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HPEAUCJIOBUE

Hocurenu aHrnuiickoro si3blka, Kak U Mbl, pyCCKHUE, MUIIYT MUChbMA, B IPUHIIUIIE, OJIU-
HAKOBO: TAKXE CTaBAT TOYKY B KOHIIE MPEHJIONKEHUSI, TAK)KE HAUMHAIOT MPEJIOKEHUE C
3arjiaBHOW OykBbI U T.n. OAHAKO B MUCHbME, HAIIUCAHHOM MO-aHTJIMICKH, €CTh Macca ycC-
JIOBHOCTEW, YCTAHOBJIEHHBIX MPAaBUJ U OCOOEHHOCTEW, KOTOPHIE YaCTO COBEPIIEHHO He-
3HAKOMBI HOCHUTENIO PYCCKOIrO sA3bIKa. Jla 4TO TOBOPUTH O MPOCTOM HOCUTEINIE PYCCKOIO
a3pika. Jlaxxe Munucrepctso Cesizu CCCP, no-BunuMomy, He BEJAET, YTO aJpec HA KOH-
BEpTE MUChMA, UAYIIETO 3a TPAHUILY, CJIIEYET HAYMHATh HE C «KYJlla», a C KKOMY» U CTa-
BUTH €ro (aJIpec) HE B MPAaBOM CTOPOHE KOHBEPTA, a MOCEPEIMHE U HEMHOTO KHU3Y, AZpec
K€ OTIPABUTENS JIOJKEH HAXOIUTHCS B JIEBOM BEPXHEM YTIIy, @ HE B HHX)KHEM IIPAaBOM, Kak
OTISITH )K€ Y HAC Ha «(PUPMEHHBIX» KOHBEPTax, OTIPABIISEMbIX 32 TPAHUILY.

Hacrosiimas kaura nomoxketr Bam oBnaneTs BceMu (MIJIM TOYTH BCEMH) OCOOEHHOCTIMU
AHTJIMIICKOrO MMChMa; OHA MOMOXET YETKO U SICHO Mepe/iaTh HA aHTJTUHCKOM SI3bIKE UMEH-
HO Ty HHGOpPMAIHIO, KOTOPYIO BBl AEHCTBUTENHHO XOTHUTE MTEPEAATh.

Knura npegnazHadueHa ajis IIMPOKOTO KPyTa JIUI], BJIAJICIOIIUX 3JIEMEHTAPHBIMU OCHO-
BaMM aHTJUMUCKOTO SI3bIKa U JKEJIAIOLIMX COBEPIICHCTBOBATh CBOM HABBIKM B HANTMCAHUU
IMACEM MO-AHTIIUUCKHU.

KoneuHno, HanucaTe NUCHbMO TMO-aHIJMKUCKA HEJIETKO, HO €Ciii BBl cepbe3HO BO3bMeE-
TECh 3a J€J0, TUIATEIbHO U3y4asl U 3allOMUHAsl OCHOBHBIE MOJIOKEHUS ATOM KHUTH, a TaK-
e 00pasIlbl MUCEM, MIPUBEJEHHBIE B HEMl, TO BBl CKOpo cMOXkeTe JOBOJIbHO CHOCHO Tepe-
IIMCBIBATHCS MO-aHTJIMICKHA CO CBOUMM JIPY3bsIMU WIIA KOJIJIETAMU.

Knura cocTout u3 4eThipex I1aB U IPUIOKEHHUS.

['maBa 1 mocBsilieHa YaCTHBIM MHCbMaM, T.€. B OCHOBHOM NUCbMaM, KOTOpbie Bbl nu-
IeTe IPY3bsM, 3HAKOMBIM WJTH, HA000POT, HE3HAKOMBIM WIIH JIa)K€ OPTaHU3aIIUSIM.

['maBa 2 moka3sbpIBaeT, Kak mucath opuIlMaIbHbIC MHUChMa, KOTOpbie Bel MokeTe Hampa-
BUTH B pa3JIMYHbIE OpraHu3anuu, GUPMbI, YUPEKICHUS U T. 1.

['maBa 3 ommchiBaeT OCOOCHHOCTH M XapaKTEPHBIE YePThl KOMMEPUYECKON KOPPECIIOH-
JEHIIMU, U B 3TOM CMBICIIE OHA OOJbIIe HEOOXOoAMMAa MPEACTABUTENSIM KOMIAHUN U CO-
BMECTHBIX MPEANPUATUN, MEHEIKEpaM, TOPIrOBBIM paOOTHUKAM U JAPYTUM JIUIIaM, UMEIO-
MM JIETIO C 3apyOeKHBIMU JIETOBBIMU MTAPTHEPAMH.

Haxonen, I'naBa 4 3HakOMUT ¢ OCHOBHBIMHU MPUHITUIIAMHA COCTABJICHUSI TEJIETPaMM, Te-
JIEKCOB U Tene(daKcoB Ha aHTJIMKUCKOM si3bIke. B 3ToM riiaBe Takke JaHbl IpUMeEpbl HEOpu-
UATBHBIX W JIEJOBBIX TEJETpamMMm, o o0pasily KoTopbix Bam OyaeT HETpYyAHO COCTaBISATh
CBOU TEJIEIPAMMBI.

B IlpunoskeHnn K KHUTE TaH caMblid pa3HOOOpa3HbIN CIPABOYHBIN MaTepual, KOTOPHIH
ObIBaeT HEOOXO/IMM MPU HAMMCAHUM KAaK YACTHBIX, TaK U JIEJIOBBIX HEO(DHUIIUATHHBIX MH-
CeM.

ABTOpBI BBIPAKAIOT UCKPEHHIOIO 0JIaroJapHOCTh BCEM TEM, KTO TaK WJIM WHA4y€ CIO-
cOOCTBOBAJ MOSIBJICHUIO 3TOM KHUTU, B YaCTHOCTH JPY3bSIM MU KOJUIEraMm, CIelUaIucTaM
[0 AHTJIMHUCKOMY $I3BIKY, KOTOPBIE TEPIEIUBO U BHUMATEIBHO PELICH3UPOBAIIN OT/ICNbHbIC
YaCTH KHUTH B MIPOIIECCE €€ HAIMUCAHUS.

Bonbiryro momolis B peABapUTEILHON MOJATOTOBKE pyKonucH (cOOp MaTepuanoB, CO-
CTaBJICHUE KapTOTEKH, NEPENHCcKa C MHOCTPAHHBIMU (upMamMu, 00pabOTKa JAHHBIX HA
KOMITbIOTEpE U T. J1.) aBTopam okazanu: U. 10. Ctynuna, S. C. UBamenko, U; E. AHTOHOB
u B. B. [IImenes.

Oco0Oyto OmaromapHocTh xouercs BbipazuTh B.U. J[106eHK0, KOTOPBIN Ha MPOTSHKEHUH



JOJITOTO MEepUoJa BPEMEHU OTBETCTBEHHO M CKPYITYJIE3HO Ie€dyaTall MHOIOYMCJIEHHbIE Ba-
PHAHTHI PYKOMHCH, MCTIPABIsis OMMOKM U ycTpanss HetouHocTu. B.M. J{ro0enko Taxke
coOpaii, coCTaBMJI U CTPYNIUPOBai 00pa3Lbl muceM, NpuBoAuMbIX B [Ipusoxenun.

Henb3st He BbIpa3uTh U TITyOOKYIO NMPU3HATEIBHOCTh pelieH3eHTaM kuuru npod. C. B.
Boponuny u nomn. K. FO. JlubpoBa 3a uX UHTEPECHBIC NPEAJIOKEHUS U [IECHHbIE 3aMeYaHusl,
BBICKa3aHHbIC [IPY YTEHUH OKOHYATEJIIBHOIO BAPUAHTA PYKOIMCH.

ABTOpBI OyIyT IPU3HATENBHBI 32 BCE T€ 3aMEUYaHMsI U COBETHI U MOXKEJIAHUs, KOTOPbIE
OHM I10JIy4aT OT YUTATEJIEH.



I''TABA 1
YACTHAS HEPEIIMCKA

«Bcakoe nucemo, kem 0vl OHO HARUCAHO
He 0bL10, uzoodpasrcaem HPAGCMEEHHBLIL 00-
JIUK RUWIyuie20, YMCMEEHHOe MEpPUI0 €20
o0pazoeanus u 3HAHUA, MAK CKa3amo,
C8EMCKOIL (hopmanucmuxkuy.

Ca3zonos, Benvckuii. Ilonnwiit nucomoeHuk.
§ 1. IlpeaBapuTebHBIE 3aMeYAHUS

Kak BbI nosaraere, 4To JymMaeT 4€lIOBEK, TOJIbKO YTO pacredyaTaBIINil KOHBEPT U J10OC-
TaBKMK nucbMo? KoHeyHO, eMy He TepnuTCs O3HAKOMUTBCSA C COAEpX aHueM, Oylb TO
JUYHOE WK AesIoBoe MUchbMO. Ho Ha 107K CeKyHJIbI B3Il €r0 CKOJIB3HET M0 JIUCTY, OT-
METUT KpPacoTy M YETKOCTh MOYEpKa, MOPSJAOK B PACIOJIOKEHUU ad3ala, aKKypaTHOCTb
oopmieHus (a, 3HAUUT, BEKIUBOCTh K UYMTAIOIIEMY ), KAUeCTBO OyMaru 1 MHOTHUE JIpyrue
«MEJIOUM» BHEIIHETO 0(pOpMIIEHUS TUChMA.

Wnu xe HAaoOOpoT, B IJ1aza ajgpecary OpocuTcs oOMUIMEe MOMAPOK, ONEYaTOK MM HUC-
IpaBJIeHUI, OTCYTCTBUE (POPMYJT BEKIMBOCTHU, AThl, OJIUCH U T. II. HA OOILEPUHSITHIX
MeCTaX, HEKPaCHUBOE PACIOI0KEHHUE TEKCTa (C 0YeHb OOIBIIMMH MOJIIMH WJIH BOOOIIE 6e3
noJjei), oTcyTcTBUE a03aleB U T. [I.

W BoT mepes riazaMu 4MTAIOLIErO BCTaeT 00pa3 MUILYIIEro. 3aMeThTe, YK€ MOUTH
chopMupOBaHHBIN 00pa3, KOT/a elie He MPOYUTAHO HU CTPOKH, KOT/Ia HE OCMBICIIEHO CO-
nepxaHue nucbMa. bojee Toro, MOXeT Tak CIy4HThCS, YTO, TPOYUTAB MUCHMO, YUTATENb
HE MONMET BOOOIIEe HUYEro, HO OyIeT UIMETh YETKOE MPEICTABICHUE O HAMMCABIIIEM.

HagepHoe, HeT 0co00i Hy>XZIbI MHOTO T'OBOPUTH O TOM, YTO KpPacHUBOE, aKKypaTHO
0(OpMJIEHHOE MUCHMO MPOU3BOJUT BIEYATIECHUE O MUIIYLIEM KaK O KyJIbTYpHOM, opra-
HU30BAHHOM YEJIOBEKE, a IUI0OXO MCIIOJHEHHOE MMEET MPOTUBOIMOIOXKHBIN 3¢ dekT. Tak
YTO MYyJpasi MOCIIOBULIA «I10 OJIEKKE BCTPEYAIOT, IO YMY MPOBOKAIOT» B HAIEM CIIyyae
abconoTHO npaBa. Benp «BCTPETUB MO OAEKKE», YUTAIOMIUNA YK€ (POPMHUPYET CBOE OT-
HOILIEHUE K KOPPECHOHJEHTY CBOET0 poja MpeAB3ATOCTb, HA OCHOBE KOTOpPOl u Oyner
(opMupOBaTHCS OTHOILLIEHUE K COAEpKaHMIO nuchbMa. B Bammx uHTepecax, Hajxo mosa-
ratb, 4ToObl (popMa MUChbMa MOMOIJIA, UJIH, [0 KpallHel Mepe, He MOMelana IPOU3BEeCTU
OnmaronpusiTHOE BIieyariieHue Ha Bamero koppecnonjenta. M 370 0COOEHHO Ba)KHO st
KOPPECHIOHJEHIIMY aHTJIOSI3bIYHBIX CTpaH, IJI€ MCKYCCTBO O(OPMIIEHHUS MHCEM JIOBEICHO
IIOYTHU JIO COBEPIICHCTBA.

[TucermMO TOKHO Kak Obl OPraHUYECKH BIMCHIBATHCS B (JOpPMAT JIMCTA, TAPMOHUPOBATH
¢ HuM. CneBa, crpaBa, CBEpXY M CHU3Y JOJDKHBI ObITh OCTaBIIEHBI NOJIA (pa3yMeeTcs, He
NPEBHIIAIOIINE pa3yMHbIe Tipeaenbl). Ham "mpuxoaunocs BUAETh MHUCHbMa, HAMMCAHHBIC
TOJIbKO B MPABOW YacTH JIMUCTA, KOT/la ClIeBa OT TEKCTA MO 3aHUMalid OYKBaJbHO IOJIO-
BUHY IIUpUHEL. [lymaercs, Tak opopMIIATh TUChMa HE CTOMT.

KoneuHo xe, nerue opopMisiTh NMCbMO Ha nuuIynieil mamunke. Het HyX bl nepexu-
BaTh O HEPA30OPUYMBOCTHU MOYEPKA, O HEPOBHOCTU CTPOK M IIMpHUHE Nojeil. B nenosoii ne-
pENKCKE U MPUHATO eYaTaTh NUChMa Ha MalIMHKE Ha GUPMEHHOM OJaHKe ¢ Tunorpad-



CKU O()OPMIIEHHBIM 3ar0JIOBKOM.

OpHako B mociieJHee BpeMs BCE Yallle MUUIYIAs MallMHKA MPUMEHSAETCA U B JTUYHOU
Heo(pUUMATbHON Nepenucke. ITO JOMYCTUMO, XOTs, KaK Bbl CAMU [TIOHUMAETE, OTIeYaTaH-
Hble HEO(pUIMATbHbIE TUCbMA BO MHOTOM TEPSIOT B «JIMYHOCTHOCTU» W NMPUIAIOT Mepe-
IUCKE HECKOJbKO OPUIMANbHBIA XapakTep. B aToM ciyuyae npuaercs NpuOErHyTh K XHUT-
pOCTSIM U TOHKOCTSIM CTHUJIMCTUKH, Ja0bl BOCIOJHUTH HEOOXOAMMYIO KOH(pUICH-
LMAaJIbHOCTh, a TAK KaK peub y HAcC MOWJAET O MUChbMaxX Ha aHIJIMMCKOM SI3bIKE, TO B CTUJIU-
CTUYECKOW MCKYIIEHHOCTH COBETCKOIO YHUTATEJISI Mbl, YECTHO MPU3HAEMCS, COMHEBAEMCHI.
Hckmrouaem mroei, npodecCHoHaIbHO padOTAIONUX C AHTJIMHCKUM SI3bIKOM, XOTSI, KaK
TOBOPUTCS, U C HUMH BCSIKOE CIIy4aeTCsl.

CrnenoBaTellbHO, COBETYEeM,—IIMILIUTE CBOU HEENOBBIE MUChMa OT PYKH U paz0opuu-
BO, JIMUHBII XapaKkTep NUCbMa, aBTOPCKUH MMOYEPK U SIBHOE JKEJTAHUE TOHPABUTHCSA U OBITh
HOHATHIM, 0€3yCIIOBHO, IOMOTYT cpopmupoBaTh 0 Bac OnarompustHOe BleyaTiieHUE, U
MHOCTPAHHBIN KOPPECTOHACHT OyJIeT TOTOB MPOCTUTh Bamm rpammaruyeckue, opdorpa-
(dbryecKkue uin CTUIUCTUYECKHUE OMIUOKH.

Ecnu BBl Bce k€ cUMTaeTe CBOM MOYEPK IJIOXUM M HEKPACHUBBIM U HE XOTHUTE YTPYXK-
JaTh KOppecnoHaeHTa pazdopom Bamux rpadonoruyeckux ocoOEHHOCTEH, TO, TOBTOPS-
€M, HUYETO MPeJOCYIUTENHHOTO B OTII€YaTaHHBIX HA MAIIMHKE MMUCbMAaX HET.

Heo6xoaumo TOJIbKO MOMHHUTH, YTO HE BCE MUChbMAa MOXKHO medararb. He npuHsTOo me-
yaTaTh Ha MalllMHKE MHUCbMa-cO00JIE3HOBaHUS, MUChbMAa-01aroJapHOCTH 3a MPUTJIAIIECHUs
Ha CEMEHHBIN Mpa3IHUK, MUChbMa-TIO3APaBlIeHUs,—B OOIIEM, BCE MUChMa, KOTOPHIE TO-
CBSIIECHBI CEPbE3HBIM COOBITUAM B JIMYHOM JKU3HH KOPPECIIOH/ICHTA.

Pazymeercs, neyarath nuchbMo cienyer 6e3 ommbok. Ecnu yx BBl cenaiy onevyarky,
TO BOCHOJIb3YUTECHh KOPPEKTHPYIOIIeH Oymaroi uim »)uakocteio tuna «lltpux», HO HU B
KOEM Clly4ae MPU HCIPABIECHUN ONEYAaTKH HE MOJb3YWTECh JJACTUKOM—ATO HE MPUHATO B
COBPEMEHHOM NMMCbMEHHOM JTHKETE.

Jlornuecku 3aKOHYEHHBIE YAaCTH MUChMa HeoOxoaumo odopmisate B ad3aubl. Paccros-
HUE MEX]ly CTpouKkamu B ab3aie 00blyHO 1,5-2 nHTepBana. A03albl OTAEHSIOTCA APYT OT
apyra 2-3 WHTEpBaJIAMM.

§ 2. CTpyKTypa U CMBICJIOBBIE YACTH NMUCHMA

Kak u Bcsikoe mpousBefcHUE YEIOBEUECKON MBICIH, MUCHMO (J1ake HEeO(UIHAIHHOE)
UMEET OIpe/ICTICHHYI0 KOMITO3HUIHIO, KOTOPasi BKJIFOYAET OMpPECICHHBIC JIEMEHTHI (Jac-
TH). CTPYKTYpPHO MHUCHMO, AHIJIOSN3BIYHOE B YAaCTHOCTH, KaK IPaBUJIO, COCTOUT M3 Clie-
JTYIOUIAX YaCTEH:

1. Anpec oTnpaBuTens (Sender's address)
2. Jlata (Date)
3. Aapec nomyuaTens (Inside address)
4.006paienue (Salutation)
5.Tekct nucpma (Body of the letter)
6.3aKIIOUUTETbHBIC

(opMyJIbl BEKIUBOCTH (Complimentary close)
7. [loanuck OTIpaBUTENS (Signature).

Bce yactu nucema MOKHO MNpCaACTaBUTb CXEMOM:



Cxema nmuchbMa Ha aHTJIMHACKOM SI3BIKE

Homep AoMa, KBapTHpH H
Ha3BaHHe YAHIHI OTIpaBHTe-
ASl TOPOA, WITAT, IOYTOBBIHN
HHAEKC

YHCAQ, MeCdIl, T'OA

HMa moAyvuaTeas HOMEp AO-
Ma, KBAPTHPHI, HA3BAHHE
YAHIE DOAYyYaTeAs, MOPOA,
LITAT, DOYTOBKIH HHAEKC,

CTpaHa

Ob6palense + HMS MOAYYATEAS

3aKauMTeAbHasd PoOpMyAa BEXXAHBOCTH

QaMHABRA (HAM HMA) OTOpa-
BHTeAs

Kak BUIHO U3 cXeMBbl, pacrojararoTcs yKa3aHHbIC YaCTH IMCbMA B aHIJIOSI3bIYHOM He-
opuIMaIbHOM KOPPECTOHICHLIUU CIAEAYIOIIUM 00pa3oM.

AJlpec oTpaBUTENA UIIETCS B IPAaBOM BepxHeM yriy. [IpaBna, nHOr1a MOXKHO BCTpe-
TUTh IUCHbMA, TJI€ aAPEC OTIPABUTENS IaH B KOHIIE IMCbMa, B JIEBOM HUKHEM YTIIy, HHXKE
noanucu. OIHAKO BCE K€ Jydlle NOMENATh aApeC OTIPABUTENS B IIPABOM BEPXHEM YIIIY
IIMCHMA.

ITox agpecom oTIpaBUTENS CTABUTCS AaTa OTIPABJICHUS THUCbMA.

Anpec nosyuaTess IOMEIIAETCsl HECKOJIBKO HUXKE ajipeca OTIPAaBUTENS, HO B J1eBOM (!)
BEPXHEM yIUIy IIHCHhMA.

OO0parienye NUIIETCs, ECTECTBEHHO, C HOBOM CTPOKU, HEMHOT'O OTCTYTIsI BHU3 OT ajpe-
ca I10JIydarelis, 1 HAYMHACTCSA OHO, KaK IPAaBUJIO, HA TAKOM K€ BEPTUKAIM, YTO U TEKCT
nmucbMa. OOpareHue BKII0YaeT B ce0s uMsl mosrydarens win ero ¢pamunuio. [locne oopa-
LIEHUS CTaBUTCS 3amsaTas WM ABOCTOYHE, & HE BOCKIINLATENIBHBIM 3HAK WM TOYKA, KaK B
PYCCKOM SI3BIKE.

TekcT nucbMa HAYMHAETCS ¢ KPACHOM CTPOKHM M €CTECTBEHHO C 3arjlaBHON OYKBBI (XOTS
nociie oOpanieHusi CTOUT 3amsTasi WiK IBOETOUHE).

[Tocne TekcTa mUchbMa UAET 3aKIIOUUTENbHASA (POPMYJIa BEXKIMBOCTH U oAnuch. [lpen-
CTaBUM BCE 3TO B BUJI€ HEKOETO a0CTPAKTHOIO MUChMA.



25 Bedford Avenue
Long Beach
California, 90024
USA

June 6, 1990
Mr John T. Smith
45 Linden Drive
Petersfield
Hants GU 31 4IN
Great Britain

Dear John,

Yours sincerely,
B. Harding
(Beatrice Harding)

Kak BUIHO M3 MpUBENEHHOW BHINIE CXEMBI-MIMChbMA, CTPOUKH aJipeca OTIPABUTENS U
JaTa, a TaKXkKe 3aKJIIYUTENbHAs (opMyIia BEXKIMBOCTU HAMEUaTaHbl OJTHA MO APYTOH, 6e3
a03aIlHbIX OTCTYTOB, CTPOTO TOPU3OHTAIRHO. Takas (hopma mpencTaBIeHUs MUChMa HaA3bI-
BaeTcs «omounon» (block form).

OpnnHako, yka3aHHBIE YacCTH MHChMa MOTYT IMHCATHCS WJIM TEYATAThCS yCTYIIOM, XOTS
ATO W HE TaK PacIpoOCTPaHEHO B HacTosllee Bpems. Takast popma Ha3bIBACTCS «3y04aTOi»
(o anrnuiicku indented unu step form).

[Tocne Toro, kKak Mbl YCTAaHOBHJIM OOIIYIO CTPYKTYpY ¥ (hOpMY aHTJIMMCKOTO MUCHMA,
nepeieM kK 6osee JeTanbHON XapaKTepUCTUKE €ro YacTeu.

1. Kak 610 MOKa3aHO BBIIIE, apec OTIPABUTENS OOBIYHO IMHUIIETCS B MPABOM BEpX-
HeM yray. Jlo mocneaHero BpeMeHu ObUIo MPUHSTO, YTO Ka)Aasi CTPOYKa ajapeca 3aKaHuu-
BaJjach 3aIsiToM, a Bech ajipec Toukoil. O HaKo, B MOCIIEeIHEE BPEMs 3TO MPaBUIIO COOIIO-
JaeTcsl Bce MEHbIe u MeHbIne. Ceifyac (akTHUEeCKH KOHKYPUPYIOT JBe (OPMBI HaIuca-
HUS ajpeca: 0e3 3amsIThlX U TOYKH M CO 3HaKaMHU MpENuHaHUA, MPUYeM TepBasi, 0 BCEH
BHUJIUMOCTH, OEpeT BEpX.

200 Lawrence Street
Ann Arbor, Michigan 48104
USA

200 Lawrence Street,
Ann Arbor, Michigan 48104,
USA



25 Bedford Avenue
Long Beach
California 90024
USA

June 6, 1990
Mr John T. Smith
45 Linden Drive
Petersfield
Hants GU 31 4LN
Great Britain

Dear John,

Yours sincerely,
B.Harding
(Beatrice Harding)

Kak BuHO u3 mpumepa, B agpece OTIPABUTENS OTCYTCTBYET UMsI OTIPABUTEINA. JTO U
MOHSTHO: B K&XJAOM MUCHME €CTh MOANUCH ((haMUIHS UM UMsI OTHPABHUTENS). 3a4eM XKe
MOBTOPATH 3Ty HUH(PopManuto aBaxsl. [IpaBaa, B mucbMax, HaMCaHHBIX Ha JIPYrux (He-
KEJIM aHTJIMICKOM) sI3bIKax, B aipece OTIPABUTENS MHOTJA MPUBOAUTCS (PaMUIMS U UMSL.
OnHako B aHIVIOA3BIYHBIX TUCbMAaX 3TO HE NMTPAKTUKYETCS.

[Ipn Hanucanuum azapeca ormnpaButens (Kak, BIPOYEM, U aJpeca MOIyyaTelss) xena-
TeIbHO M30eraTth COKpalleHUN Ha3BaHUM YJUIl U TOPOJOB, XOTs, KOHEUYHO, TaKue 00Ile-
yHOTpEeOUTENIbHBIE COKPAIIEHNUS, KaK:

str (street—ynuia),

dr (drive—mpoesn),

av(e) (avenue—aBeH10),

apt (apartment—xkBapTHpa),

USA (United States of America—Coeaunennsie LlTaTer
AmMepukn)

Y HEKOTOpHBIE APYTrUe BIIOJHE YMECTHBI.
2.1lox agpecom oTmpaBUTENsl CTaBUTCS AaTa oTnpasicHUs. OHA B aHTJIMMCKOM SI3bIKE
MMEET MHOTOBAapUAHTHYIO (POpMy, M MPAKTUUECKU MOMXKHO MCIO0JIb30BaTh JIO0O0N U3 Bapu-

AHTOB:
12th May, 1990

12 May 1990
May 12th, 1990
May 12, 1990



3anaras nepes rogoM uHorAa omyckaercsa. Ho He cienyer o6o3Hadates naty nudpamu
(12/5/1990). BTo0 pacmpocTpaHeHO B MUChMax Ha PYCCKOM SI3BIKE M CPABHUTEIHHO PEIKO
MPAKTUKYETCS B MUChMaX Ha aHTJIUMHUCKOM sI3bIKE BO M30ekaHue omuOku. Jleno B ToM, 4To
B Aurnu u CIIA naty nudpamu o6o3navarot no-pazHomy. B CIIIA nepas mudpa o6o-
3Hauaer Mmecsal (4/3/90—3-ro anpens 1990 r.), a B Aurmu nepBas uu@pa odo3Havaer
gucio (4/3/90—4-ro mapra 1990 1,).

3. Anpec nosyuaTens MUIIETCs TaK Ke, Kak U ajapec oTrnpaButess. OQHaKo csi CTaBUTCSA
B JIEeBOM BepxHeM yriry. Kpome Toro, B ajpece moiydarens o0si3aTelnbHbl pamMuiius Win
UMs TIOJTydaTensi, 3a UCKIIOYECHUEM, KOHEUHO TaKUX CIy4daeB, KOT/a BbI 0OpaIaeTech K
OpraHU3alliy, a HE K OT/ICIbHBIM JIULIAM.

4.1lepetinem Tenepp K TOM YaCTH aHTJIMMCKOTO MHUCHhbMa, KOTOpas Y PYCCKUX OOBIYHO
BBI3bIBACT 3HAUUTEIbHBIC TPYAHOCTH.

«Kax oOparutbes Kk agpecaTy?»,—3TOT BOPOC UMEET HEMAOBaXKHOE 3HAYEHHUE OCO-
OCHHO ISl HHOCTPAHIIEB, YUNUTHIBAS PA3IUdMs B KyJIbType, OObIYasX U T.1I.

[Ipexxne Bcero HEOOXOAUMO KPAaTKO MOSICHUTh HECOOTBETCTBUE PYCCKOTO M aHIJIUM-
CKOTr'O UMEHHU.

Kak u3BecTHO, y O0OJBIIMHCTBA HAPOJOB, KUBYIIUX B EBpore u Amepuke (B TOM 4uc-
J€ y aHIJIMYaH U aMEPUKAHIEB), HCTOPUYECKHU CIIOKHIIOCH IBYUMEHHAsl CUCTEMA: JTUYHOE
uMs 1 pamunua. Hanpumep: William Shakespeare.

B T0 ke Bpemsi y pyCCKHX U HEKOTOPBIX JAPYTHX HApOJOB UMEHOBAHMS JIIOJIEH UMEIOT
TPEXKOMIIOHEHTHYIO CTPYKTYpPY: JIMYHOE UMSI, OTYECTBO, (haMUIIHSI.

Hanpumep: Anekcannp Cepreesud Ilymikus.

bynyun B npuHIUIIE IBYMMEHHOW, AHTJIMMCKAas CUCTEMa MMEHOBAHUM JIFOAEH 4YacTo
paspacraeTcsi 10 TpeX U JIaXe YeThIpeX KOMIIOHEHTOB. BceM HaM 3HaKOMBbI TaKUE aHTJIUM-
cKkHe M amepukanckue nMmena, kak William Makepeace Thackeray, Herbert George Wells,
Agatha Mary Clarissa Christie.

[lepBoe U3 MMEH B aHIVIMICKON CHCTEME MMEHOBAHUS JIIOACH BBIOMpAETCs U3 4yucia
OOIIETTPUHSTHIX TUYHBIX UMeH. Hampumep:

John —/[>xoH
Mary —Mbpu
Jack —JIxex

Btopoe nms (middle name) ¢ Touku 3peHust pycCKOTO YeI0BeKa MO CYIIECTBY HE SIBJIS-
€TCsl UMEHEM, TaK KaK B KQUeCTBE €r0 MOTYT BBICTYNATh HE TOJILKO JUYHbIC UMEHA, HO U
(dbaMuIMM pOJCTBEHHUKOB, JI€BUYbS (haMUIIUs MaTepH, WU K€ JIF0OO€ CIOBO BIUIOTH [0
COYETaHUsl 3BYKOB, HE MMEIOLIET0 HUKAKOTO 3HAYEHUS, HO MOYEMY-TO MOHPABUBIIETOCH
pomurensam. Hanpumep:

Charles John Huffman Dickens
Harriet Elizabeth Beecher Stowe

[TocnenHuM B psTy aHTTIUHCKAX UMEH CTABUTCS (pamMuIwsl.

Kak nmpaBuiio, B aHIJI0sI3bIYHBIX CTpaHax MEepBOE U MOCJIEIHEe UMEHA MUIIYTCS U MPO-
U3HOCATCS TOJIHOCTBIO, B TO BPEMsI KaK BTOPOE W/WUJIU TPEThE UMEHA MOTYT 0003HAYaThCs
TOJIbKO HayaJIbHON OYKBOW UJIM JJa’Ke BOBCE HE YIOTPEOIATHCS.

Cno’XHOCTH ¢ yHOTpeOJIEHUEM aHTJIMHCKUX UMEH PYCCKUMU BO3HUKAIOT €I1I€ U B CBA3U
C TE€M, UYTO CpPEAM 3HAKOMBIX U JAPY3€il B aHTJIOSN3bIYHBIX CTpaHaX MPHUHATO oOpalieHue 1Mo
UMEHH, T. €. TI0 MEePBOMY KOMMOHEHTY. JlJif pPyCCKUX, NMPUBBIKIIUX K yHOTPEOJIICHUIO B
ATUX ClydasX UMEHHU M OTYECTBA, TAKOE COYETaHHWE HECKOJbKO cTpaHHo. Ho He Hamo 3a-



ObIBaTh, YTO OOpalleHHE MO UMEHHU CPEIH AMEPUKAHIIEB W aHIJIMYaH BOBCE HE O3HAYAET
Onu3Kol ApykObl WK maHuOpaTcTBa. ITO 0OBIYHOE OOpaIieHue APYT K APYTry ABYX J1OC-
TATOYHO XOPOILO 3HAKOMBIX JIFOJIEH.

Bbonee Toro, mpu TakoM COKpAILEHUU OTJAETCS MPEANOYTEHUE COKPAILIEHHBIM GopMamM
uMmeH. Hanpumep:

Will, Bill (= William), Gil (= Gilbert), Bess, Betsy, Liz (= Elizabeth), Phil (= Philip).

[To damuniuu, TouHee o NmocieJHEMY KOMIIOHEHTY UMEHH, 00pamaTcs K opuiraib-
HBIM JIML[AM WJIM K HEJOCTATOYHO 3HAKOMBIM JIFOJISIM.

B takux ciydasx gamunms denoBeka yrnoTpeOseTcss TOJIbKO B coueTaHuu ¢ popmamu
Mr., Mrs., Miss. be3 gamunuu ot popmel He ucnionb3ytores. Hampumep:

Mr. Brown —rocnogun bpayn
Mrs.Green —rocnoxa [ 'pun
Miss White —rocnoxa (mucc) Yaut

[Ipu sToM Mr. ynoTtpeOasieTcss Mo OTHOLIEHUIO K MYX4HHaM, Mrs. 10 OTHOLIEHUIO K
3aMy>KHEH KeHIIMHe, a Miss 0 OTHOIIEHHIO K He3aMY>KHEW KEHIIUHE.

B kauectBe cuHonuma gopmbl Mr. B Aurnuu (1 pexe B CIIIA) ynorpebisieTcs ene
onHa ¢opma: Esq. Ognako ona craBuTcs He nepen, a nocie umenu. Hanpumep: John S.
Smith, Esq.

Ota ¢hopma BOCXOJIUT K CIOBY esquire «dckBaiip». B cpeaHeBekoBON AHIIIMM 3CKBAMP
OBLIT OPYKEHOCIIEM PBILIAPS, a BIIOCIEIACTBUH TO CJIOBO CTAJ0 03HAYATh OJWH W3 HU3IIUX
JIBOPSIHCKUX TUTYJOB. HekoTopoe Bpems 3Ta (popma MCHOIb30BalIach B MUChMAaX, OJJHAKO
TENepb OHA BCTPEYAETCS BCE PEXKE U PEXKE.

B nacrosiiee Bpems B 6osee win MeHee O(pUIMAIbHBIX WM JEJIOBBIX MUCbMax MOX-
HO BCTPETUTh HOBOE 0Opa3oBaHuE, a UMEHHO GopMy Ms., 3a KOTOpOil 00s3aTeNbHO Clie-
ayet gamunus. Muaue rosops, Ms ynotpeOisieTcs Mo OTHOIICHUIO K KEHIIUHE 0€30THO-
cuTenbHO (hakTa ee 3amyskecTBa. [IpaBaa, MHOTHE KEHIIMHBI BCE €IIE MPEANOYNUTAIOT HC-
noJib30BaTh (opmbel Mrs (3amyxHsiss) win Miss (He3aMyKHsIsI), OJHAKO COBPEMEHHAsS
opumanbHas U noayoduiraibHas KOPPECIOHACHIIMS UMEET TeHJICHLUIO K UCIO0JIb30Ba-
HUIO (popmbl Ms.

Kpome 3toro B opunmanbHOi U Moyo(pUIUAIbHON MEPENUCKE MOKHO BCTPETUTH U
Takue QOpMbI:

Dear Colleague —yBakaemblii KoJuiera
Dear Reader —yBakaeMblIii yuTaTEh
Dear Editor = —yBakaeMbIii peaKkTop
Dear Publisher —yBakaemblii u3gaTeinnb

ITogBenemM HEKOTOPBIE MUTOTH. YUUTHIBASI M3JI0)KEHHOE BBIIIE O CUCTEME MMEHOBAHMS
JIOACH B QHTJIUMICKOM S3bIKE, MOKHO MPEANOI0KUTH IBE CUTYallMU OOIIEHUS U COOTBET-
CTBEHHO JIBE I'PYyMIIbl 0OpalIeHUH.

A. IluceMo numercs apyry, XOpomeMy 3HAKOMOMY WJIM POJCTBEHHHUKY. B aToMm ciy-
yae Bbl HAYMHAETE TUCHhMO CIIOBAMH:

Dear John —noporoi [»xoH
Dear Helen —noporas Enena
Dear Mother (Mom) —aoporas mama
Dear Father (Dad) —moporoii namna

Emie 6onpinas crenenpb ApyskObl, JTIOOBU UM POJICTBEHHBIX YYBCTB OyET BhIPAXKATHCA
CJIOBaMHU:



My dear Jack —wmoii noporoit [Ixax
My dear Mom —mMos1 toporas MaMouKa
Dearest Grandmother—noporas 6a0yrika
Kak BbI camu moHuMaeTe, 37eCh HET KOHIIa BApUAHTaM BBIPAKCHHsI JTIIOOBH, MPUBS3aH-
HOCTH ¥ MHTUMHOCTH. Hampumep:

Dearest Lu —mmunas Jly

Lu, dear —Jly, noporas
Darling Lu —oporas most Jly
Sally, dear —Canuu, noporas
Dearest Sally —mos goporas Caiu
Darling Sally —Cannu, ayuieyka

b. Bropas cutyanus oOuieHus: nuchMa 3HAKOMbIM, HE3HAKOMBIM, a TaKxke 0oJiee Wiu
MeHee ouimanbHbM aunaM. OHM, KaKk OpaBUiIo, HAUUHAKOTCS TaK:

Dear Mr Smith —YyBa)kaeMbIi rocnoauH CMHAT
Dear Mrs Smith —yBaxaemas rocroxa CMut
Dear Miss Long —yBaxkaeMas Mucc JIoHr

Dear Professor Barnes —yBaxaeMbil ipodeccop bapHec
Dear Doctor Ardel —YyBaXKAEMBIN JJOKTOpP Apeiib

3amMeTbTe, 4TO OOpalleHue B MUChbME K 3HAKOMBIM IMHIICTCS 0€3 HHUIIMAIOB U 0€3 uMe-
HU—IIPOCTO ojHa (haMuust (MHOE JICJI0 Ha KOHBEPTE, HO 00 3TOM Jajee).

K coBepilleHHO HE3HAKOMBIM JTFOASIM, (haMHJIMKA KOTOPBIX BbI @K€ HE 3HACTE, CIICAYyeT
oOpaiarbcs Tak:

Dear Sir —YyBa)Ka€MbIi TOCIIOIUH
Dear Madam  —yBakaemas rocroxa
Sir —TOCHONH

Madam —TOCIIOXKa

Dear Sir and Madam —yBaskaeMble TOCIIOAMH U TOCIOXKa

HNuTepecHo oTMeTUTh, 4To oOpameHue My dear sir (yBa)aemblil rOCIIOJIMH) K HE3Ha-
KOMBIM JTIFOJISIM SIBIISIETCS] CTPOTO (hOpMabHBIM, U MECTOUMEHHUE «MOW» HUUYTh HE BHOCUT
OTTEHOK MHTUMHOCTH B 3TO 0OpallleHue.

Takum 00OpazoM, MOKHO BHJIETh, UTO B NMMMChMax aHIJIMICKOE clIOBO dear siBisieTcs ca-
MBIM HOIYJISIPHBIM U CaMbIM paclpocTpaHeHHbIM. M Kaxablil pa3, B 3aBUCHMOCTH OT CHU-
Tyallly, OHO UMEET Pa3Hble OTTEHKH 3HAUEHUS: OT «JI0POroi» J10 «yBaKaeMbIil».

To ke camoe MOXHO cka3aTth U 0 cioBe friend. DTo CI0BO B aHIIMICKOM fI3BIKE, KaK
TOBOPSIT YUYEHbIE, UMEET IIHUPOKYI0 CEMAaHTUKY, TOpa310 0ojee MUPOKYI0, YeM UMEET CIIO-
BO «JIpYI» B PYCCKOM S3bIKE. «Jlpyrom» B aHINIMICKOM (M OCOOCHHO B aMEPUKAHCKOM)
CMBICIIE CTIOBA MOKET OBITh M TAPTHEP IO adpoOMKe, U KoJuiera rmo paboTe, 1 4enoBek, Oe-
raloIui ¢ BaMu MO yTpaM MO TOMY e MapuipyTy. HbIMU clioBaMu, y aMepHKaHIa ro-
pazzio OobllIe «APY3€iD», YEM Y PYCCKOTO.

V¥ Hac xe B CIOBO «JIpyr» BKJIAJbIBAETCS COBCEM MHOE 3HAUEHHE, KOTOPOE 3aCTABIISIET
PYCCKOT0O MOPa3MbICIHUTh U CKa3aTh Bce-Taku: «OH MO MpuUsiTEIb, Mbl BMECTE O€raem o
yTpam». AMEpUKaHell K€, He pa3lyMbIBasi, ckaxeT: «Mbl jxe BMecTe OeraeM 1o yTpam, OH
Mo# apyr!»

K aromy cienyer npubaBuTh BEKaMU CIOKUBLINICS 3TUKET IMOBEJCHUS, KOTJa Ha4auI0
nuceMma «Dear friend» sBIsIIOCH pacnpocTpaHeHHOM (GopMysol BeXJIMBOCTH. 3ameya-
TEJBHO cKazan 1no stomy nosony Pumunn [dopmep Crenxon, rpadp Yecreppuna. B



«ITucbMax K ChIHY» OH NUIIET: «XOpPOIIUE MaHEPhl B OTHOILIECHUSIX C YEJIOBEKOM, KOTOPO-
ro He JoOulb, HEe OOJbIIas MOTPEIIHOCTh MPOTUB MPABIbl, YEM CJIOBA Ball MOKOPHBIN
ciIyra mnoj KapTenaem.

Ecnu BBl numieTe nUchbMO B YUPEKJICHHUE WU PUPMY, TO 00pallleHHe K HE3HAKOMbBIM B
3TOM citydae Oy/eT TaKhM:

Gentelmen —rocnona
Ladies —JTaMBbl
Mesdames —1aMbl

Eme pa3 manomunaem, 4yTo mocie oOpamieHus] B aHTJIMICKOM MHUChME CTaBUTCS 3arisi-
tas (nmpuHATO B AHrnuu u B CIIIA) unu nBoetoune (mpunsato toiapko B CIIIA), a He Boc-
KJIMLIATEJIbHBIN 3HAK WM TOYKA, KAK B PYCCKOM SI3BIKE.

5. TekcT muchMa COACPKUT IMOCTIaHuE ajpecaTy. DTo caMasi OoJbllas U camasi BayKHast
gacTh nuchMa. OHa JOJHKHA MUCAThCS BCETAA Pa300pUMBO, aKKypaTHO U C COOIIOICHUEM
COOTBETCTBYIOIINX a03a11eB; KaK TOBOPUTCS, C YyBCTBOM, C TOJIKOM, C PACCTAHOBKOIA.

6. 3axmounTenbHas (GopMysa BEXKIMBOCTU (TakK K€, Kak U 0OpallleHue) 3aBUCUT TJIaB-
HBIM 00pa3oM OT TOTO, B KaKUX OTHOLUEHHUSX Bbl HAXOAUTECHh C aApPEcaToM. 371eCh OMATh
e (Kak rmpu oOpalieHny) MOryT ObITh B OCHOBHOM JIBa BapHaHTa.

A. IlepBblif,—KoOra Bbl MUIIUTE IPYTY WU POJCTBEHHUKY, UIU XOPOIIEMY 3HAKOMO-
My. B 3TOM ciyuae BbI 3aKaHUMBAETE MUCHMO CIAEAYIOIIMM 00pa3oMm:

Sincerely yours —HWckpenHe TBOH (Barir)
Faithfully yours —IIpenanusiii Tebe (BaM)
Yours (very) sincerely —TBoii (Bam)

Aiwaways sincerely yours —Bcerna uckpenHe TBou (Baiir)
Yours (always) faithfully —(Bcerna) npenannbiii Tebe (Bam)
Yours ever —Bceraa TBou (Baiir)

Ever yours

Yours as always —TBoi1 Kak Bceraa

(Very) cordially yours —CepieuHo TBOM (Barir)

Yours truly —IIpenanusiit Tebe (BaM)

Your very sincere friend —TBoii (Baill) UICKpEHHU JPYT

3akiIroueHHs TMCbMa MOTYT UMETh M 00Jiee MHTUMHBIN XapakTep. Tak, Hanpumep,
OJIU3KUM JPY3bsIM U POJCTBEHHUKAM Bbl MOKETE HANUCATh:

Affectionately yours —mro0siuii Te0s Affectionately

Yours loving son (daughter) —TBoi mo0sAIIMA ChIH (710Yb)

Your devoted niece —IIpenannas Tede IeMsSHHUIIA

Yours with love —JIroOstmmii Te0s

Kisses —Ilenyro

b. HemoctaTouHo XOpOIIo 3HAKOMBIM JIFOASIM WA O(DUIIMATIEHBIM JIMIIAM OOBIYHO TTH-

IIyT:

Yours sincerely —MH ckpenne Ba

Yours truly —IIpenannbiii Bam

Yours very truly —BecbMma npejanHbIi Bam

[TomuMHEHHBIN HAMUIIET BBIIECTOSAINIEMY Ha4albCTBY HECKOJIBKO 00JIee TOYTUTEIIBHO,
a IMEHHO:
Respectfully yours —C nouTeHueM
Yours respectfully —C nouTeHueM



Yours very respectfully ~ —C rmyGokum nouteHuem

®opmyna co croBamu respectfully moctatodHo pemko HMCMOIB3YETCS B AHTIMHCKOM
si3pike. OHA MMOYTH HUKOT/Ia HEe PUMEHSIETCS JIFOJABMH C OJIMHAKOBBIM COIIMAJIBHBIM CTaTy-
COM H, €CTECTBEHHO, HUKOMM 00pa30oM HE COOTBETCTBYET PYCCKOH (hopMyIie «C yBaKeHH-
eM», «C TIIyOOKHM yBa)KCHHEM», IPUMEHSIEMOI B KOHIIE MIChMa Y HaC.

