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cpeiHuX Mpo(hecCHOHATBHBIX YYeOHBIX 3aBe/IeHHI (KOJUIE/DKEH) KyIbTYphl, H3y4alolHX
AHIJIMHCKUIM A3bIK. AKTYaJbHOCTh JAHHBIX METOAUYECKUX YKa3aHUN 3aK/II0YaeTCs B TOM,
YTO OHM TPHU3BaHBI CIIOCOOCTBOBATH OoOJiee AMHAMUYHBIM METOAaM (OPMUPOBAHUSA Y
CTYZICHTOB HAaBBIKOB Ha MHOCTPAaHHOM #A3bIKE M MaKCHUMalbHO aKTUBU3UPOBATh MX
CaMOCTOSATENIbHYIO paboTy B JaHHOU pedeBoii 001acTu.

OcHOBHas 11€JIb METOJIMYECKHX PEKOMEH1aluuii — cOpMUPOBaAThL YIPABIAEMOCTD
npolecca BBIMOJHEHUS! CTYJIEHTAaMH CaMOCTOSATEIbHOH paboTel 1O pedeprupOBaHHIO
MHOS3BIYHOTO TEKCTA, HAITMCAHUIO JIMYHOTO M JIEJIOBOI0 MHUCEM, COCTABJICHHIO pe3loMe Ha
AHTJIMMCKOM $SI3bIKE, NMPHUBUTL YCTOWUMBHIC HABBIKM M YMEHHS 110 JaHHOMY acCIeKTy
o0ydeHHsl aHIJIMIACKOMY SI3bIKY, IO3BOJISIOLIME CAMOCTOATEIBHO pelarh y4deOHbIe
3aJlaud M TpeojiosieBaTh Haubosiee TpyJAHbIE MOMEHTBI IPU BBINIOJHEHUHM Ha3LAHHBIX
BHJIOB TUCbMEHHOM /1€ TEIbHOCTU HA MHOCTPAHHOM SI3BIKE.

Peuensupyemasi pabora pazbura Ha TpH pasjena, 00ecneuuBarolIUX CTYJIEHTOB
HEOOXOJMMBIMH  CBEJACHHUSIMH M  QITOPUTMOM  JUISl  YCIIEIIHOTO  BBINOJHEHUS
CaMOCTOSITENIbHOM paboThl 10  pedepUpPOBAHMIO HHOA3BIYHOIO TEKCTA, HAIMCAHUIO
JIMYHOT'O M JIEJIOBOI'O IMUCEM, COCTABICHHUIO PE3IOME Ha aHIVIMICKOM SI3bIKE.

JlaHHBIE ~ METOJAMYECKHEe  PEKOMEHJALMU  COOTBETCTBYIOT  TpeOOBaHUSAM
(henepasnibHOTrO rocyapCcTBEHHOTO 00pa3oBaTeabHOIO cra”japra CpEJIHEro
npodeccuoHanbHOro 06pa3oBaHus.

MeTo/iMuecKne peKOMEH/IallMK MO3BOJISAIOT CHU3UTh 3aTpaThl y4eOHOro BpeMEHH
Ha CO3/IaHME HABBIKOB pedepupoBaHUS HHOA3BIYHOIO TEKCTa, HAMCAHHUS JIMYHOTO M
JICIOBOrO  [HMCEM, COCTABJIEHWS pe3lOME Ha AaHMIMHCKOM  sA3bIKe  Osiaroaaps
OINTUMAJIBHOCTH M YETKOCTH MPEJCTABICHHOIO B HUX COAEPKATEIBHOIO Marepuajia u
MPOJAYMAHHOCTH MX CTPYKTYPHOH OpraHu3alMu, Y4eTy CHelM(UKH [AaHHOro BHA
pEUYEBO 1EATEIIBHOCTH.

Ha ocHOBaHMHM BBILIECU3I0KEHHOIO CUUTAIO I1e1ecO00pa3HbIM PEKOMEH/10BaTh
JIaHHBIE METOMYECKHUE YKa3aHUs K UCIOJIb30BaHUIO B 00pa30BaTeIbHOM IIPOLIECCe.
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JlanHble pEKOMEHAALMU MO Y4YeOHOW AUCHUIIIMHE «AHTIMHCKUN S3BIK»
npeaHa3HavYeHbI JJIs caMocToATeNbHOM paboThl cTyaeHToB ['BIIOY PO «PoctoBckuii
KOJUIE/DK KYJbTYPbD» IO BBIIIOJIHEHUIO TUCHMEHHBIX 3adaHuii (pedepupoBanHue
MHOSI3BIYHOTO TEKCTa, HAIMMCaHWE IHCEM, COCTaBIIEHHE pE3I0ME) Ha aHTJIUHCKOM
A3BIKE.

