OOvuyeHue HAIIMCAHUIO 1eJIOBOTO
1 JIMYHOTO IIUChMA Ha
AHTJIMUCKOM S3bIKE

O




Teopemuueckue npeonocCbLIKU 00YHCHUR YUAWUXCA dAeMeHmam
0e.1068020 U AUHMHO20 NUCHLMA HA AH2AUUCKOM A3bIKE

CymiecTByeT KOMILJIEKC OOBEKTHUBHBIX M CyOBEKTUBHBLIX IIPHYUH,
KOTOPBIU BBIJBUTAET 3aJavdy MOJATOTOBKH yJalllUXCsA CTAPIIUX KJIaCCOB K
7IeJI0OBOMY OOIIeHWI0 Ha WHOCTPAaHHOM $I3bIKE B II€JIOM M B IHUCbMEHHOU
dopMe, B UYACTHOCTH, B UHCJI0 HamboJiee akKTyaJbHBIX. B KadecTBe
OCHOBHBIX MIPUYHWH MO>XHO BBIJIEJIUTH CeAYyIOIIHE:

I[IIKOJIPHUKH CTApPIINX KJIACCOB TOTOBATCA K HPO(PECCHOHAIBHOMY
CaMOOIIPEJEJACHUIO.

B crapiiieM IIKOJIbHOM BO3pacTe MPOUCXOAUT aKTUBHOE COIIMAJIBHOE
¢dopMupoBaHHUE JTUYHOCTH, BCTYIUIEHHE MOJIOABIX JIIOJENH B MHUP
B3POCJIbIX OTHOIIIEHN M, CTOJIKHOBEHHE C 3aKOHAMU PhIHKA.



Yyamuecs IIKOJI HMMEIOT MEHBIIE BO3MOXXHOCTEHN
YCTHOTO OOIlleHNs1 Ha HNHOCTPAaHHOM fA3bIKE, YEM B
IIMCbMEHHOM BHJE, HapuMep uYepe3 CHCTEMY
Internet.

MHorue u3 IIKOJILHHUKOB TOTOBSATCA CAaBaTh €IUHBIN
rocyaapcrBeHHbIn 3k3amMeH (EI'J), »k3aMmeHBI
(KET, PET, CAE, FCE, BEC u ap.) fjis IoJIydeHUs
MEKIYHAPOAHOIO cepTU@UKaTa OO aHIJIMUCKOMY
SI3BIKY,  3aJaHusd  KOTOPBIX  IIpeaycMaTPUBAIOT
Pa3HOCTOPOHHEE BJIaJieHHe HMHOCTPAHHBLIM SI3BIKOM, B
TOM UHCJIe U YMEeHHEM JIeJI0BOT0 IIHIChMa.



IIpoekT PeaepajJjbHOr0 KOMIIOHEHTA TOCYIapCTBEH-
HOI'0 00pa30BaTeJbHOIO cTaHAapTa obimero obpasoBa-
HUA T[PeIbsABISET BBICOKHME TPEeOOBAHHMA K YPOBHIO

IIOJITOTOBKU BBIMYCKHHKOB B 00JIaCTH MHUChbMEHHOU peun
Ha MHOCTPAHHOM A3bIKE, TEM CaMbIM, OTpa)kasi HOBBIE
TEeHJIEHIINY, IIPOUCXOJIAINNE B COBPEMEHHOM KHU3HH. Tak,

0a30BbIlI YPOBEHb IIpeAloJIaraeT «HaIlMcaHHe JIMYHOIO U
JIeJIOBOTO IIMChMa, IIHMChbMa-3asABKU (HaAIpuMep, Ha Kypc
oOyueHUsI), 3alloJHEHUs  Pa3jIMYHOTO  BHJAA  aHKET,
dopmysapoB ... B (popMe, NPHUHATOH B CTPAHE H3y4aeMOTO
sI3pIKa». | PeepasibHBIM KOMIIOHEHT 2002:29 |



A3bik, cmuab, kKyasmypa opopm.aeHus
0e.108020 NUCbMA

OdbunnajabHO-A€J0BOM CTWJIb BbIpa)kaeTcsi TaKUMU

OCHOBHBIMHU IIPU3HAKAMH KaK CTAHAAPTU3UPOBAHHOCTD,

oI ATBbHOCTD, ACHOCTbD, 3P PEeKTUBHOCTD,
BEKJINBOCTb, JIOTUYECKasA  IIOCJI€J0BaATE/IbHOCTbD,
3aBepPIIEHHOCTD, OTCYTCTBUE AMOITMOHAJIBHOU
OKPaNI€eHHOCTH.