Taxkum obpazom, dopma Sincerely yours B ee pa3IMUHBIX BapuaHTaX (PaKTHUUECKHU SIB-
JSIETCSl CAMbIM BEPHBIM M 0€301IMO0YHBIM OKOHYAHHEM MUChMa ISl MHOKECTBA CUTYalun
oOmienusi. B 3aBUCMMOCTH OT TOHA BCEro MUChMa €€ MHOTOYMCIICHHbIE BapUAHTHI MOTYT
BOCIIPHUHUMATHCS KakK OQUIIMaIbHbIE WU, HA000OPOT, HE MMEIONINE HUKAKOW O(HIIraib-
HOU ToHanbHOCTH. [IpUBEEM HECKOIBKO BAPUAHTOB 3TOM (hOPMYJIBI:

Yours sincerely —MWckpennue Baii (TBOIA)
Sincerely yours —MWckpenne Baiil (TBOM)
Sincerely —MHckpenne

Very sincerely —QOd4eHb HCKPEHHE

Yours always sincerely =~ —Bcerna uckpenne TBoii (Barir)
Always sincerely yours =~ —Bceraa uckpense TBoii (Bari)
Most sincerely yours —I'my60oK0 UCKpEHHE TBOM (Ball)

3akmrounTesibHas (popMmyJia BEKIMBOCTU BCErJa MUIIETCS C HOBOW CTPOUYKH, KOTOpas
OTCTOUT OT TEKCTa MUChMa MO KpailHell Mepe Ha JiBa MHTepBajia. Jta popMysia HAUMHACT-
Csl C CEepelUHbl CTpaHUIlbl, a He ¢ Kpad. OxaHuuBaercs opmyiia 00sS3aTeNbHO 3amsTOM.
Hampumep:
Sincerely yours,
(moamnuce)
7. Iloanucek B TUChME CTABUTCS HA CTPOKE TMOJ 3aKIIOUUTEIIbHON (POPMYIIOi BEKIUBO-
CTH, HEeMHOro npasee. [locie noanucu He cieayer CTaBUTh TOUKY.
Ecnu nucbMo neuaraercs Ha MallMHKE, TO 3aKIounTeNibHas Gopmylia U MOAIUCh Oy-
YT UMETh CIAETYIOINNA BU;
Sincerely yours,
J. Smith
John H. Smith
Ecnu sxe muceMo HanmucaHo OT PyKH, TO TOTJA:
Sincerely yours,
J. Smith
Nrak, Mbl ¢ BaMH paccMOTpENU CTPYKTYPY M COJIEpKAHUE BCEX YacTeil mucbma. bes-
YCJIOBHO, HAllMCAHUE MHChbMa—>3TO TBOPUYECKUW MPOILIECC, KOTOPBII HUKAK HE 3aJaH Ka-
KUMH-TO >KECTKHUMH MPaBUIIAMHU, TEM HE MEHEee COOIOJICHUE MPUBEICHHBIX BHIIIE CBEJIE-
HUW TIOMOXET BaM ycrenrHee u 3(QPeKTHBHEE BECTH KOPPECIOHICHIIMIO HA aHTIUHCKOM
s3pIke. B KadyecTBe mpuMepa mpuBENEeM HECKOJIbKO YaCTHHIX (HEO(PHUIIMATBHBIX) MHCEM,
HAIKUCAHHBIX KaK PYCCKUMHU, TaK U aHTJIMYAHAMH.



43 Sadovaya St., Apt. 15
Leningrad, 189646
USSR

September 10th, 1990

Mr J. Smith

9 Clifford St., Apt. 17
London, W. 1

Greal Britian

Dear Jack,

Now that we have returned from our exciting trip to your
country, my friends and [ want to thank you once again for
all that you did to make our visit to England so pleasant
and interesting.

Since | have come back to the Soviet Union I have been
giving talks about my summer visit to England to my
fellow-students. My listeners are very interested in
knowing more about England, about its past and present.
They ask me many questions. The pictures I took there
help me a great deal to explain the things I saw.

[ wonder how are you getting on? What are your plans for
the next summer holidays? It would be splendid if you
could come to the U.S.S.R. and spend a few days here. What
do you say to the idea?

Hoping to hear from you soon.
Sincerely yours,
S. Victorov

Dear Jim,

As it is long time since | last heard from you, I have been
wondering how you are. That is why | decided to write you
a letter.

I do hope you are well and getiing on nicely. As for myself
I have never felt better...

Your very sincere friend,
Leonid




CapoBast yA., 43, KB. 15
Aennnrpap, 189646
CCCP

10 cenTabps 1990 r.

F-ny Ax. CMHTY,
Kauddgopa cTpur 9, kB.17,
AoHpOH, B. 1
BeAaukobpuranus

Aoporoi Asxex!

Teneps, Korpa Mbl BEPHYAHCh U3 YBAEKATEABHOH MOE3AKH
o TBOEH CTpaHe, MOM APY3b# M 51 XOTHM elie pa3 nobaaro-
AAapHTh Tebs 3a Bce TO, YTO Thl CAeAaA, YTOObI Halla Moe3p-
Ka OblAa IpHATHOH H HHTepecHOH.

C Tex nop kak s BepHyAcsi B CoBeTckuil Colo3, 5 yacro
pPaccKasnlBalo APY3bAM-CTYACHTAM O CBOeH AeTHeH Noe3pKe
B AHrAHI0. MOM CAyLIATEAH OYeHb HHTepecyloTca AHTAMEH,
ee MPOIUAbIM H HacToAKM. OHH 3aA810T MHe MHOIO BOTpPO-
coB. QoTorpadhuu, KOTOpbie 1 CAEAAA B AHTAHH, O9CHB TMO-
MOraT MHe O6BSICHHTh MOHM CAYIIATEASIM TO, YTO S BHAEA
Tam.

HMHTepecHo, Kak Thl )XuBelnb? KakoBbl TBOH ITAAHBI Ha AeT-
HHe KaHUKYABI CAEAYIOUHM AeToM? Buiro Gkl H3yMHTEABHO,
ecAH bnl Thl Mor npHexatTh B CCCP H mpoBecTH 3AeCh He-
CKOABKO AHe#l. YTo Thl Ha 3TO CKaXKelib?

Haperoch, He NPHAETCSI AOATO JKAATh TBOEro OTBETA.

HckpeHHe TBOH,
C. BukTOpOB

YBa)kaeMblii MHCTep AJKOHCOH!

boasiioe cnacubo 3a Baile HHTepecHOe IHCbMO, KOTOpoe 5
NOAYYHA CEroAHsl yTPOM.

[pexae Bcero, s 09eHb paA y3HaTh, YTO Bhl 3A0OPOBHI H BaM
HpaBHTCA B MocCkBe...

[IpepaHHBIH BaM,
Dowoit T. Cyut




Aoporoit Axxum!

Tak Kak MpOILIAO AOBOABHO MHOI'O BpeMEeHH C TeX Nop, KakK A
NOAYY9IHA OT Tebs TMHCBEMO, TO MHEe O9eHb HHTepDeCHO Y3HaThb,
KaK Thl MOXXKHUBaelib. [ToaToMy 5 peilliA HanucaTh Tebe.

HaAetock, YTO Thl 3A0POB H NpeKpacHo cebsi 4yBCTBYyellb.
Y10 KacaeTcs MeHs, TO 5 HHKOTAA TaK BEAHKOAeNHo cebs He
YyBCTBOBAA...

TBOH HCKpeHHHH ApPYT,
AeoHHA

Dear Mr Johnson,

Thank you very much indeed for your interesting letter,
which arrived this morning.

First of all, I'am glad to know that you are well and
enjoying life in Moscow...

Yours truly,
John T. Smith

Dear Mary,

I am sending you under separate cover a littie gift for your
birthday, which I hope you will accept with my hearty
good wishes. May you have many happy returns of the day!

Always your very sincere {riend,
Bob Smith

Aoporast Mapmu!

IMoceiraio Tebe MOCHIAKOH MaAeHbKHH IIOAAPOK K TBOEMY
AHIO porkaeHHs. Ao Tefe TakKe MOM caMble AYYIIHC ITO-

KeAraHud. Ellle pa3 nosapaBAsaio Tebs C AHEM POXXKACHHSA U
AeAaql BCero HEHA}"IH.IEI'U.

Bcerpa TBOW npeAaHHBIH APYT,
bob Cmur




§ 3. KonBepThl.

Cnyyanoch i1 BaM Jep’KaTh B pyKaX KOHBEPT OT MHOCTpaHHOro nucbma? Haneemcs,
YTO KaK MUHUMYM JIOBOJIUJIOCH €CJIM HE JIep»kKaTh, TO XOTs Obl BUJETh. Bbl 00paTuiii BHU-
MaHue, HaBepHOe, YTO 0(OPMIIAIOT KOHBEPTHI 3a pyOEKOM COBCEM HE TakK, KaK y Hac.

OdopmiieHrie KOHBEPTOB—COCTABHASI YaCTh MMCbMEHHOI'O 3TUKETa, KOTOPbIN, KaK W3-
BECTHO, CIIOKUWJICA HE Cpa3y M MMEET B Pa3HbIX CTpaHax cBou ocobeHHoctu. CripaBeiu-
BOCTH paJill OTOBOPUMCSI, YTO 3aIaIHOEBPONEHCKUIN, aMEPUKAHCKUNA M HEKOTOPbIE IPyTHE
BapuaHThI 0(hOPMIICHHSI KOHBEPTOB BO MHOTOM OJMHAKOBBI, HO OTJIMYHBI OT HAIIIETO.

B nacrosimee Bpemsi B CIIA, na u Bo Bceil EBpone (Bkitouass AHIIINIO) CYIIECTBYET
ctanaapt opopmieHusi KoHBepToB. COrIacHO ATOMY CTaHAApPTy WH(OpMAIMs HA KOHBEP-
T€ pacmoJjlaraeTcs B CTPOTO ompenieieHHOM mnopsiake. OCHOBHOM MPUHLMI 3TOTO pacmo-
JIO)KEHUS—OT YaCTHOTO K O0IIeMy, OT MHIWBHIyyMa K CTpaHe, B TO BpeMs KaK B HaIlIeH
cTpane nHpopMaIus Ha KOHBEPTE pacrojaraercs B 00paTHOM MOPSAKE: OT CTPAHBI K WH-
nuBuayymy. [IpeacraBum o0I1Iyro cxeMy aMepUKaHCKOTO ¥ €BPOTNEHCKOr0 KOHBEPTA.

Cxema KoHBepTa

MM v paMHAHA OTIIPAaBHTEAS

HOMep AOMa, KBapTHPHI, Mapka
Ha3BaHHEe YAMIBI OTIPABHTEAS

ropop, LITAT, MOYTOBHIH HHAEKC

CcTpaHa

HUMst 1 PUMHAUS NIOAYYATEAS
HOMep AOMa, KBapTHPHI
Ha3BaHHe YAMIIBI OAYYaTEAs
rOpPOA, ILUTAT, MOYTOBLIA HHAGKC
cTpaHa

Kak BUAHO U3 CX€MbI, OCHOBHOE OTJIMYHUE PYCCKOIO KOHBEPTA OT AHIJIOSI3BIYHOTO CO-
CTOMUT B TOM, YTO B 000UX aJjpecax Ha aHIJIMICKOM KOHBEpTE BHAuUaje MUIIeTcs haMuius,
3aTeM HOMEp JIoMa, KBAPTUPBI, YIIHIIBI, TOPOJ U CTPaHA, T. €. (haKTHUYEeCKH HAa000pOT TOMY,
YTO MBI IIPUBBIKIIA BUJETh HA CBOMX KOHBEPTAX.

Eme oIHO CymiecTBEHHOE pa3jiMuhe COCTOMT B pa3MelleHuu aapecoB. Ha pycckom
KOHBEpTE 00a ajpeca MUIITYTCS CIpaBa: aaApec MoaydaTess B IPaBOM BEPXHEM YTy, a aji-
pec OTIIpaBUTENS O] HUM, Takke cripaBa. Ha aHrIMiCKOM KOHBEpPTE aapec OTIPABUTENS
CTaBUTCS B JICBOM BEPXHEM YIIIy, a aPEC MOTydaTessl NOCEPEAUHE KOHBEPTA, HO HEMHOIO
KHU3Y.

WNuorna, npaBaa, agpec OTIpaBUTENs MUIIETCS HA OOpaTHOM CTOpOHE KOHBEpPTA, HO aji-
pec nosyJaress Bceraa Ha nneBoil CTOpoHe B LIEHTPE KOHBEPTA, HEMHOI'O KHHU3Y.

PaccmoTpum nosipoOHee, Kak MUIIYTCS aapeca.

Anpec nosyyaTelsiss HAYMHAETCS C MOJIHOIO UMEHHU M (DaMIIIK ToJTydarTess, nepesi Ko-
TOPBIMH 00s3aTEILHO CTaBUTCS 0HA U3 popM: Mr. Mrs., Miss, Ms.



Jlanee cieqyer yKkazaHue Ha HOMEp JIoMa M KBapTHUPHI, IPH 3TOM HOMEP JIOMa CTaBUTCS

nepen Ha3BaHueM yiuibl. Hampumep:
45 Green Street, Apt. # 2—I 'pun-cTput 45, kB.2
115 Rosamond Street, Apt.# 1—Po3amonn ctpur 115, kB.1

B npuBenenHsix agpecax otMeTuM cienytoiiee. Cinosa Street, Apt. (ynuiia, KBapTupa)
Jare BCEro MUIIYTCs ¢ 3ariaBHON OYKBBI. 3HaK # 0003HAYaeT KHOMEPY.

Jlanmee B ajgpece cienyeT Ha3BaHHWE TOpoja, mrTara (0OBIYHO COKpAaIeHHOE) WU rpad-
cTBa B BenukoOpuTanuu (Toke 0OBIYHO COKpAIIEHHOE).

3a HUM UAET MOYTOBBIM MHAEKC (TIo-aHIHMiCKH Zip code (= zone improvement plan). B
CIIA sToT mHAEKC cOCTOUT U3 mATH 1udp, B Benukoopuranun—u3 Oyks u nudp. 3a uH-
JIEKCOM CJIeIyeT Ha3BaHHE CTPaHbI, KOTOPOE, KaK MPaBmIIo, moauepkuBaercs. Hampumep:

Mr. John S. Smith

10 Lawrence Street, Apt # 1
Ann Arbor, MI 48104

USA

Mr. John S. Smith 25 High Street, Petersfield Hants GU 31
4LN Great Britian

Kak BUJIHO U3 MpUMEpOB, U KaK 0OBIYHO MPUHSTO, B KOHIIE CTPOYEK aJipeca HE CTABUT-
Csl HUKAKMX 3aIlAThIX, @ BECh aJJpec He OKaHYMBaeTcsl Toukoi. Kpome Toro, Ha3BaHU 11Ta-
toB b CIIIA u rpadctB B BenukoObpuranuu o6o3Hadaercs cokpamieHHo (MI = Michigan;
Hants = Hampshire). [loutoBsie mHAECKCHI, Kak yke ykasbiBajgoch, B CIIIA mudpossie
(48104), a B Benukobputannn—oyksennsie 1 nudpossie (GU31 4LN).

Taxum e 00pazom MUIIETCS U aapec OTIPABUTENS C TOW JIUIIb Pa3HUIEH, YTO B HEM
He ctaButcs popma Mr., Mrs,, Miss, Ms nepea nMeHeM U pamMuiineii OTIpaBUTENs.

Wuoraa B anpece mocie UMEHU U (haMUJIMH MTOTydaTesisi MOTYT BCTPEYaThCs CJIOBa care
of unu cokpaiiieHHoe ¢/o.

OTH CclIoBa 03HAYAIOT, YTO MUCHMO HAIPABIAETCS KOHKPETHOMY JIMILY, OJHAKO OTMpa-
BUTENIO BOOOIIIE HE M3BECTEH aJpec ATOrO JIMIAa WM HE M3BECTeH TOYHBIN aapec. Coort-
BETCTBEHHO NMUCHMO HAIMPABISAETCA B OPraHU3AIMIO, C KOTOPOW 3TOT YEJIOBEK KaK-TO CBs-
3aH 1o paboTe, WU B OTEJlb, B KOTOPOM OCTAHOBMJICS 3TOT YEJIOBEK WIIM AK€ €ro JIpy3b-
SIM 1 3HAKOMBIM, KOTOpbIE MOTYT I€peiaTh, MMCbMO 0 Ha3HaueHuto. Hanmpumep:

Mr. R. Jones Otenpb «CaBoii»
c/o Hotel «Savoy» Jlns rocrioguna JxoyH3a
Paris [Tapux

France ®paHuus



I'JTABA 2
AEJOBOE IINCBbMO

«B 0enosvix nucomax npegviuie ecezo sac-
Hocmb u npo3paunocms. Kascoan ¢ppasa 6
HUX 00J1CHA OblMb HACMOIbKO YEeMKO 6bl-
Padicena u HeO8yYCMbICIEeHHA, YMOObl CAMbLL
00161011 mynuya Ha ceeme He MO2 ee He-
6€PHO UCMONKO6AMb U He 001HCeH Dbl ne-
peuumuléams, Ymoodvl NOHANb €€ CMbLCL).

Yecmepgpuno. Ilucema K coiny.
Maxcumol. Xapaxmeppot.

§ 1. IlpenBapuresibHbIe 3aMeYaHUs

JlenoBbi€ CBSI3M HEMBICIIMMBI 0€3 0OMEHa JIeJI0BOM KoppecnoHieHneil. Bekamu ckiia-
JBIBAOIIMICSA NMHCbMEHHBIN JIEJIOBOM JTHUKET BCE IPOYHEE 3aBOEBBIBAET CBOM IO3UILINH,
HECMOTpS Ha TO, YTO Y HErO MOSBUWINCHh TaKUe HaOMparoulue CUIy CONEPHUKH, KaK Telle-
¢oH, Tenekc, (hakc, CIIyTHUKOBAsI U KOMIIBIOTEPHAs! CBsI3b, BujeorenegoH. Kpome Toro Bce
MEHBIIIE U MEHbLIE MPOOJEM COCTaBISAET NEPEIET U3 OJHOM CTpaHbl B IPYTYO JJIs JIMY-
HbIX KOHTAaKTOB. TeM HEe MEHee, IOMUMO MPEUMYILECTB YCTHBIX IEPErOBOPOB, CKAXKEM,
OTEepPaTUBHOCTh OOMeHa MH(pOpPMAIME MpU MeperoBopax mno TenedoHy, CyIEeCTBYIOT U
CBOM HEJIOCTAaTKU—BBICOKAsA CTOMMOCTBH IIEPETOBOPOB M, UYTO CaMO€ IVIABHOE, JOBOJIBHO
4acTOE 3JIEMEHTAPHOE HENOHUMAHME.

K npumepy, Bbl, pyCCKHIi 1€0BOI YEIOBEK, TIOBOJIHHO MPUIUYHO (IT0 HAILIUM MEpKaM)
TOBOPSILIUI MO-aHTJIMUCKH, 00CyX/1aeTe ¢ OM3HeCMEHOM U3 MHauH, TOXe B ONpeleseH-
HOM Mepe BIIAJCIOIIMI aHITMUCKUM S3BIKOM, YCJIOBHUS KOMAaHJIWPOBKM WJIM KOHTPAKTa,
WIHM JJOCTABKHU, WJIK 4ero xoture. Kak Bbl gymMaere, BbICOKa JU OyneT 3 (HEeKTUBHOCTh Ta-
KHX reperoBopoB? K coxaneHuro, He OYEHb.

WHoe neno nu3noxeHue CBOMX MbIciiel Ha Oymare, KOrja ecTb Bpems OAyMaTh, 3ariis-
HYTh B CIIPaBOYHMK, B CJIOBapb. Torna Baml MHAMWCKUN NapTHEP MOWMET BAC U COCTABUT
NUCbMEHHBIH OTBET, B KOTOPOM BBl TOXE pazdeperech 0e3 ocoObix mpobdiieM. Koneuno,
BCE 9TO MEJUJICHHEE, HO «THIIIE €/IeUlb...)»

CocraBneHue Ie10BbIX ICEM—TPY NIOHAYaldy HENPOCTOM, HO TP HEKOTOPOM HaBblI-
K€ y’K€ MOXKHO OYJeT ¢ JIETKOCTBIO ONEpHUPOBATh OOraThiM apCeHAIOM MHCbMEHHOTO Je-
JIOBOTO 3TUKETa U COOJIIO/IaTh JIABHO CIIOXHBIIMECS BIOJHE YETKHUE KPUTEPUM KAaueCcTBA
JIEI0BOTO NMCHhMA: CTUJIb, TOH, KJIUIIE, CTPYKTYPY.

Pasymeercs, nepe cOCTaBIE€HUEM JIE€JIOBOTO NMHCbMA BBl JOJDKHBI YETKO YSCHHUTB, YTO
MMEHHO BBl XOTUTE COOOIIUTH B CBOEM IOCIAHUH, YTO y3HaTh. He nmumanm uHorna 6niBa-
eT HabpocaTh YEPHOBUK MUChMA U MOMBITATHCS U3JI0XKUTh CBOM MBICIU IO BO3MOKHOCTH
KpaTKo, HO U HE B yIIEPO CMBICIY.

N30b1TOuHas uHpopmals B J€I0BOM NUCbME HE MpUBETCTBYeTCs. KOHKpeTHOE nuch-
MO JIOJDKHO OBITH MOCBSILIEHO KOHKpPETHOMY Bompocy. He ciemyer mosb3oBarbest 3aMbl-
CJIOBATBIMU BBIPAXKEHUSMU U CIIOXKHBIMU I'PaMMAaTHYECKUMHU KOHCTpYKUUAMHU. [IocTossHHO
IIOMHHUTE, YTO YUTATh Ballle MUCbMO OYAYT AEJOBBIE JIIOJH, KOTOPBIX UHTEPECYIOT HE Ba-



I MACATEILCKUE CTIOCOOHOCTH, & YETKO M3JI0KEeHHAss nH(pOopMaIys, CyTh JIena.

WNHornma momyvaeTcs Tak, 9YTO B JIEJIOBOM MHChME TPYIAHO OOOUTHUCH 0€3 MOCTOSTHHOTO
MOBTOPEHHUS OJHUX MU TeX ke cJoB. [1o 3TOMy MOBOIy HE CTOMT 0c000 OecrokouThes. B
JICIOBBIX TIMChMax TaBTOJIOTHS BIIOJIHE YMECTHA WM TIIATEIBHO IMOAOMPATh CHHOHUMBI
371eCh HET HYKJIBI.

Eme onHO cymiecTBeHHOE 3aMeuyaHue. B aHTIIMHACKOM MHUCBMEHHOM JCIIOBOM 3THKETE
HE TPHUHATO YIOTPEOIATh MPOCTOPEUHBIC CJIOBA M JKAPTOH, IMOTOMY YTO HAJMYUE UX B
ITUCbME MOXET C(hOPMHUPOBATH HETATUBHOE OTHOIICHHE K OTIPABUTEIIO KaK K HEKYJIbTYP-
HOMY 4esioBeKy. OJIHAKO OTMETHM, YTO B KOMMEPUYECKOM BHJIC JCIOBOrO MHUCbMa, OCO-
OCHHO €CJIM JIeJIO KacaeTcs PEeKJIaMHON HAIPaBIICHHOCTH MOCIAHMS, YacTO MOXKHO BCTpE-
THUTh U PA3TOBOPHBIC (DOPMYIIBI, U CJICHT.

B nepBoii rnase, T11e roBOprIiIoch 00 0popMIIEHUN HEO(DUITUATBLHBIX MUCEM, MBI C BAMH
OTMEYaJH, YTO aKKypaTHOCTh OOPMIICHUS MHChMa, OTCYTCTBHE OIMTHOOK, KpacoTa pacrto-
JIOKEHUS MaTepuaja—BCe JTO pacrojiaraeT K BaM ajpecara, BBI3BIBAECT €0 YBAKCHHE.
JlenoBoe mMUChbMO, KaK BIPOYEM M JIO00E IPYroe, JOHKHO OBITh TIIATEIBHO M aKKypaTHO
opopmiieHO, 0€3 ONEYaTOK WJIM OMHMCOK, CO CTPOIMM COOJIOJIEHUEM MUCHBMEHHOTO JEN0-
BBIC 3THKETa OT 3arojioBka j0 moamucu. OCOOCHHO ATO CIpaBEeJIMBO, KOT/Ia PeUb HUIET O
NeNoBBIX TUchMax. Hy, mocyauTe caMu, Kakoe OTHOIIEHHWE MOYET OBITh K BaM y TJIaBbI
(GUPMBI, C KOTOPBIM BBl XOTUTE YCTAaHOBUTH KOHTAKT JI BECTH JIeJIa, €CJIM OH IOJYYHIT He-
PAIUIMBOE TTHMCHMO C HCIIPABICHUSMHU, BUIHBIMU HEBOOPY)KEHHBIM TJ1a30M, HJIM COCTaB-
JICHHOE HenpodeccHoHaNbHO. MoKeTe OBITh YBEPECHBI: COJHMIHBIM, a YK TeM 0OoJiee paB-
HBIM ITAPTHEPOM BacC CYUTATh HE OYAyT.

[Ipexae dyem mepelTH K PacCMOTPEHUIO CTPYKTYPHI JICIOBOTO MHUCHhMa, XOTEIOCHh ObI
OTMETHUTH eIlle OJHY O0COOCHHOCTh. UeIoBeK, MUIIYIU YaCTHOE MUCHhMO, OJTHOBPEMEHHO
SIBJISICTCSI ¥ aBTOPOM, M WCITOJTHUTENIEM, TO €CTh Ha HEM JICKHUT BCS OTBETCTBEHHOCTH 3a
KauyeCTBO U CojiepKaHue muchma. J[emoBoe ke MUChMO, Kak MPaBuio, MeYaTaeT CeKpeTaph
WIN COTPYIHUK OTJENIa, OTBEYAIOMINI 3a TepenucKy ¢ nHopupmamu. B 3ToM ciyuae ot-
BETCTBEHHOCTH JCIIUTCS MEXKIY HECKOJbKHMH JIFOJBMH U HapsAy C APYTHMH KadeCTBaMHU
3/1€Ch, O€3yCI0BHO, HEOOXOIMMBI TAKUE JIETIOBbIEC Ka4eCTBa, Kak TPeOOBATEIBHOCTh K ceOe
U IPYTHM H JTUCHUTIIMHUPOBAHHOCTb.

§ 2. CTpyKTypa H CMBICJIOBBIE YACTH /1€JI0BOr0 MU CbMA.

CtpykTypa AEIOBOTO MHChbMa B AHIJIOA3BIYHBIX CTPAHAX HECKOJIBKO OTJIMYAETCA OT
CTPYKTYpPBI YaCTHBIX TTHUCEM, HO 3TO OTIMYHME HE3HAYUTEIHHO. B e10BOM nuchmMe MMEIOT-
Csl BCE T€ e 4acTh (JIEMEHTHI), 4TO U B HeodunnansHom nuckMe. Kpome Toro, B HeM Mo-
I'YyT OBITh U HEKOTOPHIE, CBOMCTBEHHBIE TOJBKO JIEJIOBOMY MUCHMY, dyeMeHTHI. [lepednc-
JIMM YaCTH JEIOBOTO MHACHhMA.

1. 3arosoBOK, BKIIFOYAOIINN HAMMEHOBAHUE KOMIIAHUH U aAPEC OTIPABUTENS
(Company letterheading; Sender's address)

2. Jlata muceMa (Date)

3. Anpec nonyuarens (Inside adress)

4. Obpaienue (Salutation)

5.¥Ykazanue Ha cojaeprkanue nucbMa (Subject line)

6.0cHoBHo# TekcT nuchMa (Body of the letter)

7.3akmounTenbHas popmyia BexsnBoctd (Complimentary close)



8.Iloanucek otmpaBuTens (Signature)
9. Hn1manel aBTOpa NMChbMa U UCIOJHUTENS
(Identifying initials)
10. Ykazanue Ha npuiioxenus (Enclosures)
11. TTocTckpunTyM, T.€. MPUIIKACKA K OKOHYCHHOMY TTUChbMY (Postscript)
12. YBenominenue o Hanuuuu (Notation of copies sent)

CJIG,IIYGT 3aMCTHUTDb, YTO B JCJIOBOM IIMCHMC HC 00513aTeIbHO HAJIMYHC IMCPCUNCIICHHBIX

BBIIIIE COCTaBHBIX yacTeil. Ckakem, pH OTCYTCTBUU MPUIIOKECHHUM, HEOOXOIUMOCTh B
3TOM paszese MUCbMa OTIaAacT.

[TocMoTpuM Kak rpaduuecKu pacoyiararoTcsl yka3aHHbIC YaCTH MHUChMa:

Cxema J€JIOBOT0 MUCHbMA HA AHTJIMICKOM SI3bIKe

1. 3aroAoOBOK
2. Aata nMcbMa
3. HapMeHOBaHHEe
M aApec NoAyvYaTeAs

4. ObpailieHHe
5. YkazaHHe Ha COAepakKHHE MHCbMa

6. Tekcr muceMa

7. 3akAlouHTeAbHast GOpMyAa BeXXAHBOCTH
8. TToAITHCH OTHIPaBHTEAS

9. MinumaApl apTOpa NHCEMa M MCIIOAHHTEAS
10. YKasaHHe Ha HPHAOIKEHHS

1. TlocrckpunTym

12. YBepomAeHHE 0 HAAHYHH KOMMI

O3HakoMUMCs TOAPOOHEE C KAXK]IBIM Pa3AesioM JeJI0BOI0 MUChMA.
1. 3aronoBok, Hane4YaTaHHbIA TUMOTPAPCKUM CIIOCOOOM, COAECPKUT HAUMEHOBAHUE U
aZipec opranu3aiu wiv Gupmsl, TererpadHbiil aapec, yCIOBHOE Ha3BaHUE U HOMED Telie-
Taina, ¢akca, HoMepa TeJeQOHOB, Ha3BaHUS KOMMEPUYECKUX KOJIOB. B 3aroioBok Takxke



MOTYT BXOJHUTh U300pakeHne 3MOJIeMbl YUPEKACHUS I (PUPMBI, TPOMBIIUICHHOTO 3Ha-
Ka, UMEHa PYKOBOJAWTENEW U T. m. Pacmomnaraercsi 3arojoBOK B BEpXHEH yacTu OnaHKa.
Hanpuwmep:
Browning's Counting Instruments
15 Highgate Street
London., SWiO
England

cables: telephones:

*

Consultant's Bureau Inc.
324 W. 19th St., New York 11
N.Y., USA

B konie na3zanuii pupm yacto Bctpeuarorcs cioa Ltd., Corp. mnu Inc., kotopsie

0003HAYaIoT cleayoiee:

Ltd. (= Limited liability) —orpanu4enHasi OTBETCTBEHHOCTb (KOMITAHHUH), T.€. Pup-
Ma HECET OTBETCTBEHHOCTh TOJBLKO B Ipeeiiax HOMHUHAIBHOW CTOMMOCTH aKIUH, TIPH-
HaJIeKaIMX ee uieHaM (akiuonepam); A. Smith & Co., Ltd;

Corp. ( = Corporation)—koproparius;

Inc. (= Incorporated)—3aperucTpupoBaHHbIN Kak Kopropaius (yrnoTpeonsercs

riaBHbIM 00pa3om B CIIIA):

John Sullivan & Company, Inc.

Hazsanus tuna William Brown & Co., Warner Bros., Davis & Sons, Rogers & White
03HAYAIOT, YTO ITH MPEANPHUATHS SBISIOTCS TOBAPHIIECTBAMH, OTBETCTBEHHOCTh WICHOB
KOTOPBIX TAPAHTHPYETCSI UX UMYIIECTBOM.

B HEKOTOPBIX CiTydasx Mocie 3aroJioBKa MOXKET CIEA0BAaTh UCXOSIINN HOMEp MUChMa,
Ha KOTOPBIN HEOOXOIUMO COCIIAThCS B OTBETE:

Our ref. No. AK/666 Hama ccbuika No AK/666
Your ref. No. EC/124 Bama ccruika Ne EC/124

Ref.: CH/AB/243 cceutaiitecs Ha No CH/AB/243
Wi 0oJiee pa3BepHYTO:

Please, refer to Ne947 ITpocum cebnatbest Ha Ne 947
When replying kindly mention B otBete mpocum ynomsinyth Ne 315
Ne315

Please, quote Ne666 ITpocum cocnatbes Ha Ne666

2. Jlara oTmpaBiieHus MEChMa IeYaTaeTCs B IPAaBOM BEpXHEM YTy OJIaHKa Ha paccTos-
HUU 2-3 UHTEPBAJIOB MO/ 3arojoBKOoM. CyIecTByeT HECKOJIbKO BApUAHTOB HAIMMCAHUS Ja-
THIL:

15th October, 1990
15 October, 1990
October 15th, 1990
October 15, 1990

BbI, HABEPHOE, OOpAaTHJIM BHUMAaHHE, YTO HU MPEIUIOT, HA ONPEICICHHBIA apTHKIIb I1e-
pen 1aToi He CTaBsATCS.

Jlymaercsi, He JIMIITHAM OyJeT HAallOMHUTh U 00 OCOOCHHOCTSX HAIMCAHUs OKOHYAHHM



IMOPAAKOBBIX YHUCIINTCIIbHBIX !

Ist, 21 st, 31 st —first (mepBblid);
2nd, 22nd —second (BTOpOIf);
3rd, 23rd —third (TpeTuit).

Bo Bcex ocTanbHBIX Cy4asix MOPSAJIKOBbIE YMCIUTENIbHbIE UMEIOT OKOHYaHue th: Sth,
11th, 17th, 24th, 30th.
HazBanust MecsLieB B 1€J10BOM epenucke 0ObIYHO MULITYTCS COKPALEHHO:

January —Jan.
February —Feb.
March —Mar.
April —Apr.
May —May
June —Jun.
July —Jul.
August —Aug.
September —Sept.
October —Oct.
November —Nov.
December —Dec.

He pexomenayercs uudpoBoe o003HaYEHUE AT, TOCKOJIbKY, KaK YK€ yKa3bIBaJIOCh B
riaBe 1, B pa3HbIX CTpaHax OHO MOXXET OBbITh MOHSTO MO-pa3HoMy. Tak, Hampumep, nara
7/8/90 B Aurnuu Oynet mpounTana kak 7 aBrycta 1990 rona, a B CIIA kak 8 utons 1990
roja, Tak kak B CoenuneHHbix lllTaTax Ha mepBOM MecCTe CTOMT MECHIl, 3aTEM YHCIIO U
ro/I.

B HekoTophIX cilydasx naTra B MHCbME MOXET OTCYTCTBOBAaTb, & BMECTO HEE CTOSTh
cnoBocovetanue Date as postmark, koTopoe pacumdpoBbiBaeTcs Kak «JlaTupoBaHo qHeM
OTIIPABJICHUS MTUCHMaY.

3. HaumenoBanwue u aapec momydarens. HanmeHoBaHre opraHu3aiiuu 1 ee aapec (Wiu
e UMs KOHKPETHOTO JIMIIA ¥ €T0 ajpec), M0 KOTOPOMY HaIpaBlIEHO MHUCHMO, pacroJara-
IOTCSl B JIEBOW YaCTH JINCTA, HECKOJIBKO HUKE CTPOKM C JAaTOM, PACIOJIOKEHHOM B IIPaBOM
YaCTH JIMCTA MOJI 3aTOJIOBKOM :

23-rd Jan. 1990

Casio computer Co., Ltd
Export Division 11
Timepiece Dpt.
6-1, Nish-Shinjuku 2-
chome
Shinjukuku, Tokyo 163
Japan

Gentlmen:

In reply to your letter....

[Ipu oOpaieHun K opraHu3alydy, B Ha3BaHUM KOTOPOW MPUCYTCTBYIOT COOCTBEHHBIE
UMEHa, aJpec MoIydaress JIeJI0BbIX MUceM 0QOPMIISIOT B 3aBUCUMOCTH OT CTpaHbl, B KO-
TOPOU UMEET MECTO IEPEIUCKA.

B Anrnum nepen TakMMM Ha3BaHUSIMU B aJipece IOJIydaTensl CTaBUTCS oOpalleHue



Messr. (cokp. oT ¢p. Messieurs — rocmoja )
Messr. Smith & Co., Ltd
Messr. Parkinson & Sons
B Coeaunennbix IllTaTtax Takas gopma oOpamieHusi He ynorpeOmsiercs: Stainway &
Sons, Inc.
Ecnu nucemo azpecyercsi KOHKPETHOMY JIUITY, TO B JIEJIOBOM MEPENUCKE aJ[pec Moiy-
qaTelss MOXET OPOPMIISTHCS ABYMS CIIOCOOAMU:
A. Tlepen Ha3zBaHueMm (QUPMBI MUIIETCS UM MOdy4aTesst ¢ oOpameHusMu Mr, Mrs,
Miss unu Ms, mociie KOTOPhIX TOYKa, KaK IMPaBUIIO, HE CTABUTCHL.
Mr John Hunt IN'ocnonuny Ixony XaHty
Ms Lynda Palmer T'ocnioxxe Jlunzge [Tanmep
3aTeM mocliie UMEHU OOBIYHO WJET Ha3BaHUE JOJLKHOCTHU, TUTYJIA, HAYYHOU CTENEHU U
T.I. B 3TOM cilyyae NMUCbMEHHBIN 1€I0BOM ATUKET TPEOYET BBHIMOJHEHUS CIEAYIOIINX YC-
JIOBU:
—Ha3BaHUE JOJDKHOCTH CTaBUTCS TOJBKO MOCIEe UMEHH Yepe3 3aIsTyIo:
Mr John Hunt, Manager ['ocioauny /I>xony XaHty,
3aBeAYIOIIEMY
Mr Mort Monroe, Editor 'ocnoguny Mopty Monpo,
peaakTopy
—Ha3BaHME YUYEHOM CTENEeHU MUIIETCS Mepe] UMEHEM, BCIIe]l 32 KOTOPBIM Yepes3 3arisi-
TYI0 MOXET CJIeIoBaTh 0003HaueHue JoKHOCTH. [locne cokpalieHHOro 0003HaYeHus: Ha-
YYHOU CTENEHU TOYKA MOXKET HE CTABUTHCH:
Dr Michael Lurvey, Director H-py Maiikny Jlepsu,

IUPEKTOPY
Prof. Alfry Smith, [Tpod. Andpu Cmur,
Head of the Department 3aBeyIOIIEMY OTIEIOM

B Asrnuum wHoraa mocne ¢paMUIUU MOXKET CTOSITh CIIOBO Esq., mepea KOTOPhIM CTOUT
3ansitad. B aTom cityyae Ha3BaHME TOHKHOCTH OOBIYHO MUIIETCSI C HOBOM CTPOKU:

Dr Michael Johnson, I-py Maiikny /[»oHcoRy,

Esq. ACKBaUpy

Director The British Jlupektopy KoMIIaHuu bputuin
Ehgineering Co., Ltd. OnmxkuaupuHr Kammanu Jlnmures

Ecan ums KOHKPCTHOI'O JIMIIa HCU3BCCTHO, TO HA3BAHUC NOJIZKHOCTH ITUIICTCA OIIPCIC-
JICHHBIM apTHKIICM:

The Chief Accountant, ['maBHOMY Oyxrantepy bpurtun
OHIKUHUPUTH
The British Engineering Kamnanu Jlumuren Co., Ltd.

OpnHako Takoe HamMCaHWE BO3MOXKHO TOJBKO TOIrZA, KOI/a Bbl a0COJIFOTHO YBEPEHBI,
YTO 3Ta JOJDKHOCTD SIBJISIETCS €IMHCTBEHHOW B MHTEPECYIOLIEH Bac opranusanuu. Hanpu-
Mep:

The Chairman —IIpencenarens

The President —IIpe3unaent

The Managing Director =~ —/JlupeKkTop-pacnopsauTelib
The Chief Accountant —I[ naBHBIN OyXxTanrep

The Secretary —Cexkperapb

Ecau xe U3BeCTHBI U UMS U JOJDKHOCTB, TO apTUKIIb IICPCA HA3BAHHUCM JOJIDKHOCTU HC



CTaBUTCSL:
Dr. Michael Johnson, Esq 1-py Maiikny /[>KoHCOHY,

3CKBapy
Director Jupekropy
The British Engineering KOMITAaHUW bpuTHil DHIKUHUPUH,
Co., Ltd. Kamnanu JIumuren

b. pyroii cioco0 agpecoBaHus MMCbMa KOHKPETHOMY JIMILY COCTOUT B TOM, YTO MEX-
Ny Ha3BaHuEM (UPMBI, €€ aIpeCOM U BCTYNUTEIbHBIM OOpalEHUEM MUIIETCS UM WU
JIOJIKHOCTh KOHKPETHOTO JIMIIA, a Tepe]] HUM cTaBUTCS cioBo Attention (Buumanue) (umm
€ro COKpalleHHbI BapuaHT Attn.). 9To Tak Ha3zbiBaeMas «CTpoka HNpHUBJICYEHUSI BHUMA-
Hus (Attention line):
Great Falls Manufacturing
Co,
100 Main Street
Great Falls, MO 88810
USA

Attention: Domestic Shipping Dept

Dear Sirs,

Highlife, Headway
Publication Ltd, Greater London House,
Hampstead Road

London NW1 7QQ

Attn.: Mr. Steven Murphy

Gentlemen,

Kak BbI 3aMeTunm, nmpu ucnosib3oBanuu (Gopmel Attention line oGpaieHIs UMEIOT
BU/I:

Dear Sirs, YBaxkaeMmble rocrojia
Gentlemen: I'ocnona

a He:
Dear Sir YBakaeMblil TOCIIOINH

Dear Mr. Murphy  VBaxxaemslii roctiogud Mepdu
WNuaye roBopsi, 0OpalieHusi CTOUT BO MHOXXECTBEHHOM YHUCIIE, MTOCKOJIBKY B aJpece Mo-



Jydaresis B MOJOOHBIX ClydasX YKa3blBaeTCsi HAaUMEHOBAaHUE (PUPMBI, 2 HE KOHKPETHOE
JUIIO.

VYkazanue Ha KOHKpeTHoe Juio (Attention line) momguepkuBaeTcs )KUPHOU WU MOJY-
KUPHOU 4epTOM ISl IPUBJICYCHUS BHUMAHMUSI, UTO YCKOPSET JOCTABKY JIEJIOBOTO MUChMa
HY>KHOMY BaM YeJIOBEKY.

4. OGpailieHue peacTaBigeT cOO0M CTaHAAPTHYIO GOpMYITy, OOLIECTPUHATYIO B JIET0-
BbIX nUchMax. OOpailieHre nevaraercs B JIEBOW CTOPOHE MUChMa MOJI aJIPECOM ToJTydaTe-
JI OTAECIBHOU CTPOKOM.

Ecnu nuckma HampaBisioTcs B aapec KOMIAHWUU, TO OOMICIPUHSATHIM SIBJISIETCS 00pa-
HICHUE:!

Gentlemen T'ocnona

Ecnu sxe nucpeMo HampaBisieTcsl B aipec KOHKPETHOTO JIUIA, TO MOXKHO HCIO0JIb30BATh

00y U3 caeayromux GopM 0OpaIeHus:

Dear Sir VYBakaeMBbIN rOCIIONH

Dear Madam YBaxkaemasi rocnoka

Dear Mr. Smith VBaxkaeMmbIl rocnoguH CMHUT
Dear Mrs Smith VBaxkaemast rocnoxxka CMur
Dear Miss Smith VBaxkaemast rocnoka CMHT

VYkazanHble GopMbI 00s3aTEIIEHO TIPEANISCTBYIOT UMEHHU aapecara. Hampumep:
Mr Kozlov
Licensing Office
Makarova nab., 32
193487, Leningrad
USSR

Dear Mr. Kozlov:

Ecnu BB agpecyere mUChbMO KCHIIMHE, CEMEHHOE TOJIOKEHUE KOTOPOH BaM HEH3BECT-
HO, COBETYEM HMCII0JIb30BaTh oOpaiieHne Miss nim ke nmpocto M. Hanpumep:
Miss Diana Foster
Dept. of English
Idaho State College
Boise, ID 99140
USA

Dear Miss Foster:

B O(PHHHaHLHOI\;I IMICPCIIMCKC BO3MOKHA TaKaA CUTyalus, KOTrda BbI IIPOCTO HC 3HACTC,



KeM OyJeT paccMaTpUBaThCA Ballle MUCHbMO, B 3TOM ciiydae Ha TIOMOIIL BaM MPHUIET JI0-
BOJIBHO TTOMYJIIPHAs B aHTJIOS3BIYHBIX CTpaHax (popmyna:
To whom it may concern—ToMy, KTO UMEET K ITOMY OTHOIIeHHE. DTa ¢hopmyJia TaK-
YK€ MEeYaTaeTcsl OTACIbHOM CTPOKOW MO apeCOM IOJIyYaTesl.
3akaHuuBas 3TOT paszjen, 3ameTuM, uto B CIIIA B Ae10BOM Nepenucke cTaparoTcs u3-
oeratb 0€3JIMYHOrO OOpalIeHUs JaKe B TOM Ciydae, eclid MoJlydyareslb MuchMa — HE3Ha-
KOMBI YEJIOBEK Y U3BECTHO JIUILIb €70 UMS.
[IpuBenem mpumep nucbma, BKIIOYAIOIIETO BCIO Ty MH(POPMAIIHMIO, O KOTOPOH MBI To-
BOPUJIH.
Licensing Executive Society
(USA and Canada)
71 East Avenue, Norwalk, CT 06851-4903 USA
Telex: 47612 ZAPIU Fax: 203-838-5174
August 6, 1990
Mr. Rogov
Leningrad State University
Universitetskaya nab., 7/9
Leningrad 199164,
USSR

Dear Mr. Rogov:

OO011eCcTBO MEHEIKEPOB JTUIEH3UOHHOTO Jieia
(CIIA u Kanana)
71 Uct Asento, Hopronk, CT 06851-4903 CIIIA
Tenekc: 47612 ZAPIU ®axkc: 203-838-5174
6 aBrycra 1990 r.
I'-ny Poromy
JleHuHrpaackuil rocy1apCTBEHHbIN
YHUBEPCUTET
VYuuepcurerckas Ha0., 7/9 Jleaunrpan 199164, CCCP

VBaxxaembIil rocriogud Poros!

