOPYEHHbI TOBap Gec-
nnatHo u Gyaem pajabl NPeAOCTaBUTL BaM
10-nNpOLEHTHYIO CKUAKY Ha 3TOT 3aKa3s u
5-NpOLEHTHYI0 CKUAKY Ha nioboi nocneny-
Iowun.

Eule pa3 NpoCUM M3BUHUTL HAC 3a Npuyun-
HeHHOe Heyno6CTBO U HajleeMcs, 4TO 3TOT
AOCafHbIA cnyyal He NOBAMAET Ha Hawwu
LeNoBble OTHOWEHMA.

14 Ha3HaueHne BCTpeYH
B MHCbMeE

Mpuraauexdne Ha KoHdepeHLuuio

KoHdepeHuus no Bonpocy pa3sBuTia ropoa-
CKOV NPOMbILNEHHOW 30HbI COCTOUTCA B Cpe-
ay 14.07.20...r. 8 14 yacos B 3ane Myxuuu-
nanbHoro coseta BunkoHctepa. flepep Haua-
nom KoHdepeHuuu B 12.30 byaeT AaH obep.
Ecnu Bbl He CMOXeTe NPUCYTCTBOBATH HA
KoH(bepeHUnH, Mbl OyAeM NpU3HATENbHDI,
€CNu Bb NepefiaguTe NpUrnallieHne ykasaH-
HOMY nuLy.

l-H/l-xa.......... Komnauma.........
Oynet / He byper NpUCYTCTBOBATb HAa KOH-
depeHuuu.

6ynet / He 6yaeT npucyTCTBOBATH Ha obepe.
lloBepeHHOCTb Ha UMS ...

e
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YeawaeMbiil r-H Moynxun!

Xouy coobwurb BaM, 4To 6yay B BUHKOH-
cTepe B cpeay 14 wions, u npepnaraio
BCTPETUTLCA M NPOAOIKUTL NEPeroBopsl
06 0TKpbITUM 3aB0AA. MHe 6bl X0Tenock no-
CeTUTb Ball 3aBOA YTPOM A0 COBpaHus B My-
HuuMnanbHom cosete. Ecnu 3To Bac ycTpa-
uBaerT, npowy 6biTb y cebs B opuce 8 8 ya-
COB ANA AENOBOro 3aBTpaKa C TeM, YTobbl
MOTOM NOCETUTb NPOU3BOACTBO U O3HAKO-
MUTLCA C HOBOW NPOAYKUMENA U NUHUAMU
cbopku.

Ecau bl He Bo3paxaeTe, 8 npuegy BO BTOp-
HUK 13 unions B latBuk 8 18.15 peiicom BA
301, tepmunan 1. He mormnu 6bl Bbl 3a6po-
HMPOBATL ANA MEHA Ha [iBEe HOYU HOMEp B
rocTMHULE nobanusoctu oT Bawero oguca?
Al Take nonpocun 6 BaC OpraHWU3oBaTh,
€Cnu 3T0 BO3MOXHO, BCTPeYy C BalUM Au-
PEKTOpOM Nno KayecTBy B 4eTsepr 15 uions
yTpOoM. fl TaKKe XoTen 6bi BCTPETUTLCA € AU~
PEKTOPOM MO MApPKETUHTY.

B oxupaHuu Bawwero noaTBEPIACHUSA, C yBa-
XeHuem 3aBapp MayHTeH.

YBaxaeMblit r-H MayHTeH!

Cnacubo 3a Bawe nucbMo. Mbl XaeM Bac B
cpefy 14 nions, u 8 BCcTpeyy Bac B [aTBuke B
18.15. Kak Bbl U npocunu, A 3abpoHuposan
ANA BaC OAHOMECTHbIA HOMEp B roCTUHHULE

- «CuBbio» Ha 2 HOYM. Sl fOrOBOPUNCSA O BCTpe-

4Ye C AMPEKTOPOM N0 KaYecTey B 9 4acoB yTpa
B YeTBepr.

B 0XXnAaaHUM BCTpeUU C BaMU, C yBaXKEHUEM
®pea Moynxun.

YBaxaemblit r-H Moynxun,

B oTBeT Ha Bale AUCLMO OT.. ., C COXaNeHu-
eM [oMmKeH coobuWnTs BaM, 4To He cMory
BCTPETUTLCA C BAaWWM UPEKTOPOM N0 Kaye-
CTBY B YeTBEPr yTPOM, KaK Mbl LOrOBapUBa-
Auck. Ecnu 370 BO3MOXKHO, nepeHecute

BCTPeYy Ha Beyep B cpedy B 19 4acos, MHe
370 60n1bWe 661 NOAOWNO.

MpuUHOWY CBON M3BUHEHNSA 338 NPUYUHEHHOE
HeypobcTBoO.

C ysaxeHuem, IaBapa MayHTeH.

YeaxaeMblt r-H MayHTeH!

B oTBeT Ha Balwe NMCbMO OT... CO0BLWal0 BaM,
4TO, K COXaNEHUI0, BCTPETUTLCA C BaMU B
cpepny sBevyepoM He cMory. Mpepnaraio nepe-
HEeCTVW BCTpeyy Ha yeTsepr 8 14 4acos v 6uin
6b1 pap po 31oro ¢ samu noobegats. Mpouwy
€o06WnTL, NOAXOAUT NU 3TO BaM.

C ysaxenuem, ®peg Moynxun.

15 Ilpoasuxkenue men

MapkeTuHr u pekaama

Mapx: Wtak, norosopunuce. Mel 3akoHuMM
U3yyeHue pbiHKA, ONpeaenunu TeH-
AeHUNK, NpeACTaBUTENU NONYYUIH
pe3ynbTarthl MCCNEA0BaHMA U MapKe-
TUHTOBLIA OTAEN NpeacTaBuN Npo-
AYKT Ha BbiCTaBKe. Y HAc Ha pbiHKe
€CTb CBOSA HULWWA, U, NOXOXKE, BCE CKNa-
AbIBAETCA XOPOLWO.