OcHOBHasE 1eJb METOAMYECKHX YKa3aHUW COCTOMT B (HopMHpOBAHHUH
YIPaBISIEMOCTH MPOLECCa BBIMOJHEHUS CTYJEHTaAaMH CaMOCTOATEIbHOW paloTHhl,
o0ecreyeHnn CTyAeHTOB HEOOXOIUMbIMU CBEICHUSIMU U AJITCOPUTMOM JUIsl YCTIEILIHOTO
BBIIIOJIHEHHSI CAMOCTOSITEIbHON pabOThl IO HAIMMCAHUIO JTUYHOIO U JIEJIOBOr0 MHUChMa,
pedepupoBaHHMIO CTAaTbM, CO3JAHHUIO PE3IOME Ha AaHIJIMICKOM SI3bIKE, TNPUBUTH
YCTOMUYMBBIE HABBIKA M YMEHHUA MO JAHHOMY aclEeKTy OOy4EHHs aHTJIMICKOMY SI3BIKY,
MO3BOJISIOIIME CAMOCTOSITENIBHO pelllaTh yueOHbIE 3a/1a4d U MPEeoJ0JieBaTh HauboJee
TPY/IHbIE MOMEHTBI [PY BBIMOJHEHUH MUCbMEHHBIX 3aIaHUN HA MHOCTPAHHOM SI3BIKE.

MeToaudeckre yKkasaHus pa3ouThl Ha Tpu paszena. B nepsom paszaene (I'naga )
«PedeprupoBaHre HHOSA3BIYHOIO TEKCTa» COACPKHUTCS TNOHATHE pedeprupoBaHUSL
MHOSI3BIYHON CTaThbU, PACKPBIBAECTCS AJITOPUTM €r0 OCYILIECTBIEHHUS OT 3Tara aHaju3a
TEKCTa /10 €ro MUCBbMEHHOro (HOPMYIMpPOBAHMS Ha 3Tale CHUHTE3a Ha aHIVIMHCKOM
a3pike. Kpome Toro, mpHBOIATCS HEOOXOAMMBIE BBIPAXKEHHUS U pPEUYEBBIC
(GOpMYIUPOBKU AJI MPABUIIBHOTO CTPYKTYPHUPOBAHUS U SA3BIKOBOTO BBICTPAaWBAaHUS
pedepupoBaHMsi HHOSI3BIYHOTO TEKCTa HA JTare CUHTE3A.

Bo BTopoMm pasnpene «HekoTopbie 0COOCHHOCTH HANMCAaHUS THCEM (JIMYHBIX,
nenoBbix)» (['maBa IlI) mpencraBieHbl CTPYKTypa JIMYHOTO W JCJIOBOTO IHUCEM,
A3BIKOBBIE KJIMILIE, KOTOPBIE MCHOJB3YIOTCS MpPU HANUCAHUU JIMYHOTO THCEM,
OPUBOAUTCS MOAPOOHAS] MHCTPYKUHMSA MO HAMKWCAHUIO JIMYHOTO U JEJIIOBOTO MHUCEM, a
TaK)K€ OLEHKA JJMYHOI0 NMuchMa. [IprBeieHbl NpUMEpHI JINYHOTO U JIEJIOBOTO ITUCEM.

B tperbem pasnmene «PexomeHpanuu K HamucaHuio pesitome» (I'masa 11I)
IPE/ICTaBIIEHO HECKOJBKO COBETOB, KOTOpbIE MOTPEOYIOTCS MPHU HAMMCAHUU PE3IOME,

MIPUBEJEH NIPUMEP HAIIMCAHUS PE3IOME.



I'TABA 1. PEOEPUPOBAHME NMHOA3BIYHOI'O TEKCTA

YMeTh aHAIM3UPOBATH AHIJIMMCKUN TEKCT — OTPOMHBIN NPOPBIB B U3yYECHUH

a3pika. Eciau oOyvaronuiicss BUAUT TJIABHYIO HJIEI0, OCOOBIE npumenul pacckasza WiH
7



CTaTbU, 3HAYUT, OH CMOXKET €r0 JIUIll€ MOHATh U OCMBICTUTh. ITO BAXKHO HE TOJBHKO B
TIJIaHE SA3BIKOBBIX 3HAHM, HO U B IJIAHE OOIIEr0 Pa3BUTHUSI.

PedepupoBanue myOIuIucTUYECKON CTaThbU MPECTaBIseT cOO0M BUJl pEUEBOIt
NEATEIbHOCTH, 3aKIIOYAIOIIHNIICS B U3BJICYEHUU U3 MPOUYUTAHHOTO TEKCTa OCHOBHOTO
colepKaHuslT W 3aJaHHOM MH(POpPMAllUU C IEJbI0 WX MUCHBMEHHOTO W3JI0KEHUS
MOCPEJICTBOM  JIEKCHUKO-TpaMMaTU4eckoe mepedpasupoBaHue MCXOAHOTO TEKCTa.
PedepupoBanme ctaThi Ha aHTJIMIICKOM SI3BIKE 3aBHCHUT OT JJUYHOTO YMEHHUS CTYACHTA.
Heo6xoaumo moMHUTB, 4TO 000N TEKCT HAMKMCcaH HE MPOCTO Tak, B HEM 00s3aTeIbHO
COJICPKUTCSI KAaKOW-TO CMBICI, MBICIb, WJEs, 3all0KEHHbIE B HEr0 aBTOPOM.

yBI/IﬂeTB 9TO MOJKET OBITH OYECHB YBJICKATCIbHBIM 3aHATHCM.

1.1. AHAJIN3 TEKCTA HA AHTJIMICKOM SI3bIKE

PedepupoBanue Tekcra Ha MHOCTPAHHOM SI3BIKE KapJAMHAIBHO OTJIMYAETCS OT
KpaTKOro W3J0KeHus, JMbo mepeckaza Tekcrta. lIpexae Bcero, 3TO aHamu3
MHOSI3BIYHOTO TEKCTA.