5. Ykazanue Ha colepkaHue nucbma. Hacto mepes OCHOBHBIM TEKCTOM IOMENIAETCS
yKa3aHUe Ha COAEPkKaHUE JEI0BOr0 MUChMa, B KOTOPOM KPATKO M3JIaraeTcs Lielb MHCbMa,
€ro TEMa WJIM CChUIKA HA JOKYMEHT, O KOTOPOM IOWJET peUb B IIUCHME.

OT0 yKa3zaHUE IeYaTaeTCs] MEX/ly BCTYNIUTEIbHBIM OOpaIleHUEM U OCHOBHBIM TEKCTOM
IMCbMAa. YKa3aHUIO HA COEpPKAHUE IMCbMa MOT'YT IIPEAIIECTBOBATh CIEAYIOIIHE CI0BA!



Subject, Sub.:—kacaTenbHO, OTHOCUTEIIBHO
Re (0T 1aTHHCKOTrO in 1€ «I10 Aey», KacaTeJIbHO, OTHOCUTENBHO) .
[Tocneansis hopma BBIXOIUT U3 YIIOTPEOJICHUS B JEJIO0BOM MEPENUCKe, HO TPOJIOIKACT
UCII0JIb30BAThCS B FOPUIUYECKOMN MEPENHUCKE, O3HAYAS «II0 Y.

Gentlemen:

Subject: Your Letter of Credit Ne 15/725
T'ociona!

KacarenpHo Balrero akkpeautusa Nel5/ 725
Dear Sirs,

Re: the Shipment of Bee Honey
VBakaemble rocmojia!
KacaTenpHO OTrpy3KU MYEINHOrO MEA...
WNHorma BBOIHBIE CIIOBA B YKa3aHUU MOTYT OTCYTCTBOBATH:

Gentlemen:
Order No.666 of 14 Nov. 1990
I'ocmiona!
3aka3 Ne 666 ot 14 Hosa6pst 1990 r.
Dear Sirs,

Conference Proceedings
YBaxkaemble rocnojal
Tesucel KoHbepeHIIn

B yka3anuu Ha coiep;KaHue MUCbMa BCE CII0BA KPOME IPEJIOT0OB, COX030B U apTUKIIEH
MUNIYTCA C 3arjaBHOM OYKBBI, a CAaMO YKa3aHUE MOAUYEPKUBACTCS YKUPHON JIMHUEH.

6. OcHOBHOI1 TekcT nuchMa. Tenepb, Korga Bce (OPMaTbHOCTU JIEIOBOIO ITHKETa—
HaMMCaHUEe aJIPeCcOB, AT U T.N.—COOIIOACHBI, B CHITy BCTYMAIOT 3aKOHBI SICHOCTH U JIAKO-
HUYHOCTH.

B ocHoBHOM, 00bE€M J1€J0BOTO MUChMAa HE MPEBBIIIAET pa3MepoB ojHoro jucta. [lo-
ATOMY BaM CleyeT TIIATEIbHO 00JyMaTh ColiepKaHUe HadajabHOro ab3ara, B KOTOPOM
HY>KHO M3JI0’KUTh LEIb NUChMa WIM IPUYHUHY €r0 HAIlMCAHMUS.

Ctunp nucbMa JODKEH OBITh SCHBIM U MPOCTBIM; CTapalTech H30eratbh CIUIIKOM
JUIMHHBIX WJIM OaHaJIbHBIX BblpakeHuil. [loMHUTE: YeM JyIMHHEee U 3alyTaHHee MUCHMO,
TEM J0JIbIlIE BaM MpUJIETCA KOaTh Ha Hero orBeTa. [locrapaiitech U3JI0KUTh COJEPKAHUE
UChbMa B JIBYX-TpeX a03aliax—-aTO ONTUMAaJIbHBIN BapuaHT. Eciin He00X01uMo, U3TI0KUTE
OCHOBHYIO MJICIO BAllIeTO MOCTIaHUs, MPE/IBAPUTEIHLHO pa3OMB €€ Ha CMBICIOBBIE YacTH, B
HECKOJIbKMX a03amax. DTO MOMOKET YelIOBEKY, KOTOPOMY BbI MHUIIETE, ObICTpee MOHATh
ee.

Tenepp HECKOJIBKO CJIOB O BHELTHEM O()OPMIIEHUN OCHOBHOW 4acTH MUChMA.

Ecnu o0beM nmucbma npeBhIIIaeT OAHY CTPAaHHUILY, PACCTOSHHE MEXIY CTPOK JOJIKHO
ob1Th 1-1,5 nnTepBana. Ecnau Bamie mucbMo MOTYYHIOCH KOPOTKUM, MEYaTaliTe ero yepes
JIBa MHTEpBaja, HO HE 3a0bIBaiiTE O TOM, YTO OCHOBHOM TEKCT MUCbMa—3TO €IE HE BCE
IIMCHMO U 33 HUM MOCIEAYIOT 1€ KAKUE-TO YaCTH.

Haynute nevarars nepBblii a03a1l OCHOBHOTO TEKCTa MKUChMa, OTCTYIHB JIBa HHTEpBaJIa
OT BCTYIUTEIBLHOTO OOpaIIeHHUs.

Paccrosinue mexy ab3aliaMu OCHOBHOI'O TEKCTa JIOJDKHO HAa OJUH MHTEPBAJ IMPEBbI-
IaTh PACCTOSTHUE MEXTy CTPOKaMH B ab3arie.

[Tons Bamiero muchbMa JOJKHBI OBITH IO BO3MOKHOCTH POBHBIM, U HE 3a0yAbTe cCle-




JaTh JIEBOE TOJIE HECKOJBKO OOJBIIMM, YTOOBI €r0 MOXHO OBUIO MPU HEOOXOIUMOCTH
noaAmuTh. [lepeHoc CI0B B JIETOBOM MHCHME SIBJICHUE OTHOCUTENBHO peakoe. [loaTomy
IpY TIeYaTaHUM TEKCTa MUChMa CTapalTeCh pacrojarath CjioBa Ha CTPOKE TaK, YTOOBI JIH-
HUS TIPABOTO TOJIS ObLIa HE CIUIIKOM JIOMaHOH. OT 3TOro BHEUTHUH BUJ MUChMa TOJBKO
BBIUTPAET.

7. 3aknrounTelibHas (GopMysia BEXKIMBOCTH. Bciea 3a OCHOBHBIM TEKCTOM ITHMChMa
CIIeIyeT 3aKIF0UYHMTENIbHAS (opMyIia BEXKIMBOCTH, KOTOpas pacrojaracTcs B paBoil 4acTh
JIACTA.

ITo cBoeMy CTHIIIO W TOHY 3aKIIOYHTEIbHBIC (DOPMYIBI BEKIUBOCTU JOJKHBI OBITH
rapMOHUYHBIMH OOpaIIEHUIO 1 OCHOBHOMY TEKCTY ITHCHhMa.

Tak, eciiv MMCbMO HAYMHAETCS CIIOBAMU:

Dear Sirs, VBaxxaemsble rocrnojaa!
Gentlemen: I'ocnopa!
TO MPEANOYTUTETHLHBIMH OYAYT 3aKITIOUUTEIbHBIC (DOPMYJIBI:
Sincerely yours Uckpenne Bai
Yours faithfully C yBaxxeHueM

JIt000NBITHO OTMETUTH CIIEAYIOUIYI0 TOHKOCTh B OTTEHKAaX 3HAYEHUM: €CJIM B MUChMax
u3 CIIA cnoBo Yours siBisieTcs nepBbIM KOMIIOHEHTOM codetanust Yours faithfully, To
OTHOILIEHUE K ajJpecaTy MeHee O(UIMaIbHOE, a €CIU BTOPHIM KOMIIOHEHTOM 3aKJIIOYH-
TEJIBHON (POPMYJIBI, TO 3TO HEHABA3UMBHIN HAMEK Ha HEOOXOIUMOCTh CyOOpANHALIUY.

Kak yxe oTMeuanoch, aMepUKaHIbl CKIIOHHBI CHUXKaTh (POPMaJIbHOCTh KOPPECIIOHACH-
MM ¥ 4aCTO HAYMHAIOT JIeJIOBbIE MUChMa ¢ oOpallleHus 1o uMeHu. B aTom cirydae 3akito-
quTeapHas GopMyJia BeKIMBOCTH TAK)KEe UMEET MEHee OPUIIMATIbHBIN XapakTep:

Yours sincerely Uckpenne Bam
Yours truly Hckpenne Baiu
Very truly yours Uckpenne Bai

Opnaxo Takue GopMyssl 00JIee TpaAUIIMOHHBI 1T HeO(UIIUATBHBIX MTHCEM.
HNHoraa B 3aKII0UUTENbHYIO (HOPMYITY BEKIUBOCTH BXOJST 100aBICHUS:

We hope to hear from Haneemcs Ha ObICTpBIit
you soon OTBET

We look forward C HerepnieHuemM

to hearing from you KM OTBETa

HamomuuM, yTo mocine 3akiaro4uTeIbHON (POPMYIIbl BEKIMBOCTH BCErJa CTaBUTCS 3a-
nsATas.

8. [loamuch oTmpaBUTENsT UIET Cpa3y Ke BCIEA 3a 3aKIIOYUTEIBHOU (POPMYIION BEXK-
JIMBOCTH C OTCTYIIOM B JBa MHTepBana. Ha mepBoM CTpoyke CTaBUTCS NOANMCH aBTOpa
UChMa, Ha BTOPOM M TPEThEH MeYaTaroTCs COOTBETCTBEHHO MHUIIUAIBI U (haMUITUSI aBTO-
pa, TOJ>KHOCTh WIIM Hay4Has cTeneHb. Hanmpumep:

Sincerely yours,

Robert P. James
Vice-President
B Tom cnydae, ecnii moanmuch Ha MUCbME CTABUT HE aBTOP, JEIACTCS MPUITUCKA P.p.—
per pro (110 MOpy4EeHHUIO):
Cornwall Publishers
(p.p- A.B.Smith)



9. Nannmanel aBTopa muchMa U ucronauTesss. OTCTYNUB JIBa MHTEPBAJIa OT MOAMKCH B
JICBOM YacTH MHChMa MPOCTABIISAIOTCS WHUIUATIBI aBTOPA U CEKPeTaps WM MAITAHUACTKH.
NHunmanel aBTOpa IEYATAlOTCS NPOMUCHBIMU OyKBaMH, WHHIIMAIBI HWCIIOJHUTEIIS—
CTpOYHBbIMH. VIHWIMAIIBI aBTOpA W UCIIOTHUTEIS pa3eistoTcs 3HaukaMu / wi ;. Hampu-
mep:

Sincerely yours,

Edward P. Graham
Secretary EPG/km.

10. Yka3zanue Ha npuiiokeHue. YacTo K J€I0OBOMY IHMCbMY MOTYT IIpHJIaraThCs pas-
JUYHBIC JOKYMEHTBI. B 3THX ciydasx HEoOXOJHMMO cJeiaTh YKa3aHHWE Ha MPUJIOKECHHUE K
NUChbMY. DTO yKa3aHHE TIeUaTaeTCs B JICBOM HIKHEM YIJy BCJIEH 32 MHUIMAIIAMU aBTOpa
nuchbMa u ucnosHuTeNss. Hanpumep:

Sincerely yours,

Henry Powell
Director
HP: vd
Enclosure: Insurance Policy
in triplicate
Hckpenne Bai,

I'enpu [Taysmn
Jupekrop
I'll: B
[IpunoxxeHue: CTpaxoBOU MOJINAC
B 3-X DK3EMIUISIpax.
Hapsiny ¢ nonnoit opmoii cnoa Enclosure ynorpebasiercs u ero cokpamienne—End.
Eciu nMeercst HECKOJIBKO MPUIIOKEHUM, TO YKAa3bIBAETCS UX YUCIO:
2 Enclosures:
2 IPUIIOKEHNUS
2 end.:
PexomennyeM nepeuncnuTh JOKYMEHTHI, IpuiaraeMsle K nucbMy. [Ipu nepeuunciennn
BCE CJIOBA, KpOME MPEJUIOroB, MUILYTCs ¢ 3ariaBHoN OykBbl. Hanpumep:

4 End.: Invoice 4 Tlpunox.: Cuer-akTypa
Insurance Policy CrpaxoBoii osuc
Cerificate of Origin CepTudukaTt npoucCXoKICHUS
Captain's Receipt Pacnucka xanurana.

11. IMoctckpuntym. OOBIMHO B JEJIOBOM NEPENHUCKE MOCTCKPUOTYM HE BCTPEYAETCS.
OH nHorza, npasJa, BCTPEYAETCs] B KOMMEPUYECKHUX MHCbMaxX, KOrJa MUIIYIIUNA X04ET 0CO-
00 BBLAECTUTH BONPOC, 00CYykJaeMblii B nucbMme. [IoCTCKpUNTyM HauyumHaeTcs C JIByX 3a-
IaBHBIX JaTUHCKUX OykB P.S. mnm PS (= nmar. post scriptum «mocie HanmvMcaHHOTO») U
pacrnoJiaraeTcsi B JIEBOW 4acTH MHUChbMa C OTCTYIOM B 2 JBa MHTEpBaJla OT WHUILIMAJIOB aB-
TOpa MUChbMa WIX YKa3aHMs Ha NpwiIokeHue. [IoCTCKpunTyM, Kak NMpaBUiIo, HE MOAIUCHI-
BaeTCs, B €ro KOHIIE aBTOP IIPOCTO CTABUT CBOM MHUIIUAJIBI.

Penko, HO B )KHM3HM BCTPEUAIOTCS HENPEIBUICHHBIE 00CTOSITENBCTBA, KOTJa IMCbMO



y’Ke TOTOBO K OTIPaBKe, HO MPOUCXOAUT COOBITHE, O KOTOPOM HEMIPEMEHHO HY>KHO CO00-

muTh. Hanmpumep:

P. S. Our Director has had an accident.
H. D.

I'1/ac
I1. C. Ham nupexTop normnai B katacTpody.

T. L.

Sincerely yours,

Henry Davis
Sales Manager
HD/ac

Uckpenne Bai,

I'enpu [leviBuc
Yupasnsromuyi OTIeJI0M
cObITa

12. YBenomnenue o Hamuuuu konuid. Korga muckMo HEOOXOAMMO paszociiaTh MO He-
CKOJILKUM aJipecaM, MOMeTKa 00 3TOM JieJaeTCsl Ha BCEX KOMUAX Muchma. Takum 0Opazom,
KaKbIM MOJTydaTesib 3HAET, KOMY Pa30CIaHO MHUChbMO. YBEAOMJIEHHUE O KOMUSIX JEIaeTCs
yepes JIBa MHTEpBaia rocje pasjaena nucbma. st atoro nevaratores cioBa Copy to (Ko-
nus ais...), Copies to (Komuu mjs...) wiam mpocTo cokpaimieHue ee. (carbon copy)—

(xomus).

Ecnu aBTOp IIMCbMAa HEC XO4YCT, YTOOBI JuIa, IOJIYYHMBIINC KOIIMKU IIMCbMAd, 3HAJIN O CYy-
mMECTBOBAHUM OCTAJIBHBIX KOHHﬁ, INIOMCTKA O PACCBIIIKC KOITHM ACJIaCTCA B JIF000M IIyCTOM
MCCTC JK3CMILIIpa, MPEAHA3HAYCHHOI O AJIA IMOAIINBKU (HaHpI/IMCp, B BCPXHCM JICBOM YTI-

Yy, KOTOPBIM HE UCIOJIb3YETCH).

RFxb
3 Enc.
Copies to Mr Gary Burton
Mr Dick Hyman
Mr. Keith Jarrett
P®:x6
3 Ipunox.

Konuu nns I'-na I'spu beprona
I'-na luka Xalimana

Yours truly,

Robert Fish
Senior

Business / Correspondene
Official

Hckpenne Bam,

PoGept ®um
CT. HTHOKOPPECTIOHIEHT



I'-na Kura /J>xepperra
[ToMeTbl, yKka3bIBalONIME HA BUJI IOCTABKU M YaCTHBIN XapakTep MUchMa. B HEKOTOPBIX
ciydasx mpu oQopMIIEHUH MHChMa YKa3bIBA€TCA U BHUJI €r0 JIOCTABKU. JTO JIEJIaeTCsl Clie-
IYIOIUM 00pa3oM:
A. Tlox agpecoM nomyyaTensi NPONUMCHBIMU OyKBaMU NEYaTarOTCsl ClI0Ba, 0003HAYar0-
M€ HYXHBIM BaM BUJ nocTaBku. Hanpumep:

AIRMALL ABUA
REGISTERED 3AKA3HOE
REGISTERED MAIL 3AKA3HAA ITOYTA
VIA AIRMAIL (PAR AVION) ABUA

WNuaue roBopsi, B KaKOH-TO CTENEHU TyOIUpyeTCsl HAIMUCh HAa KOHBEpTE. 3aMETUM, UTO
B YaCTHBIX MChbMaX MOJOOHbBIE YKA3aHUS I€JIaTh HE IPHHSTO.

b. Ilox agpecom nosydarens U NpyU HATMYUHU yKa3aHUS Ha KOHKPETHOro ajapecara (At-
tention line) WHOT/Ia yKa3bIBAETCS, YTO MUCHMO HOCHUT YACTHBIM Xapakrtep. Jlemaercs 310
JUIsL TOTO, 4TOOBI COTPYAHHMK OTJE€j]a, 3aHUMAIOLIUNCI COPTUPOBKOM MHUCEM, HANpPaBHII
IMCBMO HETOCPEACTBEHHO JIMIY, YKa3aHHOMY Ha KOHBepTE. [lJIs 3TOro CylIeCTBYIOT Cie-
NYIOLIME YKA3aHUS:

CONFIDENTIAL KOH®UIAEHIMAJIbBHOE
PERSONAL JIMHHOE
PRIVATE YACTHOE

Crnenyer 3aMeTUTh, YTO MOJOOHBIE IOMETHI, KaK Mbl YK€ YIIOMHHAIU 00JIEryarT cop-
TUPOBKY IIMCEM U, CJIEIOBATEIBHO, 3HAYUTEIBHO COKpPALIAOT IyTh MHACHhMA JI0 ajpecara.
[TomHMTE, YTO BMECTE C BAllMMU MUCbMaMU (UpMa MOJIYy4yaeT AECATKH, a TO U COTHU JpY-
I'UX MHCEM, U YeM ObICTpee Ballle MUChbMO OyJeT 3aperUCTPUPOBAHO M MOMAJET K ajpeca-
Ty, T€eM ObICTpee OYyIyT pEeLIEHBI Ballld JI€JI0BbIE BOIIPOCHI.

§ 3. OdopmiteHue 1eJ10BOT0 MUCbMA

JlenoBble MUChMa MeYaTaloTCsl Ha MUITYIIEH MallMHKE WIH O(OPMIISIIOTCS Ha KOMITBIO-
Tepe Ha PUPMEHHOM OJIaHKe ¢ HaleyaTaHHbIMU TUIOTPaCKUM CIOCOOOM 3arosioBkoM. B
JICJIOBOM MUCHbME HE JIOJKHO ObITh OIMOOK. McripaBinenue omuboK JOMyCKaeTcsl TOJIbKO €
IOMOIIIbIO KOppEKTUpYIoLiel Oymaru miu kuaxocTd. Ilons mucema JOKHBI OBITH CO-
IJIACHO YCTAHOBJIEHHBIM CTaHAapTaM, JIEBOE M0JIe—HE MeHee 2 ¢cM. DTO yA00HO JUIsl oI
IIMBKY NHCbMA.

Jlornueckue 3aBepIIeHHbIC YAaCTH MUCbMa OTJIEISIFOTCS YT OT apyra a03aumamu. Pac-
CTOSIHHE MEXIY CTpOoKaMH BHYTpu abzaua 1,5—2 uHTepBaia, pacCcTosiHuE Mexay ad3aia-
MU—3 UHTEpBaa.

[Iucbma muIIyTCS TOJIBKO HA JIMLEBOW CTOpoHE OnaHka. Eciv nmucbMo HE ymeniaercs
Ha OJIHOM JIMCTE, OHO IUIIETCS Ha HECKOJIbKUX JIMCTAX, IPUYEM BCE JOINOJHHUTEIbHbBIE
JUCTBI JOJKHBI UMETh B JIEBOM BEPXHEM YIIy Ha3BaHUE OPraHU3ALMM OTIPABUTENS, a B
IpaBOM BEpXHEM YTy JOJKHBI ObITh HarneuyaTaHbl ciaoBa Continuation Sheet No... (JIuct
JUIsL IpoJIoJKeHus ucbMa Ne ...). B n1eBoM BepxHeM yrity, MoJ Ha3BaHUEM OpraHU3aluu-
OTIPABUTENS, MIEYaTaeTCAd UM JIUIAa UM HAUMEHOBAaHUE OpraHU3alUU-I0IydaTelis MUCh-
Ma U JaTta nucbMa. Hanpumep:

Messrs. Green & Co. Continuation Sheet No 1
VO «Prodintorg» September 17, 1990



Bo3MmokeH u BapWaHT HWCTOJIL30BAaHMS JOMOJHHUTEIBHBIX JIUCTOB 0e3 Hammucu Con-
tinuation Sheet Ne ... B 3TOoM ciyyae Ha mepBOil JAOMOJHUTEILHONW CTPAHUIIE B MPABOM
BEPXHEM YTIIy CTaBUTCS HOMED 2, Ha BTOpOH—HOMEp 3 U T. II.

B HmWKHEM MpaBoM yTrily KaKJIOW CTPaHHUIIBI TEKCTA, HE WUCKIIOYas MEPBOH, HO KPOME
nociennei, numercs cokpaienre Contd/Cont'd (= Continued—«rpoaomxeHue).

MpbI ¢ BaM# TO3HAKOMMJIUCh C OCHOBHBIMHU 3JIEMEHTAMU CTPYKTYPBI JIEJIOBOTO MUCHMA.
PaccMmoTpum Terneps crnocoObl pacioioKEHUsI 3TUX SJIEMEHTOB OTHOCUTENIBHO JIPYT JIpyra
Ha OJIaHKe.

B anrnmiickom mMMCBMEHHOM JIEIOBOM JTHUKETE HET €IUHOTO 00pasiia pacroyIOKEHUS
Bcex yacTed mucbma. CyIecTByeT HECKOJIBKO (opM, M3 KOTOPBIX Haubosee yrmoTpeou-
TEIBHBIMHU SIBJISIIOTCA J1BE. VIX MBI M pacCCMOTPUM Ha KOHKPETHBIX MPUMEpax.

1. bnounas ¢opma (Bkock form). OcHoBHast 0COOEHHOCTH 3TO# (HOPM JEIOBOTO MHUCH-
Ma 3aKJI0YaeTCs B TOM, YTO BCE €r0 YacTH, 33 UCKIIOUCHHUEM ajpeca OTIPABUTEIS, 3a-
KITFOUUTETFHOW (POPMYIIBI BEXKJIMBOCTH W TOAMKCH, HAYWHAIOTCS HEMOCPEACTBEHHO OT
Kpasi JICBOTO IOJIs; OpocaeTcs B Iia3a TaKKe OTCYTCTBUE KPACHOW CTPOKH B Hayayle Ka-
JI0T0 ab3aria.

B pasnene, mocBsImeHHOM 3arojioBKY MHAChMa, Mbl TOBOPHJIM, YTO MHUCHMO ITEYaTaACTCs
Ha (UpMEHHOM OJIaHKE, B BEpXHEW YaCTH KOTOPOTO TUIOTrpad)CKUM CIIOCOOOM OTIIeYaTaHo
Ha3BaHWE OpraHU3alMK Wik GUPMBI, ee aapec, TeaedoHsl U T.I1. B ciiyyae orcyTcTBUA Ta-
KUX OJIAaHKOB, aJpec OpraHMU3alMy IeyaTaeTcs 4epe3 OJUH MHTEPBAJ B MPABOM BEPXHEM
yray aucrta. Jlara nedaraercs yepes 2-3 MHTEpBalia cpasy ke Moclie aipeca OTIpaBUTENS,
Ha OJHOM ypoBHe. Hanpumep:

Northern Telecom Limited

3 Robert Peck Parkway
Missiagua, Ontario, L4Z 3C8
Canada

October 16, 1990

OrcrynuB 2-3 uHTEpBaja OT AAThl MMCbMA, NPSIMO OT Kpas JIEBOrO ITOJIsl, HAYMHAWTE
11e4aTaTh HAMMEHOBAHUE U aIPEC OPraHU3aLUHU [TOJIydaTellsd Yepe3 OJMH HHTEpBall.

Ecnu B Bamem nucbMe €CTh CTPOKA NPUBJICYCHUS BHUMaHUS, UM YKa3aHUE Ha COJEp-
JKaHUE MHAChMA, UX CIIEAYeT IIe4ararh, OTCTyNIUB 2-3 UHTEpBaAJIA OT aJpeca MoydyaTels Ha
TOM € ypoBHe. Hanpumep:

Mr. Jack Armstrong
President

American Steel Foundation
355 Lexington Avenue

New York, New York 10017
Attention: Sales Manager

Mexnay HazBaHHMEM IITATa M MOYTOBBIM MHJIEKCOM CIEIYET CHENaTh OTCTYI PaBHbIN
JIBYM UHTEPBAJIAM.

OOparieHue nevaraercs yepe3 2-3 MHTEpBaja MOCE yKa3aHUs HAa COAEpKAHUE IUCH-
Ma.

Haiee, yepes 2-3 UHTEpBaJIa HAYMHAECTCSI OCHOBHOM TEKCT MHUCHMA: ,



Dear Mr.Armstrong:
We thank you for you offer No.69/75 of June 19, 1990 and for the publicatons enclosed.
You write in your letter that the offer is open for acceptance until December this year...

Pacctosinue mMexnay cTpoykamMu BHYTpH ab3alia 3aBUCUT OT oObeMa BaIllero Mnuchma.
Ecnu nucemMo HeOOMBIIOE, TO 3TO PACCTOSIHUE MOXKET ObITh 2-3 mHTepBaia. Ecnu 00bem
BallIEro MMChMa JJOCTATOYHO OOJIBIIIOH, MeyaTaiiTe MMChbMO Yepe3 OJUH MHTEPBAJl.

Paccrosinue mexay ab3anaMu JOJKHO B 2-3 pa3a NPEBBIIATH PACCTOSHHUE MEXKITY
CTpOKaMH BHYTpHU ab3aria.

3aKOHYMB I€YaTaTh OCHOBHOM TEKCT MHChbMA, CHAENIAiTe OTCTYH B 2-3 MHTEpBaja U B
IPaBOM YaCTH JINCTA, HAYMHASI IPUMEPHO C CEPENIMHBI, NTeYaTalTe 3aKII0YUTENbHYIO0 (Hop-
MYJTy BEXJIMBOCTH.

Ecnu BBI ewaTaeTe 1emoBoe MUChMO Ha OOBIYHOM JIHCTE OyMaru, To 4epe3 2-3 mHTep-
Baja IMOCJE 3aKITIOYUTENBHONW (OPMYIIBI BEKIMBOCTH CIEAYyeT HaredaraTh Ha3BaHUE Ba-
HIEH OpraHU3alluu:

Yours truly,
Riverbank Steel Co.

Cnenaitte oTctyn B 3 MHTEpBaia. 31€Ch JOJHKHA CTOATh MOAIKCH aBTOpA MUChMA.

Ha cnenyromieil cTpoke mnedaraercss UMsl aBTOpa MUCbMa, a CTPOKOM HUXKE €ro JOJIK-
HOCTB:!

Yours truly,
Riverbank Steel Co.

Sidney Larson
Secretary
3ameTuM, 4TO (opMa C yKa3aHHEM OpraHU3alMU MOCTE 3aKIIOYUTENFHON (POpPMYyIIbI
BEXKJIMBOCTH celyac yrnoTpeosieTcsi JOBOJIBHO PEIKO.
OrcrynuB 1,5 uHTEpBana B JIEBOW 4YacTWM NUCbMA, HANEYATAUTE OCTABIIMECSH YaCTH
nuchbMa (yKa3zaHu€ Ha aBTOpa M UCIIOJHUTENS, YKa3aHUE Ha NPHIIOKEHHUE, TOCTCKPUIITYM,
YBEJOMJICHHUE O HAJIMYUU KOMUI), 1eTast MeXAy HUMU IPOMEXYTKH B 1,5-2 unTepBana:

Yours faithfully,
VO «Sojusraznoexport»

Valery F. Kozlov
Manager
VFK: Ko
Encl.: 1. Bs/L—3 copies
2.Invoice in triplicate
3.Specification in triplicate
4.Certificate of quality
cc. Messrs. Ariovich & Co.
Ecnu BBl TOYHO ciie0Balii BCEM YKa3aHUSM, Ballle MUChbMe OyIET UMETh CIICAYIOIINUN
BUJT (CM. HUKE).
Hu B xoem ciydae He MpuUHUMAaNTE BCE MEPEUHCIICHHBIE BBIIIE YKa3aHUS 32 KECTKYIO
UHCTPYKIIUIO, KOTOPOU CIIeyeT pyKOBOJCTBOBATHCA BO BCEX Cyyasx. DTO JUIIb OJUH U3



croco00B KpacuBOro 0(hOpMIICHHUS M aKKypaTHOTO PacIOIOKEHUs AeoBoro nuchMa. Hu B
OJIHOM MHCTPYKLIMHM HEBO3MOKHO PaccKa3aTh O T€X COTHSAX IOJIE3HBIX MEJIOYEHl, KOTOpbIE
3HAeT KBATM(UIIMPOBAHHBIN CEKpeTaph WIM MAIIMHUCTKA, U 0J1aroaaps KOTOPBIM JIETI0BOE
NUCHbMO HECET Ha ce0e OTIEeYaTOK Balllel JUYHOCTH.

VO «Mashinoexport»
12 Plekhanov Street
Moscow, 238446
USSR

July 21, 1990

Messrs. (Green & Co.
100 State Street

Great Falls, MO 88847
USA

Attention: Mr.Jack Macey

Dear Sirs:
We inform you hereby that your machine Ne40 against
Contract Ne66022 was recieved by us in the time sripulated
by the contract. We are compelled, however, to express our
regret that while assembling and mounting this machine so
many insignificant defects were discovered that it was
difficult to put it into operation.

We ask you to replace this machine by another one
corresponding to the technical conditions of the Contract.
We could retain it provided you grant us a 20 per cent
reduction from the price.

Sincerely yours,

Yuri G.Yakhontov
Manager

YGY;o00 ,
Enclosure:Specification
cc.Mr.Wainwright




BO «MalHHOSKCIIOPT»
yA.IlaexanoBa, 12
Mocksa, 238446
CCCP

21 mioas 1990 r.

l'ocnopaMm I'pul U Ko

| 100 Credr CTpHT

'peiit ®oans, MO 88847
CLIA

BHHMaHHe: r-Ha AKeka Meficu

VYBa)kaeMbie rocnopa!
Coo6iaem BaM, 9T0 craHOK Ne4( mo KonTpakTy Ne66022
[IOAY4Y€H HaMH B CPOKH, OT'OBOpPeHHEIe HaCTOAIHM KOHTPaK-
TOM. OAHaKO MBI BHIHY>XAGHH BHIDA3UTh COXKaAeHHe Mo Mo-
BOAY TOrO, 4TO BO BpeMs COOPKH H YCTAHOBKH CTaHKa GHIAO
o6Hapy’>KeHO MHOI'O MEAKHX HeHCIPDaBHOCTeH, H3-3a KOTO-
PHIX BO3HHKAH TPYAHOCTH C 3allyCKOM CTaHKa.

‘B COOTBeTCTBHH C TeXHHYECKHMH YCAOBHSIMH KOHTPAaKkTa,
MIPOCHM BacC 3aMeHHMTh ero APYTrMM CTaHKOM. MH TakXKe co-
IAACHE! OCTaBHTDb ero y cebs B cadae 20% CKHAKH OT CTO-
HMOCTH CTaHKa.

HckpenHe Bai,
HOpwuii ' Axonros

YnpaBAsirolMi !
IOr'si:oo
Ipuaosykenue: CnenudHkanus
KOIHS: I-HYy BalHpaHTy i

2. CymectByeT u Jpyras (opma pacrojiOK€HUsT MUCbMEHHOTO MarepHala, Koria
CTPOKHM ajipeca OTIIpPaBUTENs U JaTa, a TAaKKe ajgpeca MoJydaresist U 3aKI4YUTEIbHON
(opMyJibl BEAIIMBOCTH Ie4aTaroTcs ¢ oTcrynamu. OCHOBHOM TEKCT MHUCbMa TakXke Meva-
TaeTcs ¢ ab3alHBIMU OTCTynaMH. JTa (opMma Ha3biBaeTcs «3youaroit» (indented umm step
form).

BOT Kkak BBITTISAUT TaKOE MUCHMO:



Brain Institute
Svetlanovsky Avenue 47
Leningrad 145238
USSR

April 8, 1990
| Dr. James Smitn
Brain Research Street
19 Oxford Street
London, NE 20
England

Dear Mr.Smith,

Thank you so much for your kind invitation to take part
in the International Congress to be held next month.
'[ It gives me pleasure to accept your invitation and I
| look forward to seeing you and other freinds of mine.

Sincerely yours,
S.Voronin
Director

i SV/vd

HMIHCTHTYT Mo3ra
CBeTAAHOBCKHH NMpocneKT 47
AeHHHrpaa 145238
CCCP

8 anpeas 1990 r.
A-py AsxeiiMcy CMHTY
LlenTp HMccaepoBanus Mo3sra
19 Okcdopp Crpur
AonpoH, HE 20
AHTAMS

YBaXaeMblH rocnopAMH CMHT,

boabmoe cnacubo 3a npUrAameHye OPHHATh YIacTHE B
ME>XAYHapOAHOM KOHrpecce, KOTODHIH COCTOHTCS B GyAyileM
Mecsie.

C orpoMHBIM YAOBOABCTBHEM NpHHHMMAIO Baliie nmpuraa-

lIeHHe H C HeTepleHHeM O0)KHAAI0 BCTPe4YH ¢ BaMH M APYTHMH
KOAAEraMu.

Hckpenne Baiir,
C.BopoHuH

eKTOo
CB/Ba Asp B




§ 4 KonBepTthl

KonBepT nenoBoro muceMa, B mpuHIUIE, 0GOPMIISIETCS TaK K€, KaK U KOHBEPT He-
opuIMaTbHOTO MUChMA.

AJlpec moJiy4aTessi Ha KOHBEPTE JEJIOBOTO MUChMA CIEAyeT MUCaTh MOJHOCTHIO, ITO
o0ecIeyuT ero HaJeXKHYI0 JOCTaBKy. AJpec MoJydaress nevyaraercs B LEHTpaIbHOM Jyac-
T KOHBEPTA, HECKOJIbKO KHHU3Y.

Anpeca Ha KOHBEPTax MEYaTAIOTCS CIEAYIOIUM 00pa3oM.

A. OpranuzanusM, hpupmam, yIpeKICHUSIM:

—Ha MepPBOM CTPOKE MeUaTaeTcs Ha3BaHWe OpraHU3alNH, (PUPMBI WIH YUPEIKICHUS;
—Ha BTOPOU CTPOKE MevaTaeTcss HOMep JoMa U Ha3BaHUE YIIULbI;
—ajnee cleyeT Ha3BaHUe ropoja, COKpalleHHOe Ha3BaHue mTata (wim rpadcTsa B
AHTTIMM) ¥ TOYTOBBINA UHICKC;
—Ha YETBEPTOM CTPOKE IeYaTaeTCs Ha3BaHUE CTPAHbI, KOTOPOE MOXHO MOJYEpPK-
HyTb. Hanpumep:
Sleigh Ltd
99 Shandwick Place
Edinburgh EH2 4SD
Scotland

Bell College
2 South Walden
Essex CB113DP

England

b. OdunmanbHbIM IpeACTaBUTENSIM GUPM, OPraHU3aALUI:

—TepBasi CTpOKa—~HuMs OPUIIUATBHOTO JINLA;

—BTOpas CTpOKa—Hay4Hasi CTENEeHb WIH JOJKHOCTb;

—TpEThsl CTPOKa—HAa3BaHNE OpraHU3alU WU PUPMBI;

—yeTBepTas CTPOKa—HOMED JIoMa U Ha3BaHUE YJINLIbI;

—TIATas CTpoKa—Ha3BaHue ropoJia, COKpalleHHOe Ha3BaHMe 1TaTa (uiau rpadcTsa B

AHTIINM), TOYTOBBINA HUHJICKC;

—I1ecrasl CTpOKa—Ha3BaHUE CTPaHBbI.

Hanpuwmep:

Mr. Kenneth Steele
Managing Director
Newsweek International
Newsweek House
Wellington Street
Slough SL1 1 UG
England



Mr. Martin Gill
Sales Manager
Bloomsbury Book Shop
31 Great Ormond Street
London WCIN3 HE
England
Anpec oTnpaBUTENIs MeYaTaeTcsl B JIEBOM BEpPXHEM YIJIy KOHBEpTa, OJIMKE K €ro BepX-
HEW 4acCTH:
Faculty of Philology
Leningrad State University
Universitetskaya nab. 7/9
Leningrad 199164
USSR
B npaBoM BepxHEM yTiIy MOMEIIaeTCs TOYTOBAsE MapKa. YKa3aHus Ha CIOCO0 OTIpPaBKU
[1€YaTarTCs 110 IOYTOBOM MAapKOH,
OTH yKa3aHUsI MOTYT OBITh CJICIYIOIINMH:
REGISTERED }
REGISTERED MAIL
AIRMAIL }

3AKA3HOE

VIA AIR MAIL
PAR AVION
POST RESTANTE }
TO BE CALLED FOR J10 BOCTPEBOBAHUA
EXPRESS DELIVERY CPOYHAA TOCTABKA
IF NOT DELIVERED B CJIVUHAE HEJIOITIOCTABKMU,
PLEASE RETURN ITPOCBBA BEPHYTH ITMCHBMO
B Tom ciyuae, ecnu 1e710Bo€ MUCHMO JOJKHO OBITH BPYUYE€HO KOHKPETHOMY YEJIOBEKY,
Ha KOHBEPTE, OTCTYNHB 3 MHTEpPBAJIA OT aJpeca MOJydarTelisi, MHOrla MeYaTaeTcsl CTpOKa
MIPUBJICYCHUS BHUMAHUS
Attention: Export Manager, James Brown
Baumanne JIxeiimca bpayHa, yrpaBisiolero oTaejIoM cObITa

ABUA

For the Attention of the Chief Accountant
BHrMaHHIO TIaBHOIO OyXrajiarepa
Crtpoka npuBjICYCHUS BHUMAHHS OOBIYHO O TUYEPKUBACTCS.
B ciryuae, ecim BBl He 3HaeTe JOMAIITHETO aJipeca HY»KHOTO BaM YeJIOBEKa, WJIH €CIIU OH
B JIaHHBII MOMEHT OTCYTCTBYET (HampuMmep, HaXOJIUTCS B KOMaHIAUPOBKE), HO BBl 3HACTE
yapexacHue Wik GUpMy, ¢ KOTOPOU OH CBSI3aH, WJIM MECTO €T0 TPOKUBAHUS, aJIpeC TOITy-
JaTelis Ha KOHBEPTE MevYaTaeTcsl CICIYIONUM 00pa3oM:

Dr J.Smith JIOHTOHCKU YHUBEPCUTET
c/o London University s r-na [x.Cmuta
London Jlonnmon

Great Bretain BenukoOpuranus

B 3akmrouenun IMPUBCACM CXEMY PACIIOJIOKCHUA yacTeu aJijpcCa Ha KOHBCPTC H 06pa-
3¢ OQ)OPMHGHI/ISI KOHBCPTA Ha AHTJINMCKOM SI3BIKE
Cxema PAacCIIOJIOKCHUA yacTeu aJIp€Ca Ha KOHBCPTC ACIOBOTO IIMCbMaA



Mapka
Anpec ornpasuTens

Ykazauue
Ha cnocod
OCTABKH
Anpec
MOTyyaresid

CrTpoka npusjcYeHAS BHUMAHHUS

O6pazenr opopMiieHHs] KOHBEPTA JISTOBOTO MUChMa HA AHTJIMHCKOM SI3bIKE

Dr Victor 1.Dobrov
Philological State

University Stamp
Universitetskaya nab., 7/9

Leningrad 199164 Express Delivery
USSR

Bell College
South Roa
Saffron Walden
Essex CB22

England

Attention: Mr Collette Gattoni Senior Teacher




I'JTABA 3
KOMMEPYECKOE ITMCBMO

BceM 3HakOMO€ aHITIMICKOE CI0BO «OM3HEC» YK€ IPOUYHO BOIJIO B HAIU A3BIK, U, YTO
1Ol 3TUM CJIOBOM IOJPAa3yMeBAETCs, OOBICHATh HET HYKIbl. Takke W MPOU3BOJHBIE OT
ATOrO CJIOBa, TUNA «OU3HECMEH», U Y Hac, U B EBporie, 1 1o BceMy MUpPY aCCOLMUPYOTCS
C TOpProBiiel, OUP>KEBBIMU ClI€JIKAMU, BKJIA/IbIBAHUEM KaluTajga U T. J., OHUM CIIOBOM, C
TPaJIULMOHHBIM 3a1aIHBIM OM3HECOM B HallleM NOHUMaHUU.

OpHako, eciii NepeBOJUTh CIIOBO «business» Ha pyCCKHil SI3bIK, TO MOJTy4YaeTcs HEKO-
TOpOE HECOBMNaZeHHE CMbICIOB. CTporo roBops, «business» MepeBOJUTCS KaK «IEJIo», a,
ckaxeMm, «business letters» mepeBOAMTCS Kak «JI€JIOBbIE MUChbMay, YEMY B aHIJIMIICKOM
A3BIKE €CTh COOTBETCTBYIOIIMI SKBHBaJEHT «official correspondence» («oduumanbHas
HEPEUCKay).

JIeficTBUTENBHO, JEJI0BbIE MUChbMa HE 00SA3aTEIBHO JOJIKHBI OBITH TOJIBKO KOMMEpUE-
CKUMH, HO MOTYT OBbITh M IOPUIUYECKUMH, AUILIOMATUYECKUMU, HAYYHBIMU U MHOTUMU
OpYruMu 0puIMaIbHBIMU TUCbMaMU. Takum 00pa3oM, KOMMepUECcKas MepenucKa sBIseT-
Csl JIMILIb YaCThIO, IPaB/a 10BOJIbHO BHYIIUTEIbHOM, J€JI0BOM NEPEMUCKHU.

B 37Ol rmaBe Mbl pacCMOTPHUM MPOCTbIE KOMMEPYECKHE MUChMa, KOTOPbIE COCTABIISA-
IOTCSl HA pa3jIMuYHBbIX dTanax JEeJOBbIX OTHOLIEHUN M MMEIOT HeOOJbIION 00BeM U He-
CIIOKHYIO CTPYKTypy. bosbiine oduumanpHple JOKYMEHTBI, THIA KOHTPAKTOB C MPHUIIO-
KEHUSIMH, (PMHAHCOBBIE TOKYMEHTHI U T. JI. Mbl HE CTaJIM BKJIKOYATh B IJIaBy, TaK KaK OHU
YK€ MOJIyYMJIU JOCTaTOYHOE OMUCAHUE B COOTBETCTBYIOIIMX yUeOHUKAX U CIPAaBOUYHUKAX.

§ 1. OcHOBHbIE MOHATHS M KJIMIIIE

PexkBu3uTHl mrcbMa MOTYT ObITh BHEIIHMMU U BHYTPEHHHUMH. BHENIHHE PEKBH3UTHI
JIeIIOBOTO THCHhMa (3aroyioBOK, AaTa, oOpalleHue, CChUIKA U T. J.) MBI YK€ PacCMOTpPEIu
paHee, U BCE CKAa3aHHOE BBIIIE CIPABEIJIMBO I BHEIIHMX PEKBU3UTOB KOMMEPUYECKOIO
NMChbMA.

Ho xpoMe NmOCTOSHHO KCIOJB3yEMBIX BHEIIHUX PEKBU3UTOB B TEKCTE MHCbMa PETY-
JSIPHO YNOTPeOJIseTCs OrpaHUYEHHOE KOJMYECTBO (Ppa3, cioB, (GOpMyN BEKIUBOCTH.
YnoTpeOastoTcs OHM HACTOJIBKO YacTO, YTO CTAJIM TOKE CBOETrO pojia PEKBU3UTAMU, HO
yK€ BHYTPEHHHUMU. DTH BHYTPEHHHE PEKBU3UTHI UMEIOT TAKYIO KE JOJITYI0 UCTOPHIO pas3-
BUTHS, KaK ¥ CaM SIUCTOJISPHBIN J€I0BOW STUKET.