Dxxopax: [la, s coBepweHHO COmaceH, HO
He fiyMaellb N1 Tbl, 4TO HaM Nopa Nno-
Aymartb 0 nepcnekTuax? Mol gonx-
Hbl NpefBUAETD, YTO Byaem aenarb 40
¥ nocne BbIXOAA NPOAYKTA Ha PbIHOK.
HyxHo ynapute Maccy npobnem u
NUWb NOTOM ABUraThCA Aanbuwe. Ha-
npumep, Mbl JOMKHbI NOAYMATb Hag
nporpammon 4P unu kKomnnekcHom
nporpaMMoil MapKeTuHra.

Mapk: Xopouwo, 1 4To Tl Nnpegnaraews?

Dxopax: pexpe Bcero, Kakon TUN pekna-
Mbl Mbl BbiGepeM? EcTb CTONBKO BO3-
MOXHOCTEN: Npecca, peKnaMHble
06bABNEHUS, PAAUO U TeNeBUaEHNe.
Hapo onpepenutb rnasHyio uenb u

BbipaboTaTh cTpaterio: Gyaem nu Mol
OCYUWeCTBAATL KAMNAHUIO B MAcWTa-
6ax CTpaHbl, KaKUM TOProOBbIM TOHKAM
oTaaTh npeanouTeHue, Gyaem nu Mol
pacnpocTpaHaTb 06pasubl unu xe
caenaem npobHyo odepry?

Mapk: A norotun? Beapb y Hac yxe ecTb NoA-
XopAWuiA 06pas Mapku. Yto Kacaer-
CA Paauo U TenesUAEHUA, ByMalo,
nyywe UCNONbL30BaTh Pagno, a He
peknamy no TeneBuAEHUIO B Yacbl
Haubonbuero npocmMoTpa. f yxe no-
06Wancsa ¢ HeKOTOPbIMU KYPHANUC-
TaMu, OHU CAENAIOT HaM peKnamy.

Dxopax: CornaceH. fl ayMalo, MOXHO TaK-
)K€ UCNONb30BATb peKnamy B raHLe-
BbIX XKypHanax u rasertax.

Mapk: MoxHO TaKe pacnpocTpaHaTh 6ec-
nnatHbie 06pasupl B Cynepmapkertax
¥ AaTb PeKNaMmy B TOProBbIX TOYKAX.
[lymaio, He CTOMT MCMONL30BATL Ha
3TOT pa3 Yenoseka-peknamy. B npo-
WAbIYA pa3 3TO He nowno.

Joxopax: HyxHo Takxe nopymats o 6poc-
KOM PEKNaMHOM CNIOTaHe, Thl 3Haelb,
4yT0-HMbyAb TMNA «OAMH 6aTOHUYMK
«Mapcy» - ¥ Tl B NONHOM NopaAke
...», 4To-HMOByab B 3TOM pope!

Mapk: Xopowas Mbicnb, AaBaiiTe 06MO3ry-
em! A ecnu NpoBecTH peKNnamHyto
KaMmnauuio?

Roxopax: Toxe Hennoxo. MoxHo 06paTuTb-
CA B peKnaMHoe areHTCTBO: BAPYF
OHU NOAKMHYT HaM Xopolue uaeu.

Mapk: Y MeHs reHuanbHaa MbiCib: He Hai-
TH M HaM CNOHCOpa? B KOHUE KOH-

L{OB Hall NPOAYKT HaBepHAKA NOMO-
WeT depMepam BbIATH M3 KpU3uca.
CnoHcop No3BOAUT HaM CIKOHOMUTL
Lenoe cocTosiHue.

Joxopax: A 3aiMych 3TUM BONPOCOM, U Mbl
06 3TOM elye NOroBOPUM.

Mapk: W, HakoHel, ynakoeka. locnepHuii
NPOAYKT, KOTOPbIV Mbl BLIGPOCHNM Ha
PbIHOK, 6bIN NN10X0 YNaKoBaH. Ha ator
pa3 MHe 6bl xoTenocs, 4To6bl ynakos-
Ka 6bina Ha CaMoM gene npueneka-
TeNbHOM.

Mxopax: OueHb xopowo. fl 3aiiMyce BCeM
3TUM, U Mbl BCTPETUMCA Yepes Hepe-
nio. Tebs 3T0 ycTpausaer?

Mapk: Yepes Hegento? fl xay Tebs c npea-
NIOXEHUAMU YXKe B KOHLE 3TOi He-
nenn!

16 Bripaxenue 0JaroaapHoCTH

OduumabHbie NUCbMA
C BbIpOXXeHUeM 6AaroAQpPHOCTH

1. Mel ropsyo 6narogapum Bac 3a yyactue
8 EBponeiickom coBellaHuu no npasam
EHLUWUH, KOTOpoe COCTOANOCh Ha Npo-
wnoit Hepene. Bawe apryMeHTUpPOBaH-
HO€ U OpUrMHanbHOEe BLICTYNJIEHUE Ha
TeMy NpeaoCcTaBAeHNUA PaBHbIX BO3MOX-
HOCTe# XeHUMHaM BbI3BaN0 OFPOMHbIM
WHTepec ¥ 6bIN0 BLICOKO OLEHEHO BCeH
ayauTopueit. byaem paasl onybankosate
Baly KHury B 6nuxaiiem Gyayuem.

C yBaxeHueM...

2. Ewe pa3 cnacubo 3a npurnaweHue Ha

YKWH B NPOWNbIA BTOPHUK. YroweHue
66110 BKYCHbIM, ¥ 6bIN0 NPUATHO BCTpE-
TUTb HOBbLIX Nl0gen M NO3HAKOMUTLCA
no6auxe ¢ AHrnueit u aHrnuyanamu. fl
BepHynca B [epMaHuio u C HeTepneHu-
eM XAy Chepylowero Bu3uTa B Bawy
CTpaHy.
Noxanyicra, npeaynpeanTe MeHa 3apa-
Hee O AHe Bawero npuespa Bo ®PpaHk-
¢ypT, 4T0bbI A CMOT OTONAropapuTh Bac
33 Balle rocTeNnpUMMCTBO.

C yBaxxeHuem...
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AnyHoe NUCbLMO C BbipAXKeHUeM
6AaroaoapHocTH

Dloporue bunn u [weitn, xouy nobnaroga-
puTh BaC 3a pajgywHbId NpUeM B npownsle
BbIXOAHbIE. BbiN0 OYeHb NPUATHO BaC NOBU-
Nath, BAC M BaWKX AeTeil, OHU TaK Bblpocnu!
Bul 350poB0 GnaroycTpounu caoe Xunuuye -
MONOALbI!