B mensx OCHOBATENbHOIO aHaldM3a CTaThU, HEOOXOJIMMO €€ HECKOJIBKO pa3
npountatb. llepBoe uTeHHE CcleayeT CYMUTaTh O3HAKOMUTENbHBIM. OHO MOXKET
CIIOCOOCTBOBATH OMPEICTICHUIO CTUJISL U TEMbI HHOS3BIYHOTO TEKCTA.

Btopoit pa3 HeoOX0AMMO 03HAKOMHUTBHCSI C TEKCTOM M OOpaTUTh BHUMaHUE Ha
JieTany, Ha noeaeHue repoeB. Cieayer BbIICTUTh TJIABHYIO UJICI0, OMUCATh TJIaBHBIX
TepPOeB WIK COOBITHS, (haKThl, MOMBITATHCS KPATKO TepeaTh OCHOBHOE COJACpP)KaHUE
MPOYUTAHHOTO.

3aTeM HaJo enl€ pa3 MPOCMOTPETh TEKCT U HAUTH TO, YTO aBTOP XOTEI IOHECTH
JI0 YATATEJIS, a TAK)KE KaKUE CPEJICTBA BBIPAXKEHUS OH JJIsl TOTO MCIIOJIH30BAJl.

3aBepmialOImKUM JTallOM aHajiu3a TeKCcTa OyAeT TMPOAYMBIBAHHE CBOETO

OTHOHICHU: K IIPOYUTAHHOMY.

1.2. DTAIIbI CUHTE3A UHOSA3BIYHOI'O TEKCTA



[locne TOro Kak WHOS3BIYHBIM TEKCT NOJABEPrCS TLIATEIBHOMY aHAIMU3Y,
clieqyeT TPUCTYNaTh K (OPMYITUPOBAHHUIO €r0 B YCTHOM BBICKa3bIBaHUHM Ha
UHOCTPAHHOM s3bIke. W3lI0KEeHHWE MNPOYUTAHHOTO HEOOXOAMMO MPOU3BOJIUTH IO
KOKIOMY M3 rpaHUuecku BbIIECNEHHBIX a03aneB Tekcra. [Ipu 3ToMm cymiecTByeT nBa
croco0a MU3J0KEeHUsI MyOIUIIMCTUYECKOTO MaTepurara:

1) JenykTuBHbIN. 3akiro4aeTcss B TOM, YTO TOBOPSUIUMN CTPYKTYpPUPYET
M3JIaraéMblil Martepuan KakJaoro abdszanma TEeKCTa OT YacTHOIO K oOmeMy, T.e. OT
U3JI0’KEHUS] KOHKPETHBIX JieTallell COOBITUMHOTO MJIaHa KaX/10ro ad3ama K 0000IIeHNIO
B [IOCJIEIHEN (Ppa3e BCero, 4To ObLIO CKa3aHo /10 ATOTO.

2) WHaykTUBHBIN. 3akiatoyaeTrcss B TOM, 4YTO TOBOPSIIUN CTPYKTypUpPYET
U3JaraeMblii MaTepuan Kaxaoro ad3ana TeKcTa OT OOIIero K 4YacTHOMY, T.€. OT
obobOmmaromet coaepkanue abzana ¢pasbl NEPEXOAAT K HM3JI0KEHUIO KOHKPETHBIX
AeTaneil COOBITUHHOrO IJIaHa JaHHOTO ad3ara.

Kpome Toro, oueHb BaxxHONH 0COOEHHOCTBIO pepepupoBaHus Ha 3Talle CUHTE3a
Oyner sBIATBCA TNeperada COJIEPKHUMOTO HMHOS3BIYHOTO TEKCTa Ha OCHOBE
COOCTBEHHBIX YMEHUW M HABBIKOB BIAQJCHHS JIEKCUYECKUM U TIpPaMMaTHYECKUM
MaTepuaioM, T.e. «COOCTBEHHBIMU CIIOBaMM», C COOJIIOICHUEM TOJIbKO mpumepHo 30
% camMoro 3Ha4MMOIO M 3HAKOBOTO AayTEHTHMYHOIO SI3bIKOBOIO MaTepHaja JaHHON
CTaThU.

CymiecTByIOT pa3Hble BBOJIHBIE CTPYKTYpbl M peueBble (DOPMYIHUPOBKH,
KOTOPBIE MOYKHO HCIMOJIb30BaTh JJISI MPABWIBHOTO CTPYKTYPUPOBAHUSA U SI3bIKOBOTO
BBICTpauBaHusl pedepupoBaHMs MHOS3BIYHOIO TEKCTa Ha 3Tarne cuHre3a. [IpuBeném

HEKOTOPBIC U3 HUX.

1. Hazeanue cmambou, agmop, cmuib.
The article I’'m going to give a review of is taken from... — Cratbs,
KOTOPYIO 5 ceiuac Xxouy mpoaHaInu3upoBaTh u3...
The headline of the article is — 3aromoBok crartbu. ..
The author of the article is... — ABTop cratbu...

It is written by — Ona Hanucana ...
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The article under discussion is ... — CraTbsi, KOTOPYIO MHE ceiluac XO4YeTcs
00CYIUTH, ....

The headline foreshadows... — 3aronoBok NprUOTKPHIBAET

Tema. Jlocuueckue uacmu.