Bo MHOrom BHYTpEHHHE PEKBHU3UTBI KOMMEPYECKOrO NMHUChbMa (YYEHBIE MX Ha3bIBAIOT
«KJIMUIEY») apXauyHbl U COCTABJISIOT CTPOMHYIO, IOBOJIBHO YCTOMUYMUBYIO CUCTEMY, STAKUI
«J1eTTOBOM KaHUEIApUT». OJHAKO CyXOBaThIi OPUITUATBHBINA S3IK KOMMEPYECKOTO IMHCh-
Ma, KaKk BIIpOYEM U JIt000# Apyrou A3bIK, CO BpeMeHeM MeHsieTcs. He OyneM cyuTh, B X0-
POLIYIO WM IUIOXYIO CTOPOHY MEHSETCS MHTEPECYIOINNA HAC SA3bIK, HO OTMETHUM, 4YTO OH
Bce Oosible ynpomiaercs. Bee pexxe B AENOBBIX MHCbMaxX BCTPEYAKOTCS BBIUYPHBIE apXa-
nuHble (Dpa3bl U TPOMO3JKHUE IPaMMaTHUYECKUE KOHCTPYKIMHU. Bce akTHBHEE MCHOJIb3Y-
I0TCA OOBIYHBIE PA3rOBOPHBIE (POPMBI, BCE Hallle MOSABISIOTCS B KOMMEPUECKUX MPOCTHIX
NUChbMax sipKue, 0Opa3Hble BBIPAXKEHMSI, HEPEIKO MOXKHO BCTPETUTDH JIAXKE CIEHI. Xapak-
TEp KOMMEPUYECKOro MHChMa CTAaHOBHUTCS Bce 00Jiee JOBEPUTEIbHBIM, PACIIOIAraloluM U
yOXKTArOIITHM.

Ecnu Bam foBenercs nepenuchiBaThCs ¢ KaKOM-TMO0 aMepruKaHCKON (GUpMOii, TO BbI HE



3aCTpaxoBaHbl OT OCTPOYMHOI'O0 MHCbMa, B KOTOPOM MOXET ObITh YMECTHA IIyTKa, UHTE-
pecHasi nMTaTa, Jaxe aHeKAOT Wiu 3araaka. EctecTBeHHO, 000HbBIE «(OKYCH» HCKITO-
YeHbl B OOJBIINX OQUIHMATBHBIX JOKyMeHTax. Ho B mMpoCThIX mMUChbMax, Kak-TO: MPeasio-
KEHUSAX, MOATBEPKICHUAX, PA3HOTO pOJAa HANOMHUHAHUAX, AAXKE pEKIaMalusax, aMepH-
KaHCKUM «3aMHTEPECOBBIBAIOIIMI CTUJIb» 3aBOEBBIBAET BCE OOJIBIIYIO MOMYJSPHOCTD.
Ctunp 3TOT HE TaK MPOCT, KaK KaKeTcsl Ha nepBbId B3rsA. s ero pa3paboTku MHOTHE
(GbupMbl HAHUMAIOT (PUIIOJIOTOB, MICUXOJIOTOB U COLIMOJIOTOB, KPOMIOTIMBBIA TPYJ KOTOPBIX
Y BBICOKO OIJIAYMBAETCS, U IPUHOCUT COJIUJIHBIE TUBUACHABL. B NpunoxeHuu Bl HAAETE
HECKOJIbKO OPUTMHAIBHBIX AMEPUKAHCKHUX IIPOCTBIX KOMMEPUYECKUX ITHCEM, COCTABIECHHBIX
1O MPUHIIMITY «HE OCTABUTh KJIMEHTA PABHOIYIIHBIM JIFOOBIM CIIOCOOOM).

bpurtaHckuil CTHIIb, HAPOTUB, OTINYAETCS 3aBUAHBIM ITIOCTOSIHCTBOM, M, MOYKHO CKa-
3aTh, YTO KOHCEPBATUBHOCTh €0 HE 3HAET I'paHull. [0 cHUX Op MOXKHO IMOPOM BCTPETUTH B
OputaHckux Kommepueckux nucbMax kiaume X VII-XIX Bekos, Tuma:

We beg to acknoledgc your esteemed favour of the 5Sth inst.

[To3BOJIBTE 3aCBUIETEIBCTBOBATH MOUYTEHHUE 3a JIOOE3HO OKA3aHHYIO HAM YeCTh (MMe-
eTcsl B BUAY MHCbMO) OT 5 yMciia cero mecsina. YTo Ha COBPEMEHHOM HOPMaJbHOM aHT-
JUICKOM SI3bIKE UMEJIO Obl BU/L:

We received your letter of 5th May.

Mpe1 nonyuunu Baiie nmuceMo S mas.

[TomoOHBIX apXaWyHBIX MUCEM CYIIECTBYET BEJIMKOE MHOMXECTBO. MBI MpHBEJEeM He-
CKOJIbKO HanboJsee pacrpoCTpaHEHHBIX KIIMIIE C UX COBPEMEHHBIMU HKBUBajeHTamMu. Ec-
JM XOTHUTE, MOXKETE HCIIONIb30BaTh CTapble (POPMBI OHU €IIe UHOTAA YIOTPEOIAIOTCS B Iie-
penucke. Ho nosBienue Takux (ppa3 B MpoCTOM NMUCHME MOKET BbI3BAaTh JABOSKYIO peak-
LUIO: 3TO CBUJETEJIBCTBYET O 3HAKOMCTBE IMHINYILETO C «U3SIIHBIM KaHALEIIPUTOM» U
MOKET PACMOJIOKUTh AHIJIMKCKOTO WM aMEPUKAHCKOTO MOJydaTess Mmo-100poMy U ¢ Mo-
HUMaHUEM BOT, MOJI, CTapaeTcs napTHep, cioseca noadbupaer. C Apyroid CTOPOHBI, 3TO
MO>KET BBI3BATh IIPOCTO HEJOYMEHHE K YEMY TaK BBICIPEHHO, KOTJJa MOYXXHO IOpa3zio Mpo-
me. M morom, eciiv yx HauumHaTh ¢ yomnopHoro «llo3BosibTe 3acBHIETEIHCTBOBATHY, TO
HAJ0 BBLIEPKATh 3TOT CTUJIb JI0 KOHLA, YTO BECbMa HEMPOCTO. Tak 4YTo MUHYCOB OOJIbIIIE,
YeM IUIFOCOB, U JIy4llI€ BECTH JEJIOBYIO IEPENUCKY HA COBPEMEHHOM MPOCTOM SI3bIKE.

[IpuBeneM HeOOJBLION CHMCOK Hambojee YNOTPeOUTENbHBIX apXaudHbIX ¢pa3 U UX
SKBUBAJICHTOB:

We beg to acknow- Thank you for Oyrarogapum 3a

ledge your esteemed the letter of MUCHMO OT...

favour of

We are in receipt of We have re- MBI nonyuunu Ba-
ceived (your m1e (MMMChMO)
letter)

We beg to inform We inform Coobmaem

We are in agreement We agree MBI cornacHbl

inst. this month ATOro Mecsila

ult last month IPOIILJIOTO MecsiIa

prox next month Oynyuiero Mecsa

as the case may be if eciu

as per your letter concerning KacaTeJIbHO BaIIeTO

in re your letter your letter nMchma



enclosed please find
enclosed herewith
attached hitherto
furnish all the
nessesary particulars
due to the fact that
in the course of
your obedeint sub-
ject

we enclose
we enclose
we attach

give details

K CeMy TpHiaracM
K CeMy TpHiaracM
K CeMy TIpHIaracM
JaBaTh MOJAPOOHO-

CTH
because IOTOMY 4TO
during BO BpeMsI
Sincerely yours C yBaxxeHueM,
Respectfully Bai
yours

Haneemcsi, kpaTkoro 03HAKOMIJICHHSI C apXauvdHbIMU (pa3aMu XBATHUT ISl TOTO, YTOOBI
HOJIyYUTh 00ILI€e MPEACTABICHUE 00 «U3AIIHOM KaHLEISIPUTE», KOTOPBII BCE €IIe BCTpe-
qaeTcsl B JeJ0BbIX NMHchbMax. OCTaBUM Tenepb apXxau3Mbl U NepeilieM K 0ojiee COBpEMEH-

HOMY CIIOBapIO.

B COBPCMCHHBIX JICJIOBBIX ITUCbMaXx BOO6HI€, N B KOMMCPUYCCKUX IMUCbMaX B HaCTHOCTH,

IPUHSATHI CIAEAYIONINE KIINLIE:

We thank you for your
letter of 15th May...

Many thanks for your
letter,..

It was good to hear that...

I should be grateful if
you would...
In reply to your letter of
(request)...
At your request, we sent
you
We are pleased to tell you
that...
[ am writing to inquire
(order)...
We have considerable
interest in...
At your request
With reference to your oder
We should like to add that
We are very gratified
to learn that you are
interested in our
We should like to draw
your attention to
Please let us have
your instructions for
shipping
This is to confirm our

bnaromapum 3a Baiie nucbmo ot
15 mas

Bonwmioe cnacu6o 3a Bame
IIMCBMO

bbU10 04eHb NMPUATHO y3HATH,
4TO...

S Ob11 OBI OUEHB OJ1arojiapeH,
€CJIA OBl BHI...

B otBet Ha Baie nucsmo ot
(mpocb0y)...

ITo Bameit npocb0e MbI BbICTIaNU
BaM...

Panpr cooOmuTh BaM, 4To...

[Tumny ¢ TeM, 9TOOBI BBISICHUTH
(3aka3arhp)...
MpbI O4eHb 3aUHTEPECOBAHBI B ...

ITo Bamreit mpocebe

Ccrinascer Ha Bamr 3aka3
XoTtenock Obl JOOABUTH, UTO...
MBI 04YeHB pajibl y3HATh, YTO BBI
3aMHTEPECOBATIUCH HAIIIHM...

Xotenock 061 00paTuTh Baie
BHUMAaHUE Ha...

[Toxanyiicta, cooOIIUTE CBOU
yKa3aHUs 10 IOCTAaBKe

HOILTBCp)K,Z[aCM Hamr 3aKa3 OT...



order of
Cnmcok KOMMEpPYECKHX KIUIIE MOXHO IMPOJIOJDKATh BIUIOTH /10 KOHIIA dTON KHUTH.
BwmecTo 3TOro MBI B COOTBETCTBYIONUX Maparpadax gaauM oOpasiibl IPOCThIX KOMMeEp-
YECKUX MTUCEM, B KOTOPBIX OyIET JOCTATOYHOE KOJUYECTBO CTEPEOTUITHBIX (hpas.

§ 2. 3anpockl. OTBeTHI HA 3aNPOCHI

Besikomy, naxe He MCKYIIEHHOMY B OM3HECE Y€JIOBEKY, HETPYAHO OyJeT OTBETUTh Ha
BOIIPOC «C Yer0 HAaUMHAETCsl KoMMepUueckas repenucka?» Pazymeercs, ¢ 3anpoca. Tounee,
MIOYTH BCSIKAsl JIEIOBAsi KOPPECTIOHAEHITNSI HAYUMHAETCS C 3ampocoB. MOKHO, KOHEYHO, 00-
XOJIUThCA U 0€3 HUX, MOChUIas B ajpec (GUPMbI BHIPE3aHHBIE U3 KYPHAIBHBIX PEKJIAMHBIX
BCTaBOK U 3aIIOJIHCHHBIE OTKPHITKU-KYIIOHBI, HO 3TOT OM3HEC UMEET Pa30BBI XapakTep, U
TAaKOW CIIOHTAHHBIN 3aKa3 pacCUYUTaH HA OAWMHOUYKY, OM3HECMEHA-TIOOUTENS, YIOBICTBO-
peHHOTO pekinamMHoi nHpopManuei. [IpenedperaTs TaKMM BaXXHBIM JIEIIOM KOMMEPYECKOM
KOPPECTIOHICHITNH, KaK 3aKka3—7Iesio HebaroJapHoe, eciii He cKa3aTh OoJblne. Beapb of-
HUM TPaMOTHO COCTAaBJICHHBIM 3allpOCOM MOXXHO yCTaHOBHUTH (M JOBOJIBHO YacTO yCTa-
HABJIMBAIOTCS) HOBBIC JICJIOBBIC CBSI3U C TOPTOBBIMHU IMAPTHEPAMH, BAXKHOCTh KOTOPBIX OYe-
BH/IHA HE TOJBKO B HAIIIUX YCIOBUSIX.

B 3anpocax o0bIYHO MHTEpECYIOTCS Mpexkae Bcero uHdopMaiuen Jrodoro pojaa u B
JT1000M ee BHJIe—CIHCKa 1IEH, YCIOBHM MOCTaBKU, CPOKOB BBITIOJIHEHHS 3aKa30B, CIIpa-
BOK, TOPYYHUTENIBbCTB, KaTaJOroB U T. A. [I[pruueM oTMeTuM, Hampasiisis 3anpoc B ajapec Ta-
KOH-TO (pUpMBI, BBl cpa3y CTaBUTE ceOsl B BHITOJHOC—TIONOKEHHE (PHpMa-IoIydaTeb
00s13aTEIBHO 1aCT HEOOXOIUMYI0 HH(pOPMaIUIO U OyAET paja ciejaaTh 3TO, BEb B yCIO-
BUSX PHIHKA 3aIPOC TIOYTH O3HAYAET 3aKa3, a 3aKa3 3TO TOPTOBIISI, TPUOBLIH, CMBICI OU3-
Heca.

SI3bIK 3aITPOCOB MPOCT, a COAEP’)KAHUE CBOJUTCS K «IPOCUM TaKYIO-TO HH(POPMAIIAION.

B 3ampocax 00pIYHO UCTIONB3YIOTCA CIEIYIOINE KITUIIIE:

Please inform us [Ipocum coobmuThH

Please send us [Ipocum BbICIaThH

Please rush us [Ipocum BhICTaThH

We should be pleased if Mpi1 Obutu ObI pajibl, €ciu Obl BbI

you could inform us HaM COOOIIAIN

We should be obliged to
receive your (price-list)
We shall be grateful if you
will kindly send us

your (catalog)

We are interested in

We are in the market for
Quote prices (terms)
With reference to your
advertisement in
Reffering to your
advertisement.

We have an inquiry for

Mp1 6611 GBI PU3HATEIIBHBI, NO-
ayuuB Bamr (ipefickypaHT)

Mpg1 Oyiem OJ1arofapHbl, €CJIU BbI
JT100E3HO BHINLIETE HAM CBOM
(karasor)

MBI nHTEpEecyeMces

Mpb1 HAaMEpPEHBI 3aKyTHUTh
VYkaxute 1eHbl (YCIOBHS)
Ccputasce Ha Bamy peknamy B...

Ccpnasicy Ha Bamry pexknamy

Mpg1 xoTenu Obl TOJTYIUTh HHPOP-
MAIIHIO O...



OcranpHBIC CTEPEOTUITHBIE BBIPAXKEHUS MOXXHO OyneT 0e3 Tpyna BBEIWICHUTH U3
MIPUMEPOB TTUCEM, KOTOPHIE MBI MPUBOAUM Hike. OTMETHM, 4TO Ha3BaHus GUpM, aapeca,
IIEHbI U Ha3BaHUS TOBAPOB pealibHbIE. Eciu XOTUTE, MOXETE HAmMcaTh IO 3THM aJipecam
TaKHe JK€ MUChMa. bykBbI U UGBl BO3JIC MPUMEPOB TUCEM 03HAYAIOT, YTO B CIICIYIOMIEM
naparpade MOXXHO OyJIeT HaWTHU MPEANOJIOKUTEIbHBIA OTBET HA MUCHMO MOJ TAaKOU XKe
nudpoii. Hanmpumep: a/l1 o3Havaer, 4To 3TO MUCHMO Hayajio nepenucku (OykBa «ay»), U OT-
BET Ha Hero O0yJzieT 0003HaYaThCs COOTBETCTBEHHO 0/1.

a/l
15 May. 1990
Damark International, Inc.
6707 Shingle Greek Parkway
Minneapolis, MN 55430
USA

Gentlemen:

Please send us your new catalogue of Computers and
Microprocessors. We also should be grateful if you would
enclose free descriptive leaflets with your reply and quote
your terms f.o.b. London

Yours faithfully,
M. Davis

Focnopa!

[TpocuM Bac BEICAGTE HOBBIM KAaTAAOI KOMIIBIOTEPOBR H MHK-
pornpoileccopoB. Takke 6yAeM NpH3HaTeAbHBI, €CAH BhI CO-
NPOBOAHTE KaTaAor GecnAaTHBIMHM NPOCHeKTaMH H yKaXkeTte
ycaosHs pocTaBKH @©.0.B. AoHAOH.

Hckpensne Bau,
M. AeiiBHC




- a/2

14 Dec., 1989
Cobra Electronics
6500 West Cortland
Chicago, IL 60635
USA

Gentlemen:

With reference te your advertisement in «Omni» Vol.1 No
6 we should be pleased to receive your price-list of Cobra
telephone with 9-13 number memory. Please state what
discount you allow for quantities and cash payment.

Yours faithfully,
G. Burton

'ocriopa!l

CchIAQSICh Ha Ballly peKAaMy B JXypHaAe «Omni» T. 1, Ne6,
Mbl IPOCHM BBICAATb (AOCA. MBI GBIAM GBI pAABl MOAYYHTB)
pacleHKH Ha TeAe(oHHHIe ammaparhl Cobra ¢ naMaThio oT 9
a0 13 HoMmepoB. TToXKaAyHCTa, YKa)KHTe, KaKyio CKHAKY BHI
AeAaeTe NPH ONTOBBLIX 3aKYIKaX H PH olAaTe HAAHIHBIMH.

-HUckpenHe Bami,
. BeproH.
a/3
24 March, 1989
H.Samuel Ltd.

Hunters Road
Birmingham B19 IDS
England

Dear 5Sirs,

We are interested in your «Accurist Skeleton Watch» and
Swatch «Wall Street» and should be glad if you would

quote us your lowest export prices. Please also quote your
best terms CIF! Leningrad.

Yours faithfully,

nnnnnnnnnnnnnnnnnnnnnnnnnnnn




l'ocnopa!

Mu1 3aMHTepecoBaAUCh BAlIMMHM YaCaMH «» W «» ¥ Ghiau Oni
Paabl, eCAH Onl Bbl yKa3aAM CBOH CaMble HH3KHe 3KCIOPT-
Hhie HeHrl. [TpocHM TakXKe yKasaTh HanOoAee ONTHMaAbHEIE
yCaoBHs oTnpaBku CH® AeHHHrpaA.

C yBakeHHeM Baiy,

YT L L I T IITEITI I I I}

a/4 ]
Wallace heaton
127 New Bond Streel 1
London W1
England

Dear Sirs,
We have an lnquiry for Olimpus AZ 300 35 mm Compact i
Camera. Please send us your price-list and let us Know
whether you can guarantee prompt delivery to Leningrad.

If your offer is satisfactory we shall give you bank and
trade references with our order.

‘We should be grateful for an early reply.

Yours faithfully,

BaredasmEE AR e

«OAHMIYC...».

[MoxxaAayHcTa, BHILIAKHTE npéﬁucypaﬂ'r H cooblouTe, BO3MOX-

.F
i
Focmoaa,
MHl xoTeAH OB HOAYYHTE HHGOpMalHIo o hoToKamepe _
Ha AH OnICTpasi AocTaBKa (ToBapa) B AeHHHIDaA,. ‘

Ecau Ballie mpeapAro)KeHHe OKaXkeTcH NpHeMAeMbIM, MBI Aa-
AHM BaM appeca AAsl 6aHKOBCKHX H TOPTOBLIX CIPaBOK O ‘
HAC W BHIIIIAEM 3aKa3. ?

ByAeM npH3HaTeAbHHI 3a OBICTPEIH OTBET.

HickpeHHe Baiil, k

BRERERRR R AR (LTI TELT]




a’/s
5 Aug. 1990

Gentlemen:

We should be grateful if you would send us be return your
catalogue and price-list of your new cars. Please quote
your lowest prices CIF London per one.

Respectfully yours,

++++++++++++++++++++++++++++

Tocnopa!

bByaeM BAaropapHbl, €CAH Bbl NPHILAETE 10 IOAYYEHHH (ce-
ro 3arnpoca) Balll KATAAOT H CIIUCOK IieH BAlllUX HOBHIX aBTO-
mobHAeH. [TpocHM yKa3aTh CBOH caMble HH3KHE IeHH Mo OT-
npaske CH® AoHACH.

C yBa)keHueM, BalllH

-------- sEmsEsEERERERABEET

OTBeTHl Ha 3ampPOCHl MPEACTABIAIOT COO0N OaroapcTBEHHBIE U, KaK MPaBUIIO, CO-
IIPOBOIUTENBHBIC MMMChMA K pa3HOTO poja KaTajoram, MpelcKypaHTaM, PeKIaMHBIM IPO-
CIIEKTaM, MOJAPOOHO M3JI0’KEHHBIM YCIIOBHSIM JOCTAaBOK, CTPAXOBOK U T. Il. B oTBeTax Ha
3ampoChl 0OBIYHO UCIIOJIB3YIOTCS CISAYIOMINN (hpasbl:

Many thanks for your letter

We were very pleased to
receive your letter

We thank you for your
inquiry

We are obliged for your
letter (inquiry)

We attach (enclose)

We are pleased to send you

We have pleasure in sen-

In reply to your letter
(inquiry)

Refering to your letter of...

As requested in your let-
terof...

Boabpmoe cnacu0o 3a Baie
IIMCbMO

Mpg1 ObITH OYEHB Pabl MOTYYHUTh
Ballle IIUCHEMO

bnarogapum Bac 3a Bam 3ampoc

MpbI npr3HATENbHBI 32 Ballle
MUCHMO (3a1poc)

[Ipunaraem (k cemy)

Panp! BeICIATE Bam

Panpl BeicTaTh Bam ding you

B otBeT Ha Baille nuchbmMo (3ampoc)

Cchlasich Ha Balll€ IIMCHMO OT...
Kax BbI IMPOCUJIN B BalICM ITNCBMC OT...



According to your inquiry CortacHo Balemy 3ampocy

We send for your [Toceutaem Ha Baile pacCMOTpPEHHE
consideration our...

May we draw your atten- [To3BosibTE OOpaTUTH Ballle BHUMAHUE
tion to... Ha...

[Tponomxkasi IOCIEI0BATENBHOCTh MTUCEM-3aKa30B, MPUBEIACM BO3MOXKHBIC Ha HUX OT-
BeThl. HamoMuHaeM: HOMEp MUChMa COOTBETCTBYET MO MHU(pE MUCbMY W3 MPEABIAYIICH
gacTH maparpada.

b/1

Dear Mr. Davis,

We thank you for your letter of 15 May.

We have pleasure in sending you our catalogue of
Computers and Microprocessors where you can find full
info about the various models. We enclose ten colored
descriptive leaflets.

We should like to draw your attention particularly to
model Packmate 286 + VGA 14" Color Monitor with 30 MB
Hard Drive, 3.1/2" + 5.1/4"floppy drives and 1 MB RAM
expandable to 3MB, 1BM compatible.

We can offer these computers to you at huge savings.
Manufacturer's suggested retail was $ 3.500 but our price
is $ 1.499 each.

Qur prices and terms are stated in the attached List.

Yours faithfully,

nnnnnnnnnnnnnnnnnnnnnnnnn




YparkaeMbld I'-H AeHBuc!

BaaroAapum Bac 3a MceMo ot 15 Mas.

C vAOBOABCTEHEM BBICBIA@EM B&M Halll XaTaAOr KOMIBIOTE-
pgé 1 MEKPONPOIECCOPOB, TAC Bhl CMOMETE HaHTH MOAHYIO
unropMailiio 0 pasAHYHLIX MOASAAX. B oTpanAeliHe BKAIO-
qgaeM APCATH IBETHHIX pPeXAAMHEIX ByKAeTOB.

Xoreaoch Ol 0OpaTHTh Ballle BHUMaHHe B 4aCTHOCTH Ha MO-
AEAB € JKeCTKHM AMCKOM Ha 30 MO, ¢ AHCKOBOAAMH AAS THD-
KHX AHCKOB Ha 3.1/2"+5.1/4" 1 O3Y 1 M6, pacumpseMmoe
AG 3 M6. OTH KomIisioTephl [BM-coBMecTHMEIE.

MBI MOXXEM MPEAAOKHUTbD BaM 3TH KOMNBIOTEPHI € OIPOMHOH
CKMAKOM. M3roToBHTEABCKAsT PO3HHYHa IleHa IIpeAAaraAach
nc 3.500 aM.A0ANGPOB 3a KOMIAEKT, HO Hamla 1exa 1.499
aM. AOAAB[OB.

Hanm nesnl H YCAOBHA H3A0MEHE] B IIDHACHICHHH,

Hckperne Bam,

b/2
20 June. 1990

Dear Mr. Burton,

We were very pleased to receive your inquiry in reply to
our ad in «Omni». As requested, we enclose our price-list
of Cobra telephones and four leaftlets which contain all
technical details about the model with 9-13 number

memory. We Lave quoted our best terms in the attached
list.

May we use this opportunity to draw your attention to
Intenna cordless telephone (CP-485) with nine-number
memory and intercom and Cobra phone (ST-622) with 13
number memory and speaker-phone.

Sincerely yours,




YBaxaemul# r-H BepTton!

Mu 6uIAHM O49eHb PaABl MOAYYHTH Ball 3anpoc B OTBeT Ha
Hally pekaaMy B «Omni». INo Baiuefi npockbe BReIChIAaeM
Hall OpeHCKYpaHT TeAedoHoB Cobra, a Takxe 4YeTHpe npo-
CHeKkTa, B KOTOPBLIX COAepyKaTcs Bce TeXHHYecKHe MoApob-
HOCTH O MOAEARX C MaMATbIo Ha 9-13 Homepos. Hamm onTy-
MaAbHhle YCAOBHS YKa3aHhl B IPHAOXKEHHH.

[103BOABTE BOCIIOAB30BATBECS 3TOH BO3MOXKHOCTBIO H 0bOpa-
THTH Bamne BHuMaHHe Ha annapathl Intenna (CP-485), pa-
AHoTeAedOH, MAaMATh Ha AEBATb HOMEPOB, CeAeKTOpHasA
cBsi3b H Cobra (ST-622) namaTek Ha 13 HOMepoB, BCTPOeH-
HBIH POMKOTOBOPHTEAD.

HckpeHHe Balil.

---------------------

b/3

Dear Mr. Petrov,

We are very gratified to learn from vour letter that you
are interested in our «Accurist Skeleton» and Swatch «Wall
Street» watches. We attach our lowest export prices and
terms F.O.B. London and we hope that these prices will
induce you to place an order. Our quotation includes
packing in expot cases of 50 and 100 items.

Owing to the great number of orders we are receiving
daily we have to execute them in strict rotation. May we
hope therefore to hear from you within the next few days.

Yours sincerely,




Aoporok M-p [1eTpos,

Mpl o9eHb PaAH Y3HATE H3 Ballero MHcbMa, YTO Bhl 3aMHTe-
peCcoBAaAMCh HAaUIHMH 9acaMu «Accurist Skeleton» 1 «Wall
Street». B NpHAOKeHHH YKa3hkiBaeM HalllM caMble HH3KHe
sKcrnopTHhHIE LieHbl H YcAoBHSE @®OB AoHAOH, H MBI HapeeM-
cs1, 9TO 3TH NeHnl yOeApaT Bac caeAaTs 3aka3. B Hamred
cripaBKe y4TeHa yNaKOBKa B 5KCNOPTHYI0 Tapy 1o 50 u 100

IITYK.
BBHAY TOTO, ¥TO ME €)KeAHEBHO HOAy4YaeM HoAbillee YHCAO
33Ka30B, HaM IIPHXOAMTCS BHIOAHATH BX COTAGCHO CTPOro-

MY 4epeAOBanHIO. TIC3BOALTE, CAEAOBATEABHO, HAARSITHCH
MOAYYHTh OTBET B TEICHHE CAGAYIOLUMX HECKOABKHX AHEH.

Hckperue Baui,

...................

b/4
24 March. 1990

Dear Sirs,

We are obliged for your letter of January 23

We regret that we cannot offer you inguired Olympus AZ
300 Compact Cameres because we have not them in stock
now.

We have, however, a large inventory of new Nicon F-801
ZOOM SLR Cameres with autofocus and shuiter speed of
1/8000th second. We hope that this model might suit you
and enclose free catalogue and a price-list.

It is guaranteed fast and we could supply the cameres by
the end of August on CIF terms.

We hope that our offer will interest you.

Yours sincerely,

nnnnnnnnnn BERE R




Focnopal

MEI oYeHb IIpH3HATEABHEl BaM 3a Ballle IHCBMO OT 23 dH-
Baps.

K coxxaaenuio, MHl He MOXKeM TIPeAOXKHTh BAM HHTepecylo-
e Bac kamepsl Olympus AZ 300 Compact, TaKk Kak Mhl
cefyac He pacroaAaraeM 3THM TOBapOM.

OaHako y Hac ecTb HoAbiIast MapTug HOBRIX Kamep Nicon F-
801 ZOOM SLR ¢ aBTo(hOKYCOM H CKOPOCThIO 3aTBOpA
1/8000 cek. Hapeemcs, 4TO 3Ta MOAEAb YCTPOMT Bac, U NMpH-
AaraeM (K mucbMy) GecriAaaTHBIM KaTaAor M IPedCKYpPaHT.

CKOpOCTb AOCTaBKH rapaHTHpyeTcsi, H Mhl MOI'AH ORI BbI-
CAATh KaMephl K KOHLY aBrycra Ha ycaoBusax CHUO®.

HapaeeMmcsl, 4TO Hallle IIPEAAOIKEHHe 3aHHTepecyeT Bac.

HckpenHe Bati,

+++++++++++++++++++

b/5
7 March. 1990

Dear Mr Ivanov,

Many thanks for your letter. We enclose our catalogue
NeVII and we attach the reguested price-list. For an order
of ten cars we could quote you $800 CIF London.

We hope that a good order will enable you to profit.

We are awaiting for your instructions with interest.

Yours sincerely,

iiiiiiiiiiiiiiiiiiiii




E——

b/5

YaakaeMuid r-H MpaHoB!

Boabloe cnacubo 3a Balle NMHMCbMO. BeickiraeM BaM (C 3THM
nUCchbMOM) Haul KaTaaor NeV1l, a Takyke uHTepecyiowun Bac
npeicKkypant. AocraBka 10 asTomo6uaeit CH® Aonaol 6y-
AeT CTOMTDL BOO aM. AOAAAPOB.

HapaeeMcs, 4TO XOPOIIHH 3aKa3 6yaeT cnoco6CTBOBATH
paureMy ycrexy. C HeTeprieHHeM JXAeM BalllHX yKasaHHMH.

Hckpenre Bain,
A>K. ArroHC

TakoB KpaTkuil MyTh KOMMEPUECKOU nepenucku. boiio Obl, KOHEUHO, UEATBHO, ECIH
OBl BCS «IPEIIOU», MPEAIECTBYIONMIAs 3aKIF0UEHUI0O KOHTPAKTa, WIK Pa3MELICHHIO 3a-
Ka3a, WIA IPOJAXE JIMIECH3UHM, OIPAaHUYMBAJIACh IIPOCTOM CXEMOW 3ampoc OTBET 3aKas.
Kpome 3anpocoB U OTBETOB MHOTJa HEOOXOJUMO MPOBECTU MAcCCy Telle(OHHBIX MEPEro-
BOpPOB, OOMEHATHCS TeJerpaMMaMu, Tejlekcamu. B oliieM, mpenycMoTpeTb BCe HIOAHCHI
HAYyaJbHOIO 3Tala KOMMEPYECKOM KOPPECIOHICHIMU NPAKTUYECKH HEPEAIbHO, HO OC-
HOBHBIE €I'0 COCTABIIAIOLINE 3aIIPOC U OTBET, IPUCYTCTBYIOT IIOYTH BCEra.

§ 3. 3aka3pl. ConpoBoauTe/ibHbIE MICbMA K 3aKa3aM

Bce MHOrooOpasue u n300mire KOMMEPUYECKON MEPENrUCKH MOXKHO pa3fesuTh Ha JIBa
TUIIA, COOOPA3HO JABYM OCHOBHBIM LENSIM OH3HECa—IIMOO0 YTO-TO KYIHUTh, JUOO YTO-TO
npojate. Kakum TOJIBKO 00pa3oM HHU MBITAIOTCS MEHEIKEPBI, areHThl U JAp. «pbIlapu
KOMMEpLUU» CBECTU JEJI0 K 3aBETHOM LEIU—IIONYy4YuTh 3aka3. llocTosHHO poxnaercs
OecurCIeHHOE MHOXECTBO TOPrOBBIX MHUCEM, MPOBOASTCS MPEACTaBUTEIbHBIE BCTPEUH,
THICAYU OU3HECMEHOB ITPOBOSAT THICSIYM YacOB B JOPOTe, Y TeNE(POHOB MIIN KOMIIBIOTEPOB.
Tenedonnslie, TenerpadHeie, TenedakcHble U p. TEIECBI3U OXBATUIM CTPaHbl TaK MpPOU-
HO, YTO, UMEH 3TU CBSI3U MATE€PUAIbHBIN BUJ, UX HAIPSHDKEHHWE M MPOYHOCTh MOIJIM Obl
JIBUHYTb MaTE€pUKU OOpaTHO JIPYTr K JApyry. BeaeHue NOKyMEHTAalUU JTOCTUIJIO TaKOI'O
YPOBHS U 3allyTaHHOCTH, YTO CKOPO MOKHO Oy/J€T FOBOPUTHh 00 «UCKYCCTBE JIOKyMEHTa-
[UN», €CIIM KOMY-TO yJIacTCsl U3BJ€Ub U3 BOPOXa pazHOOOpa3HbIX (HOpM, YCIOBHI U KaH-
LEJSIPCKUX TOJIOBOJIOMOK TO CaMO€ HEOOXOJUMOE, YTO JIy4IIUM 00pa3oM CIYKUT AeIly.

JT0, TaK CKa3aTh, «IIOJABOJIHAS YaCTh» aiicOepra Wid, €CIM XOTHUTE, ITOABOIHbBIE TeUe-
HUS, IBUTAIOIIHNE TOPTOBIIIO, TPEOYIOIIHNE KOJOCCAIBHBIX 3aTPaT U TSKEJIOro TpyAa U Mo-
CTOSIHHO IMOJJIEPKUBAEMbIE B HEOOXOAMMOM JTUHAMUYECKOM COCTOSIHHUH.

W Bcs aTa orpomuasi paboTa MocBsLIEHa, KaK Bbl IPaBUIILHO Aoraaanuck, Ero Benuue-
CTBY 3aka3y, BEpIIMHE KOMMEpPUYECKON MUpaMuJibl. 3aKa3 MOAUYMHAET ce0e U «HAJIBOJHYIO
qyacTb» pexiiamy. Kak Bbl 1ymaete, pa3BuBajioch Obl peKJIaMHOE HCKYCCTBO U HayKa Jajiee,
U OTILyCKAJIUCh JIM Obl Ha HEE€ TaKUe aCTPOHOMUYECKHE CYyMMBI, €ClIM Obl BCE ATO HE OKY-
nanock? Hano mymate, okynaercs. OKynaercsi PeCTUkKEM, U3BECTHOCTBIO, HOBBIMU CBSI-



35IMU, HOBBIMU PBIHKAMH M, B KOHEUHOM HUTOIE, OKYIAeTCs 3aKa3aMH.

3aka3 O3Ha4aeT HE TOJIBKO CHENIKY M A0X0A. bor ¢ HMMM, 3TO pa3oBbIe OnEpanuu, U
[JIABHOE BE/lb HE JICHBIH. | TABHOE—HOBBIE CBSI3HM, HOBBIE JIIOJIH, YKPEIUIEHUE CBS3EU CO
cTapbIMu mapTHepaMu. TakuMm oOpa3oMm, BaKHOCTh 3aKa3a OFPOMHA M OYEBHUIHA, U pac-
CMaTpHUBaTh 3aKa3bl, COCTABIATh UX HEOOXOJMMO C OCOOBIM BHUMAHHUEM.

Bcest xoppecnoHeHIMs, CBsi3aHHAsA C 3aKa3aMd, MHOIOYMCIICHHA, U KaKIbIM €€ THUIl
IIPUXOJIUTCS BBLIECPKUBATH B ONPEIEICHHOM CTUIIC, UCIIOJIB30BATh T€ WA WUHBIE KOHCT-
PYKIMM U CJIOBAa, HEHABSI3UMBO yOEXKIaTh, IOKA3bIBaTh, IPOCUTh U T. 1. 3aKa3 K€ UMEET
IPOCTYIO GOPMY: «IIPOCUM JTOCTaBUTh TO-TO TYAa-TO TOTA-TO». DUPMBI UCTIONB3YIOT AT
odopmileHHs 3aKa30B OTIIEYaTaHHbIE OJJAHKU C MTyCTHIMU MECTaMU, KOTOPBIE 3alOIHSIIOTCS
Ha3BaHUAMHU, JaTaMM, YCIOBUSAMH, LICHAMH, a BCSI TPOMO3Kast JOKYMEHTAalMs, KaK IIPaBU-
J10, MpUJIaraeTcsa K MpocTOMy 3alOJIHEHHOMY OJaHKy, KOTOpbIE JAake OOBIYHO HE MMEIOT
TPaJAULIMOHHBIX (POPMYII BEKIUBOCTH.

B 3aka3zax u cOMpOBOIUTENBHBIX MUChMAaxX YacTO YMOTPEONISAIOTCS TaKUe CIIOBA U BbI-

paKeHUS:
to be quoted on all CChUIAThCS Ha (3aKa3) BO BCEX JI0-
documents KyMEHTax

your terms (quotations,
prices) are accepted

we accept your terms
(quotations, prices)

free repair

invoice

to place an order for...

reduce quotations (prices)
by 10 per cent

trial order

regular orders

to pay by Letter of Cre-
dit

cash against documents

please supply (send,
rush)

to ship/to deliver

shipment, delivery

to take delivery

payment in check

postage

handling

promt delivery/atten-
lion

marking

to guarantee

shipping arrangements

Bill of Lading

Ballld YCJIOBUSA (LI€HBI) IPUHU-
MaroTCs

MBI IPUHUMAEM Ballll YCIOBHS
(LICHBI)

OecruiaTHBIN PEeMOHT (3aMeHa)
cuet-(pakTypa

pa3MecTUTh 3aKa3

YMEHbIINTS 1ieHsbl Ha 10%

IIPOBEPOYHBIN 3aKa3
peryJsipHble 3aKa3bl
OIUIATUTh AKKPEAUTHBOM

HAJIMYHBIC IIPOTHUB JOKYMCHTOB
IMpOCUM JOCTABUTH

JOCTaBIISATh
JIOCTaBKa

HPUHSTH IOCTaBKY

oriaTta 4eKoM

TIaTa 3a JOCTaBKY

oOpaiieHue

ObICTpas JocTaBKa / ObICTpOE
paccMOTpeHuHe

MapKHUPOBKa

rapaHTUPOBATh

MEpOTPUATHSA 10 (PpaxTOBAHUIO
TOHHAXa

KOHOCaMEHT



bonus HaJ0aBKa

discount CKHJIKA

price clause MYHKT O IIEHE

payment clause INYHKT 00 yCIIOBUAX IJIaTexa

[IpuBenem sneMeHTapHble POPMBbI 3aKa30B, 3aKa30B-MIHMCEM U CONPOBOIUTENbHBIX MH-
CeM K 3aka3aM. TemaTHKa Ta e, UTO U B 3alpocax.

c/1

Gentlemen:

Please rush 60 Packard Bell Computers (Packmate 286 + 14"
VGA) @ $1499 each, plus $139 s/h each.

We should be grateful if you could ship by next available
steamer.

Yours faithfully,

.....................

=

l'ocriopa!
[MpocuM BhiCAaTh HaM 60 KOMIIAEKTOB KOMIIbIOTEPOB MapKH
Packard Bell Packmate 286+ 14" VGA no 1499 aM. A0OAAa-
POB 3a KOMIAEKT IAIOC 139 aM. AOAAAPOB 33 AOCTaBKY KasK-
AOT0 KOMIIAEKTa.

ByAeM NpH3HAaTeAbHBI, €CAH Bhl CMOTAH 6Bl OTNIPAaBHTh (TO-
Bap) OGAMKAHIIIHM YAOOHBIM CYAHOM.

HckpenHe Bai,

wadkdadadan LER

c/2

Please supply

40 Cobra phones CP-485 @ $280

30 Cobra phones St-622 @ $280
Delivery: May/June 1990

Terms:5% monthly

Invoice: triplicate

Final shipping instructions will follow.

Yours faithfully,




3

3aKkas Ne 245/302

[TpocHM BHICAATH

40 t/a Cobra CP-485 no nesne 280 AoAAapoOB

30 t/a Cobra St-622 no nexe 280 pAoArapoB

AocTraBKa: Mai/HioHb 1990

YcAoBHS: 5% B Mecsl]

QaxTypa: B 3-X 3K3eMIAsIpax

OkoHYaTeAbHEIe YKa3aHHs MO AOCTaBKe cooDIHM mo3iKe.

Hckpenne Baiil,

;;;;;;;;;;;;;;;;;;;;

locnopa:

IMpomy BeicAaTh MHe 20 gyacoB «Accurist Skeleton» nmo 70
aM. AOAAApOB 3a IITyKy H 70 yacoB «Wall Street» mo 25
(dyHTOB 3a WITYKY IAIOC IO 5 aM. AOAAGPOB 3a KaXkKABIE 9a-
CBHl Ha MePeCBHIAKY H AOCTABKY.

[Mpuaaraio MOAHYIO OIIAQTY YEKOM.

Hckpenne Bami,

rrrrrrrrrrrrrrrrrrrr

c/3

Dear Sirs,

Please supply me 20 «Accurist Skeleton» at $70 each and
70 Swatch «Wall Street» watches at $25 each plus $5
postage and handling for each watch ordered.

I enclose full payment in check.

Yours faithfully,




c/4

Dear Sirs,

We thank you for the quotation of 24 March. Please send us
bu return.

65 Nicon F-801 Zoom SLR Cameres @ $569.

References: Messr. Carpenter & Sons, Horseferry Rd.,
London, SWI; South Central Bank Ldt., Barham.

Prices are quoted, CIF leningrad. We shall be grateful for
promt delivery.

Yours faithfully,

|||||||||||||||||||||

Focnopa!

Baaropapum Bac 3a crnpaBky oT 24 mapTa. [poCcHM BBICAATD
110 MOAYYEHHH (cero 3akasa).

65 ¢/kamep Nicon F-801 Zoom SLR 569 aM. A0AAGpPOB 3a
IITYKY.

Aasi cipaBku: Messr. Carpenter & Sons, Horseferry Rd.,
London, SWI; South Central Bank Ldt., Barham.

LleHnl coraacHo Balued cnpaexe CU® AeHunrpa.

byaeMm OiaropapHu 3a GEICTPYIO AOCTaBKY.

HckpenHe Bai,

-----------------




c/5
Order Ne76

Please supply

30 1990 Jeep Wrangler @ $9.393.- in red as offered,
shipping costs as quoted in your offer of 3. March.

Usual terms..

3aka3 Ne 76

[Npoiy BHCAATE

30 aBroMobuAer 1990 \ nmo 9.393 aM. AOAAGPOB KPacHOT'O
NOKPHTHSA. 3aTpaTH [0 AOCTaBKe COrAACHO BallleH ClipaBKe
B IIPEAAOXKEHHH OT 3 MapTa.

YcaoBHS oOBI9HEBIC.

Kak BBI 3amMeTmiIM, HE BCE 3aKa3bl, IPUBEACHHBIC BBHIIIC, HAYMHAIOTCS C OOpaIlCHHUS.
CoOCTBEHHO TOBOpSI, 3aKa3aMU B YUCTOM BHUJIE SBJISIFOTCS ¢/2 M ¢/5, T. €. IPEJCIIbHO KpaT-
KM€, C UCXOAIITMM HOMEpPOM, 0e3 0OpalieHus U 3aKIIOUYUTEILHON (DOPMYJITBI BEXKIMBOCTH.
B kauecTtBe 3aka3a MoryT ObITh NPUHSATHI UCbMa /1, ¢/3 u ¢/4, T. €. coepKaire Kakue-
1100 JAeTaly 3aKas3a, CPOKU JOCTABKH U T. II.

3aka3bl ¢/2 ¥ ¢/5 cocTaBjEHBI IO YIPOIIEHHON (opMe, B KOTOPOM OIMyCKArOTCS OTOBO-
PEHHBIC B TIPOIION NIEPETHICKE YCIOBUS TIOCTAaBOK, MAPKAPOBKA I'Py3a, aapeca MOCTaBOK U
T. 1.



[Tonnas xe popMma 3aKkaza UMeEET CIEIYIOIIUM BUI:

c/6

19 May 1990

Casio Computer Co., Ldt
Export Divison I
Timepiece Department

6-1 Nishi-Shinjuky 2-chane,
Shinjuku-ku, Tokyo 163,
Japan

Order Ne376/25
To be quoted on all documents

Gentlemen:

Please supply and ship by next boat CIF Murmansk
45 Model DBX-102 $12.40

20 Model AQ-419 $30.00

35 Model DW-7200 $80.60

Delivery time: 1. June latest

Terms of payment:...............
Consignee: (postal Adress)

(Destination)
Marking: in Englandin Russian
Order Ne376/25 3aka3 Ne376/25
Case Ne.... Ampk Ne....
Gross weight Bec 6pyTTO
Net weigh Bec HeTTO
With Care OcTopoxHO
Fragile Crekao
Top Bepx
Do not Turn Over He xaHTOBaTH
V/0 «Sojuzimport» B/0O «Coro3umMnopT»
3aka3 Ne 376/25

CcriAaThCst Ha BCe AOKYMEHTHI.

Tocnopa!
IMpocuM AOCTaBUTE CAeAyiomuM cyAHoM CHO MypMaHcK

AocraBka: CUD MypMaHCK
BpeMsA AOCTABKH: ITOCAGAHHHA CpPOK 1 HIOHA
SF’;;:AGBHH TAATEMKA: scsrsnennnnnnns
Y3OMOAYHATEAD: .uvvsrereernren
MapKupoBKa: AHrA. Pycck.