/leJioBO€ IIMCBbMO OT/JINYAETCI UYETKOM CTPYKTYPOM,
OIIpe/ie/IEHHBIM HA0OOpPOM PEKBHU3HUTOB 1 CTAOMJIbHBIM
PAaCIIOJIOKEeHHEM KaXKJ0ro U3 HUX.




A3BIK EJI0BOr0 IMUChbMAa OTJIMYAeTCA OT SA3bIKa
JIPYyTUX IIUCbMEHHBIX TEKCTOB KAaK Ha JIEKCHKO-
rpaMMaTH4Y€CKOM, TAK U HA CUHTAKCUYE€CKOM
YPOBHSAX

['JTaBHBIM KOHCTUTYUPYIOIIUM (PAKTOPOM TeKCTa
JIeJIOBON TIEPEIVCKH ABJAETCSA €ro KOMMYHHKAa-
TUBHOE HAa3HAYECHUE.



Pa3Hbie munst 0e.108bIX nucem

ITucemo-nio3apasyienue — Letter of
Congratulation

I]

uncomo-nipuriamenue — Letter of Invitation

ITucemo o mpuéeéme Ha paboty — Letter of
Acceptance
ITucpmo-3asaBienue — Application letter

I]

nceMo-tpenaoxkenrie — Commercial Offer

I]

ncpMo-xkanoba — Letter of Complaint



10.
11.
12.

13.

ITucemo-3anpoc, TpeboBanue — Enquiry Letter
ITucemo-oTBeT Ha 3ampoc — Reply (Quotation)

[Incemo-BeTpeyHoe 1peasiokeHne — Counter
—proposal

[Tucbmo-3akas — Order

OTtBeT Ha 3aka3 - Response to Order
Cuer-daktypa — Invoice

[Iucemo-ortueT (13 6aHKa), cuer — Statement




Cocmas.ieHue 1100020 _0e.106020 NUCbMA_HA
AH2AUUCKOM _A3blKe NOJUUHACMCA oﬁgwu npasuwaam.

® Bechb TekcT paspgesisercs Ha ab3aibl 0e3 HCIOJJIb30BaHUS
KPaCHOM CTPOKH.

® B BepxHeM JIeBOM yIJIy IIHMCHhMa yYKa3bIBAETCS IIOJIHOE KMMsI
OTHpaBUTEJIA WX Ha3BAHUE KOMIIAHUHU C aJPECOM.

® /lanee ykasbpIBaeTcsa MM ajJipecaTa W Ha3BaHHEe KOMIIa-
HUM, KOTOPOM MNHUCHMO MpeAHa3HAUEHO, a TAKXKE ee ajipec
(c HOBOH CTPOKH).

® ,Z[aTa OTIIPABJICHHUA YKaA3bIBACTCA TPEMA CTPOKaMH HHXKE
NJIN B BEPXHEM IIpAaBOM YIJVIY IITMCbMaA.



OCHOBHOM TEKCT J0JI’KeH OBITh IIOMeIlleH B I€eHTPaJIbHOU
JacTH MUChbMa.

I's1aBHass MBICJIb ITMCbMa MOKET HAYMHATHCS C NMPUYHHBI
oopamnenus: "I am writing to you to ..."

OOGBIYHO NHCHhMO 3aKAHUHNBaETCs BbICKa3bIBaHUEM 0JIaro-
aapHoctu ("Thank you for your prompt help...") u npuserct-
BHEeM 'Yours sincerely," ecim aBTOp 3HaeT MM ajipecaTa Hu
“Yours faithfully”, ecau Her.

YeTbIpbMs CTPOKAMH HMIKE CTAaBUTCS IIOJIHOE MMA aBTOpa U
JIOJIKHOCTD.

HO,Z[HI/ICI) dABTOPa CTaBUTCA MEXKAY IIPUBETCTBUEM 1 NMEHEM.



Oo6pa3eu 0en108020 nucCbmMa

ABC-company

Office 2002, Entrance 1B
Tverskaya Street
Moscow

RUSSIA

20 June 2004

Dear Nikolay,

I'm writing to you in regard of your enquiry. Please find enclosed our information pack which contains our brochures
and general details on our schools and summer centres.

In England we have two schools, Brighton and Bath, both beautiful locations which I am sure you and your students
will like. Our schools are located in attractive premises in convenient, central positions. Brighton is a clean and
safe town with a beautiful bay and countryside nearby. Bath is one of the most famous historic cities in England, famous
for its Georgian architecture and Roman Baths.

Accommodation is provided in host families chosen for the ability to provide comfortable homes, a friendly welcome
and a suitable environment, in which students can practice English and enjoy their stay. We have full-time Activities
Organisers responsible for sports, cultural activities and weekly excursions.