The topic of the article is... — Tema ctaTbu

The key issue of the article is... — KiitoueBbIM BOIPOCOM B CTaThe SIBIIACTCS
The article under discussion is devoted to the problem... - Cratbio,
KOTOPYIO MBI 00CY>K/1aeM, MOCBSILIEHA TPoOJIEME. . .

The author in the article touches upon the problem of... — B crarbe
aBTOp 3aTparuBaeT mnpoodiIemy....

I’d like to make some remarks concerning... — I Obl Xx0oTen caenartb
HECKOJIBKO 3aMEYaHUl 10 MOBOY. ..

I’d like to mention briefly that... - XoTenoch Obl KpaTKO OTMETHUTE. ..

I’d like to comment on the problem of...— S 0w
XO0TeJl IPOKOMMEHTHPOBATH MPOOJIEMY ...

The article under discussion may be divided into several logically
connected parts which are... — Crarbss MOXeT OBITh pa3jeicHa Ha

HCCKOJIBKO JIOTHYCCKH B3aMMOCBA3aHHBIX ‘{aCTeﬁ, TaKHX KakK...

. Kpamkoe coodepicanue.

The author starts by telling the reader that- Astop HaumHaer,
pacCKa3biBasdg YNTATCIIIO, UTO

At the beginning of the article the author - B Hagane cratbu aBTOp
describes - omnuceiBaeT

depicts - uzoOpakaeT

touches upon - 3arparuBaer

explains - oobsicHseT

introduces - 3HaKOMUT

mentions - ynoMuHaeT
10



recalls - BcmomuHaer

makes a few critical remarks on - nemaeT HeCKOIBKO KPUTHYECKIX 3aMEYaHUH
0

The article begins (opens) with a (the)...

description of - onucanuem

statement - 3asBieHUEM

introduction of - npencrarieHneM

the mention of - ymomuHanuem

the analysis of a summary of - kpatkum ananu3oM

the characterization of - xapakTepucTukoi

(author’s) opinion of - MHEHHEM aBTOpa

author’s recollections of - BocnomMuHanueM aBTOpa

the enumeration of - mepeunem

The scene is laid in ... - /[elicTBue MPOUCXOIUT B ...

The opening scene shows (reveals) ...-IlepBasg creHa moOKka3bIBaeT
(packpsbiBaer) ...

We first see (meet) ... (the name of a character) as ... - BrnepBbsie MbI
BCTpedyaeMcs ¢ (MM TIIaBHOTO TePOsl HITH TePOEB)

In conclusion the author... - B 3axmrouenue astop...

dwells on - ocranaBmuBaeTcs Ha

points out - yka3bIBaeT Ha TO

generalizes - o0o0maeT

reveals - mokaspiBaeT

€XPOSES - MOKa3bIBACT

accuses/blames -o6BunsieT

mocks at - uzneBaercs Haz

gives a summary of -maer 0030p

. Omnowenue asmopa K OMOECIbHBIM MOMEHMAM.

The author gives full coverage to... - ABTOp JaeT NoJIHOCTbIO OXBATHIBAET. ..
11



The author outlines... - ABTOp onuchIBaeT

The article contains the following facts..../ describes in details... - CtaTbs
COJICPKUT CIIETYIONINe (PaKTHI .... / HOJPOOHO OMUCHIBAET

The author starts with the statement of the problem and then logically
passes over to its possible solutions. - ABTOp HauMHAeT ¢ IMOCTAHOBKHU
3a/layy, a 3aTeM JIOTHYECKU NIEPEXOAUT K €€ BO3MOXKHBIM PEIICHUSIM.

The author asserts that... - ABTop yrBepxaaer, 4ro ...

The author resorts to ... to underline... - ABTop npuberaer K ..., 4YTOOBI
MOTYEPKHYTH ...

Let me give an example... - [103B0IbT€ MHE IPUBECTH IPUMED ...

5. Bvi6oo asmopa.

In conclusion the author says / makes it clear that.../ gives a warning
that... - B 3akmiodyeHue aBTOp TOBOpUT / TMPOSCHSET, 4YTO ... / JdaeT
MpeaynpeXaeHnue, 9To ...

At the end of the story the author sums it all up by saying ... - B xoHIe
pacckasa aBTop MOABOJUT UTOT BCETO ATOTO, TOBOPS ...

The author concludes by saying that../ draws a conclusion that / comes to
the conclusion that - B 3akimioucHre aBTOp TOBOPHT, YTO .. / I€JaeT BHIBO/I,

qyT1O / INPpUXOJUT K BbIBOAY, UTO

6. BoipazumenvHhule cpedcmea, ucnoib3yemole 6 cnamoe.
To emphasize ... the author uses... - UToObI aKIIeHTUPOBATH BHUMAHHUE ...
aBTOP UCIOJIB3YET
To wunderline ... the author uses... UToObl MOTYEPKHYTH ... aBTOP
HCIIOJIB3YeT
To stress... - Ycunusas

Balancing... - banancupys

1. Baw 6v1600.
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Taking into consideration the fact that - Ilpuaumast Bo BHUManue ToT (axT,
4TO

The message of the article is that /The main idea of the article is -
OcHoBHas ujes cTatbu (TOCIaHue aBTOPA)

In addition... / Furthermore... - Kpome Toro

On the one hand..., but on the other hand... - C o1HOI CTOpPOHHI ..., HO C
IPYTrOf CTOPOHHI ...