Jlasiee Ha MHOTOUYMCIIEHHBIX MPUJIOKEHUSAX CIEIYET U3JI0KEHHE JIOTOBOPEHHBIX YCIIO-
BUM, YKa3aHWUW W T. A. ¥ T. ., HO Mbl HE CTAaHEM pPAacCMATPUBATHh BCE ITH JETaIu OoJiee
noApoOHO, MO0 Hallla KHUTa HEe YYeOHHMK MO KOMMEPUYECKON JoKymeHTauuu. Tem Oolee
3Ta TeMa He MOXKET ObITh MCUEPIBIBAIOIIMM 00pa30oM ONUCaHA, TaK KaK y pa3HbIX GUpM u
0o0bEIMHEHUHN Jake caMble OOIIME YCJIOBHS MMEIOT Pa3IMYHbIA BUJA, U JaTh peUEnT Ha
KQKJIbIi KOHKPETHBIN CIIy4ail Mbl HE B COCTOSIHMM B PaMKaX 3TOM IJIaBbl. 3aKa3bl, COCTaB-
JICHHBIE TIO0 CTaHAAPTHON (hopMe, MOXKHO JOMOJIHATH COMPOBOAUTENILHBIMU MHChbMaMH, B
KOTOpBIX O0Jiee 00CTOATEIBHO M3JIAraloTCs YCIOBUS, MEPCIEKTUBBI MOCIEIYIONINX 3aKa-
30B, IPOCHOBI O PEKJIAMHBIX JKCIIO3UIIMOHHBIX 00pa3iiax u T. 1., BKJIIOYas, KOHEYHO, Tpa-
JTUITMOHHBIC (DOPMYJITBI BEKIMBOCTH.

Hanpumep, k 3aka3zy ¢/2 MOXKeT ObITh HAITUCAHO TAKOE COIIPOBOAUTEIBHOE TUCHMO:

Gentlemen:

We are grateful for your letter of 20 June and enclose our
order Ne245/302 for your models CP-485 and ST-622. We
consider it as a trial order and hope if these phones prove
satisfactory we'll send you regular orders.

Your price is accepted and payment will be made by Letter
of Credit in Liverpool against documents.

We refer you to the Bank of Wales and Ireland, Cardiff and
Messers. Robertson and Blake Ltd., London.

Please let us know when the goods are ready for shipment.

Yours faithfully,

FEEAEAERA RN




Focnopa!

BAaaropapMM Bac 3a Ballle MHUCBEMO OT 20 HIOHS M BBICHIAGEM
(c 3THM MHCHMOM) Hall 3aKa3 Ne 245/302 Ha Bamd MOAeAH
CP-485 n ST-622. Mul cYHTaeM 3TOT 3aKa3 [IPOBEePOYHBIM H
HaAeMcsl, 9TO, €CAH 3TH TeAe(OHH OKAXKYTCH YAOBAETBODH-
TeAbHBIMH, MBI 6YAeM AeAaTh BaM NOCTOSIHHHIE 3aKa3Hl.

Bama 1eHa NpHHHMAaeTcs, H onAaTa 6yAeT NpoH3BeAeHa ak-
KPEAHTHBOM B AHBepIIyAe MPOTHB AOKYMEHTOB.

O Hac Mo)keTe HaBeCTH cnpaBKH B Bank of Wales and
Ireland, Cardiff and Messers. Robertson and Blake Ltd.,
London.

IMpocuM cOoOBIIMTH O TOTOBHOCTH IPy3a K OTIpPaBKe.

HckpenHe Bai,

rrrrrrrrrrrrrrrrr

3aKka3 MOHO CONPOBOJUTH MUCHMOM, B KOTOPOM COAEPKUTCS MPOCh0a O MepecMoTpe
IIeH, TAPaHTUWHBIX 00S3aTENBCTB U T. 1. B ciydae ¢ 3aka3oM ¢/5 Takoe MUChbMO MOTJIO OBl
VUMETh IIPUMEPHO TAKOU BUI:

Gentlemen:

Referring to you letter of 7. March and our telephone
conversation of 24. March we are pleased to enclose our
order Ne0/076.

We are satisfied with the quality of your cars, but frankly
we think that it would be difficult to sell the cars at this
price. So we ask you to reduce your quotation by 10 per
cent.

Yours faithfully,

T T E LT




locmopa!

CchiAasich Ha Ballle IIMCBMO OT 7 MapTa M Ha Hall TeAedOH-
HBEIH pa3roBop OT 24 MapTa, MH C PAaAOCTEIO BEICHIAAEM (C
3THM IIMCBMOM) Hal 3akKa3 Ne 0/76.

Mul yAOBAeTBOpeHH KadecTBOM Bammx aBToMobOHAeH, HO,
4eCTHO I'OBOPs, Ml AyMaeM, 9To (HaMm) 6yAeT TPyAHO npo-
AATh 3TH MAlIHHEI 110 TAKKUM NeHaM. [To3ToMy MBI IPOCHM
BacC CHH3HUTD BalllH IleHH Ha 109%.

HckpeHHe Bami,

rrrrrrrrrrrrrrrrr

501041

Gentlemen:

We thank you for your letter of 14. November. Your terms
and quotations are accepted, but we ask you to guarantee
free repair or replace within the period of 24 calendar
months of the date of shipment.

‘We enclose our order NeO/76 for 30 cars and ask you to
give this order your promt and careful attention.

Yours faithfully,

iiiiiiiiiiiiiiiiiiiii

Tocnopa!

baaropapuM Bac 3a Balle IIHCbMO OT 14 HosOpsA. Bainyu ycao-
BHS U IIeHHl MPUHATHI, HO MBI IPOCHM Bac rapaHTHPOBAaThb
GecnAaTHEIH PEMOHT HAH 3aMeHY B TedeHHe 24 MecslleB CO
AHSI AOCTABKH.

MHu npuAaraeM Ham 3aka3 Ne0/76 Ha 30 aBToMOOHAei# Jeep
Wrangler 4 IpocHM YAEAHTBb 3TOMY 3aKa3y CBOeBpeMeHHOoe
H BHHMAaTeAbHOEe pacCMOTpeHHe,

Hckpenne Baii,

ARARR AR R




PaccmoTpeB B 0011eM BUJIE IPOCTYIO CXEMY 0OMEHAa KOMMEPYECKON KOPPECTIOHAEHIU-
el, mepensieM K pa3IudyHbIM OTKJIOHEHHUSIM OT HEe: MOATBEPKACHUSAM, OTKa3aM, MpeJjio-
YKEHUSIM HOBBIX TOBApPOB, LIEH U T. II.

§ 4. llonTBep:KIeHUE 3aKA30B.

Kax Hu cTpaHHO, 3aKa3bl HE ABJISFOTCS MTOCJIEIHEN CTaquell KOMMEPYECKON MTEPEIUCKH.
Kazanocs Obl, 4TO «MyIpPCTBOBATH JIyKaBO», @ HE OTBEYATh HA KaXKIbli IOJy4EHHBIHN 3aKa3
€ro KOHKpPETHBIM BBIIIOJIHEHUEM, OTCBUIKOW TOBapa, (paxToM, CTPaxoBKOH U T. M., TO
€CTh, JICMCTBOBATH II0 JJIEMEHTAPHOM CXEMe: PEKJIaMa 3alpoc OTBET Ha 3aIpoc 3aKas.
JlefcTBUTEIBHO, YAaCTO 3aKa3bl HE TPEOYIOT MUCbMEHHBIX OTBETOB U Ji€Ja 3aKaHUHUBAIOTCS
peanu3anuen ToBapa, €ro JOCTaBKOW U T. M. IloaTBepkaeHus Ha MOJy4YEeHUE TaKUX 3aKa-
30B FOTOBATCS 3apaHee, I1eYaTarTCs 110 CTAHAAPTHON CXEME THIIA:

Dear Sirs, I'ocnopa!

This is to confirm your [TonTBepxknaem Bam 3aka3 ot 10 mas

order Ne210 of 10. May.
Yours faithfully, Uckpenne Bam,

Gentlemen: T'ociona!

We confirm the receipt of [TonTBepkaaeM moaydeHue

your order Nel11 of 11. May. Bamero 3aka3za Nel11 ot 11 mas.
Sincerely yours, Hckpenne Bam,

HanpHeiieir 00pabOTKK Takue 3aKasbl, KaKk MPaBUiIo, HE TPEOYIOT, UX PErHCTPUPYIOT
U MOAIIMBAIOT B Aeno. Ho mompoOyem mpenctaBuTh ce6e HECKONBKO MHYIO «HEUealb-
HYI0» CUTYaLHIO.

CkaxeMm, Bbl—MeEHeIKep, oOpadbaTbiBaomIMii 3aka3pl. Pupma-napTHep peluia npu-
oOpecTH y Baiield Gupmbl OOJIBIIYIO TAPTUIO MPOU3BOJUMBIX BaMU IJIMHSHBIX CBUCTYJIEK.
B xone 00b194HOr0 0OMeHa KOppECIOHACHIUEN 3alIpOC—OTBET 3aKa3 IPOU30IIE] HEMBbIC-
JUMBIM MOJBbEM MHUPOBBIX LIEH Ha TJIMHY, M Y>K€ NOJYYEHHBIH 3aKa3 Ha CBUCTYJBKH II0
CTapbIM LIEHaM MOXKET 0Ka3aTbecs M0J yrpo30il cpeiBa. Uto aenats? MOXHO HanucaTh WIK
IO3BOHUTH MAPTHEPY U COOOIIUTH, YTO, MOJI, HE MOKEM IPOAaBaTh TOBap 1o 1 gosuiapy 3a
CBHUCTYJIbKY, KaK IIPEkK/€, a TOJIBKO 10 1,5 Aou1apoB 3a WITYKY, a, €CJIM HE XOTHUTE, TO MO-
KEM IIPEIIOKHUTH MIACTMACCOBBIE TYTOIUIABKUE YHUBEPCAIbHBIE CBUCTYJIBKH IO TAKOW-TO
LIEHE, 4, €CIIM U TaK HE XOTUTE, TO HA HET, KAK TOBOPUTCS, U Cy/1a HET.

Curyanus MOXET NOKa3aThbCsl HATSHYTOM, HO OHA TUMHWYHA. M BBIXOJ M3 HEE JTOJKEH
OBITH ONpPEIEICHHBIM—HA/I0 OTAEIBHO PACCMOTPETh TAKOM 3aKa3 U CIIEJIaTh BCE BO3MOXK-
HOE, 4TOOBI 3aKa3 HE COPBAJICS, a [NIABHOE—HE MOTEPSIICS MapTHED.

[Tpooikas TMHUIO KOHKPETHBIX TOBApPOB, PUPM M IIE€H, Mbl MPUBEIEM Pl MOATBEP-
XKJACHUI, KOTOPbIE MHOT'/Ia MUIIYTCS B «HEOIArONpUSATHBIX» HIIA OCOOBIX CIydasx.

WTak, OTHOCUTENIbHO CUTYALIMH C YBEIUYEHUEM LIEH:
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Gentlemen:

We thank you for your order Ne... of .... Unfortunately, we
cannot book the order at the prices we quoted a month ago. As
you know, world prices for ... have risen during last two
weeks so we have to adjust our prices to cover this increase.

The lowest quetation today is as follows:
Accurist Skeleton @ $75; Swatch «Wall Street» @ $27.
Please confirm that we may book your order at these prices.

We ensure promt delivery.
Yours faithfully,

!!!!!!!!!!!!! LR LYY ]

TFocnopaa!l

BAaropapum Bac 3a Baml 3aka3 Ne... oT... (4ucaa). K coxxaae-
HHMIO, MBI He MOJKeM NOMeCTHTh 3aKa3 M0 IjeHaM, KOTophie
OBIAM yKa3aHhl HaMH Mecsl, Ha3aA. Kak BH 3HaeTe, MHpO-
Bhi€ [eHBI HA ... MOAHSAKCH B TeUeHHe NMOCAEAHHWX ABYX He-
A€Ab, TIO3TOMY MBI BHIHY>KA€HBI CKOPPeKTHPOBaTh HAIlIH Ije-
Hbl, YTO0OBI KOMIIEHCHPOBATh 3TOT MIOABEM.

HauMeHbIIHe paclleHKH Ha CEerOAHSIIHMHA AeHb TAaKOBHI:
Accurist Skeleton @ $75; Swatch «Wall Street» @ $27.

[TpoCHM MOATBEPAHTB, 9TO MBI MOXKEM pa3MecTHTh Bai 3a-
Ka3 M0 3THM IjeHaM. [apaHTHpyeM CKOPYIO AOCTaBKY.

Hckpenne Bain,

nnnnnnnnnnnnnnnnnn

WNnorpa cinydaercs Tak, 4ToO IPOAABEl] HE B COCTOSIHUU BBINIOJHUTH 3aKa3 U3-3a TOTO,
YTO KOHKPETHOTO TOBapa B JaHHbIM MOMEHT Ha CKJIAJ€ HET, a K TOMY BPEMEHH, KOr1a TO-
Bap IMOSBUTCS, TOKYTATEIb MOXKET 00paTUThCS K Apyroi pupme. OOBIYHO TIOTEPH KITHCH-
Ta CTApalOTCs HE JOIMYCKaTh U, €CTECTBEHHO, MPEAJaraloT NOoJA00HbBIH UMEIOIUKCS B Ha-
anuuu ToBap. Ilpu 3ToM 00s3aTeNIbHO YKa3bIBAIOT HA MPEUMYLIECTBA HOBOT'O Ipeajiarae-
MOI'0 TOBapa, Ha €ro BBITOJHYIO LIEHY U T. II., TO €CTh JACTCS MAJICHbKas peKjiaMa U MOKY-
naTesb HEHABS3UMBO YOEKJAeTCs, YTO B €r0 MHTEpEecax OTKAa3aThCsA OT MPOILIOro 3aKasa
Y KyIIUTh HOBBIX TOBap. Hampumep:
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Gentlemen:

We acknowledge with thanks your order Ne... for 20
Olimpus AZ 300 Cameres.

We sure would like to have you become our regular
customer and our job will always be to please you. We
regret, however, that we cannot supply you ordered
cameras because they are out of strock at present. But we
can offer you another type—brand new Nicon F-801 Zoom
SLR is an autofocus camera with shutter speed of 1/8000th
second, with AF Zoom lens. We are sure it doesn't need
some special ad for a professional like you and you know
and appreciate all advantages of this type.

Please let us know whether we may rush them instead of
Olimpus.

We enclose free leaflet and new quotation.

Yours faithfully,

iiiiiiiiiiiiiiiiiiiii




locnopal

MHl nIpH3HaTeAbHEI BaM 3a Bain 3akas Ne... Ha 20 ¢oroanna-
paros 20 Olimpus AZ 300.

MEI, KOHEUHO Xe, XoTeAH Onl, 4TOOH BH CTAAH HAIUMM IIO-
CTOSAHHBIM KAHEHTOM, H BCerpa HalleH HeAblo OYAeT YyrOAHTh
BaM. OAHAKO MHI, K COXKAACHHIO, He MO)KEM AOCTaBHTh 3a-
Ka3aHHBIe KaMephl, TaK KaK MX HeT cedvac Ha cKAaaae. Ho
MBI MOJKEM NPEAAOKHTh BaM ADYTOH THN (KaMephi) IIOCASA-
Hss MoAeAb Nicon F-801 Zoom SLR mo 570 aMm. AOAAapoOB 3a
KomMrAeKkT. Nicon F-801 Zoom SLR kaMepa c aBTOOKYCOM,
C BhIAEpXKKOH A0 1/8000 cexk u ob6bekTHBOM AF Zoom. Mul
yBepeHhl, YTO OHa (KaMepa) He HY>KAaeTcs B Kakoi-Au6o
ocoGolt peKAaMe AASl TaKoro npodeccHoHaAd, KakK Bhl, H BH |
3HaeTe H OHEHHTe Bce NPeHMYIIecTBa 3TOro THIAa (Kamep).

IMpocHM cOOGIIHTL, MOXKEM AH MEI BHICHIAGTH HX BMeCTO
Olimpus.

TpuAaraM GecnAaTHBIH NMPOCHEKT U HOBBle PACHeHKH.

HckperHe Bai,

LLEEL LR LE L L L LR L L)

Crnydaercs, 0OJTHAKO, M TaK, YTO MPUXOJUTCS M0 KAKUM-TMOO IPUYMHAM OTKJIOHHUTH 3a-
ka3. Jlenateb 310, pazymeeTcs, HaJo JACIUKATHO, C O0BSICHEHUSIMUA BECKUX HA TO NMPUYUH; U
IIOIBITKOM COXPAaHUTh MAapTHEPA MOCIYKUT THIATEIBHO NMPOAyMaHHOe nmucbMo. K npume-
py, B 3aKa3e WM COIPOBOAUTEIBHOM IHMCbME IIOKYNAaTElb HEYIOBJICTBOPEH LIEHOW H
TJIABHBIM YCJIOBHEM pa3MELICHHUS 3aKa3a BbIABUTAET CHIKeHUE LeHbl Ha 10%. MHorna sto
npueMIIeMo, yaiie HeT. B aTom citydae Mor Obl ObITh HAMKMCAH CIEAYIOIIUN BEXKIUBBIN OT-
Kas.
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Gentlemen:

Thank you for order Ne0.74 of 21 April.

Unfortunately we cannot see our way to accept your order
with a discount of 10%. We trust you understand that we
are reluctantly compelled to keep this price if we are to
make any profit at all.

But we allow you a cash discount of 5% for payment within
45 days.

We hope you will see it is not lack of business and good
will but only a necessity and we don't want to influence
you to turn down the order.

Please inform us if this spesial cash discount of 5% is
acceptable for you and we'll give youp order our most
careful attention.

Yours faithfully,

nnnnnnnnnnnnnnnnnnnnn

Focnoaal
Cnacubo 3a Bam 3aka3 Ne0.74 ot 21 anpeas.

K co>kaaeHHIO, MBI HE BUAMM BO3MOJKHOCTH NPHUHATH Bamu
3aKa3 co CKHAKOH B 109%. Mul HapeeMcsi, B IIOHHMaeTe,
4YTO MBI BRIHY>KACHEI IPUAEPIKUBATLCS 3TOH 1[eHbl, €CAH MHI
BOOO6IIle HAMEPEHEl H3BA€Yb XOTh KaKylO-TO BHITOAY.

Ho MHE npepAaraeM BaM CKHAKY B 5% IIPH ONAaTe HAAH4-
HBEIMH B Te4eHHe 45 AHeM.

Mbl HapeeMcsl, 9TO Bl YBHAHTE B 3TOM He OTCYTCTBHe GH3-
Heca M AoOpofi BOAH, a TOABKO He0o6XoAHMOCTb. M MHI He
XOTHM 3aCTaBHTh Bac CHSATb 3aKa3.

[Mo>kaAy¥icra, coobImHTe HaM, IPHEMAeMa AH AAS Bac cre-
OHAABHASA CKHAKA B 5%, H MH YA€AHM BallleMy 3aKa3y ca-
Moe DOABIIIOe BHHMaHHe.

Hckpenne Bami,

SEFFFEFEERABRNANERES




He numnum vHOrAa OBIBAET COCTABIATH MUCHMA-IIOATBEPKIACHUS 00Jiee KOH(DUACHIU-
ATBHOTO XapaKTepa, TJIe MOKHO HAIIOMHUTH JaBHEMY MapTHEPY 00 UCKPEHHEH MPUBSI3aH-
HOCTH U JIpy>k0€, O J0JTrOM OIbITE YJAYHOTO cOTpyAaHuuecTBa. Wiy, ecnu 3aka3 nojgydeH
OT HOBOT'O, HEU3BECTHOTO KJIMEHTA, €My MOXHO COYMHUTH MOJTBEPKIEHUE, IJe TOMUMO
o¢uI103a, TOBOPSAILETO O Ballel UCKIIOUYNTEIbHONW BaXKHOCTH, MOKHO BBICKA3aTh PaJloCTh
0 HOBOM 3HAaKOMCTBE, O JIYUYIIMX PEKOMEHJIAIUAX, O Ha/IeKJaX Ha J0JITOCPOYHOE 0001010-
BBITOJTHOE COTPYJIHUYECTBO U T. II., IPEIBAPUTEIHHO, caMO cOOOM, HaBesl O HOBOM Map-
THEpE BCE HEOOXOUMBIE CIIPABKH MO MPEIJI0KEHHBIM UM K€ aapecaM U M0 CBOMM KaHa-
jgaM (3TOTO MOMEHTA MBI KOCHEMCS TO03/IHee, U00 4Ube-TH00 MOPYUUTENHCTBO WIH PEKO-
MEHJAIIM HMMEIOT YPE3BbIUYANHYI0 Ba)XXHOCThb, M, MOXET ObITh, HABOJAUTH WJIM JaBaTh
CIIpaBKU IMPUAETCS U BaM).

Tak, HOBOMY HapTHEPY MpH OJIArONPHUSTHBIX PEKOMEHJIALMSIX MOXKET OBbITh HAIKUCAHO
TaKoe, HapUMep, MUCHMO:
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Dear Sirs,

We are pleased to tell you how glad we were with your
order because it represents our first business transaction
with you. Your business is welcome. Now that we have got
started we are sure our first dealing will start a long and
happy co-operation. You will find we will do our best to
please you.

Thank you for your generous confidence in us.

Yours truly,

AR mEERAREE R R

[ocniopa!

C YAOBOABCTBHEM BaM coobiijaeM, 94TO Mbl OLIAH OY€Hb paA
MOAY4YHTh Balll 3aKa3s, IOTOMY 4TO OH IIpeAcTaBAsieT cobof
Hallly C BaMH NEpPBYIO AeAOBYIO CBSi3b. [IpuBeTcTBYeM Bamn
6usHec! Teneph, Koraa Mbl Ha49aAH, MBIl yBepeHbl, 9TO Halle
nepBoe AeAO NOBAedeT 3a CODOH AOATOE H YAQYHOE COTPYA-
HHYeCTBO. Bhi }"SEAHTECB. YTO MBI IPHAOMHM BCe YCHAHA,
4TOOBl YTOAHUTH BaM.

Cnacubo BaM 3a BeAHKOAYVIIIHOE AOBepHe.
Bari,

++++++++++++

JlaBHEeMy jke mapTHepy ObLIO Obl YMECTHO HAIMCATh MMChMO HAMOA00ME CIIeTyIOUIETO:
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Dear Mr. Davis,

It's always a pleasure to get a letter from a good old
friend. We want to tell you how much we appreciate our
relationship during so many years.

Thank you for your order and please be sure the goods will
be supplied within next week as usual. We hope that this
order will be followed by many more and we'll always
beon the job to maintain our best friendly relations with
you.

Yery truly yours,

.................

YBakaeMuld MUCTep AeiBuc!

Bcerpa nNpHsITHO MOAYYHMTB IHCBMO OT A0OpOro craporo Apy-
ra. XOTHM CKa3aTh BaM, 9TO Mkl OYeHb leHHM HalllH MHOro-
A€THHE OTHOIIEHHS.

Cnacubo BaM 3a 3aKa3s, M, IOXKaAy#HcTa, OyAbTe yBepeHHI,
4TO TOBAp OyAeT OTHpaBAeH Ha CAeAYIOILleH HepeAe, Kak
0OBIYHO.

HapeeMcsi, 9TO 3a 3THM 3aKa30M MMOCAEAYIOT ellle MHOT'O
APYTHX, H MH Bcerpa 6yAeM cTapaThcs NOAAEPXKaTh HaIllH
APy>XeCKHe OTHOILeHHS] C BAMH.

Hckpenne Bair,

[TonTBepkeHusl 3aKka30B MOTYT UMETh TakKe BHJ OTYETa O CAENaHHOW padoTe, rae
MIOTYEPKUBAETCS, YTO CPOKH M YCIOBHSI COOJIIOJIEHBI WU JaXke, K YIOBOJIbCTBHUIO MOJyYa-
TEJIs, YCKOPEHBI, YTO TOBAp TOTOB K OTIIPaBKE (3TO MUIIETCS JJIsl TOTO, YTOOBI MOTyqaTesb
HaYMHAJI HEOOXOJUMBbIE MEPOIPUATHUS [0 MOJYYEHHUIO I'py3a) UM YTO TOBAp OTIPABJICH.
MoOXHO TakKe yTOYHUTb MapKHpPOBKY, YIIAKOBKY M T. II. Takoro poaa moATBEPKICHUS
JOTIOJIHSIFOT OFOBOPEHHYIO IOKYMEHTALMIO M MHOT/IAa BHICBUIAIOTCS BMECTE C (haKTypamu U
ApyruMu Oymaramu. B Takux noaTBep:KISHUSAX 00s3aTENIbHO YKa3bIBAETCS HOMEp 3aKasa:



Gentlemen:

ready for despatch. We gave your order special attention

|

!

|

| We are pleased to inform you that the ordered cars are
|

| and we have been able to improve on the delivery date.

Please let us know if you have any special instructions.

Sincerely,

mmmmmmmmmmmmmmmmm

' Tocnoaal

Bani 3akas Ne().75

C yAOBOABCTBHEM BaM coobliiaes, 9TO 3aKa3aHHBIE MAIlIHHE
roTOBHI K OTHpaBKe. MBI YA€AHAM BallleMy 3aKa3y ocoboe
BHHMAaHHEe M TeM CaMBIM CMOTAH YVAYYLIMTE (YCKOPHTB) CpO-
KH ITOCTaBKH.

ITpocuM coobuMTh, eCcTh AH Y Bac Kakue-AHOO ocobuie yka-
3aHHA.

Bai,

B npuBeneHHbIX 00pa3uax mpocThiX MUCEM Mbl PUAECPKUBAIUCH COBPEMEHHOI'O KOM-
MEPYECKOr0 53bIKa, B KOTOPOM, KaK Bbl YBHUJIEJN, TUIIMYHBI OTKJIOHEHUS OT J€JI0BOTO CTH-
Js1, U TAKUX OTKJIOHEHUH B IIOCJIEHEE BpPEMsl CTAaHOBUTCS Bce Ooblie. EcTh pe3oH, Buau-
MO, IIPUJIEPKUBATHCA U MPABUI, U UCKIIFOYCHUN, YTO HE MIOBPEAUT HU BAILIEH peIlyTaluy,
HU JICITy.

§ 5 Pekaamanuu. OTBETHI

[Toxxany#i, OTHUM M3 CaMbIX OTBETCTBEHHBIX 3TallOB KOMMEPYECKON NEPENHUCKU IS
MEHE/DKEpa MOXET OKa3aThCsl MOJy4YeHHE WM HalucaHue pexinamauuid. He Bcernma Bce
CKJIaIbIBaeTCsl 0JaronoiayyHo, U B pe3yIbTaTe Ybei-Tn0O0 HEBHUMATEIBHOCTH MU KaKOTO-
AM00 Helopa3yMEHUs MapTHEP MOXKET OKa3aThCsl HEIOBOJIbHBIM HEBBITIOJHEHUEM KaKOTO-
a0 MmyHKTa KOoHTpakTa. [[apTrpeH MokeT npuaparbcsi K KaueCTBY TOBAapa UIIM €ro0 HECo-
OTBETCTBHUIO 00pa3liaM WJIM TapaHTUPOBAHHBIM XapaKTEPUCTUKaM. MOXKET CIy4yuThCs J0-
CaJiHOE HEJIOpa3yMEeHHE, U apTHsl TOBapa OKAXKETCS OTIPABICHHOMN 1O IPYroMy ajipecy, a
napTHEp MOJIYYUT COBCEM HE TO, YTO OXKHAAJ MOJNy4uTh. Mu yacTh TOBapa MCUE3HET MO
JIOpOTE, WM TOBAP OKAXKETCS MOBPEKICHHBIM... BBl TOHUMAETE, YTO CIHMCOK MPUYUH IS



peKIaManuii MOXXHO MPOJOKUTh, HO MOJOOHBIE MPUYKUHBI HE OyIyT COOTBETCTBYIOIIUM
00pa3oM OrOBOPEHBI B CTAThAX KOHTpPAKTa. Tak 4TO MpW COCTABICHUH peKIaMalliii HHO-
r7la UMEET CMBICI COCIIaThCSl HAa KOHKPETHYIO CTaThl0 KOHTPAaKTa, HAPYIIEHUE KOTOPOH U
MOBJIEKJIO 3a COOOM Ballle eCTECTBEHHOE HETOBOJLCTBO. [Lmioc K ATOMY peKIamarus
J0JHKHA OBITh MOATBEPXKICHA 3aKIIOYECHUEM JKCIIEPTHOW KOMHCCHUHU, €CITU TOTO TpedyeT
CUTYyaIusl.

Ho »10 dopmanbrOCcTH. Hac nHTEpecyeT s3bIK U Croco0 HamucaHus pexinamanmii. Ko-
HEYHO, S3bIK U CIIOCO0 HamucaHus OyIyT 3aBUCETh OT BAIIETO OTHOIICHUS K HapyIIHUBIIIE-
My IpaBuiIa napTHepy. JeHCTBUTENbHO, CPhIB OCTABOK—/IENIO CEPhE3HOE U PaloBATHCS
3/1eCh HeueMy (OCOOEHHO B yCJIOBUSX pbIHKA). 11 B mOpbIBE HETOIOBAaHUS MOXKHO YUYUHUTH
IPOBUHUBLIEMYCSl TAPTHEPY MOJIHBINA Pa3HOC U MepelnaTh AeNo B Cyld. MOXHO, HO CTOUT
nu? He B Bammx JIM MHTEpPECax HEMHOTO TMOOCTHITh U COCTaBUTh Pa3yMHOE M BEXKIIMBOE
NUCHbMO, B KOTOPOM 0€3 JUIIHMX 3MOLUN BBl COOOLIUTE, YTO COKaJeeTe O MOSBICHUU
JaHHOW pekiamanuu? 3aTeM yKaszaTh, B UeM NMPUYHHA MPETEH3UU U KaKWe IMOCIEICTBUS
MOBJICKJIO MJTU TIOBJIEYET 3a COOOW HapyIIeHHWE TaKOH-TO CTaTbu KOHTpakTa. He mumrHum
ObIBaET WHOTJA COCNAThCS HAa MPOIUIBIA OMBIT TUIOAOTBOPHOTO COTPYIHUYECTBA M 3aMe-
TUTh, YTO BBl BCE-TAKHW OCTACTECh BHICOKOTO MHEHHS O MPOBUHUBIIEMCS MapTHEPE U HE
NOJIBEPTHETE COMHEHUIO ero penyTtanuto. [lomobnbpie 3akamMmyhanpoBaHHBIE KOMITTAMEHTHI
BHE BCSKOTO COMHEHUS CO3JayT y HE3aaWIMBOTO MApTHEPA OTHOIIEHUE K BaM Kak K J[0-
CTOMHOMY ¥ TOHHMMAOIIEMYy KOHTpareHTy. B 3akitodueHHe pexyiaManuyd OOBIYHO TPOCST
PaccMOTPETh KaI00y B CKOPEUIIIEM MOPSIIKE.

Takoe HeoOugHOE M HEyrpoXKarollee MUCbMO, KaK MPaBUIO, UMEET TOpa3io OoNbIINi
ahdexT, yeM, CKaxeM, U3JI0KEHUE HOBBIX JKECTKHX YCIOBUMU, OOEHIaHuil apOUTpasKHBIX
pa30upaTenbCTB, MEPCHEKTUB HEycToeK U mrpadoB U T.1. [lapTHep, 11 KoTOporo cama
peKIaManus—YyxXe HeMalOBaXHbIN (aKT, U caM MPEKpPacHO 3HAET, YTO MOCIEAYeT, €Clu
omuOKy He OyIyT UCIPABICHBI B KpaTJalire Cpoku. Tak uTo BOBCe HE 00s3aTENBHO U3-
JaraTh TO, YTO CaMO COOOW pa3zymeercs, U YK TeM OoJiee MyraTh WJIH BEKJIHBO OCKOPO-
7517h. [10N1B3BI OT ATOTO HUKOT A HE OBLIO, U JTy4YIlle MO00HbIE MPOOIEMBI PEelIaTh MUPHO.

Ecnu yx mepBoe MUPOIIOOMBOE MUCHMO-PEKIaMaIiis HE TIOMOTAET, TO TyT HUYETO He
NoJIeNaeIb—IPUXOJUTCS KOMIICHCHUPOBAaTh YOBITKM CcyleOHbIM myTem. Ho, kcratu, He-
penko ObIBaeT M Tak, YTO TOCJE MEPBOrO MUChMa CIEAYyeT BTOpOE, HE TaKoe, KOHEYHO,
IpyKemo0HOoe, Kak MepBOe, HO BCE-TaKW MUPHOE, M JJa)Ke MHOT[a HAIMMCAHHOE C FOMOPOM.

MpI yKe TOBOPHIIH, YTO CYIIECTBYET «aMEPUKAHCKUN MHUCHbMEHHBIN JIEIOBOIN ITHUKETY,
COTJIACHO KOTOPOMY MEHEDKEpBI, COCTaBISIONIME THChMa, CTaparTcs OOOWUTHCH 0e3
nauiHero ogunmosza. IlpuBeneM HeCKOJIbKO, Ha HAIl B3I, HHTEPECHBIX 00pa3IoB aMe-
PUKAHCKUX peajbHBIX MUCEM-PEKIaMalluil:

Say Mr.Brown!

Are you still running around with our check in your
pocket?

Yours sincerely,

EEERAE RN RE R RN RN




B sTOM KOpPOTKOM NMHUCHME OCTPOYMHO HCIOJB30BaHa Mrpa cioB: ¢pasza run around
MOJKET UMETh HECKOJIBKO 3HAYEHHI:

1. HOCHUTBCSI, OeCTIOPsIIOYHO OeraTh;

2. OBITH CBSI3aHHBIM C KEM-JIHOO MJIM YeM-I1100 HEXKEIaTCIbHBIM.

COOTBETCTBEHHO, OOIINK CMBICT MHChMa MOXET UMETh JBOSKHA BHUJ —WJIH MHUCTEP
Bbpayn Geraer rue-To psJioM C Y4eKOM B KapMaHe, WJIM OH BCE €Il¢ HE MOYKET pacCcTaThCs C
9THM YE€KOM, a CJIEA0BAJIO ObI.

Wnu Takoe, Hanmpumep, MUCbMO ¢ TPEOOBAaHUEM CKOPEHIIICH OIIaThl:

Gentlemen:

You know

—how hard it is to ask for money
—and say just enough to get it
—without offending

Your check may be on its way. If not we know you will
send it immediately. In either case, thank you.

Yours very truly,

T

locnona!

BH 3HAETE

—KaK TPYAHO NMPOCHTH JCHBIH

—H CKa3aTh KaK pas CTOMbKO, YTOOH MX MOIYYMTH
—u He obuneTs.

Bam uek HaBepHska yxe e nytud. Ecnu Her, 7O ME 3HA-
€M, YTO Bh €r0 HEMEJJIEHHO BHuUIeTe. B mobom cayuae
GnarogapuM Bac.

Hckpenne pam,

SEEFFFRREAR AR EE S




Dear Coronet Friend:
Once upon a time a young student attempled to wrile an
advertisement to describe a new kind of soap. Here is what
he produced:

“The alkaline element and fats in this product are blended
in such a way as to secure the highest quality of
saponificalion, along with a specific gravity, that keeps it
on top of the water, relieving the bather of the trouble and
annoyance of fishing around for it at the boltom of the tub
during his ablutions.” A more experienced writer wrote the
same thing in two words:

"I floats!™

Now rather than take up your time discussing in lengthy
terms that your payment is overdue I'm simply saying to
you...

"Please”

Most cordially,
M. A. Page

Aoporo# Apyr [(>Kyptaaa) “"Kopotiet"!
OAVa»@Abl MOACAOH CTYACHT NMONBITAACH COCTABHTL PEKAaM-

Hoe obbaBactive, UTOOLI OMHCATH HOBLIH COPT MblAa. BoT
YTO OH BhIAAA:

"AAKAAHIOBBIE DACMEHTHI H XKHPBI B 3TOM NPOAYKTE COeAH-

 HEeHbI TAKHM oﬁpuzmm, 9TO (}ﬁE;:HE‘IHBHIDT BhiCliice KavecTBO
OMBIACHHSI, K 9TOMY HaA0 A0DaBHTH 0COBYIO NAABYYECTD,
NOAACPKHBAIOULYIO MBIAO Ha MOBEPXHOCTH BOALI M OCBO-
DOMKAGIONTYIO KYNAABIIHKA OT HeOBXOAHUMOCTH U HeyA0oDCTBa
AOBHTL MBIAO lia Alle BaHHDBI BO BpCMsi OMOBCHHA".

boaAee OnbLITHLIN dABTOD HANMCaA TO Me CamMoC B AByX CAD-
Bax:

"OHo naasaetr!”

TETEEph BMCCTO TOrQ, YTOBLI OTHHMATH Y BaC BpeMsd Ha AHC-
KYCCHIO B TIRPOCTPAaHIBIX CACBAX O TOM, YTO Ballia OITA4TAa
npocpo4ena, d nNpocTo rOBOPIO BaM...

“[Moxxkaayncral"

Cepaeulio Balil,
M.3.TTaipax




W B 3akiroueHue 3Toi CCPHU 3aHUMATCIIBHBIX ITPUMCPOB IMPUBCACM IMHCbMO, TaK CKa-
3aThb, IIOCICAHCIO JTalla peKHaMaHHOHHOﬁ MEPLCIIUCKH, ITOCJIC KOTOPOIo ACIIO NICPCAACTCA

B CYI:

Gentlemen:

Will you please send us the name of a good lawyer in your
district. We may want to sue you»

Sincerely,

lNocmopa!

Bac B CyA.

CoobimHTe, HOXKAAYHCTa, HMS XOpOLIero aABoKaTa M3 Ballie-
ro parioHa. MoKeT CAYIHTBCS, 9TO MBI 3aXOTHM NoAAaTh Ha

||||||||||||||||

Bot Tak, kopoTko u sicHo, 0e3 0co6o# opunmansocTH. Ho 370 "BhICIINIT TUIOTaX" 1
JI0 HEro HaM IMOKa JajeKo (KCTaTH, 3TH 00pa3lbl OTMEYEHbI 30JI0TOM MEIaablo WM 3aHe-
CEHbl B IOYETHBIA CNHCOK AMepukaHCKkuM KomureTrom DKCIEpTOB MO KOPPECHOHACH-
un). [loka ocBoMM camoe OCHOBHOE—TpPaJAUIIMOHHbIE MOJEIIN PEKJIaMalluid U KJIHILE, KO-
TOPBIE B HUX MCIOJIb3YIOTCS:

letter of complaint

reduction in the price

non-delivery

amicable (friendly)
settlement

court of low

by arbitration

salvage

arbitrator

umpire

respondent (party)

delay in delivery

cause inconvenience

do not correspond with
the samples

be not in accordance with
the specification

peKJIaMalliOHHOE MMHUCbMO
CKHJIKA C LIEHbI

HEIMOCTaBKa

JIPYECTBEHHOE pellIeHUe Cropa

cya (rocy1apCTBEHHBIH)
apOUTpaKHBIM CyJ0M

CIlaceHHe

apOouTp

cymep-apOuTp, TPETEHCKHM CYIbs
OTBETHAsl CTOPOHA, OTBETYHK
3aJIep>KKa MOCTaBKU

NPUYUHATH HEYJ00CTBA

HE COOTBETCTBOBAThH 00Opas3iam

HE COTJIACOBBIBATHCS CO crienudukanyenn (KOHTPaKTa)



examine at random OCMAaTpUBATh rPy3 BEIOOPOYHO, IPOU3BOIBHO, HAYTAT

be compelled OBITh BBIHYKJICHHBIM

badly demaged OYCHb MOBPEXKJICH

misunderstanding HEJI0Opa3yMEHUE

to give formal notice o(puIMaIbHO 3asBUTH O IPETEH3UU
of claime

to lodge a claime with PEABIBISATH MPETCH3UIO KOMY- JIHOO
somebody

prejudice yepo

fair compensation JIOCTATOYHAsI KOMIIEHCAIIU

deficiency (shortage) HejocTavya

short-shipped OCTaBIIUIICS HETIOTPYKEHHBIM

to crush IpoOUTh, pa3aaBINBATh

breakage IOJIOMKa

pilferage XUILIECHUE

to meet a request yAOBIETBOPUTH MPOCHOY

the question at issue CIIOPHBIN BOIIPOC

legal regulation IOPUINYECKUE HOPMBbI

points of claime HCKOBOE 3asIBJICHUE

claimant HUCTEL]

evidence JI0Ka3aTeIbCTBO

HeKOTOpI)Ie CJIOBA M BBIPAXKCHHA U3 3TOI'O KPATKOI'O CIIMCKA, 4 TAKIKC MHOI'MC IPYIuc
KJIMIIC BKIIOYCHBI B ITPUMCPbI peKHaMaHHﬁ-HHCGM, IIPUBCACHHBIX HUKC.

Dear Sirs,

When placing our order Ne ... we stated that we wanted
delivery with in four weeks. You have confirmed our order
and we are surprised that we have not yet received the
goods.

You know this is the first time that we have to complain of
delay in delivery and expect that you will kindly inform us
by cable or telex whether you can deliver the goods in
September.

Sincerely,

XL L LR L)




YBakaeMbie rocrnopa!

PasMmelnjas Haul 3akas Ne..., MBI 3asiBHAH, YTO XOTHM IIOAY-
9HATH (TOBAp) B Te4eHHe YeThIpeX HeAeAb. Bhl IOATBEPAHAH
Hall 3aKa3, H Mbl YAHBAGHEI, YTO TOBAp HaMH ellle He MOAY-
9eH.

BHl 3HaeTe, YTO HaM BIIepPBhLIe NMPHXOAHTCS KAAOBaThCAd Ha
3aAepPIKKY B AOCTaBKe, H HapeeMcs, 9TO BH A0Ge3HO coo6-
[IIMTEe HAaM TeAerpaMMoOil HAH TeAeKCOM, CMOJYKeTe AH IocTa-

BHUTh TOBap B ceHTsAOpe.

HckpeHHe,

FEEREEEEEE

Ha ocHoBe HeCBOEBpEeMEHHOW MOCTABKM TOBAapa MHOTAA COCTABIISIIOTCS MPOCHOBI CKU/I-
KU B LICHE!

Dear Sirs,

We are surprised that you have not delivered the goods
against our order Ne 0.201. As the delay in delivery has
lasted over five weeks, we will ask you to pay us in
accordance with clause 14 of our contract. Otherwise we
shall have to cancel the order.

Sincerely yours,

LI R P T T

I YBaskaeMuble rocropa!

MEI YAHBAEHHI, YTO BHI He IIOCTaBHAH TOBAp IO 3aKasy
Ne0.201. Tak Kak 3apep’KKa B AOCTaBKe NpPeBhICHAA ISATh He-
AeAb, Mbl OYAEM IIPOCHTH Bac YIAQTHTh COTAACHO CTaThe 14
Hallero KOHTpakTa. B NpOTUBHOM CAyYae HaM NMPHAETCS
PacTOPrHyTh KOHTPAKT.

HckpeHHe Baill,

Jpyrou 4acTtod NpUYMHOM IS PEKJIAMAaldM CIYKHUT TMOBPEXKICHUE TOBapa IO BUHE
NOCTaBIIMKA WIM HEYJIOBJIETBOPUTEIBHOE COCTOSIHUE TOBapa WM HEAOBIOXKEHUE. B aTHX



CITy4asiX COCTABJISIIOTCS MUCHMEHHBIE MMPETEH3UH C MPOChOON 3aMEHUTH TOBap (OOBIYHO 3a
CYET MpPOJIaBIa):

Gentlemen:
Qur order Ne 352

Your invoice and two containers arrived today. We regret
to inform you that the examination of the goods has shown
that they do not correspond with the samples submitted.

Please examine the matter and send us the ordered goods
by Air Freight as we can accept them only in this month.

Yours faithfully,

nnnnnnnnnnnnnnnnnnnnn

Focmopa!
Ham 3aka3 Ne352

Bama ¢akTypa H ABa KOHTeHHepa npHOLIAM ceropns. C co-
>KareHHeM cooblllaeM BaM, 4TO OCMOTP TOBapa IOKa3aA, 9TO
OH He COOTBETCTBYeT NpeACTaBAeHHHIM o6pa3inam.

[MTpocuM pa3obpaTbcs B 3TOM AeAe H BHICAATH HaM 3aKasaH-
HBEIH TOBAp CAMOAETOM, TaK KaK MBI MOJXeM IIPHHATH TOBap
TOABKO B 3TOM Mecsle.

HckpeHHe Baml,

Gentlemen:

We recieved the goods today but we regret to inform that
one of the boxes arrived in a badly damaged condition.
Our experts have come to the conclusion that 20 watches
from this box are useless.

We enclose our receipt on the damage. We assume that you
are taking the matter up from your side as insurance has
been effected by you.

Sincerely,




Focmopa!

MBI NIOAYYHAH TOBap CeropHsi, HO C coXXaAeHHeM coobiijaeM,
4TO OAHA U3 KOpoOoK npubbira B 04eHb NMOBPEXXAEHHOM CO-
CTOSIHHH. HalllH 3KCNepTH NPHIIAH K BEIBOAY, 4TO 20 gacos
M3 3TOH KOpOOKH HeHCIpaBHHL.

INpuAaraeM pacHcKy O NOBpPeXXAeHHH. MBI NloAaraeM, 4To
Bbl CAMH 3aHMeTeCh 3THM BOIMPOCOM, TakK KaK CTpaxonKa
TIPOU3BOAMAACH BaMH.

Hckpenne,

++++++++++++

Gentlemen:

The consignment covering our order No ... arrived last
week. We were disappointed to find that the case contained
only 10 phones whilst 12 were ordered.

Please examine the matter and send us missing 2 phones
express:

Faithfully yours,

Focniopa!

OTnpaBAeHHe 0 HallleMy 3aka3y Ne.., mpubbIAO Ha IIpo-
IIAOH HepeAe. Mhbl ObIAH pa3o4apoBaHhH y3HaTh, YTO B SIM-
Ke HaXxoAHAOCh TOABKO 10 Teaed)OHOB, Torpa Kak Onino 3a-
KazaHo 12.