Ha o6paTHOM nyTH Mbl YTKO HaMyYNAUC:
ROXAb NUN KaK u3 Befpa, u wocce M 25 6bin0
3abuto po oTkasa (kak scerga!). CerogHs
yTpom flutep yneten Ha aBe Hepenu B O6ve-
AnHeHHble Apabckue IMuparsl, a feTu sep-
Hynucob B WwKony. Tenepe B gome Tuxo. Ha-
DieloCh, Bbl CKOPO NpUefeTe K HaM, 1 elue pa3
cnacubo 3a noTtpsacaiowue BLIXOAHLIE, MbI
KNacCHO OTAOXHYNHU.

Lienyio. Capa.

17 OtnpaBska ¢akca

MpeAbasAeHMe pekAaMauumn

llanka ¢hmpMeHHOro GaaHKa KoMnaHuu
BHumanumio ...  Ucxopsawuii Homep:
Komnauusa ...  Jara:

KonuyecTtBo cTpaHuL, BKNoYas AaHHyI0.

MHe cTano u3BecTHO, YTO cyeT-daKTypa
N2 89764, nognexalumit onnate 12/06/2003,
BCe ele He onnayed. Mpowy Bac yperynu-
poBaTb 3TOT BONPOC B KpaT4YaniWmuii CpoK.

C yaxeHueM, [xoH [KoyHC.

PasmelteHue 3akasa
YBawaeMmbii r-H ...!

Bnaropapio Bac 3a nuceMo oT 18 uioHS, C
KOTOPbIM A1 NOAYYUN IK3EMNAAD BaLLEro NOC-
NefiHero Katanora, npaic-nucT u o6pasubi.
C ynoBonbCTBMEM COOGIAEM BaM, YTO BalK
YCNOBMA HaM NOAXOAAT, U Mbl xoTenu 6ol
pa3MecTUTb y BaC nepBbIi 3aKa3, a UMEHHO:
500 koHBepTOB (KpeMoBOro useva), no 10
neHcos 3a ynakosky (aptukyn N 60032)

1000 nucToB Gymaru (kpemoBoro usera) no
39 nexcos 3a ynakosky (apTukyn N 60034)
50 3anucHbIx KHUXKeK (C hupMeHHoit 06-
NoxKoit) Habop no 50 NeHCoB 3a yNaKoBKy
(apTukyn Ne 60079).

lIpumMeyaHue: Mbl PaccyUTHIBAEM NOAYYUTL
3TV ToBapbl He no3aHee 30 uiona.

bynem Bam npu3HaTenbHb 3a nogTeepKae-
HWe NoNyyeHus 3aKasa.

WUckpeHHe Baw...

18 BponupoBanue HoMmepa...

BpoHUpOBaHUE HOMEepa B rOCTUHULE
VYBa)kaeMsblii r-H ...!

B npoponikexue Hawero TenedoHHOro pas-
roBopa Ha npownoi Hegene xo4y 3abpoHu-
poBaTh OAHOMECTHbIA HOMEp C BaHHOI Ha
TPU AHA, € 6 no 9 nioHa 20... Ha uma XaHa
Jlyn Kopdapa.

byny Bam npusHateneH 3a noaTBEpKAEHME
6poHM ¢ 06paTHOM NOYTOM.

bpoHuposaHue Homepa B rOCTUHULE
AAS KOHepeHuum

YBakaemas r-)a, yBaxaemblii r-x!

bnaropapio Bac 3a peknamHbiii npocnekr
Ballero oTens, KOTOPbIA Bbl MHE NpUCNANy.
Al Bam nuuwy, ¢ Tem 4T06bI 336pOHMPOBaATD
12 0HOMECTHbIX HOMEPOB C BAHHOW KOM-
HaToi C NoHeAenbHUKa 12 HoA6pA no yet-
Bepr 15 HOABPA BKNIYNUTENLHO (TO eCTb Ha
4 Houu) ans kamnanuuu Aerodynam Inc. Ham
Heob6XOAMM NONHBIA NAHCUOH C eBponeic-
KM 3aBTPaKoM. He mornu 6l Bbi COOBWMUTD
MHe NbroTHble Tapudbl ANA rpynn 1 yTouy-
HUTb, BKIOYEHbI 1K HANOrU B LeHy. fl xoTen
6b1 Takoke 3abpoHupoBaTh KoHbEpeHuU-3an
Ha BTOPHUK 13 1 cpeply 14 HoA6psA co BceMm
obopynoBaHueM, Bknoyas MHtepHer. Ham
notpebyercs obes 6€3 CNUPTHLIX HANUTKOB
13 1 14 HoA6ps, 1 A 66in 66l BaM Npu3HaTe-
neH 3a Yaii u kode B 11-00 n 16-00.

MNpunaraio K NUCbMY YeK Ha CyMMY 3aAaTka
ans 6poHMPOBaHMA U NpOUY BbICNATL NOA-
TBEpMKAeHMe 06paTHOW NOYTON.

MoatsepxaeHue 6poHN

Cnacubo 3a nucbMo.
C yaosonbcTeMeM NOATBEPXAAEM 6POHL Ha
3 AHA € 6 N0 9 nioHA 20..., Ha UMA ...

AHHYAMpOBAHKE GPOHU

K coxaneHuio, 3 BLIHYXAEH aHHYNUPOBaTbL
6poHb Ha UMsa r-xu JleMapk Ha 16 pekabpa
B cBA3M ¢ 3abacToBKOW 6eH303anpaBlUMKOB.
Npowy NPUHATL MOM U3BUHEHUA 33 NPUYU-
HeHHoe HeynobcTBo.

C yBaxeHuem,

19 UnrtepHer

Ha nomouys!
Kak 3ta wryka pa6oraer?

fappu: Cannu, Tol MOXELUb MHE NOKA3aTb, KaK
pa6otaet UnTepHet? Kaxpabint pas,
KOTAa A CAbIWY «NAYTUHAY, «CeTb»
MAW «Na3uTb NO CETU», MHe NPUXo-
AAT Ha YM nayku, peiba u madua. U a
COBeplWeHHO 3anayTan B pa3Hblx COM
u npounx www! A «HeTUKeT», YTo
3To?