Back to our main topic... - BepaeMcs k Hamel OCHOBHON TeMe

To come back to what I was saying... - UToObl BepHYTbCSI K TOMY, YTO S
TOBOPUII

In conclusion I’d like to... - B 3akmtouenue s xoren Obl ...

From my point of view... - C Moeii TOUKH 3peHUS ...

As far as I am able to judge... - Hackonbko st MOTYy CYIUTB .

My own attitude to this article is... — Moe nu4yHOE OTHOIICHHE K

I fully agree with / I don’t agree with - I monHocThIO cornacen ¢/ A He
COTJIACEH C

It is hard to predict the course of events in future, but there is some
evidence of the improvement of this situation. - TpyaHo npenckasath X0
COOBITHH B Oy/yIlleM, HO €CTh HEKOTOPBIE CBUJICTEIHLCTBA YIIYUIIICHHUS.

I have found the article dull / important / interesting /of great value - 51
HAX0Xy CTaTbl0 CKY4YHOW / Ba)KHOI/ MHTEPECHOW/ UMEIOUIyI0 OOJbIIoe

3HauYeHHE (LIEHHOCTH)

IJIABA 2. HEKOTOPBIE OCOBEHHOCTH HATIUCAHUSI TUCEM
(JIMYHBIX, JEJIOBBIX)

2.1. JUYHOE MUCBMO

CTpyKTypa JUYHOI0 MHMCbMA

13



[Ipexxne Bcero, HEOOXOAUMO YETKO OMPEEIUTh, KAaKO€ MHUCHbMO HEOOXOIUMO
HanucaTh (MuuHoe win (opmanbHoe). Creayrouiuii sTam — HaJAO YCTAaHOBUTH THII
IUChbMa, KOTOpBIA TpeOdyeTcss COCTaBUTh (IIMChMO-NPOCHOY, MpUINIAlIEHUE U T.A.).
[Ipu 3TOM CreayeT NOMHUTh, UTO CYLIECTBYET YCTAHOBJIEHHAs! CTPYKTYypa MUChMa.

VYuutbiBass 3TH acleKThl, CIEIyeT CHeNaTh MPaBUIbHBIA BBIOOP JIEKCHUKH,
yIOTpeOUB yCTONUMBBIE BBIPAKEHUSI, yMECTHBIE JIJIsl JAHHOTO KOHKPETHOT'O CIIydasl.
Bo-niepBbIX, pacCCMOTPUM CTPYKTYPY JUYHOTO MUCHMA.

1. B BepxHeM npaBOM yIJy HamuilieM CcBOH ajapec (OTHpPaBUTeNs) B

CJIEIYIOLEM MOPSIJIKE:
1) Homep (kBapTHpHI) JoMa, HA3BAHHE YIIUIIBL;
2) T'opoj, mouTOBBIi HHICKC;,

3) Crpana.

Hanpumep:

F178, Ne 16 Novaya Street
Talnakh 663333

Russia

1. Tlox ampecom nmuilieM AATY HamMcaHUsl MUCbMa (YHCIIO, MECSI, TOM)

9™ April, 2012

2. Jlamee HeoOxomumo HanucaTh oOpameHue. OOpamieHue O0OBIYHO
HaymHaeTcsi co cioBa Dear, k kotopomy n00aBisieTcsl UMS MOTydaTess.
CrnenmyeT MOMHUTbH, YTO OOpallleHUE MUIIETCS HE MOoCepeuHe, a cjIeBa He ¢
KpacHoii crpoku. IIpu 53TOM mocne oOpaiieHus HYKHO TOCTaBHUThH
3alATyI0, a HE BOCKIMIATEIbHbBIN 3HAK.

Dear Mary,
Dear Lucy,

Dear Jack,
14



. TIEPBBIH AF3AI]. Huxe ¢ KpacHOM CTPOKH BBIpaKaeM 0J1aroaapHoCTh 3a
MOJIy4eHHO€e MIChMO (C KpacHOH CTPOKH)

Thank you for your letter.

Many thanks for your recent letter.

It was good (nice, great) to hear from you recently.

. IlompocuTe WM3BHHEHHE, YTO HE MOIJIM HANKMCATh paHbIINE, U BBHIPA3UTE
HAJISKIY, YTO Y COOECeIHUKA BCE B MOPSIKE.
I’m sorry I haven’t written because I was busy. | hope you are well.

I hope you and your family are well.

. YKaXXuTe NpUYMHY HAIUCAHUS U COOOIIHUTE, O YeM IOi/IeT peub Jajee.
You want to know if I go to school.

In your letter you asked me to tell you about ...

BTOPOU AF3AI]. Packpoiite TEMY ITUCbMA u oTBeTbTEe Ha BONPOCHI,

€CJIM OHU OBLIIN 3a/laHHbI B ITIOJJYUYCHHOM BaMM ITHCBMC.

. TPETHU AF3AI]. 3anaiite cBOM BOIPOCHL.

. B xoHI11e nmrckrMa He 3a0yIbTE TOCTABUTH 3aBepIIAIINYIO (ppa3y:
| am looking forward to hearing from you.

See you soon.
Write soon.

Hope to hear from you soon.

Give my regards (love) to .....