IMpocum pa3oOpaThCd B 3TOM AeAe H BEICAATh HaM HeAOCTa-
one 2 TeaedoHa IKCIPecc-AOCTaBKOM.

HckpeHHe Bai,

cccccccccccccccc

HukTo, KOHEUHO, HE 3acTpaxoBaH OT CIy4alHOCTEH, U, €CIIM YK MapTHEp MpHciIall
peKJiaMalrio, HaJ0 BBIXOAUTH W3 HEMPHUSTHOTO IOJOKEHHUA. Y IOBIETBOPEHHE IMPETEeH-
3Uii—HenpocTas 3a7a4a, OT KOTOpo# 3aBUCUT penyTtanus ¢pupmsl. [Ipexae Bcero HeoOxo-
JTUMO BBISICHUTH, 3aKOHHA JIM PEeKJIaMallHsl B TOM Cy4yae, €Ciu HE M3JI0KEHbI BECKUE apry-



MEHTHI JIJIsl IpeTeH3uid. Ecim apryMeHTsl JOCTaTOYHO BECKHE, TO HEOOXOIUMO MPHU3HATH
CBOIO OIIUOKY, CKOPEUIITUM 00pa3oM €€ UCIIPABUTh M M3BUHUTHCA. [IprdeM muceMo ¢ u3-
BUHCHHUSIMH HAJ0 COCTAaBJISATh TaK, YTOOBI MApTHEP CMEHWJ THEB HA MHJIOCTh U HE OTKa-
3aJcsl COTPYAHMYATh B JATBHEWIIEM, a COIVIACHJICS pa3peliuTh mpobdiemy B aTMmocepe
TPYKET00us.
OTBeThl Ha pekjiaMallid ¥ MHOTHE JPYTHUe BUAbl KOMMEPUECKOU MEPErnucKu OOBIYHO
BBICBIJIAIOTCS TEJIEKCOM WJTU TEJIETPaMMOi.
Hpyroe neno, eciiv MpeTeH3usl He MOXKET OBbITh yJIOBJIETBOPEHA U3-3a CBOECH HEOOOCHO-
BaHHOCTH. B 3TOM cilydae MOKHO MPETEH3UIO0 OTKJIOHUTH O(UIIMATIBHO, KOMaHIUPOBATh
AKCIIEPTOB, MOAATh HAa TApTHEpa B apOuTpax u T.4. Ho 3T0 Oyner o3Ha4aTh MOTEprO KIIU-
€HTa, ero J0OPOro pacrloyIOKEHHsI U CBOCH penmyTalyy B €ro riazax. Toro MOHO u30e-
KaTh, €CJIM TIOCIIATh MAPTHEPY XOPOIIO MPOIyMaHHOE TUCHMO, T/Ie OOCTOSITEIEHO Pa3bhsc-
HSFOTCSI TPUYUHBI HE3aKOHHOCTH €ro peKJiaMaruu. B TakoMm muckMe He CieayeT OTBeYaTh
NpeTeH3Huer He MPETeH3HI0, Topa3ao 3G deKkTrBHEe ObIBACT TAKTUYHO YOEIUTh MapTHEpa B
€ro HEMpaBOTE W, €CIM TOTO TPEOYIOT MEPCIEKTUBBI COTPYAHHYECTBA, MPEIIOXKHUTH pa-
3yYMHBIN KOMIIPOMHCC.
B Takux nmucbMax 4acTo ynoTpeOIsIFOTCS CIASAYIONINE CJI0Ba M BBIPAKCHUS:
we are extremely sorry HaM 4YpE3BbIYANHO KaJb
to be able to deliver OBITh CLIOCOOHBIM JJOCTaBUTh TOBApP
the goods in time CBOEBPEMEHHO

the delay was caused by... 3ajiepKKa Obljla BhI3BAHA

accept our apologies for PUMUTE HAILIA U3BUHEHUS 32 3aJIEPKKY
the delay

to cause inconvenience MOBJICYb HEYA00CTBA

reasons beyond our control

the delay occured through
no fault of ours

we assure you that..,

we are unable to comply
your request

we are sorry to disagree
with you

failure to comply our inst-
ructions

to allege

the quality contracted for

misunderstanding

damage incurred during
the transport

explanation

replacement parts

statement

in due course

to reconsider

remittance

arbitration fee

IIPUYMHBI, HE 3aBUCAILINE OT HAC
3aJep KKa MPOU30IIJIA HE 110 HAIIEH BUHE

MBI 3aBEpsIEM, UTO.,
MBI HE MOXKEM YJIOBJICTBOPHUTH BaIIly
pochOy

K CO’KQJICHUIO, MBI HE COTJIaCHBI C BAMH

HECOOJTIO/ICHNE HAIIUX WHCTPYKIIHM

YTBEPKIIATh, (4TO) SIKOOBI 00YCIOBIEHHOE
B KOHTPaKTe KaueCTBO
HEeZ0pa3yMeHue

nopy4a, MPOMUCIIEIIAs BO BPEMS
JIOCTaBKH

00BbsSICHEHUE

YJaCTH JIJISl 3aMCHBI

BEJIOMOCTH

B HAJJICKAIIUNA CPOK
nepecMaTpuBaTh

JICHE)KHBIA MTEPEBO/T
apOUTpaXHBIA B3HOC



full and final settlement MIOJIHBIM ¥ OKOHYATEJIbHBIN pacyeT
Taxke HEKOTOpBIE MPHUHSTHIE B MUChMax-U3BUHEHUSIX (pa3bl Bbl HAHAETE B CIEIYIO-
IUX TpUMepax:

Gentlemen:

We are sorry to hear that you have had trouble with your
apparatus “Gain245".

We have had it examined by our experts and they state that
the damage was due to your using 127V instead of 220V as
recommended in our “Manual Guide Gain 245", p.12.

In these circumstances we think you will agree that we
cannot grant a free replacement of the damaged apparatus.
We are willing however to come to a reasonable
compromise and replace the damaged details at $27.

If yuu' would like this, we should proceed with the work
and return the apparatus to you in first rate condition by
Monday, January 23rd.

We hope you will feel this is a satisfactory solution of the
problem.

Sincerely,

sEEEE Ry

Tocnopa!

HaM odYeHb »KaAb y3HaTh, 9TO Y Bac OBIAH HENPHATHOCTH C
annmapaTtoM “T'e#iH 245".

AmmapaTt 6HIA OCMOTpPEH HalllHMH 3KCHepPTaMH, KOTOpHIe 3a-
SBASIIOT, 4TO IIOAOMKA IIPOM30IIAA H3-3a TOro, 9TO BH MC-
NOAB30BaAH TOK 127 B BMecTo 220 B, KaKk peKOMeHAOBaHO B
“PYKOBOACTBE IO 3KCMAyaTauuH eiiH 245", cTp.12.

B 3THX yCAOBHSX MH AyMaeM, BH COTAQCHTeCh, 9TO MH He
MOJYKEeM MO3BOAUTH GecrraTHYIO 3aMeHY HeHCIIpaBHOroO arn-
napara. OAHaKO MH HaMepeHH NPHHTH K pa3yMHOMY KOMII-
POMHCCY U 3aMEeHHTh NOBpeXAeHHBIe AeTaAH 1o 27 AoAAra-
POB.

Ecan Bac 3TO ycTpaHBaeT, MHl Ha1HeM paboTH H BO3BpaTHM
BaM anmapaTr B HaHAYYIlleM COCTOSIHHHM K MOHEeAEeAbHHKY, 23
SIHBapS.

HaaeeMcs, 4To BBl paclieHHTe 3TO KaK IIpHeMAeMoe pellie-
HHe npobAeMHI.

Hckpenne,

;;;;;;;;;;;;




Gentlemen:

We are sorry that we have been unable to deliver the
goods in time. We ask you to accept our apologies for the
delay and the trouble it has caused. Needless to say we
accept full responsibility and according to our contract
Ne486, clause 18 we will pay you the required forfeit.

We will be able to deliver the goods by the end of this
month.

Sincerely,

||||||||||||

Focnopa!

Co>kaaeeM, 4YTO He CMOTAH AOCTaBHTh TOBAp CBOeBpPeMeHHO.
MpI IpOCHM Bac NPUHSATH HAlllH M3BHHEHHS 3a 3aAepyKKY H
HelIPHSATHOCTH, KOTOphleé OHa Bbi3BaAa. be3sycAoBHO, MH Oe-
peM OTBETCTBEHHOCTBb Ha cebsi H, COrAACHO HallleMy KOHTp-
aKTy Ne486, craTtbsi 18, MH BEINAATHM TpebGyeMylo HeyCTOH-
KY.

MBI cMO>KeM AOCTaBHTh TOBAP K KOHIIY 3TOro Mecsla.

HckpeHHe Balli,

vvvvvvvvvvvvvvvv

HpI/I HCCOOTBCTCTBHUU BE€Ca HJIM HCIAOIIOCTABKHW MOI'YT OBITh HaITMCaHBI cileayromme
OTBCTLI HAa PCKIaMalluu:

Gentlemen:

We regret to learn from your telex of 24 March that you
recived only 50 pieces instead of 70 as ordered.

Please accept our apologies for this most regrettable
mistake and we assure that similar errors won't occur any
more.

We shipped the missing 20 pieces by Air Freight today.

Sincerely yours,

rrrrrrrrrrrrrrrrrr




Tocniopal

MBI ¢ co)kaAreHHeM Y3HAAH H3 Balllero TeAekca ot 24 Mapra,
9TO BBl MOAYYHAH TOABKO 50 IITYK BMeCTO 3aKa3aHHHX 70.

[MTpocHM NPHHATE HALIH U3BHHEHHSA 3a 3TY NPHCKOPOHYIO
omMOKY M MBI 3aBepsieM, YTo NoA0OHEIe oMOKH B GypvieM
He MOBTOPSTCH.

Mt OTHpaBHAH HepocTamolHe 20 MTYK CAMOAETOM CeroAHs.

HckpenHe Bai,

Dear Sirs,

We regret to inform you that our letters have crossed. In
this letter we confirm once more that our mistake in
shipment had been noticed. We have dispatched the right
cargo by Air Freight free of charge.

We have taken measures to prevent similar errors in
future. Please accept our sincere apologies once more.

Sincerely yours,

LR LR LR LR L]

YBa)kaeMule rocrnopa!

C coxxaareHHeM cooblllaeM BaM, 9TO HalllH IHCbMa Nepecek-
AMCh. B 3TOM IHCBEMe MH ellje pa3 IOATBepKAaeM, 4TO Halla
omuOKa ObiAa 3aMedeHa. ME OTIIPAaBHAH NPaBHABHYIO Nap-
THIO TOBapa CaMOAETOM 3a CBOH CYeT.

MBI NpUHSAAH Mepbl N0 NPeAOTBPAIeHHIO NOAOOHBIX OLIM-
6ok B 6yayiueM. [IpocHM elne pa3 NPHHATH HAIIH HCKpEeH-
HHEe U3BHHEeHHHA.

HckpenHe Baii,

-----------------

[Ipn monoMke ToBapa WM HEYJOBJICTBOPHUTEIHHONW YHMAaKOBKE THUITUYHBI CIIETYIOIINE
bpa3sbl:



Gentlemen:

We are sorry to see from your letter of 23 January that one
case arrived in a badly damaged condition. This matter has
been reported to our insurance company.

We have shipped 95 watches «Wall Street» to replace the
damaged ones and we hope this will meet your wishes.

Please hold the damaged watches at our disposal.

‘We shall inform you again as soon as we have heard from
our insurance company.

Sincerely,

iiiiiiiiiiiiii

Tocrniopa!

MEI ¢ co)KaAeHHeM Y3HaAH M3 Balllero MHcbMa oT 23 siHBa-
Ps, 9TO OAMH SIIHK NPUOBIA B CHABHO NMOBPEeXXA€HHOM CO-

CTOSAHHH. ITOT paKT OLIA AOAOIKEeH HallleH CTPaxoOBOH KOM-
MaHHH.

Mnl oTnpaBHAH 95 4acoB «YoaA CTPHT» B 3aMeHY NOBpeXX-
AEeHHHEIX H HajpeeMcsl, 9TO 3Ta Mepa YAOBAETBOPDHT BalllH MO-
JKeAaHHs.

[Mo>kaay¥HcTa, nepepaiiTe NOBPe>KAEHHBIE JacH B Hallle pac-
MOPSKEeHHE.

MBI cHOBa HamMIleM BaM KaK TOABKO Y3HaeM 4To-AHOO OT
HaleHd CTPaXxoBOH KOMNAHHH.

HckpeHHe,

LETET]




Dear Sirs,

We have recieved your letter of 5. August for the wrong

packing and breakage. We are sorry to disagree with you
on this matter.

We must point out that the Bill of Lading for the goods
does not contain any qualifications for the packing and
marking. So we regret that we cannot comply with your
request and pay you for the breakage. We packed the
goods in strong cases and our experts say that the damage
is due to careless storage and handling.

Sincerely yours,

mmmmmmmmmmmmmmmmmm

YBarkaeMmle rocmnopa!

ME MOAYYHAH Ballle MHCBMO OT 5 aBrycTa, B KOTOPOM BHI
BHICKA3hIBaeTe NMpeTeH3HI0 OTHOCHTEABHO HellpaBHAbHOM
YIIAKOBKH H NIOAOMKH (TOoBapa). K coXaAeHHIO, Mbl He CO-
FAACHHI C BAMH IO 3TOMY IIOBOAY.

AOMKHEI TOAYEPKHYTh, YTO KOHOCAMEHT Ha TOBap He co-
Aep>KaA KakMxX-AH00 0COOHX yKa3aHHMH OTHOCHTEABHO yla-
KOBKH M MapKHpOBKH. TakuM o6pa3oM, Mbl COXXaAeeM, 9TO
He MOXXeM YAOBAETBOPHTD Ballly NpockOy M 3alAATHTL BaM
3a MOAOMKY. MHl yIlakoBaAH TOBap B MPOYHLIE SIUKH U Ha-
IIH 3KCOEPTH 3asBASIIOT, YTO NMOBPEXAEHHE IPOH30IIAOC H3-
3a HEOCTOPOJKHOTO XpPaHeHHs H IepeMellleHHsl.

HckpeHHe Balil,

................

Bce IMPUBCACHHBLIC BBIIIC IIPUMCPLI HI/ICGM-peKHaMaHI/Iﬁ N OTBCTOB Ha HHX KaCaJlUChb

MOCTaBKH ToBapa. Temneps mpuBeeM HECKOIbKO 00pa3IoB peKIamMalfii Ipyroro pojaa, Ka-
CaIOLIMXCS 33JIEPIKEK B TUIATEKE:

Gentlemen:

We wish to call your attention to our statement of
September for $250, which is considerably overdue now.

No doubt the matter has escaped your attention. We should
be grateful to have a check at your early convenience.

Sincerely,




Focrnioaa!

MBI XOTHM NpHBAEYb Ballle BHUMaHHe K Hallled ceHTAOpb-
CKOHM BEAOMOCTH Ha 250 AOAAApPOB, OMAaTa KOTOPOH 3HAYH-
TEABHO NMPOCPOYEHA K HACTOSALLEMYy BPeMeHH.

HecomHeliHO, 3TOT BONPOC YCKOAB3HYA OT Balllero BHHMa-
HUsl. Mbl 661AHM 661 HAaropapHbl MIOAYYHTh YeK KaK TOABKO
BaM byAeT yAODHO ero BhICAATh.

HckpenHe,

ssdsssmaEmEE

Gentlemen:

We regret that we have had so far no reply to our letter of
14th December. We fail to understand your attitude and
wonder if there are any reasons for your silence. If our
service has been in any way unsatisfactory, we should be
obliged if you would inform us.

We are unable to keep this balance any longer and must
request payment by the 23rd of January.

Yours faithfully,

eI T R R R R R

Tocoopa!
K coaAaeHHIO, MBI IIOKa He TIOAYYHAM OTBET Ha Ballle IIHCh-
MO OT 14 Aekabpsi. Mbl HE MOJKeM IMOHSTh Ballle OTHOUIeHHe
H HeAOyMeBaeM, eCTb AM Kakue-AHO0 NPpUYHHBI AAS Balllero
MoA4YaHUs. ECAM HallM YCAYTH KakMM-AHO60 ob6pa3oM oka-
3aAMCh HEYAOBAECTBOPHTEABHEIMH, Mbl OBIAH 6Bl 06g3aHHI,
eCAH O6nl BH 06 3TOM HaM COOOIIHAH.

MBI He MOXKeM AOABIIe Aep>aTb HAaAAHC OTKPHITHIM H AOA-
JKHEI IPOCHUTEL 00 omnaate K 23 ssTHBapsi.

HckpeHHe Baii,

----------------




Gentlemen:
We regret that in spite of our repeated requests the balance
is still open.

We must reluctantly conclude that you are not facing your
responsibilities in a right manner. We have to inform you
that we shall place the matter in the hands of our solicitors
unless we recieve payment of the balance of $250 within 10
days.

Faithfully yours,

srs-msrnssEnEl -

Focnopa!

Mgl cokaAaeeM, 9TO, HECMOTPS Ha HAlllH HEOAHOKPATHHIE
npockOHl, 6aaaHC Bce elle OTKPHIT. K COXKaA€HHIO, Mbl AOA-
JKHEI 3aKAIOYHTb, 9YTO Bhl HE OTHOCHTECh K CBOHM 00si3aHHO-
CTAM AOAKHBIM 06pa3oM. AOAKHBEI COOBIIHTL BaM, 9TO MEI
MepeAGAHM AeAO HAIIMM aABOKATaM, €CAH He IMOAYYHM OIl-
AaTy 6anraHca B 250 AoArapoB B TedeHHe 10 pAHeH.

HckpeHHe BalllH,

L e P Y T ]

Kak BBI 3aMeTHIM, IEPBOE MTUCHMO-PEKIIaMaIiisa ObLIO CaMbIM MHPOJTFOOMBBIM. BTOpoe
MUCHMO MHOT/Ia MOXKET CJIEAO0BATh 3a MEPBBIM, XOTS IMOCJE IMEPBOr0 MUChMa OOBIYHO ClIe-
nyet omata. Ilocime TpeThero nmuchbma, KOTOPOE JAOJKHO OBITh TAaK)Ke BEKIIMBBIM, HO HE
00s13aTeNIbHO IPYKEIIOOHBIM, JIeJI0 TIEpeaacTCs B CYI.

MpI ipyBeNM BO3MOYKHBIE BApUAHTHI MHUCEM-PEKJIaMalliii 1 OTBETOB Ha HUX, XOTs, KaK
Bbl CaMH TOHUMAETE, MOJOOHBIX BapUAHTOB MOXKET OBITh HAIIMCAHO OCCUMCICHHOE MHO-
XKecTBO. boee mcuepnpIBaoNyr0 HHPOPMAIMIO 0 KOMMEPUYECKUX PEeKIaMalusx He Io-
3BOJISIIOT JIaTh PAaMKH JJAHHOTO Pa3fiesia B YACTHOCTH M JIAXKE KHUTHU B T[EJTIOM.

§ 6. [TonOop KOHTpPareHToB

Pexomenmanum

busHec He UMeeT cMmbiciia, €Ciu Bbl HE pacrojaraere J0CTaToyHoi uHpopmanuen o
KOHTpareHte, T.e. naptaepe. HeoOxonumo 3HaTh €ro penyranuio, €ro mmiarexecrnoco0-
HOCTh. Pazymeercsi, y KpyIHBIX U CTapbIX KOMIaHUM Takas uHGOpMaIUs eCcTh 00 OYeHb
MHOTHX (pUpMax, KOTOpbIE TaKke HE 00s3aTeIbHO MOTYT OBITh UX KOHTpareHtamu. Mcuep-
NBIBAIOIIYI0 MH(OPMALUI0 O BO3MOXKHOCTSAX (GuUpM HUMEIOT OaHKU. A Tak Kak HHQOp-
Malusi—II0BOJILHO I1ICHHBIM, MHOTJIAa CEKPETHBIH, HO MPOJaBaeMbIii TOBap, TO €€, IO-
BUJIUMOMY, MOXKHO KyIUTh. MOKeTe, KOHEYHO, HE TPATUTh CBOM JCHBIH, JICJIO Ballle, HO



UMEHTEe B BUIY, YTO HE BCe (UPMBI Ha 3amaje MOJb3YIOTCS Oe3ympedHOr permyTaruei.
Puck, B o0miem-to, GiaroponHoe 1eno, HO MOAyMalTe, YeM BBl PUCKYETE, HE BBISICHUB
KpPEUTOCIIOCOOHOCTh OyAYIIMX KOHTPAreHTOB XOTsI Obl MO KaKOMY-JIMOO BaIOTHO-(U-
HAaHCOBOMY H3aHHIO, TJI€ B CBOJHBIX TabmuIax OaHKHU OIEHUBAIOT CTENEHb PHCKA, CBS-
3aHHOTO C KPEIUTOBAHUEM CTPAH U IOPUAUYECKUX JIUII.

Kpenut—-aT0 He ToibKO ormiata yepe3 ONnpeeeHHbI CPOK, KPEAUT—ITO ele U J0-
Bepue. 3aKitouas CACJKY Ha ONpeeICHHBIX KPEAUTHBIX YCIOBHIX, BBl TEM CaMbIM JIOBE-
psieTe CBoeMy MapTHEPY, YTO JE€HbI'M UM OyIyT BHIIUIAYEHbI BaM B CPOK U B IOJTHOM 00be-
me. Ho rae rpanuipl Takoro noBepusi? Ecinu mponuibiii OnbIT COTPYIHUYECTBA TTOKA3hIBA-
€T, YTO BCE CUETa HAa KaKWe-TO CYMMbI ObUIH OTUIau€HbI 0€3 MPOBOJIOYEK, TO MOKHO PHC-
KOBaTh. PUCKOBaTh, a HE OBITH YBEPEHHBIM ITOTOMY, YTO CTaphlie CYeTa—/ela MPOILIbIe, a,
KAaK M3BECTHO, "BCE TE€UYET, Bce U3MEHseTCA'. Tak 4To M CO CTapbIMU ITapTHEPAMH MHOTAA
IPUXOAUTCS] POBOJUTH MPO(PIIAKTHIECKYIO TPOIEAYPY BBISCHEHHS KPEIUTOCTIOCOOHO-
CTH.

Tewm Gosee HaO UMETH KOMITIETEHTHYIO MH(POPMAIUIO O HOBBIX KOHTpareHrax. Bri, Be-
pPOSITHO, MOMHHUTE, YTO B pazfene "3ampocbl. OTBETb' MBI HECKOJIBKO pPa3 YIOMSHYJIN
dpazy "... cipaBKU O HAC MOKHO HABECTH B TaKOM-TO OaHKe U B Takoi-To pupme". Ecnu B
3ampoce Takue ajpeca €cTh, TO 3aJa4a BO MHOTOM YIPOINASTCS M MO 3TUM ajpecam pac-
CBUIAIOTCS MHChbMA, B KOTOPBIX COJEPKUTCA MPOChOa aTh BaM COOTBETCTBYIOIIYIO HH-
dbopmarnuo 06 uHTEpecyroniel Bac pupme. Mudopmaius Takoro poja cuuTaeTcs KOHPU-
JNEHIMAIBHOM, MO3TOMY B MHCbME OOBIYHO OrOBApUBAETCS, YTO HEOOXOAMMAs CEKpeT-
HOCTB OyJeT coOroIeHa. 3aMEeTHM, YTO TOTydyeHHe HHOOPMALIMKM O KPEIUTOCIIOCOOHOCTH
napTHepa yepe3 0aHK OCIIOKHEHO TEeM, YTO HEMOCPEJCTBEHHO BaM HHKAKHX CIPABOK OAHK
He nact. OOpamarscs B 0aHK HE0OXOAMMO Yepe3 cBor OaHK. Takke CylecTBYIOT CIeIH-
aNbHBIC areHTCTBA, 3aHUMAIOIHECS COOPOM HOBeHIIeH nHpopmaluu o Gpupmax u ee mpo-
naxxend. OHAKO, 3TO y’Ke TOHKOCTH. BepHeMcs k muceMam.

Ms1 He cTaHeM MPUBOAUTH KIHINE, PACIIPOCTPAHEHHBIX B MHUChMax-clpaBkax. Ux He
TaK MHOTO M B IPUBOJUMBIX HIDKE MIPUMEPaxX COACPIKUTCS JOCTATOYHOE KOJMYECTBO CTE-
PEOTUIHBIX Ppa3.

Gentlemen:

Your name has been given to us as a reference by Messrs.
Roger Blake and Co., who want to open an account with us.

We should be obliged if you would kindly inform us about
their financial standing. We are particulary interested to
know the way they have met their liabilities in business
with you.

Do you think we can grant a credit of $ 5.000 safely?
Needless to say that your advice will be treated in strictest
confidence.

We thank you in advance for your help and enclose an
addressed and stamped envelope for your answer.

Sincerely,

..............




Focnopaa!

Baure uMs (HazBaHHe) OBIAO AAHO HaM AASl HaBEAEHHS cIipa-
BOK KoMnaHHeH Popxkep Baeik aup KoMnaHu, KoTopasi Xo-
YeT OTKPHITh Y Hac cYerT.

Mbl 6BIAH OB1 06513aHBI, €CAH Ohl Bbl Al0Ge3HO coOBIIHMAH
HaMm 06 ux pUHAHCOBOM NOAOIKEHHH. B 9acTHOCTH, Hac MH-
TepecyeT, HACKOALKO OHH GBIAH OTBeTCTBeHHEI B OH3Hece C
BaMH.

AyMaeTe AM BHI, 4TO HM MOXXHO AQTh KpeAUT B 5.000 poara-
por 6e3 pucka? besycAaoBHO, Bamma HHgopMmanusa 6yaer xpa-
HHTBCH B CTPOJKaMIlieM CeKpeTe.

3apaHee 6AaropapuM Bac 3a NOMOIIb M IPHAAraeM KOHBepT
c ob6paTHLIM aAPeCOM U C MapKOMH AAS Balllero OTBeTa.

HckpeHHe,

oooooooooooo

Gentlemen:

We have recieved an order for $ 5.000 from Messrs. Roger
Blake and Co. They have given us your name as a
reference.

We venture to ask you to advise us whether they are good
for this amount and whether they are trustworthy.

Any information which you may give us will be gratefully
appreciated and treated strictly confidentially.

We enclose a stamped addressed envelope for your reply
and thank you in advance for your courtesy.

Sincerely,




Focniopa!

MBI NOAYYHAH 3aKa3 Ha 5.000 AoAnapoB oT KoMniaHWH Pop-
xep baelk 3HA Komnanu. OHH AaAM HaM Baillle HMSI AAS Ha-
BEeACHHUS CIIPABOK.

MBI ocMeAMBaeMcs IIPpOCHTDb BAC A4Th HaM l’l.ﬂCbOPMﬁlIHIO,
MOJXHO AH HM AOBepsATh H AOCTAaTOYHO AH OHH OTBeTCTBeH-

HEl Ha TaKyl CyMMYy.
Alobast HH(opMalHsa, KOTOPYIO BH MOTAH OBl HaM AaTh, Oy-

AeT BHICOKO OIleHeHa H ee BYAYT CUMTaTh CTPOro KOHQHAEH-
IIHAABHOH.

IMpuAaraeM KOHBepPT ¢ 06paTHEIM aAPecOM H C MApPKOM AAS
Balllero OTBETa H 3apaHee 6AaropapHuM Bac 3a Baury Alobes-
HOCTb.

HckpeHHe,

Dear Sir,

Messrs. Roger Blake and Co. have given us their bank (The
Wessex Bank, Casterbridge) as a reference.

We should be glad if you could make inquiries whether
their integrity and financial standing warrant a credit of $
5.000.

We thank you for your assistance and assure that we shall
treat any your advice in strictest confidence and without
responsibility on your part.

Sincerely yours,

....................




YBa>KkaeMuld cap!

Oupma Popxep Baeiik 3HA KoMnaHH pAaAa HaM Ha3BaHHe
cBoero 6aHka (Yaccekc BaHk, KacrepbpuaAiK) AASL HABEAeHHS
CIIpaBoOK.

Mul OHIAH ORI paabl, eCAH OBl BBl CMOTAM BHISICHHTH, CMOJXKeT
AH UX 9eCTHOCTb H (PMHAHCOBOE TIOAOXKEHHe rapaHTHPOBATh
KpeAHT B 5.000 AOAAAPOB.

Mul 6bAaaropapHM Bac 3a MOMOIIb H 3aBepsieM, 9To MH 6yaeMm
CYHTaTh Ballly HH¢oOpMalHIo CTPpOro KoHpHAeHIIHAABHOH H
6e3 KaKoH-AHOO OTBETCTBEHHOCTH C Balllell CTOPOHHI.

HckpeHHe Baii,

-----------------

OTH TpU TIpUMEpa SBISIOTCS MOJICISIMU TTUCEM, KOTOPBIE MOTYT OBITh COCTaBIICHEBI, €C-
JIM BBI pacrojlaracTe KOHKPETHBIMU ajpecamu. Eciiu ke TaKOBBIX HE UMEETCs, TO Heo0X0-
JUMO WX Y3HATh, IOCJIaB B ajpec (hUpPMBI-MAapTHEpa 3alpoc O BO3MOYKHOCTH HAaBEICHHSI
cnpaBok. Takoii 3ampoc MOXeET ObITh COCTABHON YacThIO IMHChbMa-IOTBEPIKICHHS 3aKa3a,
100 MPEICTABISITH COOOM MUCHMO, IIETMKOM ITOCBSIIICHHOE ATOMY BOMIPOCY.

Dear Sirs,

Your letter of 5th August arrived today and we thank you
for your order for goods to value of $ 5.000. This order
represents our first dealing with you and may we ask you
to send us the name of firms or a bank as a reference.

We hope that this first transaction will be followed witn a
long and happy business. We shall do our best to satisfy
you.

Sincerely,

L L LR LR




lNocnopaa!

Bame mucbMo OT 5 aBrycra npubHAO ceropHsi H Mbl Haaro-
AAPHM BacC 3a 3aKa3 Ha TOBaphl CTOMMOCTHIO B 5.000 pAoAAa-
poB. TOT 3aKa3 ABAseT coOOH Hallle IepBoe COTPYAHHYECT-
BO C BAMH M NO3BOABLTE (IO3TOMY) NONMPOCHTL BAC YKa3aThb
Ha3RaHUS pupM HMAM GaHKa, rAe OB HaM AaAH CIIPaBKH O
Bac.

HapeeMcs, 9TO 3a 3TOH NepPBOH AGAOBOH CBSI3BIO MIOCAEAYET
AOATO€ H YCIellHOe COTPYAHHYeCTBO. ME ITPHAOYKHM BCe
YCHAHSA, 4TOOBI YTOAHTH BaM.

HckpeHHe,

||||||||||||||

[Tocne Takoro nucbmMa OOBIYHO CIEYET OTBET C YKa3aHWEM KOHKPETHBIX UMEH, Ha3Ba-
HUH U aIpecoB, IO KOTOPBIM OBICTPO HABOJSATCS CIIPABKHU.

Opnnako, cipaBKU NPUXOJUTCS HE TOJBKO HABOJAUTH, HO U J1aBaTh. Kak 3HaTh, MOXKET U
BaM MPUAETCS PEKOMEHI0BAaTh KOT0-TM0O0 U3 CBOMX KOJUIET.

[Ipomie Bcero AaBaTh IMOJIOKUTENIbHBIE PEKOMEHAAMU. be3 JTUITHUX KOMIUIMMEHTOB,
YETKO M3JIaraeTcsi MHEHHE O BBICOKOM MPECTUKE M3BECTHOW BaM (PUPMBI, O BallleM JIOJITO-
CPOYHOM IUJIOJJOTBOPHOM COTPYJHUYECTBE U O BO3ZMOXHOCTH IIPEIOCTABICHUS KPEAUTA 32
3ampammBaeMyto cymmy. OOpaTuTe BHUMaHWE: UMMEHHO Ha '3ampaimBaeMyro’, a HE Ha
KOHKPETHYIO CyMMY, HOO KOHKpeTHbIe LHU(PBl B pEKOMEHAATEIbHON MepenucKe He Mpu-
BogaTca. [IpuBenem nmpumMep Takou MOJ0KUTENBHON PEKOMEH AL

Gentlemen:

In reply to your letter of 11. January we give you the
required information:

Messrs. Roger Blake and Co. are a young firm who enjoy
the best reputation. We have done business with them for
three years and have found them quite trustworthy and
reliable in every respect. We should not hesitate to grant
them credit in excess of the amount your mention.

Please treat this information in strict confidence and
without responsibility on our part.

Sincerely, {




Focnopa!

B oTBeT Ha Bamle NHUCbMO OT 11 SAHBApsA MBI AaeM BaM 3ampo-
1IeHHYI0 HHGOPMaIHIO:

Popsxkep baedk H Komnanusi—moaopas dupma, MOAb3YIONIa-
sICSl CAMOH AydLlIeii pemyTanueii. MBI HMeeM AeAO0 C HUMH
TPH ropa ¥ o6Hapy>KHAH, 9TO MM BIIOAHE MOXXHO AOBEDSTH B
AroboM Bompoce. Ml 661 He COMHEBAAMCh AGTh UM KPEAHT B
pasMepax yKa3aHHOH BaMH CYMMAI.

[MpocuM cYuTaTh 3TY HHGOPMAI[HIO CTPOro KOH(QHAEHIHAAD-
HOH H 6e3 KaKoH-AHO0 OTBETCTBEHHOCTH C Halllefl CTOPOHHI.

HckpeHHe,

'YLILiL]

Takas nndopmanus, 6€3ycliOBHO, IOJKHA OBITh CTPOr0 0ObEKTUBHOM. B nrob6oM ciy-
yae "nunoBass" pexkomeHaauus Oyaer pa3zoOiadeHa, U TOLIA YK MOXeTe ObITh YBEpEHBI,
9TO0 Bac 0OJbIIe HEe OyIyT TPEBOXKUTH MPOCKOAMH JaTh CIpaBKy. [la m pekoMeHganuu o
BAC CaMHX TOCJIE TAKMX HEMPHUATHOCTEH OyIyT HE camMble JTydIlne.

Kcrartu, ecnu npuxoauTces JaBaTh TaKylo HE CaMyIO JIYUIIyI PEKOMEHIAIHIO, TO UMS
(UpMBI, 0 KOTOPOIl UJIET peub, HE YKa3bIBA€TCs, PABHO KaK U KOHKPETHAsl CyMMa KpeauTa.
B Takoro poma pekoMeHIauAX TEKCT COCTABIIIETCS TaK, YTOOBI 0€3 KOHKPETHBIX (DAKTOB,
udp, 1aT ¥ T.II. MOKHO OBUTO MEXIY CTPOK MPOYECTh, YTO C TaKOU-TO (UPMOU €10
UMETh HE CTOMT—MOXeT mojaBecTu. [IpuBezem 1Ba mpumepa TaKUX OTPHUIATEIBHBIX
CHPaBOK.

Confidential
Gentlemen:

Thank you for your letter of 14 December where you
mention the firm which has been our customer for three
years. We hope that they.are reliable though their account
has sometimes been settled with some delay. The amount
you slate is slightly bigger than our sum we have creditd to
them so we think you should get some additional
information.

Please treat this information in the strictest confidence and
without any responsibility on our part.

Sincerely,




KoH e AABHO

l'ocnmoaa!
BaaropapHM Bac 3a NHCbMO OT 14 Aexkabpsi, rAe BH YIIOMH-
HaeTe pUPMY, KoTopasa ObiAa HAlIMUM KAHEHTOM B TeYeHHe
Tpex AeT. Mu HapeeMcsl, 4TO Ha HUX MOJKHO IOAOXKHTHCH,
XOTs MX CYeT OHIA OnAavYeT B HEKOTOPOH 3aAep’KKoH, Cym-
Ma, KOTOPYIO BHl YKa3HBaeTe, CAerkKa NnpeBHIlIaeT CyMMY
Halllero KpeAuTa HM, MO3TOMY MBI IIoAaraeM, 4To BaM Heob-
XOAHUMO HABeCTH AONOAHHTEAbHBIEe CIPAaBKH.

[MpocuM cuuTaTh 3Ty HHPOPMAIHIO CTPOro KOH(HAEHIIHAAL-
HOM M 6e3 OTBETCTBEHHOCTH C Hallleil CTOPOHHI.

HckpeHHe,

|||||||||||||

Confidential
Dear Sirs,

We regret we cannot supply the information you require in
your letter of 24.March. Our business with the mentioned
firm has been so small for us that we see no way of giving
you any advice as to whether the involved sum can be
credited safely. Please make inquiries through an agency or
a bank.

We are sorry for not being more helpful in this case.

Kindly treat this letter with confidence.
Sincerely,

KoHbHAEeHIIHAABHO

l'ocnopa!
K co)xaneHHio, Ml Hé MO)KeM MPeAOCTaBHTh BaM HH(opMa-
IMI0, KOTOPYIO BH [IPOCHAH B BallleM MHChkMe OT 24 MapTa.
Hamm AeAoBBIe CBSI3M C yKasaHHOHW GHPMOH OBIAM HAaCTOAL-
KO KpaTKHMH, 4TO Mhl He BUAUM BO3MO>KHOCTH AATh BaM Ka-
KOH-AMDOO coBeT, MOX>KHO AH AaTh KPEAHT Ha YKa3aHHYIO
cymMy 6e3 pHcka. [ToXKaAyHcTa, HaBeAHTe CIIPAaBKH Yepe3
areHTCTBO UAM OaHK.

MHI coXaAeeM, 9TO He MOXKeM BaM OLITh DoAee MOAE3HBIMH

B 3TOM AeAe.

IpocHM paccMaTPHBATh 3TO MHCbMO KOHGMHAEHIIHAABHO.
HUckpeHHe,

srrnaEs

Kak BbI JorajgajnucCb, IMOCICOAHCC IITMCbMO ABJIACTCA CaMbIM HCT'aTHBHBIM. 3aCJIy}KI/ITB
TAaKYIO pCKOMCHAAIINIO—3HAYUT IMOCTABHUTH KPCCT HaA CBOEH Hpe,ZIHpI/IHI/IMaTCJIBCKOﬁ ACs-



TenpbHOCTH. Hameemcs, «MUHYET Bac 4alia CHs» W OT3BIBBI O BaC OyAyT CAMBIMU TOJIOKHU-
TETHHBIMH.

HamucanveM pexoMeHAaIMi MPUXOAUTCS 3aHUMAThCS YK€ IO MPOIISCTBHH OIpPE/Ie-
JICHHOTO CPOKa TSKENION M TJI0JJOTBOPHON MEHEIKEpCKOoW paboThl, KOTJa yKe HaKOIUJIeH
MOPSITIOYHBIN OMBIT M permyTalys GUpMbl BBICOKa HACTOJIBKO, YTO K HEl oOpamrarorcs 3a
PEKOMEHIAIUSIMU.

Opnako, Kakoi BeC Ha MEXIyHAPOIHON apeHe UMEIOT HaIllM MoJiojible (GUpMBbI ceituac?
Borpoc siBHO puTopuueckuii. B paBHO# cTeneHrn pUTOpUUECKHUMH OYJIyT BOMPOCHI—KAaK
3apaboTaTh aBTOPUTET, KaK HAOPaThCs OMbITA HAIMM OW3HECMEHAM-DHTY3HacTaM, U 4TO
rJIaBHOe—T/Ie ATOTO ombiTa HaOpaThcsi? Koneuno, B 3apyOexHbIX (hUpMax, KOTOPHIE CO-
TJIacATCs B3SITh HA PabOTy JiM, Ha CTAKUPOBKY JIH, Ha yueOy nu. [la, umMeHHO "yTeuke MO3-
roB" cobmpaeMcst Mbl TTIOCBATUTD CIICAYIOIIUNA pa3/ied.

§ 7 3asBiieHus 0 npueme Ha padory uiam ydedy. Pekomengaunu. Aprodouorpagpum.

MpbI pemiiiii BKJIFOYUTH B TJIaBY O JIEJIOBOM U KOMMEPUYECKOW IMEPENUCKE pas3iell, Mo-
CBAILLEHHBIN BbIE3/y 3a pyOex Ha paboTy win yuedy. MokeT BO3HUKHYTh BOIIPOC, TOUYEMY
ATOT pa3fie] BKIIOYEH B "KomMMepueckyr'" riaBy. Bee odenb npocto. Cocrtaisisi moa00-
HO€ MHUCbMO, MPETEHJIEHT OyJeT MbITAaThCS MPOAATh CBOM YCIYTU, CBOU 3HAHUS, OIIBIT,
MacTepCTBO.

B HexoTopoMm cMbIciie 3asBIIEHUS O MpUeMe Ha pabOTy B MHOCTPAHHYIO (PUPMY CPOJHH
KOMMEPUYECKOMY PEKIAMHOMY MUChMY—IIPEIaraeTcsi KOHKPETHBII TOBap, TaK CKa3aTh,
"nmuiom", OMUCHIBAIOTCS €70 BO3MOXKHOCTH, MPUBJICKAETCS BHUMaHKE TTOKYIaTeNsl K OIpe-
JEJI€HHBIM JJOCTOMHCTBAM ToOBapa. ['apaHT Mu KauecTBa TOBapa CIIy»aT PEKOMEHAAluu
KOHKPETHBIX JIMI] WM OpraHu3anui. Boias B posb npoaaBna, MPETEHICHTY Ha MECTO He-
00X0IMMO MPOAYMATh CBOE MHCbMO-3asIBJIEHUE TAK, YTOOBI MOKYIATEIb 3aUHTEPECOBAIICS
U pa3MecTus 3aKa3, T.€. IPUIJIaCHII Ha coOeceOBaHMe, €ClIi, KOHEYHO, EMY IMOHPaBUTCS
OITMCAHHBIN TOBAP.

Camblil Tyumuii cnocod npuBiiedyb BHUMAHKUE MOKYIATEIS—B MEPBbIX CTPOKAX MUCH-
Ma YMOMSIHYTh JIMIIO, 3HAKOMOE TMOKYMaTeto (T.e. padoTOAATEelN0), M0 COBETY KOTOPOTO
BbI KeJaeTe padoTaTh UMEHHO B 3TOW upMe. DTUM JIULIOM MOXKET OBbITh JIF000H YeNOBEK,
MOJIB3YIOIIMICS yBakeHHEeM y paboTonatens u (¢pasa tuna «mnpodeccop xoncon, Bam
OBIBILIMK HAay4HBIA PYKOBOJUTENb, PEKOMEHJIOBAJ MHE OOPATUTHCS K BaM...» MOCITY>KUT
OTJIMYHOU PEKOMEHIALNEN.

JIOBOJIBHO 4YacTO 3asiBJICHUS MPUXOAUTCSA MUCATh OT PyKU—IIOYEPK U UYBCTBO I'apMO-
HUM B PACIOJIOKEHUHU TEKCTa Ha JIMCTE MO3BOJISIIOT CYAUTh 00 0coOeHHOCTAX XapakTepa. K
ToMy ke (prupmMe-paboTomaTeNto HUYEro He CTOUT 00paTUThCs K Tpadosory, KOTOPBIU Cy-
IIECTBEHHO PacHIMPUT aBToOMOrpaduio mpeTeHaeHTa Ha padboty. Kak BeisicHuTh, TpeOyeT-
Csl I MHCaTh 3asBJICHUE OT PYKH WJIM Ile4aTaThb Ha MAIIMHKE, 3aBUCUT OT KaKJIOTO KOH-
KpPETHOro ciaydas. MoxeT ObITb, HAHUMATENb MONPOCUT MEPENUcaTh YK€ HaleuyaTaHHOE
3asiBJI€HUE OT PYKHU, MOKET ObIThb, OH YAOBJIETBOPUTCS OTIEYaTaHHBIM 3asiBieHueM. Ho u
B TOM, U B JIpyrOM CJy4ae 3asBJCHHUE JOJKHO COJEP>KAaThb OCHOBHbBIE JAHHBIE O MPETEH-
JIEHTE HAa MECTO: UMs, BO3pacT, 00pa3oBaHUE, CTaXX pabOThl, CIEUUATBHOCTh, PEKO-
MEHJIallAH.

Tenepp o peraysix. Eciy M3/10KE€HUE TaKUX CBEICHUM, KaK UMs M BO3PacT, Kak IpaBU-
710, 3aTPyIHEHUI HE BBI3BIBAET, TO B rpade «o0pa3zoBaHUE» CIIOBO «CPEIHEE» WIIU «BBIC-



Iee» HUYEro He CKaXKeT. B 3asBneHusX uin aHKeTaxX, K HUIM NMPUCOBOKYIUISIEMBIM, TIPUHS-
TO yKa3blBaThb KOHKPETHBIE IaHHbBIE: C KAKOTO MO KaKOW CPOK, B KAKOW IIKOJIE WM KaKOM
BVY3e nmpoxoauno obpazoBanue npeteHieHTa. [IpuHsATO yKa3biBaTh BCE TUILJIOMBI, 3BAHUS
U CTENECHU, NIOJIyYEHHbIE 10 HAIlMCaHUs €ro 3asBJICHUs O npueme Ha padbory. Ctax pado-
Thl ONMCHIBAECTCA TaK K€ MOAPOOHO, B XPOHOJOTHMYECKOM MOPSAIKE U C YKa3aHHEM 3aHU-
MaeMbIX JOJKHOCTEH.

B 3aBucumocTu 0T TOro, Ky/a coOupaercss yCTpOUThCsl paboTaTh MPETEHJIEHT, UMEET
CMBICII YKa3aTh TaKyo HHPOpMaIHIO (pa3yMeeTcsi, IOCTOBEPHYI0), KOTOpasi MorJia Obl 3a-
UHTEepecoBaTh padoToAaress. A 3aMHTEPECOBaTh €r0 MOXKET B JAHHOM CJIy4ae TOJbKO TO,
YTO MOAET Ha monb3y ¢upme. Hanpumep, ycrpanBasch paboTaTh OPOKEPOM HIIM DKCIIE-
JUTOPOM, YKa3blBaliTe€ CBOM MHOTOJETHHN CTa)K BOXKICHHSI aBTOMOOWIIS U BJIAZICHUE SI3bI-
KaMH.