Cannu: Tl Befib yMeellb N0Ab30BATLCA KOM-
NbIOTEPOM, He TaK n?

fappu:[a. Al ymeto paboTaTb C TEKCTOBbIM
PeaaKTopOM, U BCE MOM CHETa B 3/1eK-
TpoHHOW Tabnuue. Mo cbiH paborta-
eT B oTAene UHPOPMaLUOHHbIX TeX-
HONOTWI, OH 3aHWMMaeTCA HOBbLIMU
pa3paboTKamu, 3T0 HaCTOAWMA ac B
uHdopMaTuke. Y Hero ecTb HOYTOYK,
ay meHs Bcero auwb NK.

Cannu: 31010 BNONHE AOCTATOYHO. Ans Ha-
yana, 4to Tl MOXeuwb Aenatb B Uu-
TepHete? Monb3osarbcsa World Wide

Web (oTKyna uHUUMaNLl www, uan
web gna kpatkocTu), T. €. MUpOBOI
CeTblo, MOXeLb NOCHINATL U NoNYYaTh
3NeKTPOHHbIE COO6WEHUs (MK 3nek-
TPOHHYIO NOYTY), Tol MOXeElWb lenatb
nokynku, 6ecefosartb C NIOALMYU ¢
AaXce NoNb30BaTbCA web kamepoi
(webcam) pns oTnpaBneHns OTKpbI-
Tok! KOHeyHo, BCe pa3BUBAETCA Tak
6bICTpO, 4TO He ycneaulb.
fappu:[lloka s BCce NOHUMAIO.

Cannun: WuTepHeT - 3T0 MUPOBaA KOMMbIO-
TepHasn ceTb, 06beiHEHHas npu no-
Moty TenedoHHON, kabenbHOW U
cnyTHUKoBOI cBA3M. Korpa Thi nonb-
3yewbCcs OfHUM M3 KOMNbIOTEPOB
AN BbiXOAa B IHTEPHET, Tbl B PEXU-
Me «OHnaiH». Ecnu Tebe HyXHa UH-
dopMaums, Thl OTKPbIBAELLL HYXHYIO
CTPaHMUUY MNM 3aXO[MWbL HA CalT.
Bce 3T0 u Ha3blBaeTcs «nasuTb no
WnTepHety». UHTepHeT 0cobeHHO
npuBneKaTeNieH TeM, YTO CBA3b UH-
TepaKTUBHA: Tbl BCTpeYaewbecs ¢
NIOAbMU, pa3roBapuBaetlb C HUMU U
obMeHMBaewbCs coobWEHNAMMU.
Moxewb BXOAUTb B NOYTOBYIO Fpyn-
ny, NOACOEAUHATLCA K 4aTy (canT
BCTPeY), K AUCKYCCUOHHOIA CTpaHuLe
unmn 6biTb B cnucke paccoinku. Kpo-
Me 3TOro, Thl MOXELWb UrpaThb B INeK-
TPOHHbIE Urpbl, N0b30BATLCA PU-
HAHCOBLIMM yCyramy, BolbUpats, rae
NPOBECTU OTNYCK, AeNATb NOKYNKMK. ..
Haxan Ha kHonKy - u nepes To60i
BeCb Mup!

Fappu: A 4TO HYXKHO, YTOGLI NOAKNOUUTLCA?

Cannu: na Hayana Heo6Xo0AUMO UMETH
KoMmnbloTep, Uuudposon Tenesnsop
MU CNYTHUKOBLIH TenedoH. HyxeH
TaKe MofieM u, ecnv Tol bygewnb no-
ponry cugeThb B IHTepHeTe, COBETYIO
ADSL, oH obecneynsaeT BbICOKYIO
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cKopocTb goctyna. 3ateM Tebe noHa-
BOOUTCA NOCTaBIYMK AAHHBIX UK
nposanpep. Tbl CpaBHMUILL UX U Bbi-
6epews, koTopsiit Tebe 6onbwe nog-
XOAMT.

fappu:0pHako Bce 370 notTpebyeT 60nbLWMX
pacxopos.

Cannu: 3aro noToM Bce GyaeT B NONHOM NO-
papke. Te6e Takxe noHapobutcs
nporpamma ana pabotsl B UHTepHe-
Te. Ho ecau Tbl KynuwWwb KOoMNblOTEP
NOCNeAHEro NOKONEHUA, OHA yxe
6yneT B Hero 3anoxeHa.

lappu: Yaenu MHe ele MUHYTOYKY: «TOYKA
KOM», 4TO 370 Takoe? CTonbko pas
cablwan.

Cannu: MHorue appeca 3akaHuuBaloTCA
«TOYKA KOMY, (KOM - 3TO COKpaLLeHue
OT KOMNaHuu).

fappu: 3HayuT, # CMOry NOCbINATh 3NEKTPOH-
Hble coobuierHuns?

Cannu: [la, 2 Te6e notoM nokaxy. Kcraru,
4TO6bl 3aXOAUTL HA YaT, BO3MOXHO,
Tebe NOHaKoOGUTCA 3arpy3nTb He-
6onblwyto nporpaMmy B KoMnbioTep.
Hy, 4t0? Bknio4um komnbloTep U No-
npobyem?

fappu: A rotos! A Tenepb paccKayu MHe
PO XaKepoB U KOMNbIOTEPHbIE BU-

pychl.

20 DaeKTpoHHOE COODIIEHHE

OduumanbHoe

AAeKTPOHHOEe coobuieHne

OT: pmHaHCOBLIK OTAGN @...

Komy: Pobept MuHtep@aol.com

Konus gna: mikemoney @...

Tema: OuHaHcoBbli oT4yeT 33 2004 T.