U moanuce:

Yours sincerely,
15



Best wishes,

Love ...

[Tocne aToii dpa3bl CTAaBUTCS 3arsiTasi U HIDKE HA OTACIBHON CTPOKE THIIIEM
CBOE UMS.
Harmpumep:
Lots of love,
Kate

N.B.: [Ins nuyHOrO mMChbMa HCHONB3YUTE KpaTKue (POpMBI U BBIpaXKEHUS,

XapaKTCPHBIC IJIA pa3FOBOpHOﬁ PCUYH U HCCIOKHBIC I'PAMMATHYCCKHUC CTPYKTYPHIL.

OueHka JUYHOr0 MUChLMAa

JInyHoEe MUCHMO OIIEHMBAETCS MO ABYM KpuUTepusiM: 1) colepxaHue (pelieHue
KOMMYHHUKAaTHUBHOM 3aJ1aun) U 2) OpraHu3alus TEKCTa.

J{ns perieHuss KOMMYHUKATUBHOM 3a71a4k, HEOOXOUMO PACKPBITh BCE MYHKTHI,
0003HAaUEHHbIE B 3a/JIaHWHM, B COOTBETCTBHHM C YyKa3aHHbIM OOBEMOM M B paMKax
OTBEJICHHOTO BpeMeHH. He CTOMT BKIIIOYAaTh B MUCHMO MOAPOOHOCTH HE HMEIOIIUE
OTHOIIICHUS K COJICPKaHUIO 3aJaHUS.

OpraHuzaiusi TeKCTa MMChMa MpeAroaracT MpaBUIbHOE JIeJIeHne Ha ab3allbl,
JIOTUYHOCTh U3JIOKEHUS, UCIIOJIb30BAHUE CPEACTB JIOTUYECKON CBSI3M, B TOM YHCIIEC U
CBSI3YIOIIIUX CJIOB.

Crnengyer MOMHUTH, YTO €CTh OTPAHUYCHUS MO BpeMeHHU B o0beMy. OObem
mucbMa J10keHd ObITh oT 100 1o 140 cios.

IlpuMep JUYHOTO NHUCHLMA:

Fl 78, Ne 16 Novaya Street
St.- Petersburg, 663333

Russia
16



9th April 2016, Thursday

Dear Irene,

Thank you for your letter. I'm sorry I haven’t written because I was busy. I
hope you are well. You want to know if I go to school.

Well, I do. It’s not very big. There is a good playground in front of the school.
We have ten classrooms and there is a big beautiful hall in it. My classroom is
comfortable and clean. ...... ... ...

Is your school big? What name does your school have? When does your school
year end? What about your plans for the holidays?

| am looking forward to hearing from you.

Lots of love,

Kate.

2.2. AEJIOBOE ITINCBMO

CTpyKTypa 1eJ10BOro mucbMa

CymiecTByeT MHOXECTBO IPUYMH HANKMCAHMWS  JE€JOBOrO IHChbMAa Ha
AHTJIMACKOM SI3bIKE: HEOOXOAMMOCTh CHENaTh 3aKa3 Yepe3 HWHTEPHET, MOIYYUTh
JOTIOJIHUTENbHYI0O HMH(GOPMAIMI0O O TOBape WM YCIyre, BbICKa3aTh MPETEH3HUH,
BBICKA3aTh CBOM MPEIJIOKEHUS WU MO3ULHIO N0 KaKoMy-Tubo Bompocy. B nenoBom
NUCbME MOXKET COJEPKAThCs 3asBJIEHUE, IPUTTIAIIEHHE, YBEJOMIICHHUE U T.1.

1. Anpec otnpaButenss - Pacronaraercs B IpaBOM BEPXHEM YIIIy.

2. Anpec noJrydareJisi - YKa3bIBaeTCs ClIeBa, HUKE ajpeca OTIPaBUTENS.

[Tpu Hanrcanuu agpeca yalie BCEro UCHOJIb3YeTCs CAEAYIONIasl CXeMa:

WM nonyyarens (HaMMEHOBaHUE OpraHU3aLiN )

Ne noma VY nuna, Ne kBaptupsl/oduca
17



TI'opon, Unnexc

Crpana

3. laTta oTnpaBjieHUA
OOBIYHO pacrioyiaraeTcs B IpaBOM BEPXHEM YTy MOJ aJpeCcOM OTIIPaBUTEIS.

B ACJIOBBIX IMTMCbMAaXxX HUCIIOJB3YCTCSA HCCKOJIBKO BAPUAHTOB HAIIMCAHUA OAThI:

December 23, 2014
December 23rd, 2014
23 December, 2014
23rd December, 2014
JlonyckaeTcsi COKpallleHHOe HamucaHue Ha3BaHuil mecsies (Jan., Feb., Mar. u

T.I[.), TAKIKC IaTy MOKHO 3alluCaThb I_[I/I(l)paMI/I.