Please complete and return the enclosed registration form in order to receive more brochures and other
promotional materials.

I look forward to hearing from you and later hope to welcome your students to our schools and summer centres.

Yours sincerely,
Tomas Green
Managing Director



Cywecmayom cmaHIapmHsble 8blPAaiceHUR, HAcino ynompeodasemsvle 6
0e10801l nepenucke Ha AH2AUIICKOM A3blKe, UCN0.1b308aAHUE KOMOPBLIX,
npudacm gexcausdsvlili U 0HuUUANBHBITL MOH 8AWEeMY NOCAAHUIO

1. OOpalieHue

Dear Sirs, Dear Sir or Madam (ecyii BaM HEU3BECTHO
1Ms aJpecara)

Dear Mr, Mrs, Miss or Ms (ecii BaM H3BECTHO UM
ajipecaTa; B TOM CJIyuyae KOIJa Bbl HE 3HaeTe
ceMeMHOe MOJIOKEeHNEe KEeHIIUHbI cjeAyeT IHcaTh
Ms, rpyOooOM ONIMOKOM SIBJISETCS HCII0JIb30BaHUE
dpassl “Mrs or Miss™)

Dear Frank, (B obpailieHr1 K 3HAKOMOMY YeJIOBEKY )



2. BemynaeHue, npedvsidywiee ooweHue

Thank you for your e-mail of (date)... Cnacubo 3a Baiiie
IIUCHMO OT (Ymcsia)

Further to your last e-mail... OTBeuas Ha Ballle TUCHMO...

I apologize for not getting in contact with you before
now... {I mpoilily mpoIneHus, 4To JI0 CHUX IOp He HaIuca
BaM

Thank you for your letter of the 5th of March. Cnacubo 3a
Ballle MUCbMO OT 5 Mapra

With reference to your letter of 23rd March OtHocuTebHO
Balllero nmucbMa ot 23 Mapra

With reference to your advertisement in «The Times»
OTHOCUTEILHO Balller peKkaMbl B TarimMc



3.y KajaHueé npuduH HanucaHuia nucbvma

I am writing to enquire about f nuiiry BaMm, 4TOObI
y3HAaTh...

I am writing to apologize for { nuiy Bam, 4TOObI
N3BUHUTHCA 34...

I am writing to confirm f nunly Bam, 4TO ObI
IIOATBEPIUTD...

I am writing in connection with I nuiny BaMm B
CBSI3H C...

We would like to point out that... M1 xXoTeau Obl
oOpaTuUTh Ballle BHHMMAaHUE HA ...



4. IIpocboa

Could you possibly... He moriu ObI BHL...

I would be grateful if you could ... I 6511 6b1
IIpU3HaTeIeH BaM, ecJii OBl BHI ...

I would like to recetve {1 661 X0Tea IIOJIYIUTb...

Please could you send me... He morjiu ObI BbI
BBICJIATh MHE...



5. CozaaweHue ¢ ycaosuiamu

I would be delighted to ... I 65611 ObI pay ...
I would be happy to £ 6611 6BI CUACT/IUB...
I would be glad to A 6w11 ObI pa...



6. CooduweHue naoxux Hogocmeil

Unfortunately ... K coxajenuio...
I am afraid that ... boiocp, 4TO...

I am sorry to inform you that MEe Ts:xej10
coo0I1IaTh BaM, HO ...

We regret to inform you that... K coxanenuio,
MBI BBIHY>KZIEHBI COOOIIIUTH BaM O...



7. IIpuaodiceHue Kk nucbMy 0ONOAHUMEAbLHLIX
mamepuanos

We are pleased to enclose... MpbI ¢ yJI0BOJILCTBHEM
BKJIQ/IbIBAEM...

Attached you will find... B npukpenjieHHOM
(pariyie Bbl HAUJIETE...

We enclose... Mbl npujiaraem...

Please find attached (for e-mails) Brul Halizete
IIPUKpPEIJIEHHBIU (PauI...



8. Bvicka3vieaHue 6.aa2o0apHocmu 3a
NPoABAEHHbIU UHIMmepec

Thank you for your letter of Criacubo 3a Bamie
IIFICHMO

Thank you for enquiring Cnacu0o 3a IposBJIEH-
HBIN UHTEPEC

We would like to thank you for your letter of ..
Mpb1 xoTesi ObI moOJIarofapuTh Bac 3a...



9. Ilepexod k¥ Opy20iu meme

We would also like to inform you... M5l Tax xe
X0TeJIU ObI COOOIIIUTH BaM O...

Regarding your question about... OTHOCUTETBHO
BaIIlero BOIIpoca O...

In answer to your question (enquiry) about...
B oTBeT Ha Balll BOIIPOC O...