3710 coobweHue COAEPHKMUT KOHPUAEHUU-

anbHyio uHpopmauuio. OHO npegHasHave-
HO KOHKpeTHOMy nonyyarenio. Ecnu sbl um

He ABNAETeCh M He MMeeTe pa3peleHus
YUTaTb 3TO COOOLEHUE NO NOPYYEHMIO NO-
nyyatens, Bbl He ONKHbLI HU UCNO/b30BATD
ero, HU KONUPoBaTb, HU NepefaBaTb KoMy
6bl TO HUM 6bin0. ECAM B NOAYYMAN 3TO CO-
obuienune no ownbKe, NocTaBbTe B U3BECT-
HOCTb oTnpasuTens. Cnacubo 3a coTpygHm-
4ecTBo.

YBaaeMblit r-H MuHTep!

Mo Baweit npocbbe Hanpaensem Bam ¢u-
HaHCOBbI OTYET U OCHOBHbIE Te3UChI Balle-
ro BbICTynfeHus Ha cobpaHuu 8 [ioccens-
nopoe Ha byayuei Hegene.

6 mas: ExxerogHoe cobpaHue akuMoHepos
31 pekabps: Koxey puHaHcoBoro roaa.

PassuTue 6u3Heca: cTaThb 1MAEPOM €BpO-
NencK1x NpoM3BoAUTENEN NO rOTOBLIM H/110-
nam. fhasHbIM 06pa3omM Npou3BOAATCA BO
Opanuumn u B Utanuu. 3aHato 6onee 5 000
cnyxawmx. [1ea oTAeNbHbIX CEKTOPA: OXNaX-
AeHHble NPOAYKTH / 3aMOPOXEHHbe Npo-
AYKTbI.

Lenu: pobutbca npubbINM akuuMoHepos,
npeeblwalowen 06wt cpegHU nokasarens
npubbinu npoussoauTenei nuwEeson npo-
MbllwneHHocTH ®paHuuum,

MNepcnekTuBbI: KNUEHTCKAA cnyxba - nog-
roToBKa W pa3BuTue - UHBECTULUM B Oyay-
wee.

Npouwy Bac coobwmnTb MHE, COrNacHb! N1 Bbl
C BbIWEU3NOXEHHBIM, KAK MOXHO ObICTpee,
C TeM 4ToObl OTNPABUTL TEKCT EXEerogHoro
oT4yeTa B TUNOrpacguio.

B oxupaHuv Bawero oTeera,

C yBaxenuem ...
HeoduuunaasHoe
3AEKTPOHHOE COoOobLeHune

Ot: solen@
Komy: charlien@

Konuio:
Mpeamet: Al B pexume OHNAAH!

Thi He NOBEPHULLb, HO Y MEHA NONYYNNOCH!
JleTn MHe aBHO COBETOBANIN NOAKNIOYUTD-
ca k WHTepuety, n Ha npownow Hepene A
Bbi3BaNna TexHuka. Moka MHe TpyAHO, HO A
yBEPEHA, YTO CKOPO CTaHy MPOABUHYTHIM
nonb3osarenem!

Ewe MHOroro A He MOHUMAIO: A3bIK He TOT,
Ky4a COKpalLeHHii, A COCTaBMNa Lenbii cnm-
COK, MOXeT, Tbl 06bACHMIb MHE, KOTAa y Tebs
Gyaer Bpems.

Hapelocb, Mbl CKOPO YBUAUMCS, U Thi MHe
06bACHU WD, KaK NONb30BaTbCA BIOKaMepoit

W CKaHepoM.

Bonbwoe cnacubo 3a NOMOLb.

-_
w
w



maBa 1

Ynpaxuenue 1

a) is — b) am - c) calling on behalf - d)
speak — e) speak to someone - f) received
/ got — g) asked me to - h) asked me to,
was — i) Speaking - j) tell, about - k) get -
1) it’s for you!

Ynpaxnenne 2 €1

1-g, 2-3, 3-i, 4-j, 5-¢, 6-h, 7-d, 8-f, 9-c,
10-b

masa 2

Ynpaxuenune 1

1-e, 2-i, 3-k, 4-g, 5-j, 6-¢, 7-b, 8-d, 9-f,
10-,, 11 -3, 12-h

Ynpaxuenue 2

a) Good, Can, help - I'd like to speak Hold,
put.

b) Good, How, help - enquiring - put,
through.

¢) Good, This is — speak, deals with - need.

d) speak - speaking - Good, calling.

e) Good, behalf, speak - afraid, hold, back
- busy, keep, Will - ringing.

maBa 3

ﬁpamueuue 1

3aBepuwenue becepsi: a,d, e, g, h, i, m
®opmynel npowanus: b, ¢, f,j, k L n, o

Ynpaxunenme 2

a) Could you give me your name, please.
b) Certainly.

c) I'm afraid / I'm sorry...

d) Could you hold the line.

e) I'm afraid the line’s engaged.

f) I'm enquiring / calling about...

g) This is Jacques Roumain.

h) Speaking.

i) I'dlike to speak to Mrs Pirandello.
j) MayItell him who's calling?

k) Ilook forward to hearing from you soon.

) Thank you for calling.

m) Not at all / You're welcome.

n) Good morning / afternoon / evening.
0) It was nice talking to you, goodbye.

Vnpaxuenue 3

1a,2b3b4a,5a,6b7a,8b9b
10-3, 11-b, 12-a.

maBa 4

Ynpaxuxenue 1

Hello, this is Bill Bulb from Mellow Lights
Ltd. The number’s 1494 765 982 (you'll need
to add 00 44 from abroad). It's twenty to
ten on Friday 19th July. We're ringing about
our delivery of dimmer switches, order
number 647923, reference number 000978.
We are sorry but there will be a delay and
the goods won't arrive until 16th August at
the earliest. We're doing our best. Please
call me on extension 4471 as soon as you
can. Thank you.