4. TlpuBercTBHe (0OpalIeHue K apecary)

Kax mpaBuio, uCnoyib3yroTcs CIeYIONMe BapUaHThI 00paIleHU:

« Dear Sirs — eciu Bare nTMCbMO aJPECOBAHO KOMITAHUU WJIM OPraHU3aIK B
[eJIOM; TaKXke B JIaHHOM clyyae B OOpallleHMHd MOXKHO YyKa3aTb Ha3BaHHE
OpraHU3aLMH.

o Dear Sir/Madam — ecim BBl TUIIETE YEIOBEKY, 3aHHMAIOLICMY
OTIpe/IeNICHHYIO TOJKHOCTh, HO BaM HE U3BECTHA €ro (paMuiusl.

o Dear Mr/Mrs Stevenson — ecnu BaM HW3BECTHa (paMHIIMS ajapecara; Mpu
oOpalieHu K He3aMy>KHEW >KeHIIMHE, KaK MPaBUJIO, UCHOJB3YIOT TUTYNl Miss, a K
KEHIIUHE, Yb€ CEMEWHOE T0JIO)KEHHE HEM3BECTHO OTIIPAaBUTENO — MS.

B oOpamiennn Takxe He0OXOAMMO YKa3bIBaTh HAYYHbIE UM UHBIE TUTYJBI Dr.,

Professor, Dean, Captain, Admiral, Senator, Governor, Judge.

5. OcHOBHOE colep:kaHUe MHUCHMA.
B mepBom ab3aire kpatko (GopMyIHpYIOT Lenb nuchMma. [lanee packpbiBaroT

COACPIKaHNE CBOCTO 3a1poca, MMpCaIOKCHUI, ’KaJIOOBI H T. a., IPUBOIAT HCO6XO,Z[I/IMYIO
18



nH(pOpMaILIKIO, 33/1aI0T UHTEPECYIOIIKEe BOMPOCHl. B 3akimounTensHOM ab3ate 0ObIYHO
YKa3bIBAIOT, KaKWE JEWCTBUS OXHIAIOTCS OT TOIydYaTeNs MrcbMa (OTBET HA 3ampoc,

penieHre npooyieMbl, IPUHITHE PELUICHUS U T. I1.).

6. lloanuce.

ITocne OCHOBHOTO TEKCTa IMHChbMa OOBIYHO CIICAYET 3aKIFOYHTEIIbHAS
dbopmya BEKIMBOCTH, HAIIPUMED:

« Yours truly;

« Yours Sincerely (eciii BaM U3BECTHO MMl ITOJTyJaTeIs );

o Yours Faithfully (eciiu umst mosyuyaTesnst BaM HEU3BECTHO);

o Respectfully yours ("4acTo wucmonb3yeTcsi, €ClId IHUCHMO aJIpecOBaHO
HaYyaJbCTBY);

« Regards / Best regards (eciu agpecaT XopoIio BaM 3HAKOM HIIH SBJISICTCS
BaIllUM KOJIJICTOM).

Jlanee oTIpaBUTEIIb, KaK IPABHJIO, CTABUT CBOIO TOJIITUCH, 3aTEM YKa3bIBacT
CBOC UMS W (aMIUIMIO, TaKXe 3]IeCh MOTYT OBITh YKa3aHbl THTYJI H JOJDKHOCTH

OTIPABUTEIIS.

7. IIncbMO TaKiKe MOKET COIePKATh MOCTCKPUIITYM
[Ipu HanucaHuu AEJIOBOTO MUChMa CIEAYET NPUACPKUBATHCA O(UIIMATBHO-
JI€JI0OBOTO CTHUJISL PEYH.
Huwxe mnpuBeneHbl BbIpaXEHUs, KOTOPbIE MOXHO UCIIOJIb30BaTh BO
BCTYIIUTEJILHOM M 3aKJIFOYUTEILHOM YacTH MUChMA, a TaKXXe MPEACTaBIEHBI 4acTo

ynoTpeOsieMble COKPAILLECHUS.

chynumeﬂbmm yacmos
— We are writing

... to inform you that ...
...to confirm ...

...to comment on
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...torequest ...

...to enquire about ..

...to apply for...

...to apologize for...

— | am contacting you for the following reason...

— Thank you for your letter regarding the ...

— | recently read/heard about ..... and would like to know ....
— We are writing in response to...

— We wish to bring to your attention the following ...

— Having seen your advertisement in ... | would like to ...
— In reply to your letter of... we...

— | would be interested in (obtaining / receiving) ...

— We learn with regret / We regret to hear ...

— We are pleased to inform you ...

3aK/JI04YNTeIbHAs YaCTh

— If we can be of any further assistance, please let us know.

— Feel free to contact us if you have any other questions or comments.
— If I can help in any way, please do not hesitate to contact me.

— If you require any further information, feel free to contact me.

— Please advise as necessary.

— Thank you for taking this into consideration.

— Thank you for your help.

— We hope you are happy with this arrangement.

— Once again, | apologize for any inconvenience.

— We look forward to a successful working relationship in the future.
— 1 look forward to seeing you ...

— Looking forward to hearing from you ...

— We hope that we may continue to rely on your interest.

— Looking forward to receiving your comments,...
20



— | would appreciate your immediate attention to this matter.

— Anearly reply would be appreciated.

COKpallleHl/Iﬂ, yHOTpeﬁJIﬂeMble B ACJIOBBIX ITUCBMAaX
asap (as soon as possible) — kak MoxHO ckopee;

cc (carbon copy) — xomnus;

enc. (enclosure) — npuioxxeHue;

pp (per procurationem) — o JOBEPEHHOCTH;

pto (please turn over) — moskanyicra, IEPEBEPHATE;

RSVP (Répondez s’il vous plait - dpanir.) — mpockba OTBETHUTb.