I also wonder if... MeHns Tak ke HHTEpeCyeT...



10. g ONO/THUMEABHBLIEC B6ONPOCHLL

I am a little unsure about... {l HemHOro He yBepeH
B...

I do not fully understand what... fI He 10 KOHIIA
ITOHSLII...

Could you possibly explain... He moriu 651 BB
OOBSCHUTA...



11. Ilepedaua undopmauuu

I'm writing to let you know that... fI nuny,
4YTOOBI COOOIIUTH O...

We are able to confirm to you... Mb1 MoxkeM
IIOATBEP/UTh...

I am delighted to tell you that... M51 ¢ ya10BOJIb-
CTBHUEM COOOII[aeM O...

We regret to inform you that... K coxaneHuio,
MBI BBIHYKJIEHBI COOOIIIUTH BaM O..



12. IIpedaoliceHue ceoeil nomouwiu

Would you like me to...? Mory au s (cmenarts)...?

If you wish, I would be happy to... Eciu xoTure,
51 C PaZIOCThIO...

Let me know whether you would like me to...
Coo01ure, ecjii BaM IOHAAOOUTCA MOS IIOMOIIb.



13. HanomuHaHue o HameueHHouU ecmpeve uau
oJicudaHuu omeema

I look forward to... fI c HeTeplieHUEM Ky

hearing from you soon xorjza cMory CHOBa
YCJIBIIIATh Bac

meeting you next Tuesday BcTpeyn ¢ BaMUu B
caeayoimun BropHuk

seeing you next Thursday Bcrpeun ¢ BaMU B
YerBepr



14. IToOnucs

Kind regards, C yBaxkeHueM,

Yours faithfully, Vckpenne Bami, (ecoin nmsa
yesjioBeKa BaM He u3BeCcTHO)

Yours sincerely, (ecotu uma Bam u3BecTHO)



IIpasuaa oghopmaeHUA U CMPYKMYpAa nucbmda
AUYHOZ20 Xapaxkmepa

CTpyKTypy JIMYHOT'O WX He(pOpMaJIbHOIO MUChMa HA

AHTJINUCKOM A3BIKE B HauOoJIee IMOJIHOM ee BU/IE MOXKHO
IIpeACTaBUTD CAeAYIOIINM 00pa3oM:

anpec otipasuTtesis (sender's address)

narta (date)

obpamenue (salutation)

BCTyIIeHHE (opening sentence)

ocHOBHas yacTh uiu tesio nucbMa (body of the letter)
zakiodyenue (closing sentence)

3aKJIIounTeIbHaA BexkanBas ppasa (complimentary close)
nmoAmuch (signature)

npunucka (P. S. miau Postscript)



Bo ecmynaeHuu MOM3CHO HANUCAMb O NPUHUHE O0OPAUWECHUS, COCAAMbC HA
npedstdyuwiee NUCbLMO, N006.1a200apums 3a HINO-HUOYIsb (3a omeem, 3a BHUMAHUE U
m. n.). Bcmynaenue, kak npasu.10, 0@opmanemcst 0OOHUM NPEoA0HCeHUCM :

Thank you for your letter concerning... -
crracu00 3a TBOe IHMCHMO, Kacaroleecs. ..

I appreciate your-... - s1 BBICOKO II€HIO TBOIO...

I am writing you because... - s nuiy tebe
IIOTOMY, YTO...

Please forgive me for troubling you... -
IOKaJIylicTa, IIPOCTU MeHsI 3a 0eCIIOKOICTRO...

I recetved your letter... - s1 TTIOJIy4NI OT TeOS
IIHCHMO...



B

cm Km € NUCLMA HA AH2AUUCKOM A3blKe 00ABWYI0 HACMb MeKCMa 3aHuMaem OCHO8HAA HaCMb.

B ocHO8HOIl Hacmu nuwemca cama cymsb o0pawieHUAn, 21A8HAA MbICAD.

B 3axarouumenvHou QQGSQ nuwuume o mom, Hmo Jcoéme omeema, wiu ueeo-uu6y6b noceaaitme:

Please write soon - 11oxaayiicTa HaIlTUIIIN
cKopee

I would appreciate an early reply - 6yny
IIPU3HATEJIEH 34 CKOPBIU OTBET

Let me know what you decide - naii MmHe 3HaTh,
YTO THI PEIIUIIIH

I hope you will have a very nice holiday -
HaJleloCh, y TeOs1 OyZleT XOPOIIUU BhIXOJHOMN



IucvMmo 3asepwaemca U no0nNUCHLIBACINCA:

Sincerely - uckpeHHe
Sincerely yours - rickpeHHe TBOU
Truly yours - c yBaxeHUEM
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