YnpaxHenue 2
- a),o0)

- 9)s)

- i), h),k),e)

- 1),d)

- q

- ¢)f).m)n)

= i)k p)b)

-

VYnpaxuenue 3
1-b, 2-e, 3-f, 4-d, 5-3, 6-C

masa 5

Ynpaxuenue 1

a) make - b) set up - ¢) would - d) conve-
nient / suitable - e) grateful - f) inconve-
nience - g) cancel - h) bring forward / put
back - i) forward - j) afraid

YnpaxHenue 2

c). f),3). 1), m), a), h), n), 0), e). d), i), b)
g). k)

VYnpaxsxenue 3

March:

a) Wednesday 2nd - b) Tuesday 1st - c) Fri-
day 4th - d) Saturday 5th - e) Wednesday
2nd - f) Thursday 3rd - g) Thursday 3rd -
h) Thursday 3rd - i) Friday 4th - j) Satur-
day 5th - 1) from Monday 7th to Sunday 13th
- m) Thursday 24th — n) Monday 29th Feb-
ruary or Monday 7th March - o) Tuesday 1st
- p) from Saturday 12th to Sunday 13th -
q) from Saturday 5th to Sunday 6th - s)
Thursday 10th - t) Thursday 17th

February:
k) from Monday 22nd to Sunday 28th - r)
Thursday 25th

YnpaxHenue 4

a) That sounds fine / That would suit me
fine.

b) Yes, Ican./No, I'm afraid I'm busy that
day.

c) Friday at 10 c’clock.

d) Yes, I look forward to seeing you.

e) Yes, that would be nice.

f) Noproblem, shall we say.../I'm afraid I
can't.

g) Of course, when were you thinking of /
Let me just look in his diary.

h) Thatwould be lovely / I'm afraid I'm tied
up that day.

i) Yes, that would be fine. / I'm afraid I'm
at a conference all day Wednesday.

j) How about my office? / I don’t mind,
what suits you best?

k) That sounds like a good idea. / I'd like
that very much. / I'd love to!

1) Thatwould be nice. /I always feel like a
drink!

m) Let’s say 11 in the morning.

n) How about 5, then?

VnpaxHenue 5

36b9c4d3e2f-1095h117
j-8

Vnpaxuenne 6

1. I'm afraid I have to let you down.

2. It doesn't really suit me.

3. Would you like an appointment for this
evening?

. Could we make an appointment?

. Moaxopur.

. Moaxopaur.

. The MD cancelled the meeting.

. Moaxopur.

. Delivery should be on 10th.

10. Cka3aTb NpoCTb «HET» 04eHb rpy6o!

O 00N, N

maBa 6

Ynpaxxuenne 1

a) cash - b) third - c) even - d) fifty - e)
odd - f) two — g) asset

Ynpaxuenue 2

.. speak to...
. speaking / calling, please?
.. calling about...
.. the line, please.
.. you through.
... keep you waiting

SO WN =
e e o e e e
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7....
8....
9' ee e

busy / engaged.
another line.
a message?

10. .... he/she be back?
11. ....the message.
12.....up, please?

13. ....back later.

14. ..
15. ...
16. ..

17.

20. ..

21. ..
22, ..
23..
24. ...
25. ...
26. ...
you.

... by fax, please?

... alot of time on the telephone.
29. ...
30. ...
31....
32,

27.
28.

VYnpaxuenune 1

. a message, please?

him I called?

. that back to you?

... the wrong number.

18. ...

19....
. that. Could you say it again / speak

more slowly please?

. understand.

. off!

.. up on me!

bothered you.
a very bad line.

speaking / talking to you, goodbye.
calling.
forward to hearing from you / seeing

he gets the message.
in a queue.
after the tone.

... are from 9am to 6pm, Monday to
Friday.

masa 7

a) visa - b) trip - c) book - d) 06a Bapu-
aHTa npasunbHble. — ) much - f) single -
g) time difference - h) jetlag - i) check-in
- j) journey - k) once - 1) Air travel

Vnpaxnenue 2
g-j-p-a-d-o-k-f-h-l-b-e-
n-q-i-c-m

Ynpaxuenue 3

a) What time is the flight to...

b) How long is the flight?

c) Business Class or Tourist Class?

d) There’s a stopover in Karachi.

e) I've got jetlag.

f) Single or return / One way or round trip?
g) I'd like to book a flight to...

h) How much is a ticket to...?

i) How often are flights / trains to...?

j) DolIneedavisa?

k) How would you like to pay?

) When does the next train to...
m) Once, twice, 3 times, 4 times...
n) Check-in 30 minutes before take-off.

leave?

Ynpaxuenue 4 € a

1-f, 2-m, 3-k, 4-0, 5-3, 6-L, 7-i, 8-b, 9-¢,
10-c, 11-g, 12-d, 13-j, 14-h, 15-n

YnpamxHenue 5

a) fully booked - b) arrive, hold - c) cancel,
booking - d) charge, cancellation fee -
e) change, booking - f) bring forward -
g) booked, needing - h) full-board -
i) deposit - j) single, twin

MmaBa 8

YnpaxHenue 1

j-b-m-g-t-e-p-u-n-r-a-o-
h-v-d-k-s-i-c-l-q-f

VYnpaxHenune 2

This is Susan Small of Easy Exchange. It is
Monday 8th October 2004 at 15.30. My
account number is 00003542. I would like
to place an order for forty Euro-converters,
item number 673 (stroke) EU, they cost 5
euros each, but I wondered if you could
grant us a quantity discount of 5%. We

would like to take delivery by 30th Octo-
ber 2004 at the latest, so please dispatch
the goods as soon as possible. Please
confirm the order acknowledgement.
Thank you.

maBa 9

Ynpaxuenue 1
a) I'm afraid - b) wrong number - ¢) I don't
understand - d) catch that — e) I can't hear
you — f) cut off — g) hung up - h) that’s
better - i) spell that - j) bad line - k)
nobody — L) I'm sorry — m) speak slowly —
n) speak up

YnpamueHnme 2

a) I'm sorry to have bothered you.

b) I'm sorry, I think you have the wrong
number.

c) Thisis a bad line, I can’t hear you.

d) I'msorry, I don't speak English very well.

e) I'm afraid we were cut off.

f) I'm sorry, I didn't understand / catch
that.

g) Could you speak slowly, please?

h) Could you speak up, please?

Ynpaxuenue 3

a) Good morning, Mayday Inc. How can I
help you?

b) Would you like to call back, or will you
hold? ‘

c) Who's calling, please?

d) I'd like to speak to someone about a job.

e) I'm sorry to keep you waiting.

f) Could you ring me back?

g) Thank you for your help.

h) Could you tell him Harry Humphries
rang?

i) What time can I reach/get hold of her?

j) CouldIleave/you take a message, please?

k) What number are you calting? / Could I
have your number?

um

) Could you spell that, please?