Kcratu, 0 x066u. O6619HO X000M HE yKa3bIBACTCsI, HO B 3asBJICHUH HJIM aHKETE MOYKHO
MOCJIE COOTBETCTBYIOIICH MOATOTOBKU YMOMSIHYTH Ball JIOOMMBIA BUA oTnabixa. Hampu-
Mep, BBIUUTAB B ra3eTe 0ObsIBICHUE O BaKaHCUAX, Bbl Oepere HazBaHHE (PUPMBbI HA 3aMET-
Ky, UJIeTe B OMOJIMOTEKY U BCEMU BO3MOXHBIMH MYTSMH BbIACHsSETE 00 3TOM (upme Bce,
YTO MOXKHO.

W ecnu BaM yaaeTcs BBIACHUTH, YTO MPEACTABUTEIN (HUPMBI SBISIOTCS WICHAMH TaKoO-
ro-To Kiyba uinu cojaepkar (yTOOJIbHYI0 KOMaHIy, TO MOXHO 0e3 0co0oro pucka yka-
3aTh, YTO Bbl HEOJHOKPATHBIN MpU3Ep MO OpUIKY WU B TEUCHHE MATH JIET UTPaId 3a
YHUBEPCUTETCKYIO (DyTOOIBHYIO KOMaH/y U SIBJISIETECH MAaCTEPOM CIIOPTA.

Pexomennmanuu (He MEHbIIE ABYX) AOHKHBI JaBAThCS JIFOJAbMU, YeH aBTOPUTET HE BbI-
3bIBa€T COMHEHHA. MHOrIa BMeECTO peKOMEHJAlMil MPUBOAATCS ajapeca, M0 KOTOPBIM
MO>KHO HAaBECTH CIIpaBKU O mpereHaeHTe. Camo coboit pazymeercs, JH0AH, YbH KOOpIUHA-
ThI OyJIyT JAHBI ISl CIIPABOK, MPEIBAPUTEIHHO JOJIKHBI JaTh pa3pelleHrne Ha yIOMUHa-
HUE UX UMEH U aJIPECOB.

OOBIYHO 3asBJICHHE O MpUEME Ha padOTy WM y4ueOy COCTOMUT M3 JBYX 4YaCTEW: aBTO-
ouorpaduu u coOOCTBEHHO 3asIBJICHUSI.

B aBTobuorpaduu (anrn. "data sheet", "record sheet", "resume", "curriculum vitae")
JAI0TCS BCE YKa3aHHBIE BbILIE JETAIH, U3JI0KEHHbIE AKKYPaTHO, YETKO U, YBbI, CKy4HO. B
3asiBJICHUM HEOOXOJIMMO 3Ty PYTMHHOCTh KaK-TO KOMIEHCHUPOBaTh. MOXHO yKa3aTh MpHU-
YUHBI BAlIETo KeJaHusi padoTaTh B 3TOM (hupMe, MOXKHO HAYaTh MUCbMO HE CKy4YHOMU CTe-
peotunHoi (pazoii: "CornacHo BameMy 0OBSBICHUIO...", a, CKaXeM, TaKUM TMPEITI0KCHH-
em:

I should be glad if you would consider how far my qualifications meet your re-
quirements.

51 6611 OB paj, eciii ObI BBl PACCMOTPEIIN, HACKOJIBKO MOS KBaTM(DUKAIUS COOTBETCT-
ByeT Bammum TpeOoBaHUAM.

Yro kacaercs NpUYMH, NOOYIMBIINX NPETEHICHTA K IEPEMEHE MECT, TO HE CTOMUT Ce-
TOBaTh B MHUCbME HAa HU3KHI HACTOSIIMHA 3apa0OTOK U HEBO3MOKHOCTh MPOKOPMUTH CE-
MbI0. BMecTo 3TOr0 ymecTHee ObIBaeT cka3aTb, UTO MPETEHACHTY MHTEpECEeH OoraThli 3a-
pyOEKHBII ONBIT B IaHHOM 00JIACTU, U OH XOYET MOMOJHUTH CBOM. Wi, 4yTo B 3TON (up-
M€ MpeKpacHble BO3MOXKHOCTU CIIELUATU3ALMH, Yero He ObUIO HA MPOLLIONW padoTte, uiu
YTO-HUOYIb B TOM K€ KJTFOYeE.

[IpuBeneM HECKOIBKO MPUMEPOB 3asiBJICHUN U aBTOOUOTrpadmii:



Dear Sirs,
I wish to apply for the post of secretary advertised in the
Times of 5 August.

I am 25 years of age and my working experience is as
follows:

After taking the final examination at the Lewis School for
girls I went for a year's secretarial course at the Bell School
of Business. Then |1 worked for seven years as a Private
Secretary of the Managing Director of Rogers & Co.

I have a good knowledge of correspondence and am well
experienced in all types of secretarial work. My shorthand
speed is 170 words a minute, and I type 90 words a minute
without mistakes.

The personal side is best told by others. I am sure the firm I
have worked for will give you any info about my character
and my work which you may want.

I'll be-happy to come for an interview any time you say. |
enclose an addressed and stamped envelope for your reply.

Sincerely,

pppppppppppppp

YBa)kaeMule rocnopa!

51 xoTeAa 6B NOCTYNHTL Ha MOCT CeKpeTapsi, KOTOPhIH OBbiA
ob6bsiBAeH B “Ta#iMc” OT 5 aBrycra.

Mue 25 AeT ¥ MOH ONKIT pabOTH CASAYIOILHHA:

TMocAe cAaYH BHIIYCKHREIX 5K3aMEHOB B JKEHCKOH MKoAe Abio-
uc Xai CKyA 51 3aHHMaAach Ha TOAMYHKBIX Kypcax ceKpeTapei
B IKoAe 6u3Heca BeAA. 3aTeM s ceMb AeT paboTara AMYHBIM
cekpeTrapeM AHpeKTopa-pacnpsipureasi GHpMH Popkepc 3HA
Ko.

A Xxopoio 3HaKOMa C KOppecllOHAeHI[HeH H XOpollIo 3Hal BCe
BHABI ceKpeTapcKo# paboThl. CKOpoCTh Moel cTeHorpapuH—
170 cAOB B MHHYTY, H 1 niedaTato 90 cAoB B MUHYTY 6e3 ommubok.

O AHMYHEIX KadecTBaxX Ay4Yille PacCKakyT ApPyTHe. 5l yBepeHa,
910 (pHpMa, rAe A paboTara, AAcT BaM Al0bylo HHbOpMalHIO,
KaKkylo Bbl HH 3allpOCHTE, 0 MOeM XapaKTepe H NpoliiAoi paGore.
A 6yAy pajpa NPHATH Ha coBecepoBaHHe B Al0OOe yKa3aHHoOe
BaMH BpeMsl. [IpHAaraio NOANHCAHHKIHA KOHBEPT C MApPKOH AAS
Balllero oTBeTa.

HckpeHHe,

-------------




Dear Sir,

Dr.J.Priestly, your former Scientific Adviser and under
whom I have worked for two years, has suggested that |
should apply for the post of programmer in your Research
Department. I am therefore, enclosing a “Data Sheet"
giving in detail my qualifications.

I would like to work in your Department to wider my
experience and improve my circumstance and I feel sure
that my qualification will meet your requirements.
Following Dr. Priestley's advise you stress the importance
of a knowledge of French. I should like to add that I'm
almost bilingual because I have spent my childhood in
France.

I look forward to the pleasure of a personal interview.

Sincerely,
R.Lowth

YBarkaeMbIH rocrnioAHH!

AokTop A.[IpucTam, Bam 6GhiBIIHIA Hay4YHbBIH PYKOBOAH-
TeAb, IOA YbHM PYKOBOACTBOM 51 paboTaA ABa ropa, mocose-
TOBaA MHe 0OpaTHTBCS C 3asiBAGHHEM O NpHeMe Ha pabory
Ha AOAJKHOCTh MPOrpaMMHCTa B BallleM MCCAEAOBATEABCKOM
OTAeAe. 5, cAepoBaTeABHO, NIpHAaraio asrobuorpaduio, B
KOTOpPO# MoAPOOHO ONMHCHIBAeTCSA MOSI KBaAH(HKAIHS.

A xoTeA 661 paboTaThk B BallleM OTAeAe AAS TOrO, YTOOH IO-
BHEICHTH CBO€ MAcTepPCTBO H YAYYIIHMTh YCAOBHS JKH3HH, H 5
yBepeH, 9To Mosi KBaAH(HKaLHA YAOBAETBOPHUT BallluM Tpe-
GoBaHHAM.

IMo caoBaM A-pa [MpHCcTAH, BE OAYEepPKHBaeTe Ba)XKHOCTh
3HaHUA paHIy3CcKoro si3nika. XoreA 661 A0GaBHTE, UTO A
nmo4YTH OMAMHIB, TaK KaK CBOe AETCTBO {1 NpoBeA Bo ®OpaH-

HH.
ByAy BecbMa paj BCTPETHThCA AHYHO.

HckpeHHe,
P.AayT.




Dear Sir,

Advertisement in Times 24 March, 1989

I wish to apply for the post tenable for three years at
Senior Lecturer level as described in your advertisement.
I am a graduate of the University of Leningrad and have
the degree of C.Sc. (i.e. Candidatus
Scientarium—corresponding to Ph.D.).

The offered post presents a considerable interest to me as it
belongs to the field in which I specialize.

I enclose my curriculum vitae in which all details and three
references are set out.

I should be very gratefied if you would consider my
application and could send me the nessesary forms.

Sincerely,

vvvvvvvvvvvvv

YBa>kaeMhlil rocnopuH!
O6bsBAeHHe B Talimc ot 24 mapTa, 1989 r.

51 xoTeA OBl IOAATHL 3aIBACHHE HA 3aHATHE AOAKHOCTH AO-
[[eHTa Ha TPeXAeTHHH CPOK, KaK yKa3aHo B BallleM oObsBAe-
HHH.  BHINYCKHHK AeHHHIPAACKOro roc.yHHBepCHTeTa H
HMelo CTeleHb KAaHAHAATa HayK (COOTBETCTBYET AOKTOPY
tdHAOCODHH).

TpeAAOKEHHBIH NIOCT MPEACTaBASIET AASI MEHsSI 3HATHTeAb-
HEIH MHTEpec, TaK KaK OH NPUHAAAEXHT 00AacTH, B KOTO-
poit 51 CleNHaAH3UPYIOCh.

[MpHuAarar asTobHorpacdHio, B KOTOPOH yKa3aHBI BCE MOA-
poGHOCTH M TPH aApeca AAS CIPaBOK.

Sl 6BIA OH O4eHB paA, eCAH OH BH pacCMOTPeAH Moe 3asB-
AeHHE H BHICAAAH HeoOXoAHMBIe GyMarH.

HckpeHHe,

-------------




Dear Mr S,

I venture to write to you to inquire whether your
Department may allow me a post-graduate course this year.

I am a graduate at Yale University where I specialized in
biochemistry.

I enclose my data sheet and two references, 1 should be
glad if you cuold consider my application.

Faithfully yours,

|||||||||||||||||||

Age:

Nationality:

Education:

Experience:

References:

Special

Yeakaemnii r-u C.!

OcMeAHBalOCh MHCATh BaM C TeM, 4TOOHI ¥3HaTh, MOTY AH A
YYUTBHCA B aCIIHPAHTYpe Ha BamleM (paKyAbTeTe B 3TOM T'OAY.

4 BHIMYCKHHK HMeAbckoro YHHBepCHTeTa, rAe crellHaAH3Hupo-
BaACqd B DUOXHMHH.

Ilpuaaraio cBolo aBToGHOrpatHIo H ABe peKOMeHAAIIHH. 5
6BIA 6Bl paA, eCAH Obl BBl paCCMOTPEAH MoOe 3asiBAeHHE.

Hckpenne pami,

Records Sheet

John Brightland

23

British by birth

Liverpool High School (1972-9)

Judas College, Oxford (1981-85)

(1988-) National Physical Laboratory,
London

Mr. R.Parker, M.A., Principal, Liverpool
High School.

Mr. J.Campbell, D.Phil., Reader, Oxford.
Professor SJohnson, M.Sc, D.Sc, National Physical Laboratory, London.



qualifications: fluent French, German

ABTOOMOrpadus

JI>xoH bpaitinenn
Bo3zpacr: 23
HanuonanbHOCTh: aHTIIMYaHUH (110 POXKIACHHIO)
O6pa3zoBanue: Jlusepmyns, Xaii Ckyn (1972-9),
Ixynac Komnemxk, Oxkchopa (1981-85)

Crax: (1988-) Harmmonanbnass ®usznveckas Jlabo-
paropusi, JIOHIOH
CnpaBku: I'-n P.Ilapkep, maructp, nupexrop Jlusep-

yJIbCKOM CpeHEN MIKOJIBI,
I'-u Ix. Kamnbemnn, gokrop ¢umonoruu, noneHt, Okcdop.
IIpod. C.Ixxoncon, HaunonansHas @usnueckas Jlaboparopus, Jlonaox
CreuuannHas
KBau(uUKanus: CcBOOOJTHO BIaACIO0 (PpaHITy3CKUM, HEMEIIKUM.

CURRICULUM VITAE

Name: Roger Blake

Home address: 245 Lawrence, Apt. 15
Ann Arbor, Michigan 48104
Work Phone 313/975-3542 (mornings)
Prior Work

Experience:  Assistant Professor of Economics at the
University of Michigan (1977-1986)
Lecturer, Department of Economics at the University of California (1986-
1990)

Prior Education: 1. B.A., Economics, Pomona College, 1961.
2.M.A., Economics, University of Michifan,
1968.
3.Ph.D., Economics, University of
Michigan, 1974.

ABTOOMOTrpadus

Nwms: Pomxep bnerik
Howm. aapec: 245 JloypeHc, kB.15
AnH Ap6op, Muuuran 48104 pa6.ten.: 313/975-3542 (yrpom)
Crax paOoThI: [Tom. mpodeccopa s3xoHOMUKH B yHUBepcuTeTe Muuuran (1977-1986)
JlexTop, oTAeneHne 3KOHOMUKHY B KanugopHuiickom yHuBEpCcUTETE
(1986-1990)
O6pazoBanue: 1. bakanaBp sxoHomuku, [Tomona komtemxk, 1961
2. Maructp 5KOHOMUKH, MUYUTaHCKUK YHUBEPCUTET, 1968
3. IoKTOp 35KOHOMUKH, Muuuranckuii yausepcurer, 1974

Kak BUAUTC, CAUHOI'O 06pa3ua HHU B 3as4BJICHHAX, HU B aHKCTAaX HCT. B Pa3HbIX OpPraHU-
3alUgX IPUHATHI PA3JINYHBIC (I)OpMLI 6J'I3.HKOB, KOTOPBIC BBICHUIAOTCA B OTBCT Ha 3aIlpoOC



i 3asBienue. [IpaBaa, ecinu qeno kacaeTcsl MpUBJICYEHUSI HHOCTPAHHOM paboyeil Cuilbl,
TO MOTYT HOSIBUTHCSI TaKue Tpadbl, KaK BUJ HA KUTEIHCTBO, HAJIUYHUE CUETA B UHOCTPAH-
HOM 0aHKe WJIM HAJIMYKUE POJACTBEHHUKOB B TAHHOU CTpaHe.

Jlo6aBuM, 4TO K 3asiBICHHSM U aBTOoOMOrpadusM WHOIAA MPUIIAraloTcs peKOMEHa-
1My, 0€3 KOTOPBIX, CKaXKeM IPsIMO, Ha 3amajie BOOOIe HeYero Aeiarh. B Takux pexoMeH-
JAlMAX 4aCTO UCIOJIb3YETCs YK€ 3HAKOMOE BaM HayaJo:

To whom it may concern

Tomy, KOTO 3TO Kacaercs

B 3axnroueHue ckakem, 9YTO MbI HE CMOIJIM OXBAaTHTh Bech 00beM nepenucku. Crona
HE BOLIJIA HAy4YHas W IOPUIMYECKas MEPENHcKa, 4acTb O KOMMEPUYECKOM IMEepernucKe oc-
BETHWJIa TOJBKO MPOCTHIE MUChbMA. DTO €CTECTBEHHO: HA KaXKIbll OTIENbHBIA BUJ NEpe-
UCKU HeoOXoauMa OTAeibHasi kKHura. Haa 3TuMu KHUTaMu, KCTaTH, aBTOpaMu yKe Be-
netcs padora.



I'JTABA 4
TEJEI'PAMMBI. TEJIEKCBI. TEJIE®AKCbHI

§ 1. Tesrerpammbl

Kanynu B Jlery yTBepkieHust o TOM, 4TO TesnerpadHoro ctuiisi He cyuectByeT. Jlro-
00, YyBH/IEB KOPOTKUN TEKCT O€3 MPEJIIOroB, COI030B U MECTOMMEHHH, COKpPAIICHHBIN 10
HEY3HABAEMOCTH, Yy3HAET TelerpaMmy. TenerpadHbIM CTHIEM OBJAAETh HECIOXKHO U
OOBIYHO ITO NMPOUCXOJUT B TIEPBOM MOMBITKH. BCIOMHUM OOBIYHYIO CUTYAIIMIO HA TOYTE:
JaBasi TEJIErpaMmy, Mbl BBIYEPKUBAEM M3 TEKCTa BCE, YTO MOKHO, HE MUILIEM IPUBETCTBUS
(Bemb MM TONTydaTesisi yKa3aHO B ajpece). 3HAKU IMpenuHaHus, eciau 0e3 HuX He 000i-
TUCh, PUOOPETAIOT BUJ: TUK, 30T, BCKJI. BMeCTO 3aKiIOUUTENIbHOTO MPUBETCTBUSL OCTaB-
JSIEM B JIyYILIEM ClIly4ae CBO€ MMdA. A €ClIM TEKCT HE COKpallaTh, TOTJa 3TO OyJeT Teie-
rpamma? Pazymeercs, OyaeT TenerpamMmma, Be/lb THII IOYTOBOI'O OTIPABIIEHUS HAJI0 OIpe-
JEJSTh MPEXIEe BCEro COCOOOM €ero nepeiayu.

TenerpagHplil CTHIb—SBIEHUE OTHOCUTEIBHOE M JOIMYCKAET MACCy OTKJIOHEHHH OT
NpPUHIIMINA KpaTKOCTHU. Tak, Hampumep, B TeJaerpaMme K OJIM3KOMY WM YBa)KaeMOMY 4Ye-
JIOBEKY HE 3a30pHO MOPOU BO3JEPKATHCS OT COKPAILLEHUS BCTYIUICHHUS, IPEIJIOTOB U COIO-
30B. Hanpumep:

Munas Mama cepAe4HO MO3APABIISIIO C JHEM POXKIACHUSL. ..
W
Hoporoii IBan CepreeBruy BCKJI NPUMUTE HAIU MTO3/IPABIICHHUS. .

NHbIMU cioBaMu, CTETIEHb COKPAIIEHHOCTH TeserpadHOTO TEKCTa OOpaTHO MPOIOp-
[IMOHAJIbHA CTETICHH BAaIINX OJM3KUX OTHOIICHUH C MOJTydaTeJIeM TelerpaMMbl. ITO, KCTa-
TH, CIIPaBEJIMBO HE TOJBKO JIJISI PYCCKOTO TelerpadHoro CTWiIs, HO W JIJISl aHTJIMHCKOTO.
JlakoHUYHOCTH TenerpaHOro CTHIS—SBICHUE YHCTO SKOHOMUYECKOTO XapaKTepa—yueM
JUIMHHEE TEKCT TeJIerpaMMBbl, TEM JIOPOKE TeJlerpamma.

A. Heoduunansueie Tenerpammel. TesnerpaMmbl Ha aHTJIMMCKOM SI3bIKE TOXKE, KakK Ipa-
BUJIO, MOAYMHSIIOTCS 3aKOHAM COKpAILEHHsI TEKCTa—YyOUPaIOTCsl BCE apTUKIIU, TIOYTH BCE
MECTOMMEHHUS, COI03bl U MPEAJIOTH. 3HAKH MPEMMHAHUS UCKIIOYAIOTCsl, HO eciu 0e3 pas-
neneHus ¢pas WM NpeasioKeHU He 000UTUCH, UCTIONIB3yeTCs ClIoBO Stop (Touka). Ha-
npuMep:

Will arrive Monday flight BA 247 stop please meet
[Tpubyny nonenensHUK peiicom BA 247 Tuk moxkanyicta BcTpedyaiTe

B tenerpamMmax wacto mepemaroTcs yMciia—/IaThl, IEHbI, HOMepa U T.1. MHorna mud-
PBI UIITYT OOBIYHBIM 00Pa3oM:

Arriving London Wednesday Flight BA 247 ITpu6yny JIonmon cpeny petic
BA 247

Will depart Monday May 15 at 10 pm Panam flight 62

BbLIETAIO MOHEAENbHUK 15 mas B 10 Beuepa pericom [lanamepukan 62

3avacTyto ObIBae€T HEOOXOAMMO NEpelaTh BaXKHbIEC YKCIa HE HU(PpaMu, a Tponuckio. B
ATOM CITy4ae JIBYCOCTABHBIE YNCIUTEIbHbIEC TUUTYTCS CIUTHO:

21 —  twentyone, twentyfirst
165 —  onehundred and sixtyfive
2427 —  twothousand fourhundred and seventytwo

54890 — fiftyfourthousand eigbthundred and ninety



Tax:xe yuCIuTEILHLIC B TCJIICTpaMMax MOT'yT THUCATHCA CIICAYHOIINUM o6pa30M:

21 —  twoone

165 —  onesixfive

2472 —  twofourseventwo

54890 —  fivefoureightninezero
6007243 —  sixzerozeroseventwofourthree

Hanpumep: Arriving twentyeight by train (from) Amsterdam
[Tpuesxaro 28-ro moesnoMm (13) AMcrepaama
Shipped Paris twofourzeroeight tons ore Ornpasneno [lapuwxk 2408 TOHH py /bl
Please fax onezerodoubletwosixthree
®akcupyiite (1o Homepy) 102263

TpanuuronHbie HOPMYITBI BEKIUBOCTH, KaK BBI YK€ JIOTAAINCh, B TEJIETPAMME OTISIThH
KE TPAKTUYECKH HE YMOTPEOJIAIOTCS, HO 3aTO aKTHBHO HCIOJIB3YIOTCS cioBa Kindly u
please, 6€3 KOTOPBIX MOKHO OBLTIO OBI 0OOUTHCH B OOBIYHOM MHCHME. Bee neno B ToM, 4To
aHrnuiickas ¢pa3a Tumna:

... confirm cable...
MOJKET 03HAYaTh MO0 «IOJATBEP)KAEM TEIEeTrpaMMy», JINOO «MOATBEPAUTE TEIETPAMMY.
J111s BEIpayKeHUS TPOCHOBI B aHTTIUIICKOM TeierpadHOM CTUJIE ObLIO YCIOBIEHO MCIOB30-
Bath cyioBa kindly u please:

... kindly confirm cable...

... please confirm cable...

IPOCHM MOATBEPIUTH TEIETPAMMY

Ecnu ke peub muer o BalieM MOJATBEPKIACHUH B MOJYYEHUU TEJIErpaMMbl, B TAHHOM
CIIy4ae ClIelyeT UCTIOIb30BaTh (POPMBI JINOO0:

... confirming cable...
MOITBEPXKIACM TEIIETPAMMY
...we confirm cable...

MBI TIOJTBEPKIaEM TEIETPAMMY

3ameTrM, 4yTO (POPMBI HA -ing B TelerpaMMax Ha aHTJIMICKOM SI3bIKE MOTYT O3HA4aTh
KaK COOOIIeHHE OT UMEHU HECKOJBKHX YEJIOBEK, TaK U OT UMEHHU OJIHOTO ueioBeka. Ha-
npumep, dpasa:

Arriving Friday
MOJKET UMETh JIBa 3HaUCHUs: 1. mpue3kaeMm B MATHUILY; 2. MpUE3IKAIO B MATHHUILY.
To xe camoe u ¢ ¢pa3oi:
Looking forward seeing you
l.>x1em BCTpeuu ¢ BaMu;
25Ky BCTpEYH C TOOOM.

B Tenerpammax mepenaetcs, Kak IpaBHIO, CpOUHas HHPOpPMAIIHs, CPOUHBIE TPOCHOBI,
OTKa3el U T.1. J{7s BeIpaskeHus: mpochbObl kpoMe pacnpoctpanennbix kindly u please uno-
r7la UCTIOJB3YIOTCS KOHCTpYKIuu Trma would be... Hampumep:

Would be grateful for making hotel reservation for me

BbbUT Ob1 OnaroapeH 3a OpOHUPOBAHUE B TOCTUHULIE HOMEPA JIsl MEHS
Would appreciate being met on arrival

bo1n 661 pajg BcTpede o npuObITUN

OTka3bl B TeJaerpaMMax 0ObIYHO BBIPAKAIOTCS C UCIOJIB30BaHUEM (POPMYII C SOITY
not... (K-CoXKaJIeHHU10, He...) U regret... (K COXKAJICHHIO...).



Sorry not visiting you this time thanks invitations
CoxalleHHI0 He IIPUENIEM 3TOT pa3 cracu00 MpUriIalleHHs
Regret cannot visit you this time

CoxalleHHI0 HE CMOKEM MpUexaTh BaM ATOT pa3

Ms1 yke TOBOpPWIIM, YTO U3 TEJerpaMM HE BCErjJa HMCKIIYArTCS BCIOMOIaTelIbHbIE
cioBa U (popMyJIbl BEAIIMBOCTU. B Tenerpammax Ha aHTJIMHACKOM SI3bIKE BIIOJHE YMECTHBI
WHOTJIa MPEJJIOTH, COI03bl, MpUJIaraTelibHbIe U APYTrHe CI0Ba, OOBIYHO HE MPHUHSTHIE B Te-
nerpaduom ctuie. KoHeuHo ke, Takue OTKJIOHEHUS OT OOLIEMPHUHSATOro TeserpadHOro
CTHJISI BOBMOXHBI B Te€JIerpaMMax JJMYHOCTHOIO XapakTepa. Tak, Hanpumep, T0BOJIBHO TH-
IUYHBI CIEAYIOLIUE TeIEerPaMMBI:

Heartly congratulations on your birthday Cepneuno mo3npasisito ¢ THEM POXKIACHUS
Heartly congratulations on your new post (nomination)

CepaeuHble O3PABICHUS 110 CIIYYar0 BAallIEr0 HOBOI'O Ha3HAYEHHUS

Best wishes and congratulations on your marriage Hamny4miue noxxenanus u mo-
3/IpaBJICHUS CO CBAIbOOM

Best wishes to you both from Ivan

Haunyumue Bam nosxenanust ot MBana (cBajeOHOE MMO3/1paBIICHUE)

Tenerpammel, TJ1e COXpaHIIOTCA UHOTA BCIIOMOIraTeNIbHbIE CJIOBA, MOTYT OBIThH TIOCBSI-
IICHBI HE TOJILKO PaJIOCTHBIM COOBITHSIM.

Harmpumep:

Have my deepest sympathy in your greif

[TpumuTe Mou riyOouaiiiive co00Ie3HOBaHUS B BAIlIEeM TOPe
Accept sincere condolences m your loss

[TpumuTe uckpenne cobonesnoBanus B Bameit yrpare

HeodunmaneHelil XxapakTep TelerpaMM MpeArnoiaaraeT 1 BO3MOXHBIA HEO(DUIINATbHBIN
NoaX0J K HOopMmaTtuBaMm TenerpadHoro ctuis. [IpuBeaeHHble HAMH MPUMEPHI 37€Ch U B
OPWIOKEHUH JTAJIEKO HE UCYEPIBIBAIOT BCEr0 pazHOOOpa3us UCKIKOYEHUN U3 IpaBuil, HO
Jal0T, Ha Halll B3I, JOCTATOYHOE MPEICTABICHUE O MPUHIHUIIE COCTABICHUS HEO(DULIN-
AJIbHBIX TEJIErPaAMM.

b. O¢puumansusie Tenerpammel. Eciiu B HeoUUMaIbHBIX TelerpaMMax JI0IMyCKaeTcs
ynotpebiienne GopMyJl BEKIMBOCTH U, KA3aJIOCh Obl, JIMIIHUX CJIOB, YMECTHBIX B IMHUCH-
MaxX, HO HE MOJYyYMBIIMX MPU3HAHUS B TeJerpaHOM CTHIIE, TO JEJIOBbIE TEJIErpPaMMBbI
JABHO SIBJISIIOTCS M, HAJ0 JyMaTh, OyIyT SIBISATHCS CBOCOOPA3HBIM ATAJOHOM KPATKOCTH.
N3 TexcTa nenoBbIX TeerpaMM U3bIMAIOTCS IPAKTUYECKU BCE CJIOBA, 0€3 KOTOPBIX MOKHO
obOolTucek. B pesynbpraTe mosydaercsi HEKMil CMBICIOBOM CKEJIET, KOTOPBIM, KCTAaTH, TOJI-
Bepraercs ele 60s1ee CUIbHOMY CKaTHUIO 33 CYET BEJTMKOIO MHOXKECTBA COKPAIICHUH.

JleficTBUTENBHO, B IETIOBOM MEPENUCKE MPUHSITO MOCTOSIHHO CChUTATHCS HA KaKOU-THO0
JOKYMEHT, ONPEJECICHHbIE CJIOBA MJIM CIOBOCOYETAHUSI HACTOJBKO YaCTO YHOTPEOIISIFOTCA,
YTO €CTECTBECHHO MpPOIIE W JEIIEBJIE 3aMEHHTh HMX OOIIENPUHATHIMH COKPALICHHUSIMH.
Kcratu ckaszarh, COKpaIieHus 3TU MOCTENICHHO HAYMHAIOT YIOTPEOIATHCA M B OOBIYHBIX
JIEJIOBBIX MHCbMaX, U B TEJIEKCAX, U JIaXke B TEIE(POHHBIX JEIOBBIX MTEPErOBOpax.

Hauboinee yacto ynoTpeOastoTcs B I€IOBBIX TEJIErpaMMax COKpallleHHs, 0003Havaro-
M€ CCBUIKY Ha JOKYMEHT WM Ha TesneoHHbIN neperoBop. CokpallleHus nuurytcs 0e3
TOYEK MOCIE OT/IEIbHBIX OYKB.

Hampumep, oOuienpuHATHIMU SBISIOTCS COKpallieHus ¢pa3, KOTOpble MUIITYTCs 0€3 To-
YeK:



relet (= referring to letter) CCBUIAsICh HA MUCHBMO

recable (= referring CCBLUIAsICh HA TEIETPAMMY

to cable)
rephone (= referring CCBUIAsACh Ha Telae(OHHBIE IEPETOBOPHI

to phone)
refax ( = referring to fax) CChUTasICh Ha Tenedakc
reourlet (= referring to our CCBhUIAsICh Ha Hallle MUChMO letter)
reourcable ( = referring CCBhUIAsICh Ha HaIlly TeJerpaMmy to our cable)
reourfax (= referring to CChUIasiCh HA Hai Tenedakc our fax)
reyourlet, reurlet (= re- CChUIAsICh Ha Baile mucbMo ferring to your letter)
reyourtel, reurtel (- re- CChUIAsICh Ha Baily Tenerpammy fencing to your telegram)
reyourfax, reurfax (= re- cchlIasich Ha Bam Tenedakc ferring to your fax)

CoOTBETCTBEHHO, Ha3BaHUS JIOKYMEHTOB, €CJIM OHU COCTOST U3 IBYX U 00JIee CJIOB,
Takke UMEIOT BU cokpamienuii: BL, blading (= bill of lading) xonocameHT

en (= credit note) KpPEJIMTOBOE aBU30

la (= letter of advice) W3BCIIICHUE

LC (= letter of credit) AKKpEIUTUB

SD ( =sight draft) TpaTa CpoUHasi MO MPEIbIBICHUIO
WR (= warehouse receipt) CKJIaJICKasl pacIiucKa

TR (=trust receipt) COXpaHHas pacIucka

KpomMe 3Tux cokpallleHuil TpUHSATO €Ie MHOTO JIPYrux, 0003HAYaIOIUX pa3InyHbIC
MOHSTHS, YCIOBUS, JOJKHOCTH, TOPTOBbIE TEPMHUHBI U T. 1., KOTOPHIE MOXXHO HAWTH B
IPUIIOKCHUH.

Hano ckazate, 4TO J1e10BbBIE TEIETpaMMbl MOTYT TiepeaBaThbes He KiepoM (in clear), To
€CTh OTKPBITHIM TEKCTOM, HO ¥ B 3aKOJIMpOBaHHOM Bujie. KoMMmepueckne Kol pe/ICTaB-
JSI0T c000M OYKBEHHBIE COUYETAHUSI, 3aMCHSIIOIINE CTEPEOTUITHBIC MpeioxeHus. Hampu-
Mep, TMHHOE BHICKA3bIBAHUE:

please cable whether and when letter of guarantee arrived
MPOCUM TeJerpagupoBaTh MOIYUEHO JU U KOorja (€CJId MOJy4eHO)

["apanTuitHoe MucbMO 1Mo KommepueckoMy koay «Unicodey», n3naHHOMY 4exocioBall-

ko ToproBoii nmanaroi OyneT UMETh BU/I:
JHMQP.

Mpb1 He cTaHeM TOAPOOHO paccMaTpUBATh KOMMEPYECKHE KOJbI, TaK KaK KOJIOBBIX
CIIPAaBOYHUKOB M3/JaHO J0BOJbHO MHOrO B Aurmu u CIHIA, u cnennanuctam OyjaeT He-
TPYAHO UX HAWUTH.

TenerpamMmbl He SBISIOTCS €IUHCTBEHHBIM CIIOCOOOM OBICTPO mepenath HHPOPMAIHIO
B MMCbMEHHOM BHje. Bce 0obIyro MOmyIsipHOCTh 3aBOEBBIBAIOT TEIEKCH M TelIe(haKChl,
TEKCTHI KOTOPBIX MOXHO TAK)K€ CUUTATh YaCThIO MUCEMEHHOTO JIEJIOBOTO ITUKETA.

Oo6pa3zubl Teaerpamm (Heopunuanbubie)

1.Looking forward seeing you best regards.
Knem BcTpeuu (¢) Bamu (C) HAWTYUYIITUMU TOKeJIaHUsIMU B 3Tol TenerpaMmme nocie 3a-
KIIIOUYHUTEIBHON (popMyIibl BexkJIUBOCTH (best regards) MoeT ObITh yKa3aHO UMS OTIIpa-
BUTES.

2.Looking forward with great pleasure (to) seeing you stop with very best regards yours



Alexei
C GoybIIUM YJIOBOJICTBHEM JKIIy HAIEH BCTPEUM TYK C CAMBIMH HAMITYYIIAMH TTOXKETa-
HusIMU Batl Asekceid [IpuMep ¢ OTKIIOHEHUSMU OT OOBIYHOTO TenerpadHOTO CTHUII,
KOTJIa OCTaBIIIOTCS BCIIOMOTATEIbHBIC CIIOBA M BBOJISATCS JOIOJHUTENbHBIE (HOPMYITBI
BEeXKIMBOCTH (great p;esurel, very best regards your)
3.Looking forward (to) visiting you will cable arrival as soon as possible.
XKnem Hamrelr BcTpeun (= mpue3aa K BamM) COOOIIUM TeJIerpaMMoOi MpUe3ie Kak MOKHO
paHbIIe
4.Thanks cable expecting you
Cmacu0o (3a) TenerpaMmy *IeM Bac
5.Welcome Leningrad wire flight number
Jlo6po noxanoBats B Jlennnrpaz renerpadupyite HoMep peiica
6.Sorry not coming this time stop looking forward future occasion
(K coxaJIeHUIO He Tpuey (B) 3TOT pa3 TUK XKy CIEAYIONIeH BO3MOXKHOCTH
7.Please make hotel reservation
[Ipormry 3a0poHUPOBAaTH HOMEP B TOCTUHUIIE
8.At 10 am Flight PA47 from London
B 10 ytpa peric PA47 u3 Jlonnona

O¢puuuajabHbie TeJIErpaMMBbl

9.Following dates change cannot attend conference
W3-3a nmepeHoca Aat HE CMOTY IIPUCYTCTBOBATh KOH(EpEHINH
10.Dr Petrov regrets cannot accept your invitation
J1-p IleTpoB cokaneHnIo He MOXKET IPUHATH BAIIE IPEIIOKEHNE
11.Group arrives May second please book six double rooms
['pynma mpuenet 2-ro Masi IpOCUM 3aKa3aTh HIECTh JBYX MECTHBIX HOMEPOB
12.Kindly confirm your attendance conference
[Tpocum noATBEPAUTH CBOE MPUCYTCTBUE (HA) KOH(epeHuuu
13.Going London next week conference stop could be Oxford
Eny (B) JlIongon (Ha) koHdepeHuio (Ha) CIeayIONIe Heene TUK MOXKET Oy 1y (B)
Oxkcdopae
14.Arriving Berlin 15 flight LG647
[Tpuneraro (B) bepnun 19-ro peticom LG647

JesioBble TeJerpaMmmal

1. Yourlet twentyfourth march accept your price payment as contract LC against docu-
ments
Bame nucsmo (ot) 24 mapra Bamy neHy npuHMMaeM OIUlaTa COIJIaCHO KOHTPAKTY
AKKPEIUTHUB MPOTUB JOKYMEHTOB

2.Reurcable twentythird January agree payment eighty percent by irrevocable con-
firmed LC against documents sending contract for signature
Kacarenbno Bamieil tenerpammsl (0T) 23 siHBaps coryiacHsl (Ha) omuiaty 80% 6e30T-
3bIBHBIM TOJTBEPKICHHBIM AKKPEIUTUBOM IPOTHB JOKYMEHTOB Bhichulaem KOH-
TPaKT Ha MOJIUCH



3.Regret cannot offer sixhundred cars cif Liverpool stop please cable whether you can
accept fivehundred if so will cable quotation
K coxanenuto He moxkem npeoxknutb 600 mamma CU® JluBepmnyiib TUK TPOCUM Te-
aerpadupoBaTh MOXKETE JIU NPUHATH NATHCOT. ECIM 1a TO BBILIJIEM PACLIEHKH.

4.Y ourtel fifth august cable guotation CIF Liverpool shipment September
Bama Tenerpamma ot 5-ro aBrycra, BeichliaiTe Tenerpadom pacrienkun CUOD Jlusep-
nyJsib. JloctaBka (B) ceHTsIOpe

5.Airmailed today two copies contract 182 sixhundred watches class DBX-102 letter
follows
Bricanu Bo3aylIHOM MOYTOM J1Ba AK3eMIUIApa KoHTpakTa (Ha) 600 yacoB kiacca
DBX-102. [TuceMo cienyer

6.Cannot decode yourcable twentythird January please repeat in clear
He moxem nexkonmposarh Bamnly tenerpammy ot 234 sgHBaps IIPOCUM NOBTOPUTH B
KJIepe

7.Shipment two cargoes first half november third cargo second half november
OtmpaBiieHre JByX NapTUi (MpOU3BOAUTE) B MEPBOM MOJIOBUHE HOSIOps. TpeThio
napTHio (OTIpPaBbTE) BO BTOPOM MOJOBUHE HOSOPS

§ 2. Tesekcsol

OnepaTUBHOCTH CBA3M—O/HO W3 BaXKHEHIIMX yCJIOBHUI cOBpeMeHHOro ousneca. Huc-
KOJIbKO HE YMaJisisi JOCTOMHCTB TPATUIIMOHHOM KOMMEPYECKOW KOPPECTIOHIEHIINN, HAJ0
pU3HAThH, YTO OJIHUMHU MUCbMaMH U TeJIehOHOM ceiuac HUYEero He penuTh. Tenekc uiu
Tenedakc—oO0s3aTeNIbHBIA aTPUOYT COBpEeMEHHOM (PupMbl, 160 O€3 HUX HEMBICIUMA ObI-
CTpasi IBYCTOPOHHSS CBSI3b C KOHTPAreHTaMH.

Tenexcom (ot anri. telex (= tel(etypewriter) + ex(change)—«reneTaiiHbI 0OMEH )—
Ha3bIBAaeTCA JIMOO TEJIETAWITHBIN ammapaT JJIs MepeJavyd TeKCTOB, MO0 caM TEKCT, Te-
penaHHbI 1o Teneraimy. B ganpHeleM Mbl OyJieM HCIOIb30BaTh CJIIOBO «TEJIEKC» BO
BTOPOM 3HAYCHUH.

Jlist mepenaun Tenekca HeoOXOAMMO 3HATh KOJ| MOJTydaTelisi, a TakKe KOJ CTpaHbl U
ropojia, T/Ie HaXOIUTCS TEJCTAHITHBIN armapaT MoJTyqaTels.

WMHorna MOXKHO yCHbIIIaTh WM BCTPETUTH B PA3IMYHOTO PoOJia PyKOBOJACTBAX yTBEP-
KIACHUS O TOM, YTO TEJIEKC—ATO TeJerpaMMa, COCTaBJIEHHAs MO BCEM IpaBWjaM Telie-
rpadHoro ctuis. 9To HE coBceM Tak. Hampumep, B Tenekcax 4acTo MCMOJIb3YyeTCsl yKa3a-
HUE Ha KOHKpeTHoe nuio (Attention line), uero He BCTpETHIIb B OOBIYHBIX TEJIETpaMMax.
VYkazaHnue 3To MUIIETCs MOCe ajpeca U HoMepa TeleKca MoyJyaTens, T.€. TaK jKe, Kak U B
OOBIYHOM JIEJIOBOM TTHUCHME.

B tenekcax, kak ¥ B MUChMax, UCTIOJIB3YIOTCS M JPYTHE OOBIYHBIC PEKBU3HUTHI TPAJIU-
IIMOHHOW KOPPECTIOHICHITNN: BCTYMUTEIHHOE MPUBETCTBHE, 3aKIIOYUTENIbHAS (GopMya
BEKJIMBOCTH, 00S3aTEIPHO yKa3bIiBaeTcs Aarta. OgHAKO HEMOCPEACTBEHHO TEKCT TelleKca
WHOTJIa MOXET MPHUOJINKATBCSA K Tenerpad)HOMYy CTHIIIO, HE BCETJa COXPAHSIIOTCS MECTO-
UMeHus BO (pa3ax TUMa:

We received your order No ...
MBsI nonyuuninu Bai 3aka3 Ne

Ota, Hanpumep, (Hpaza MOKET MOTYyUYUTh CIACAYIOIIUA BUI:
Received order No ...



[Tomyunnnm 3aka3 Ne ...

Takue coxpaieHus] TEKCTa BO3MOXKHBI TOTJA, KOTJa MCKIIOYCHBI JI00as MyTaHWula U
HESICHOCTh CMBICTIA.

OdopmiisieTcst TEKCT TeJeKca TakK ke, KaK M TeKCT JeJI0BOro nmucbMa—iInbo B Gpopme
«0nok», 10O ¢ BbIACNIEHHEM a03aleB ¢ KpacCHOU CTPOKU. TyT NPUHIIMIUAIBHONW pa3HUIIbI
HET M pacIoJIOKEHUE TEKCTA 3aBUCUT OT TOr0, KaK HACTPOEH TEJIETANIHBIN armapar.

B xonue Tenekca mnocie 3aKIIOUYUTENbHON (DOPMYJIIBI BEKIMBOCTH TUIIETCS (haMUIUs
MOJMUCABIIET0. 3aBEPIIACTCA TEJIEKC TEXHUYECKMMU PEKBU3UTAMHU: HOMEPOM U KOJOM
TEJeKca MOoJy4yaTesis, HOMEPOM M KOJOM TeJeKca OTIpaBUTENs, 3HAaKaMH aBTOOTBETA,
BpEMEHEM B MUHYTax M CEKyHJax, 3a KoTopoe Obul nepenan teiekc. Kcratu, ormara 3a
nepeady TeleKca HCUMCISETCS B 3aBUCMMOCTH OT BpPEMEHH, 3aTpaue€HHOro Ha Mpo-
XOXJICHHE TeKCTa 4depe3 Teneraim. [losTomy Tenekchl, Kak MpaBWIIO, HE MPEBBIIIAIOT
IByX-Tpex ab3areB. CokpallieHre JUIIHUX CI0B BO3MOXKHO, HO HE JI0 TaKOW CTETEeHH, KaK
B TeJIerpaMMax, ¥ He B yIiepO BHENIHUM W BHYTPEHHUM (HOpMyJiaM BEXIUBOCTH (YTO TO-
e MMEeT CBOM CMBICI). 3HAKM MPENUHAHMS B TEJIEKCaX TAKKE COXpaHSIOTCs. MHBIMU
CIIOBaMHU, TelIeKC—OOBIYHOE KPATKOE JETOBOE MUCHMO, B KOTOPOM MOTYT UCTIOJIB30BATHCS
OOIIETPUHSATHIC TOPTOBBIE COKPAIIEHUS CIOB. BHEUTHUI BUA M XapakTep M3JI0KCHHS Te-
JIeKca TMOYTH TaKUe e, KaK U B TPAAUIIMOHHOW MEPENUCKe, YTO BHIHO W3 CIETYIOIINX
JIBYX PUMEPOB:

03821172 CGY

121430 +

121349 PTB SU

28.06.90

N 11509

Attn. of Mr. Robert Smith

Dear Mr Smith,

We have received your telex No 28645 of 26.06.90 where you offer us your goods. We

are in the market for cameras and would ask you to send us your free catalog and

quotation for fifty cameras Olympus AZ 300 CIF Leningrad. .