IIpuMep 1e10BOr0 NUCHLMA:

Gold & Silver Ltd
50 Green Street

London

TY6 8HF
UK

Mr Paul Jefferson
35 Queen Street
Manchester
SR5 7TG
UK

1 October, 2014
Dear Mr Jefferson,
Thank you for your letter of 12 October regarding the golden chain from our

catalogue.
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| am pleased to inform you that the chain is available now. Our bank details and all
information concerning delivery can be found in the enclosure. Visit our website
www.easygold.com for the latest catalogue.

If you require any further information, feel free to contact me.

Yours sincerely,

Robert Moor

Sales Manager

Enc: 2

I'TABA 3. PEKOMEHJIALIUU K HAIIUCAHUIO PE3IOME

B pasnuuHBIX JKWU3HEHHBIX CHUTyallusX TpeOyeTcs yMEHHE 3arloHSThH
pa3iMuHble BUJBI aHKET, OsiaHkoB U (opM. 3anosiHeHHe (HOpM SBISIETCS Hambosiee
NPOCTHIM BHJIOM IHCBMEHHBIX 3aJlaHWi, TaK KaK IMpHU 3allOJHEHUU Takux QGopMm
ClemyeT AaBaTh KpaTkue (OpMBI OTBETOB, KOTOPBIC IMOPOM MOTYT COCTOSATh M3 1-3
cioB. OJTHUM U3 TaKUX MPUMEPOB MOKET OBITh COCTaBJICHUE PE3IOME.

Ponp pe3tome urpaer oueHb BaXXHYIO POJIb JIJIS MOJTYYEHUsT paboThl, 0 KOTOPOH
BBl MeuTaeTre. OOBIYHO WHTEPBBIOEP TEPEN BCTPEUCH CHadajga MpocMaTpHUBACT Ballle
pesroMe, 1 UMEHHO OHO (opmupyeT y paboTomarens MepBOE BIEYATICHHWE O Bac.
HMIMeHHO TT03TOMY pe3toMe JOJDKHO OBITh TOUHOE M XOPOIIO cHOPMYITHPOBAHO.

Jlanee MpUBOASATCS HECKOIBKO PEKOMEH/IAIMIA JIJIsl HAITMCAHUHU PE3IOME:

1.TTpu HanMcaHWU pe3roMe HeoOXOMMO YKa3aTh JIMYHbIE JaHHbIE: (aMUIHs,
UMsI, OTYECTBO, BO3PACT (aTa POKIEHUS), CEMEHHOE TOJIOKEHUE, KOJTMYECTBO JICTEH,
azpec U HoMmep TenedoHa.

2.]lanee ykaspIBaeTCsi MECTO, HA KOTOPOE BbI MpeTeHayeTe: JODKHOCTh U
KPYT 0053aHHOCTEH, KOTOPBIE BBl PACCUUTHIBAETE BBHITIOIHATD.

3. OnbIT: Mecta pabOTHI M BHABI PabOT ¢ TOAPOOHBIM OMUCAHWEM Kpyra

BaIlIUX 00S3aHHOCTEH U OTBETCTBEHHOCTH.
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4. Ykaxute oOpa3zoBaHuMe. 37eCh Bbl MOXETE YKa3aTb BEChb CIIMCOK
00pa30oBaTENbHbBIX YUYPEKICHUN, KOTOpbIE BBl MOcemany (yKakute AaThl). MoOKHO
yKa3zaTb 00JacTb 3HaHWM, KOTOPYIO BBl H3Yy4aJd M MOJYYEHHYIO CTEIEHb WU
CIIEHHAIBHOCTb.

5.[lanee HeoOXxoauMo yKa3aTb JH0OOYI ApYryw HHGpopMamuio, KoTtopas
MOET OBbITh IOJIe3Ha (0O Kypcax, CTENEHb BIAJACHHS SA3BIKAMH U KOMIIBIOTEPOM,
BOJUTENbCKUE NIPaBa, YBICUEHU).

6.Kpome Toro, HeoOX0AMMO yKa3aTb PeKOMEHJAUMH MJIH CChUIKH Ha
nopyumresieii. 9To MOryT ObITh UMEHA U aJIpeca MOPYUUTENECH WK PEKOMEHIallUU OT
HUX C yKa3aHueM ajpeca Juisl CBsi3U. Bce 3TO HyX HO, 4TOOBI MOATBEPAMTH Bally
KBaTH(UKALIHIO.

/. He 3a0yapTe NOCTaBUTH AATY M NOANUCH.

B kauectBe IIpuMepa MOKHO UCITIOJIb30BaTh PC3IOMC HpI/IBeIIéHHOC HMIXKC:

NAME: Janet Martin

Address: 12 Harcourt Road London SW1 England

Tel: (0171) 5436789

Date of birth: 27th March 1968

Marital status: Single

Nationality: British

Education:

1984—-86: Greenfields School — Yorkshire

(3 A-levels)

1986—-89: Capital Business School, London

MBA, specialised in International Business

Languages: English — mother tongue

German — fluent

French — spoken

Italian — good working knowledge ~

Professional Experience: Summer 1987: Crane Engine-
ering — Assistant to the Personnel Manager, responsible for
a study on work methods

1989...: United Telecom — Assistant to the Marketing
Manager

Hobbies: Sailing, horse-riding, jazz

Further qualifications: Driving license

Good computer skills
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