VYnpaxxnenue 4

a)3-b)1-c)5-d)2-e)7-f)4-g)6

s

Ynpaxuenue 5

a) pa — b) ver - c) pa -d) pa-e) pa -
f) na - g) Her - h) pa - i) pa - j) Her -
k) na - L) HeT — m) HeT -n) fa - o) Het -
p) HeT — q) HeT - ) pa

Ynpaxuenune 6

1. call barring - 2. phone bill - 3. teletext
- 4, battery - 5. caller display - 6. overseas
call - 7. ring back (5) — 8. mobile phone -
9. alarm call - 10. voucher - 11, phone box
- 12, calling card

masa 10

Ynpaxuenune 1
a)1,3,4,6-b)2,5

Ynpamxuenne 2

The person to keep is, obviously, Rachel.
Next, Jeremy but Michael really has to go!

Jeremy Rachel Michael
0K 0K Wrong
Wrong 0K 0K

0K 0K Wrong
0K 0K Wrong
0K 0K Wrong
Wrong 0K Wrong
Wrong 0K 0K
Wrong 0K Wrong
Wrong 0K Wrong
Wrong Wrong Wrong

139
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Ynpaxuenue 3

a-12,b-15c¢-3,d-11,e-17,f-2,
g-22,h-1,i-21,j-8k-20,l-9,m-6,
n-13,0-5p-14,q-4,r-16,s-7,t-
10,u-19,v-18

Ynpaxuenue 4

Jet d'0 and Co.,
Edinburgh,
Scotland

Dear sir,

Following our meeting at the trade fair,
where you said you were “interested” in our
products, I would like to look further into
the possibility of doing business with you.
We have the biggest range of bathroom
fixtures and fittings in the world! - This
includes mirrors, fitted cabinets, furniture
(and even paintings to be assorted with the
general decoration of the room...) Our
company “WEIGHTLESS-WATER” has an
established reputation as distributor of its
own brand of fixtures and fittings, and has
international retail centres all over the
world.

Would you like to receive our 2004 / 2005
catalogue? Tick the box below. We look

- forward to hearing from you soon.

Mmasa 11

Ynpaxuenune 1
a) Dear Sir,
In answer to
we enclose
b) Sir,
I am writing to inform you
I would be grateful if
¢) Dear Mrs Jones,
I am writing to inquire about

d) Dear Mr Bones,

»

Thank you for your letter regarding
We shall be pleased to
Please acknowledge receipt
e) Dear Sir / Madam,
I am writing with reference to
Please find enclosed
should vou require any further

information, please do not hesitate to
contact me.

Ynpaxuenue 2

a) Ilook forward to meeting you.

b) I am writing to confirm delivery

c) Please find enclosed

d) Thank you for your letter of 15th April
e) Sincerely yours.

f) With best regards.

g) Should you require any further
information.

h) Please acknowledge receipt of this
letter.

i) Please do not hesitate to contact us.

j) We shall be pleased to send you our
catalogue.

maBa 12

Ynpaxuenue 1

1-h, 2-|, 3-3, 4-j, 5-b, 6-k, 7-¢, 8-c, 9-f,
10-d, 11-i, 12-g

YnpaxHenue 2

Adpec omnpasumens domkeH 6bimb 8 YeH-
mpe unu cnpasa. Hem adpeca knueHima. He
Hado yka3vieams 20pod 8 dame. [osopsm the
20th of October, Ho nuwym 20th October.
Jama donxHa 6bimb cnpasa, Has3saHue me-
caya c 6onbwol 6yKssl.

Dear Mr. (+ ums nuya)
Efficientest — the most efficient.

Up to day — up-to-date (0o ce200HAWHE20
OHSA).

Attached (please find enclosed / we
enclose)

For further enquiries — Should you require
any further information, please contact
us...

We looking forward to your news — We look
forward to hearing from you.

Yours faithfully — Yours sincerely (ec/u b1
obpamumecs no umeHu)

Mocne umeHn fomkHa 6biTe pasbopuusas
NOANUCH C YKa3aHNeM AOMKHOCTH.

Fax number.

Informations — information (uncoun-
table!) ,

Adresse — address

Please use block capitals (nponucHere) -
bold capitals = nponucHsie xupHsim wpugp-
mom.

fasa 13

Ynpaxunenune 1

a-9,b-18,c-16,d-10,e -19,f- 12,
1,j-15k-2,1-7,m-5,

g-1L,h-3,i-

n-60-13,p-17,q-14,r-8,s-4

Ynpaxxuenune 2

a12b16c—6d1e13f-2g18h714
j-9, k-17, l-14, m-3, n-15, 0-8, p-10, g-5,
r-11

MmaBa 14

Ynpaxuenue 1

1-h, 2-n, 34j, 4-c, 5-, 6-g, 7-b, 8-k, 9-f
10-e, 11-m, 12-i, 13-d, 14-a.

VnpaxHenue 2 ;|

a) He mornu 6bl Bbl COCTaBUTb OTHET?
b) Al Hanuwy u cnpouwy 06 3ToM.

c) MpouTtute, Npexnae YeMm 370 OTNPaBAIO.

d) 3tum 3aiimycs A.

€) Al Huuero B 3TOM He NOHUMalo!

f) Bbl 3akoHunnu?

g) Nepepaitte npuser...

h) Hanuwure ob6bAcHUTENbHOE NKUCBMO.

i) Ha camom pene, bl — hupma-umnoprep/
3Kcnoprep.

j) NpuHocuM U3BUHEHUA 3a 3aAEPXKKY NO-
CTaBKMu.

k) 3anonnuTe npunaraemslii GnaHk.

) B npunoxenuu BiCbinaeM Hau Karanor.

m) Buinuwure Yek Ha uMs...

n) Haagnuck Ha koHBepTe (care of) — Ans ne-
pepauu..

o) Hannucn; Ha KoHBepTe — ﬂpocs6a nepe-
cnatb agpecary.

p) N Ha obpatHOW CTOpOHe KOHBepTa:
sealed with a (loving) kiss (docs1. ckpen-
neHo (nobawmm) nouenyem).

maBa 15

Ynpaxuenne 1

a) leaflet - b) worldwide campaign -
c) advertising — d) outlet — e) sample -
f) voucher - g) survey - h) sponsorship -
i) brand image - j) hoarding - k) trade fair
- 1) trend — m) market research — n) logo -
o) booklet - p) marketing mix -
q) packaging - r) broadcast - s) media -
t) target customer - u) trial offer — v) point
of sale

Ynpaxuenne 2

a) You pay for advertising, publicity is free.

b) Marketing research is general research,
the type of media, the economic climate
and techniques. Market research is the
study of how a product will sell before
and after its launch.
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c) A survey counts numbers, an opinion

poll asks people for their opinions and
is for more general, non-commercial
purposes, in particular political
subjects.

d) Market trends are what exists, a forecast
is what you think will happen.

e) Aniche market is the top of the market,
a mass market is for everyone.

f) Asmallor classified ad is small, a spread
takes up a double page.

g) Efficient consumer
Opportunity to see.

h) A hoarding is a very large poster.

i) A leaflet is only one page and can be a
throwaway, a booklet is several pages.

j) A coupon gives you something for free,
avoucher is something you have already
paid for (unless it's a gift voucher which
someone /a company gives you as a
present).

response /

VYnpaxuenue 3 %

1. Direct mail advertising - 2. publicity -
3. asandwich-board man - 4. a leaflet - 5.
classified / small ads — 6.areplycard - 7. a
tv commercial - 8. word-of-mouth
advertising - 9. a hoarding (UK) / billboard

. (US) - 10. a coupon - 11. know-better

advertising - 12, a free sample

MmasBa 16

Ynpaxuenue 1

1. an invitation (formal) - 2. a postcard -
3. ajob application - 4. a fax — 5. a formal
reply - 6. an invitation (informal) - 7. a
business letter — 8. an informal reply - 9. a
letter to friends

Vnpaxuenue 2
1-f, 2-c, 3-a, 4-d, 5-g, 6-b, 7-h, 8-e

masa 17

Ynpaxuenue 1

To:  Sally Steen From: Robin Grape
Fax: 0680708588 Pages:1

Date: 03/11/2004

Re: Fender cc:

0 Urgent O For review [ Please comment
3 Please reply O Please recycle
Comments: Unfortunately your fax was
received with several blank areas. However,
I have done a bit of guesswork and am
replying as best as I can.

It is still in time to order for Christmas.
The maximum overall length of a fender is
1,790mm.

The minimum inside width of a fender is
1,520mm.

If the fender you require is greater than this,
you will need to use the large order form.
In this case, could you please complete page
2 of the order form as the choice is much
greater and I need to know the exact
measurements that are asked for on the
bottom left side. Once you fillin the details
on the form, I can calculate exactly what
you require.

The transport cost to the Loir et Cheris £250
+ VAT. VAT is payable in the EEC, unless you
have a Commercial TVA number.

Best regards

YnpaxHenue 2

a-n-7 b-p-10 c-q-1
d-r-2 e-k-6 f-t-4
g-s-9 h-1-8 i-m-5
j-o-3

Mmasa 18

YnpaxHenune 1

a-4, b-14, c-6, d-2, e-10, -1, g-11, h-12,
i-13,j-3, k-8, -5, m-9, n-7

Vnpaxunenue 2

a) meeting / conference / seminar room -
b) floor area - c) travel details - d) special
requirements — e) advance booking - f) bar
and catering requirements - g) flip chart -
h) OHP - i) twin - j) bathroom en-suite -
k) direct dial telephone - 1) courtesy tea
and coffee - m) laundry and dry cleaning -
n) gymnasium and steam room - o) private
enclosed car park (not “parking!”) -
p) express checkout - r) airport shuttle

masa 19

Ynpaxuenue 1

1. keyboard - 2. socket - 3. CPU (central
processing unit) - 4. software - 5. screen —
6. plug - 7. double socket — 8. mouse —
9. modem

Ynpaxuenue 2

23

a) web browser - b) chat site - c) offline -
d) control panel — e) mailing list - f) book
marking - g) newsgroup - h) hyperlink -
i) search engine - j) applet - k) operating
system - 1) online — m) web site - n)
message board — 0) download - p) network

Ynpaxnenue 3
a) scroll bar - b) print - ¢) home - =
d) address book - e) back / forward -
f) favourites - g) refresh / reload - h) tools
— i) search - j) stop - k) mail

MmaBa 20

Ynpaxuenue 1

1) that's capital H-small o-l-L-y capItal
W-small 0-o0-d-s- at hotmail dot com -
2) address book - 3) inbox - 4) forward -
5) new msg / mail - 6) send & receive -
7) sent items — 8) outbox - 9) reply -
10) drafts

Ynpaxnenune 2 L

1-i, 2-h, 3-a, 4-f, 5-c, 6-g, 7-b, 8-d, 9-j,
10-e

Ynpaxnenme 3

1-j, 2-h, 3-g, 4-¢, 5-b, 6-a, 7-d, 8-i, 9-f,
10-c

Ynpaxnenue 4

1-b, 2-b, 3-a, 4-b, 5-b, 6-a. 7-b, 8-3, 9-3,
10-b, 11-b, 12-3, 13-b, 14-a, 15-a, 16-b.




Yuebnoe usdanue
Meépnok-Crepn CepeHa

OBLEHUE HA AHTTUACKOM:

TenegoH, akc, E-mail,
‘AenoBan nepenucka

Yuebnoe nocobue

Penaxtop H.D. Opaosa
Texuuyeckuii peaakrop 3.C. Coboreéckan
KomnrelotepHast Bepctka B.4. Candarnosoli

00O «HM3patenbcTBO ACTpesb»
129085, r. MockBa, np. ON1bMHHCKOTO, 1. 3a

000 «H3garenncrBo ACT»
667000, Pecniy6auka Teisa, r. Ksi3bun, yia. Koyerosa, . 28

Hauu anexTpoHHBbIe agpeca: www.ast.ru

E-mail: astpub@aha.ru

OTNeyaraHo ¢ roToBbIX AHANO3UTHBOB
B 000 «Tunorpadus UIMO npodcorosos Tpodusnam.
109044, Mocksa, KpyTuukuii Ban, 18.