We hope to receive your reply as soon as possible.

Sincerely yours,
Ivanov

+

03821172 CGY 1

121349 PTB SU

2 min 26 sec

03821172 CGY  (HOMep U KOJI TeJeKca MoJIyyaTess)

121430+ (3HaK aBTOOTBETA)

121349 PTB SU  (HOMep U KOJI TeJeKca OTIPaBUTENS)
28.06.90 (mara)

Nel1509 (perucTpallMOHHBIA HOMED)

03821172 CGY  (HOMep U KOJI TeJieKca MoJrydaTess)

Buaumanwto r-na Po6epra Cmuta
YBaxaembiii M-p CMUT,
Mb1 nonyuunu Bam tenekc No28645 ot 26.06.90, B KOTOpOM BBI IIpe/jiaracTe HaM CBOU



ToBap. MBI HaMepeHBI MOKyNaTh (OTOKAMEPHI U XOTENH OBl BaC MOMPOCUTH BBHICIATH
HaM OeCIUIaTHBIA KaTaJorT U PaclieHKH Ha maThaeciaT kamep Olympus AZ 300 CUD Jle-
HUHTPAJI.
Hapneemcsa nonyuuts Bam oTBET Kak MOYKHO CKOpEE.

Hckpenne Bam,

HNBanos
03821172 CGY
121349 PTB SU
2 MuH. 26 cex. (IpOOIKUTENIBHOCTD MEPEIAun TEJIEKCa)
Dear Mr Smirnoff,

Received your samples # 52 and 76.

We send you a trial order for these models.

Please confirm the reception as soon as possible.

We will also try to fax the drawings on Friday, so far no success.
Kindest regards,

256586

YBaxaembiii M-p CMUPHOB,

[Tonyunnu Bammum o6pasiel Ne52 u 76. BeIChIIaeM BaM MPOOHBIN 3aKa3 HAa 3TU MOJICIIH.
[TpocuM noaTBEPAUTH MOTYyUYEHHUE (3aKa3a) KaK MOKHO CKOpEe.

MpI Taxoke momnsiTaeMcsi pakCUpoBaTh YEPTEKH B MSATHUILY, TIOKA K€ Oe3ycnentHo (TIbi-

TaJUCh BBIUTH HA CBS3b).
C HaMITy4YIIUMU MOXKETAHUSIMU,

256586 (HoMep Tenekca)
§ 3. Teseakcnl

Tenedakc, win CcokpalieHHo (pakc,—3TO YCTPOIMCTBO, MO3BOJSIOIICE MEpeaaTh HH-
dbopmManuio 1o TeneGoHHBIM WK paguokaHaiaMm. C MOMOIIbIO CENHUATBHOTO KOJIUPYIO-
miero ycrpoiictea MOJIEM (MoaymisiTop/aeMoaysaTop) mepeaaeTcss He TOIbKO TEKCT, HO
u m00o0e rpaduueckoe n300paxeHue, KOTOpPOe Mo MOTYyYEHUU OTIEYaThIBACTCS HA CIICLU-
aMbHOU (PaKCUMUITBHOM TepMOOyMare.

dakcoM Tak)Ke Ha3bIBACTCA CaMO MEPEeTaHHOE N300PKEHHIE UITH TEKCT.

B anrnwmiickoil si3pike cioBO fax siBisieTcsi cokpareHuem cioBa facsimile, koTopoe
IPOU30IIO OT JABYX JIATUHCKUX ocHOB—fac (zmenail) u simile (oaunakoBo). Ha3Banue
ATOTO BHJA Mepenayn WH(OpMaIuu, Kak Mbl BHIUM, JOBOJIBHO TOYHO TMEPEIAECT CMBICI,
WHAYe TOBOPS, B pe3ysibTare (PaKCHpOBaHUS TMOIYYAIOTCS WACHTUYHBIC KOMHH (€CIH, KO-
HEYHO, UCTOJIb3yETCsl KAUeCTBEHHAs arlaparypa).

Crour nepenava 1o (akcy HECKOJbKO J0poxke, ueM Tenekc. Eciau, nanpumep, 3a Mu-
HYTY Nepeaaun TeJeKkca B ABCTpaJIMIO Hal0 OyAeT 3amiatuth 3,60 pyOsis, TO MUHYTa CBSI-
31 o akcy ¢ Toi xe ABcrpanueii crout 14.00 pyOGieit.

Ha nouToBBIX OTHENEeHUsIX, OCHALIEHHBIX Tele(akcom, cOOOIIAOT, YTO OIIaTa MPOU3-
BOAMTCS 32 JUCT 00bIYHOTO (popmaTa. By/ib OH MOJHOCTBIO' UCITUCAH WJIM MTYCTh Ha JIUCTE



OyZeT HamucaHo BCETO OJHO CIOBO—IuIaTta OyaeT oaumHakoBoi. He Oyaem BgaBaThCs B
noAPOOHOCTH LIEHOOOpa30BaHMUsl, BE€3/I€ CBOU MPaBUJIA.

g nepenaun ¢axca HEOOXOAMMO 3HATH HOMEp U Koj moisydarens. Popma u coaep-
*aHue pakcoB camble pazHOoOOpa3Hble. MHOTHE OpraHU3aliy, UMEIOLUE CBOU Tenedakc,
00BIYHO TI0JIB3YIOTCSI PUPMEHHBIM OJIAHKOM CIEIUAIBHO COCTABICHHBIM J1J1s1 0)OPMIICHUS
dakcoB. Hanmpumep, Takoit OJaHK UMEET TPaJUIIMOHHBIN 3ar0JIOBOK, TIOCIIE KOTOPOTO MO-
I'YT YKa3bIBaThCs CIEIYIOUIUE TaHHbIE:

attn: From:
Company: Ref.:
Country: Date:
Fax Noe: Page(s)
including this page

B nomo06upIii O1aHK OT PyKH YK€ MOTYT BIIMCHIBATHCSI MMEHA, HA3BaHUs, HOMEpa U T.II.
[Tocne aToit nHpOpMaNUU CleayeT HEMOCPEACTBEHHO TEKCT WM M300pakeHue. TekcT He
00s3aTeNbHO MOKET OBbITh HaleyaTaH, MHOTJIa HEOOXOJUMO Mepenarb oOpaslbl Mmovyepka
WJIM MOJIIUCH, C YeM Telieakc OTIIMYHO cripaBiisgeTrcs. KoHeuHo, MOCTOSSHHO TO0JIb30BaTh-
csl 0OLIECTBEHHBIM TeIe(haKCOM—I0POroe yJI0BOJIbCTBUE. Toraa ero MokHO MPOCTO Ky-
NUTb—CTOUT OH oko0Jio 1000 goJImapoB, HO 3TU PacXObl, HAJIO AYMaTh, OBICTPO OKYTISTCS,
TaK KakK 3a4acTyro Tenedakc ObIBACT MPOCTO HE3AMEHUM U €ro OTCYTCTBUE MOXKET 00ep-
HYTHCS] IPUIMYHBIMH, HO YITYIIEHHBIMH H3-32 HEONIEPATUBHOM CBSI3U CYMMaMHU.

CaumkoM MHOro npuMepoB (DakCOB Mbl MPUBOAUTH HE Oyaem, u00 (PakcoM MOXKET
OBITH JTF000E TUCHEMO, JCIOBOE WM HeoPHIManbHOe (ObIBACT U TaKoe) MO0 YEPTEkKH, JTH-
60 KapThl, 60 PoTorpadun, Kopode, BCe YTO YrOHO.

B 3akmtouenne 106aBuM, 9YTO KpOME TaKUX 3aMEUaTEIbHBIX CPEJICTB CBS3H, KaK TEIIEKC
u tenedakc, B mociueaaue roAsl B EBpone m AMepuKe aKTHBHO Pa3BHUBACTCS Tepeaadya
uHGOPMAITHN 110 KOMIBIOTEPHBIM KaHalaM. B 3TOM cilydae KOMITBIOTEP TMOIKITIOYAETCS,
KaK u Tenedakc, K TeNeOHHON CeTH, a pacrevyaTbiBacT HHPOPMAIIHIO TTOCIIE IEKOIUPOBa-
HUS TIPUHTED.

HPUJIOKEHHUE
1. HexoTopsbie BaxkHbIe NPAaBUJIa AHTIMHCKON MYHKTyauuu u opgorpaduu

Touka
Kak u B pycckoM si3bIKe CTaBUTCS B KOHIE TpeJiokeHus. B KoHIle 3arojoBka, Kak
IPaBUIJIO, HE CTABUTCHA.
I'eorpadmueckue cokpamenus Tuna Mr Dr USA USSR moryT mucatbest Kak ¢ TOYKa-
MU, TaK 1 0e3 Touek. B HacTosiiee BpeMs npeBaiupyeT TEHICHIIUS HATUCAHUsI O€3 TOYEK.
3anaras
1. Kak u B pyccKOM sI3bIKE pa3feisieT OJHOPOJHbIC YJICHBI MPEJI0KEHUS, OJHAKO, B
OTJIMYUE OT PYCCKOTO SI3bIKA, YaCTO CTABUTCS MEpe] MOCISAHUM U3 TPeX WU 0oJjiee 0JTHO-
POJHBIX WICHOB, €CJIM IaXKE MEPE]l HUM CTOUT COK03 «U»:
The sky was blue, clear and high.
2. Kak u B pycCKOM SI3bIKE, BBIJICISET MPUIIOKEHHE C TOSICHUTEIbHBIMU CJIIOBAMH,
CTOSIIIIEE MOCIIE OMPENEIIIEMOro CyIIECTBUTEIBHOIO:
Moscow, the capital of the Soviet Union, is a wonderful city.



3. Beigenser caMOCTOSITEIIbHBIN TPUYACTHBINA 000POT:
Having finished the lesson, I went home.

4. Kak 1 B pyCCKOM $f3bIKE€, BBIJICJISICT BBOJIHBIC CJIOBA, CJIOBOCOYETAHUS U BBOJIHbBIC
PEAJIOKEHUS:

I knew, of course, that someone would come home.

5.Kak u B pycCKOM SI3bIKE, BBIJCISIET OOpAILCHHUS:

Freinds, Romans, countrymen, lend me your ears.

Opnnako, B OTJIMYHME OT PYCCKOTO si3bIKa, OOpallleHHe B Hayaje MUCbMa BBIICISIOTCS
3ansaToi. B pyccKoM sI3bIKe B TIOJIOOHOM CJIydae CTaBUTCS BOCKIIMIIATEIIBHBIA 3HAK:

Dear Mr Johnson,

B CIHIA nocne oOpaiiieHus B IEJIOBBIX TUChMaX MOKET CTABUTHCS JIBOCTOUHE:
Dear Mr Smith:

6. CtaBuTcsl mepen MOANKCHIO, MOCIE 3aKIIOUYHUTENbHBIX (POPMYII B KOHIIE THCEM:
Yours truly, Sincerely yours,

7.B 0003HaYEeHHUAX AT OTAEISIET YMUCIIO OT roaa:
The contract was signed on the 25th March, 1990.

3arjaBHbIE ¥ PONUCHBIE OYKBBI

Ncnonb3oBaHue 3arjaBHBIX OYKB B aHTJIMMCKOM SI3bIKE HECKOJIBKO MHOE, YEM B pPYyC-
ckoM. C 3arnaBHbIX OyKB MUIITYTCS:

1. Imena my»ckue u xenckue: John, Mary;

2. ®amunuu: Thackeray, Scott;

3.Teorpaduueckue HazBanus: England, London;

4. mpunaraTelibHbIe, 00pa3oBaHHbIE 0T cOOCTBEeHHBIX MMeH: English, American;

5.Ha3Banue pac, 3THUYECKUX TPYIII, MOJUTUYECKUX MAPTUN U JIIOAECH, ITPUHAIIICKA-
mux kK HuM: Negro, protestant, Chartist, Communist;

6.Ha3Banus ngHell Hemenw, MECAIEeB, MPA3HUKOB U MpHUIIAraTeIbHbIX, 00pPa30BaHHBIX
oT Tex xe cioB: Monday, May, Bank Holiday, a Sunday morning, Sunday afternoon;

7.T'eorpapuueckue HasBanusa: The Rocky Mountains, The Green River, The Soviet
Union;

8.Ha3BaHnus raser, rocy1apCTBEHHbIX U IPYTHX YUPEKICHUM, OPraHU3alui, rocyaap-
cTBeHHBIX akTOB: the Times, the House of Commons, the Tower, the British Museum,;

9.3Banus u TuTynbl: Princess Ann, Captain Bob, President Bush.

[IpaBuna nepenoca

Kak u B pycckom, nepeHoc Bcerja noauuHeH cMmeiciy. Cienyer oOpaiiarh BHUMaHUE
Ha TO, YTOOBI MEPEHOC HE MPHUBOAMI K MCKAKEHUIO CMBICIA CJIOBA WJIH €Tr0 MPOU3HOIIIE-
HUSL.

1.B aHrIMiicKOM SI3bIKE HE PEKOMEHYETCS MEPEHOCUTh OJHO CIOBO HA CIEAYIOIIYIO
ctpanuily. He pekomeHayeTcsi MEPEeHOCUTh Ha CIIEIYIONIYIO CTPAHUIy MEHEE 4YeM JBE
CTPOKH, KOTOPBIC SBIISIOTCS TIOCIESIHUMH B JaHHOM a03arie TeKCTa.

2.Henb3s nmepeHOCUTh 3HAKHU MPENUHAHUSA, a TAKKE COKpAIllEHHbIE 0003HAYEHUS MEp
BeCa, VTMHBI, BpEMEHHU U T.JI., OTACJISISI UX TEM CaMbIM OT YHUCIUTEIBLHOI0, K KOTOPOMY OHU
OTHOCSITCSL.

3.Henb3st oTnensth nepeHocoM GpaMuiivio oT MHUIManoB. Henb3st pa3OuBaTh mnepeHo-
coM OyKBEeHHbIC a0OpEeBHATYPHI.

4.He pexoMeHayeTcsi IepeHoc IByX OYKB CO CTPOKH HA CTPOKY.

5.CnoBa, cocrosie U3 OAHOrO Cjora, HUKorga He mepeHocstcs: though, scheme,



through, height.

6. CoOcTBeHHBIC UMEHA M Ha3BaHUsI HUKOTA He paszaenstorcs: Moscow, London, Rich-
ard, Africa. 30eraiite nepeHoca coOCTBEHHBIX cOCTaBHbIX Ha3BaHMil: the Atlantic Ocean,
Latin America.

7.YacTu CIOXKHBIX CIOB (COCTOAIINE U3 ABYX HIIM 0OJiee MPOCTHIX, COCTUHEHHBIX JIe-
¢ucom) MOTYT OBITh NEPEHECEHBI CO CTPOKU HA CTPOKY TOJBKO HA MECTE COCIUHEHUS Jie-
dbucom: blue-grey, matter-of-fact.

8. B mpou3BOHBIX CJIOBaX MOTYT OTHENAThCS mpedukchl u cyddurcor: dis-like, intro-
duce, pro-long, pre-pare, acknowledgement.

9. lIBe cormacuble nepen cyhPpurkcom, HAUMHAIOIMUMCS C TIIACHOM, MOTYT OBITh pasfie-
JeHsl Tpu niepeHoce: respec-tability, depend-dent. Ho mpaBunsHbIME OyayT Takke mepe-
HOCHI: respect-ability, depend-ent.

10. Cydodukce -ing mpruyacTusi ¥ TEPyHIUS MOKET OBITH BO BCEX CIydasix MEPEHECEH CO
CTPOKHM Ha CTPOKY: concern-ing. B rmaronbnbix gopmax tuna sitting, travelling, rae npu
npubaBiieHnH cypdukca -ing KOpHEBasl COrjlacHas yJIBaMBAaETCs, YABOCHHBIE COIJIACHbBIE
pu mepeHoce pazouBaroTcs: sit-ting, forgetting, put-ting, travel-ling. Hanpotus, yaBoen-
HbIC COTJIACHBIC, MTPUHAJJICKAIINE K TJIArOJLHOM OCHOBE, MPHU MEPEHOCE pa30oMBAaThCS HE
moryT: add-ing.

11. Cydduxc Tperbero iuiia eTMHCTBEHHOIO yucia riarojia B Present Simple He me-
PEHOCHUTCS 1aXKe B TEX CIIydasiX, KOrja oH o0pa3yeT caMOCTOATEIbHBIN CIIOT.

12.Cyddukchl cpaBHUTENBHON U MPEBOCXOIHOM CTENEHH MpUarareIbHbIX MOTYT Ie-
PEHOCHUTHCSI CO CTPOKH Ha cTpoky: short-er, red-der, big-ger, short-est, red-dest, big-gest
(ynBamBaemble coTiiacHbIe mepes cyphuKcoM Mpu IepeHoce pa3ouBaroTCs) .

13.Cy(ddukc MHOKECTBEHHOTO YMCiIa CYIIECTBUTENbHBIX, AK€ B Cclydae, eClu OH
oOpa3zyeT camocTosTenbHbIN cior (houses), He TEPEHOCHUTCS.

14.Kopensb c10Ba MOKET AENUTHCSA Ha CTHIKE ABYX corylacHbIX. [Ipn 3TOM OHA M3 HUX
ocTaeTcsl Ha MPEeABIAYIIEH CTpOKe, Apyras IepeHocHTcs: sug-gest, embar-rasing, pas-
sive, bot tom, han-dle, bot-tle, this-tle, hus-band, magis-trate.

OcobenHoctu Hanucanus HeKoTopbix ciioB B CIIIA u BenukoOGpuranuu

B nacrosimiee Bpemst mexay CIIIA um AHrnumen Bce €lle COXpaHSIOTCS pa3indus B
HaAMMCAaHUH HEKOTOPBIX TPy c10B. OCHOBHBIE M3 HUX CIETYIOIINE.

1. CnoBa, OKaHYMBAIOLIUECS HA -OUr

English American Russian
behaviour behavior [IOBEJIEHUE
colour color I[BET
endeavour endeavor IIONBITKA
favour favor J100E3HOCTh
flavour flavor BKYC
harbour harbor raBaHb
honour honor YeCTh
humour humor IOMOD
labour labor TPy
neighbour neighbor cocenl
odour odor 3amax
vigour vigor cuia



2. CnoBa, OKaHUMBAIOIIUECS Ha -1

Centre center LEHTP
fibre fiber BOJIOKHO
kilometre kilometer KHJIOMET]P
litre liter JUTP
theatre theater Tearp

2. CIMCOK COKpaIlleHUH, yIOTPeOIIeMbIX B IEPETTHCKE
A.l.  BBICHIMH KJIaCC; B HAMJTYYILIEM COCTOSIHUU
ABC B andaBuTHOM TIOpAIKE
A.D. (= anno domini iar.) HamIe# 3psI
add ( = addition, address) momoyiHeHHE, aapec
advt. (= advertisment) oObsiBIeHHE, peKIaMa
Ag. ( = August) aBrycr
agcy (= agency) areHTCTBO
Am. (= America) AMepuka; aMepuKaHCKUN
Apr. (= April) anpenp
am. (= ante meridiem) (BO CTOJIbKO-TO) YacOB yTpa
arr. ( = arrival) npuOsiTHE, IPUOBIBAET
Aug.  (August) aBrycr
ave.  (avenue) aBeHIO
b. ( = born) poauBIIKNACS; YpOKEHEIT
B.A. (= Bachelor of Arts) GakanaBp UCKycCTB
BBC (= British Broadcasting Corporation) bputanckas Panuosematensaas Kopmo-
panus
B.C. (= before Christ) 1o Hauei 3psl
bot. ( = bought) (3a)xymuieHHBI!
Bros. (= Brothers) 6pates B.S. (c.) (= Bachelor of Science) bakanasp (ectect-
BEHHBIX ) HayK
bu. ( = bushel(s)) Oymiens (u) (Mepa emxoctu 36,3 1)

C. ( = centum jaT.) CTO
C. ( = cent (s); century, centimetre) eHT(bl); BEK; CAHTUMETP
ca (circa J1at.) OK0JI0; IPUOJIU3UTETHLHO

Capt. (= Captain) kanutan

Cent. (= Centigrade) crorpamycHas temneparypHas mkana (L{eabcus)

cf. ( = confer nat.) cpaBHU

co., ¢/o (= care of) ansa nepenaun (HAAMKUCH HA MUChMAaX )

C.0.D. (= collect on delivery) ymiara npu A0CTaBKe; HAJTOKEHHBIM TUIATEKOM
cp. (compare) cpaBHU

C.S.T. (= Central Standart Time) odpunnansHoe neHTpagbHOE Mosicioe Bpemst B CILIA
cub.  (+ cubic) kyOuueckwmii

cwt (= hundredweight) nentnep (B Aurnun—>50,802 kr, B CIIIA—45,359 kr)
d. ( = died) ymepmmii

Dec. (= December) nexadbpb

dep. (= departure) orpe3a; OTOBIBAET; OTIPABICHUE

dol. (= dollar(s)) mommap(b1)

doz. (= dosen(s)) mroxxuHa (bI)



Dr. ( = Doctor) nokrop

E. ( = East) BocTok

e. and o.e. ( = errors and omissions excepted) uckIrOYas OMIMOKH U MPOITYCKH
ed. ( = editor) pegakTop

e.g. ( = exempli gratia nat.) HarpuMep

e.o.d. (= every other day) uepe3 neHb; pa3 B 1Ba AHS

esp. (= especially) ocobenno

Esq. (= Esquire) ackBaiip

etc. (= et cetera iar.) U Tak gaiee

ex. (= example) npumep; HarpuMep
exc. (= except) 3a UCKIIOUYCHUEM
F ( = Fahrenheit) Temneparypnas mkana no dapeHreny

Feb. (= February) dbeBpann

fig. (= figure) uudpa; pucyHok; cxema

Fri. (= Friday) narauna

ft. ( = foot, feet) byt (30,5 cm)

gal(s) (= gallon(s)) ramuion (B Aurnuu -4,54 1, B CILIA—3,78 1)
gm. (= gram (me (d)) rpamm (bI)

Govt. (= Government) MpaBUTEILCTBO

G.P.O. (= General Post Office) rmaBHbIi TOYTAMIT

hr(s) (= hour (s)) gac (»I)

i/c (= in charge of) 3aBeayromumii; 1eKypHBIN; HAYATBHUK
1.e. (= 1d est mat.) TO ecTh

n. (inch(es)) mroitm(s1) (2,5 cm)

inst. (= instant) TekyIiero mecsia

[.O.U. (=1 owe you) s Bam noiokeH (popma 10ITrOBON PACIINCKH)
Jan. (= January) ssHBapn

jr., jun. ( = junior) MyaaAMIUK

Jun. (= June) utonn

Jul. (= July) utonp

kg. ( = kilogram (me)) kunorpamMmm

km. ( = kilometre) kumometp

L., Lat. ( = Latin) natuackuii

Ib(s) (= libra mar.) pynr (453,6 1)

Ltd ( = limited) (komMmanus) ¢ OrpaHUYCHHON OTBETCTBEHHOCTHIO
M. ( = Monsieur ¢p.) rocnouH

M.A. (= Master of Arts) MarucTp UCKyCCTB

Mar. (= March) mapt

memo. (= memorandum) MEMOpPaHIyM; TaMsTHAS 3aIHCKa
Messrs. (= Messieurs ¢p.) rocrnojaa

mi(s) (= mile (s)) muns (n)

Mile (= Mademoiselle ¢bp.) magemyazennb

Mme. (= Madame ¢p.) rocnoxa

Mmes (= Mesdames ¢p.) 1aMbl, TOCIIOKHU

mo(s) (= month (s)) mecsir (bI)

M.P. (= Member of Parliament) unen napyiamenTa



Mr. ( = March) maprt

Mr. ( = mister) rocioiH, MUCTEP

Mrs. ( = mistress) rocrnoxa, MUCCHUC

ms ( = manuscript) pyKonuch

N. (= North) ceBep

N.B. (= nota bene) HoTa-6eHe; momeTka; (OyKB, XOpOIIO BUIETH)
No (= number) HoMep (Takoi-10) (NOS—MH.YHUCII0)

Nov. ( = November) HOsI0PB

N.Y. (= New York) Hero-Hopx
Oct. ( = October) okT0pB

0.D. ( = on demand) o 3ampocy; o TpeOOBaHUIO
O/D.,OD ( = overdrawn) mpeBbIIIICHHBIH (0 KpeaAnTe)
O.K. ( = okay) Bce B mopsiaKe; COTIIACOBAHO

0Z. ( = ounce) ynius (28,35 r)

p. ( = page) cTpaHuia

p.a. (= per annum J1aT.) €XKEroJHO; B IO

par. (= paragraph) maparpad

pd. (= paid) ymmayeHo

pe. (= page) cTpaHuia

Ph.D. (= Philosophiae Doctor nat.) gokrop ¢unocoduu

p.m. (= post meridiem Jat.) (BO CTOJIbKO-TO) YaCOB MOy THS

P.O.B. (= post-office box) mouToBsIif AMIKK (KAKOTO-THO0 yUPEKICHUS )

pp. ( = pages) cTpaHUIIbI

pr. ( = pair) mapa

Prof. ( = Professor) mpodeccop

prox. ( = proximo Jart.) B cieaytomeM (Mecsie, rojly u T.11.)

P.S.,PS (= post scriptum J1aT.) MOCTCKPUNITYM; IPUITUCKA

P.P.S. ( = post post scriptum) BTOpO¥i MOCTCKPUIITYM; BTOpasi MPUITHUCKA
pt. (= part) yacTtb

P.T.O. (=please turn over) nepeBepHUTE, MTOKATYICTa; CMOTPHU Ha 000pOTE
Q.E.D. (= quod erat demonstrandum niat.) 4To U TpeOOBAIOCH TOKA3aTh

qr. ( = quarter) 4eTBEpTh; KBapTaj

qt. ( = quart (s)) kBapta (B Aurimuu—1,136m, 8 CHIA—O0, 146 )
R. (= right) npaBmJIBHO

R.C. ( = Red Cross) Kpacusiii Kpect

Rd. (= road) mopora; myTh

reed. (= recieved) nmosy4eHo; IPUHSATO

Rep. (= representative) peCTaBUTEIb

Rev. ( = Reverend) nmpenogoOHBIH (TUTYJT CBSIIIICHHANKA)

R.S.V.P. (=repondez s'il vous plait) oTBeThTE, MOXKaTyiicTa
Sat. (= Saturday) cy66oTa

Sec. ( = section) ceKIus; OTACH; OTACICHUE
Sen. (= Senator) cenatop

Sept. (= September) ceHTAOPH

Sh. ( = shilling(s)) mumuar(n)

St. ( = saint) cBSITOM (MCTOJIB3yETCS TIEPE] UMEHEM )



St. (= street) ynuna

st. (stone) anriu. mepa Beca (6,33 kr)
Sun. (= Sunday) BockpeceHnbe
t (=ton (s)) ToHHa (bI)

Thurs. (Thursday) uerBepr
T.0. (= turn over) nmepeBepHUTE
Tues. (= Tuesday) BTOpHHK

TV ( = television) TeneBuaACHUE
U.K. (= United Kingdom) Coenunernnoe KoposneBcTBoO
ult. (= ultimate) ucrekiiero mecsia

US., USA (= United State of America) Coequnennsie llltarer AMepuku
U.S.S.R. (= Union of Soviet Socialist Republics) Coro3 CoBerckux Conmanuctude-
CKHX pECITyOJIHK

v.g. (= very good) oueHb XOpOI1I0
V.O.P. (= very important person) BeCbMa Ba)XHOE JIU1IO0
Viz. (= videlicet n1aT.) TO €CTh; @ UMEHHO

W. (= Wect) 3aman

Wed. (= Wednsday) cpena

wk (= week) Henens

wt. ( = weight) Bec

Xmas (= Christmas) poxaecTBo

yd(s) (=yard(s)) spa(sr) (914,4 Mmm)

yr(s) (= year(s)) rox(sr)

3. Crmcok cokpaleHui, ynoTpeosieMbIX B I€TOBOM MEepPerrcKe

@ (= at, at the rate of) 3a, mo neune

AAR (= against all risks) ot ciy4aitHOCTe, TPOTUB BCEX PUCKOB

a/c (-= account) cuet

A/C (= account current) TeKyIui cyeT

admin (= administration) agMUHUCTpAIUs

ad val (ad valorem, according to the value) coriiacHo IEeHHOCTH; ¢ OOBSIBICHHOMN
IIEHHOCTH

AGM (= annual general meeting) exxeroanoe oo1iee coopanue

agt ( = agent) areHt

af (= advance freight) aBanc gpaxra

ann (= annual) exeroHsbIi

AOB  (any other business) mo0as apyras caenka

approx (= approximately) mpubnausurenbH(bIi)o

A/R (= all risks) mobas cayyaitHOCTh

Als (= account sales) otueT o mpogaxke ToBapa
asap (= as soon as possible) Kkak MOXXHO cKOpee
asst (= assistant) MOMOIITHUK; BCTIOMOTaTEIbHBIN
av (= average) B cpellHEM; CPEIHEE YHCIIO; aBEHIO

avoir (= avoirdupois) «3BepIbIONIONCH—AaHTIIMHCKas CUCTEMa MEp Beca JIJIsl BCEX
TOBApOB, KPOME OJIAarOPOTHBIX METAJUIOB, APATOIEHHBIX KAMHEH M METaJJIOB

back (= backwardation) ckuka Mo cpaBHEHHIO C KOTUPOBKOM TOBapa Ha OoJsiee
OJIM3KHE CPOKHU



bal («balance) 6amanc

bd (= board; bond) 6opt; obnuranus

b/d (= brought down) onyuieHHbIN, TOHWKEHHBIN

B/D (= Bank draft) Tparra, BricTaBiieHHass 6aHKOM Ha APyrou OaHK

B/E (= bill of exchange; Bank of England) nepeBoaHoii Bekcenb; 6ank «baHkK 0B
Nuarmuny

b/f (= broughr forward) nmepeneceno Ha Gosiee paHHUIN CPOK

bkpt («bankrupt) 6ankpoT
B/L (= bill of lading) xoHOCamMeHT

BN (- bank note) 6ankHOTA

B of E (= Bank of England) bauk «baak oB UHTmOHD)

bot (= bottle; bought) 6yTrinKa; KyrIeHHBIIHI

Bros (= Brothers) 6patbs (B Ha3BaHHIX KOMITAHHH )

bt (= bought) xynneHHbIi

c (= cent; circa, about) 11eHT; 0, OTHOCUTEIBHO

© (= copyright) aBTOpcKoe mpaBo

cap (= capital; chapter; capacity) cronuna; riasa; rpy30n04beMHOCTb, MOIITHOCTh
car (=carriage) Baros

cat. (=catalog (Am.), catalogue (Br.)) katanor

CD (=cash discount; corps diplomatique) ckujka npu yrjiaTe HaTUYHBIMU; JTH-

IUIOMAaTUYECKUN KOPITYC
c&f  (=costand fraight) croumocts u ppaxt, KAD

CB ( = cash book) kunura OyxranTepckoro yuera
cc ( = carbon copy) Komus MO KOMTUPKY

cert ( = certificate) cepTudukar; y10cToBepeHue
cf ( = compare) cpaBHU

CH ( = custom house) TamoxHS

CIF ( = cost, insurance, fraight) nena, crpaxoska, ppaxt (CUD)
CIF & ¢ (= cost, insurance, freight and commision) CU®, Bkitouasi KOMUCCHIO TTO-

CpeIHHKa

CN ( = credit note; consignment note) KpeAUTOBOE aBU30; TPAHCIIOPTHAS HAKJIA]I-
Hasl

Co ( = company) KOMITaHHS

c/o ( = care of) yepes, 1o aapecy

COD (= cash on delivery) omata mpu 10cTaBKe, HAJTO)KEHHBIN TIIATEX
comm (= commerce, commercial) KoMMepIus; KOMMEpPUYECKUN

con ( = against) mpoTuB

contd (= continued) mpogomKEeHNE CIETyET

Corp  (corporation) kopropanusi

Cos ( = companies) KOMIIAHUH

cr ( = credit; creditor) kpeauT; KpeaAUTOP

Coy (company) KoMIaHus

cum div ( = cum dividend) ¢ nuBHACHIOM

CWO ( = cash with order) HamuuHBIN pacyeT MpH BbITAUEC 3aKa3a

D/A ( = documents against acceptance) TOKyMEHThI IPOTUB aKIIECNTa

DC ( = deviation clause) myHKT BO ()paxToOBOM KOHTPAKTE, IPEAyCMaTPUBAIOIITUI



3ax0/] Cy/JiHa B APYroil mopT MOMUMO MOPTa HA3HAYCHUS

deb ( = debenture) monroBoe 00A3aTEIBCTBO; OOIUTAINS AKITHOHEPHOTO OOIIECT-
Ba; 00JIMraIus IpaBUTEILCTBEHHOIO 3aiiMa
DD (demand draft; documentary draft) Tparta; cpouHas 1o npeabsaBICHUIO; J0-

KyYMEHTUpPOBaHHas TpaTTa
Dept ( = department) nenapTaMeHT, OTAEI

dft ( = draft) TpaTTa; nepeBoIHON BEKCEIb
dis ( = discount) ckuaka

div ( = dividend) nuBuaeH

dlvy ( = delivery) nocraBka

doz ( = dozen) groxuHa

D/P (= documents against payment) TOKyMEHTHI 32 HATUYHBIN pacyeT
dr ( = debtor) nomxHuK

dtto (= ditto) oHBIH, TOT XKe

D/y ( = delivery) nocraBka

ea ( = each) xaxapbIii

enc, end (= enclosure)

eq (= equal) paBHbII

equiv (= equivalent) SKBUBaJICHT

est (= established) ycraHoBieHHBII

et al (= et allii) u npyrue
etseq (= etsequentia) u cieayromiee

ex (= exchange; without) oomeH; 6e3
exch (= exchange) oOmen

excl ( = excluding) uckmouas

exd (= examined) pacCMOTpPEHHBI

ex div (= ex dividend) 6e3 nuBuacHIA

exec ( = executive) UCTIOJHUTEIIbHBIN

ex int (= ex interest) 6e3 uHTEpeca

exor ( = executor) UCTIOTHUTEIb

FAS (= free along ship) ®AC, ppanko BoIL OOpTA
FD (= free delivered at dock) ¢ppanko gox

fed (= federal) penepanbHbIit

FOB (= free on board) ®Ob, ¢ppanko 6opT :

FP (= fully paid) omiaueHHBIN MOTHOCTHIO
frt ( = freight) ppaxt
FT (= Financial Times) razera «®aitaamnn Taiime»

GATT (= General Agreement on Tariffs and Trade) O6mee Cornamenune mo Tapu-
¢dam u Toprosine
gds (= goods) ToBap

GM ( = general manager) ry1aBHbIN yIPaBIISAIOLIHIA
GNP (= gross national product) BHII, BanoBoii HallMOHANBHBINA POAYKT
gns (= guineas) ruHeu

Gov., Govt( = government) mIpaBUTEICTBO
gtd, guar (= guaranteed) rapaHTHUpPOBaHO
h ( =hour) gac



HQ (= headquarters) mrad-kBapTupa

ib, ibid (= ibidem) T0 *xe

FAA (= free af all average) cBOOOAHO OT BCSIKOM aBapuu
FOC (= free of charge) 6ecriaTHo

FOQ (= free on quay) ¢panko HaOepexHas

FOR (= free on rail) ®OP, ppanko Baron

FOT (= free on truck) dpanko x.1., mardopma

GC (= general cargo) reHepalibHbI{ TPy3, CMEUIAHHBIN T'PYy3
grwt (= gross weight) Bec OpyTTO

i/c (= in charge) B omaty

Inc (= incorporated) 3aperucTprUpOBaHHBIN KaK KOPIIOPAITHS
ince, ins ( = insurance) cTpaxoBaHUE

IT ( = income tax) MOJOXOHBIN HAIOT

JA ( = joint account) COBMECTHBII cUeT

Jr, Jim (= junior) Miaamui

& ( = libra, pound) ¢ynr

L.a. ( = letter of advice) u3zBelenue, aBu30

L.C., L/C ( = letter of credit) akkpeguTuB

Ltd. (= limited) ¢ orpaHMYE€HHON OTBETCTBEHHOCTHIO

Lie (= license) nuieH3us

liq ( = liquid) xuakuit

Ikg (= leakage) yreuka
lkg & bkg (= leakage and breakage) yreuka u moinomka
mem (0) (= memorandum) MeMopaHayMm

man (= manufacture) uznenue

max (= maximum) MakCUMYyM, MaKCUMaJIbHBbII
mfd (= manufactured) ©3roTOBICHHBIHA

rafr (= manufacturer) U3roToBUTENH

Messrs (= Messieurs) rocrnoja (K Ha3BaHHIO (GUPMBI)
mgr (= manager) MEHeIKEP

mill ( = minimum) MUHUMYM; MUHUMAaJIbHBII

mkt ( = market) ppIHOK

mo ( = month) mecs1r; exxeMecsIHO

n (= net) HETTO; YUCTHIN

n/e, NE (= not exceeding) He mpeBHITIAIONTUI
n/m, n.m. (= no marks) 6e3 MapKUPOBKHU

nom ( = nominal) HOMUHATBHBIN

n/p ( = net proceeds) uncTas BeIpydKa
nt wt (= net weight) Bec HETTO

o/a ( = on account of) B c4eT, 3a cueT

o/c, O.C.(= office copy) konusi, octaromascs B Jeie

o/d, O.D.(= on demand) no Tpe6oBanuto

OE, oe (= omissions exepted) uckirouasi mponycKu

opp ( = opposite) MPOTUBOIIOIOKHBIN

off (= offer, offered) npennoxenue, mpeaI0KEHHBIN
O/o (= order of) mo mopyueHuro



opt
ord
O/S

p
pa
P/A

( = option) onIroOH, BEIOOP

( = order) 3aka3

( = out of stock) He umeeTcs Ha cKIaae
( = perice; page) MeHc; CTpaHUIa

(= per annum) €XerogaHo, B TOJ

(= power of attorney) 1oBepeHHOCTH

p and p, P & P ( = postage and packing) oTchlIka U yrakoBKa

pat

(= patent) maTeHT

patd, ptd (= patented) maTeHTOBaHHBII
Pat. Off (= Patent Office) bropo marenTon

P/c

per pro
pkg
plff
PO

ppd
Pres

POD
prs
ps
PTO
quot
R
rets
re
reed
recpt
ref
regd
rem
remy
retel
reulet
reurtel
RM
RP
RSVP
$

S$
Sec
Sen
ser

sf

S8
S8

(= prices current) Kypc IHSI; CYIIECTBYIOIIUE IIEHBI

(= per procurationem) 1o J0BEpEHHOCTH, OT UMEHU

( = package) mecto (rpy3a); NOCHUIKA; TIOK

( » plaintiff) ucren

(= postal order; post office) neHexkHBIIT TOYTOBBIN MEPEBOT; TOYTOBOE OT/IC-
JeHHe

( = prepaid) orutaueHHbIN 3apaHee

(= president) npe3uieHT

(= pay on delivery) HaI0XEHHBIM TLUIATEKOM

( = pairs) mapsl

(= pieces) mTyKu

(= please turn over) cMm. Ha 06opoTe

(= quotation, KOTUPOBKA; pacIieHKa; MPEIIOKEHUE

(= registered trade mark) 3aperucTprupOBaHHbBIN TOBapHBIN 3HAK
( = receipts) MOCTYILICHUS

( = regarding) OTHOCUTEIBHO

(= recieved) momyueHo

( = reciept) KBUTAHIIMS, paclucKa

(= reference) cchlka

( =registered) 3aperucTpupoBaHo; 3aKa3HOM (O MOYTOBBIX OTIPABICHUSIX)
( = remittance) AeHEXKHBIN IEPEBO/T

(= reffering to my) ccbunasicb Ha Moe (IMMUChbMO, 3aKa3, TEJICKC)
(= reffering to telegram) ccpinasch Ha TeIETPaMMy

(= reffering to uor letter) ccputasich Ha BaIlle MUCbMO

( = reffering to your telegram) ccpuiasicb Ha Bairy TeJlerpaMmmy
( = registered mail) 3aka3Has rmoura

( = reply paid) oTBeT orutauex

( = respondez, s'il vous plait) mpocum OTBETUTH

( = dollars) mommapsr

( = series; ship; south) cepus; cynHo; for

( = secretary) cekpeTapb

(= senior) cTapiuii

( = series) cepust

(= semi-finished) monyo6paboTaHHbIi

( = signature, signed) MoanMCh, MOAMKUCAHO

(= specific gravity) ynenbHbIN BeC



shtg (shortage) nenocraua

shpt ( = shipment) ornpaBka

shr ( = share) akuus

SI ( = Systeme International) meTrpuueckas cucrema CU
slgs ( = sailings) pacnucanue 0TXo/a Cy0B

Soc ( = society) o01ecTBO

Sr (= senior) cTapiInii; CEHBOP

spec ( = specification; specimen) cnenudukanms; oopaser
sks, sx (= sacks) memiku, Kynu

st (= standard) crannmapt

stk ( = stock) cknan

T (= tare; transfer) Tapa, Bec Tapbl; IEpEUUCICHUE

tab ( = table) .Tabmuma

tel (telephone; telegram; telegraph) tenedon, renerpamma, Tenerpad

TLO  (=total loss only) ToapKO B cilyyae moyiHOM rubenu
TMO (= telegraph money order) neHexHbIi TeaerpadHbIil IEPEBO

TO (= turn over) cM. Ha 000poOTE
Tres (= treasurer) ka3Hayel
T/R (= trust receipt) coxpaHHasi POCIHCh

tr.oz (= ounce troy) Tpoickas yHITUS
TV (tank vessel) Tankep
™ (= total weight) oOmruii Bec

tx ( = taxes) Hajoru

u (= unit) equHUIIA

undid (= undelivered) HegocTaBIeHHBIN

urgt ( = urgent) cpoUHBIii

uur (= inder usual reserve) ¢ 0OBIYHOI OTOBOPKOM
\% (= versus; vide) mpoTHUB; CMOTpHU

val (= value) croumocTh

VC ( = vice-chairman) Buile-ipeice1aTelb

viz (= videlicet) a umeHHO

vou (= voucher) pacnucka

vol (= volume) Tom; 06beM

VP ( = vice-president) BuIle-TIPE3UIACHT

W (= vice versa) Ha060pOT

W (= west; weight) 3ama; Bec

WA ( = with average) ¢ OTBETCTBEHHOCTBIO 32 YaCTHYIO aBapHUIO
WB (= way bill) TpancniopTHas HakIaaHas

w.g. (= weight guaranteed) Bec rapanTupoBaH

wh ( = wharf) npucrans

whs ( = warehouse) ToBapHbIii CKIa]

wk(ly) (= week(ly) Henens (exxeHeIeIbHO)

WNP (= wire non-payment) TenerpadupyiiTe B ciydae HeriaTexa
WP (= wire payment) TenerpadupyiTe o raTexe

WP (= without prejudice) 6e3 ymepoa

WR ( = warehouse receipt) ckajckas 3ammcka



wt (= weight; warrant) Bec; BappaHT

YAR (= York-Antwerp Rules) Mopk-AHTBepnieHCKHE MpaBUiia
Yr (= year; your) roa; Baii
zf (= zero frequency) HyJieBas yacToTa

4. Cnucok HamOoJiee ynoTpeOUTENIbHbIX AHTTTMHCKUX JTUYHBIX UMEH

My>KCKkue nmMeHa:

Abel
Abraham
Abram
Adam
Adolf

Alan
Albert
Alexander
Alfred
Alvin
Andrew
Anthny
Arnold
Arthur
Augastin
Baldwin
Basil
Benedict
Benjamin
Bertram
Bob, Robert
Boris

Brian
Bruce
Caleb

Carl

Cedric
Charles
Christopher
Clark
Clement
Clifford
Clyde
Conrad, Conrade
Cyril

Dale
Daniel
David
Denis

Dick (= Richard)

Ditben
Ditbpaxam
Diibpam, Abpam
Anam

Anonbd

Aunan

Anbepr
Anersannep, AnekcasHaep
Andpen

AnBuH, DJIBUH
OHApy, AHIPY
AHTOHU, DHTOHU
ApHOJIbII

ApTyp

Oractun
bonnynn

ba3un, ba3un
benenukr, bener
benmxamun
beprpam

bo6, Pobept
bopuc

bpanan

bpyc

Keiineo

Kapn

Cunpuk, Cenpux
Yapns
Kpucrodep
Knapk

Knement
Knudpdopn
Knann

Konpan

Cupun

Jenn

Hanben, lanusib
JuBua, I>Bun, JaBuyg
Jlenuc

Jnk



Donald
Douglas
Dwight
Earnest
Edgar
Edmond
Edward
Emery
Emil
Eric
Ernest
Eugene
Evan
Felix
Ferdinand
Francis
Franklin
Frederick
Gabriel
Geoffrey
George
Gerald
Gilbert
Glenn
Godwin
Gregory
Guy
Hans
Harold
Harvey
Hector
Henry
Herbert
Herman
Homer
Howard
Howel
Hubert
Hugh
Humphrey,
Ira
Irvin(e)
Isaac, Isaak
Ivan
Jack
Jacob

Jlonann

Harnac, yrmac
Hyaunt

DpHecT

arap

D IMOHI

Onyapa

Omepu

%0170 0867107 )
OpuK

OpHecT

IOxeitn, FOmxuH
DBaH

®unukc, Oenukc
OepauHang
®paHcuc
@paHKINH
Openepux
I'eitbpuen
HMxedpdppu
Hxopmxk, ['eopr
Jxepann
['unGept

I'nenn

I'onywun, I'onBun
I'peropu

lan

Xamc, 'anc
Xaponn, ['aposbz
Xapsu

Xexrop, I'ektop
Xenpu, ['enpu
Xepbept, ['epbepT
XepMman, ['epman
Xoymep, ['omep
Xayapn, ['oBapn
Xayan

Xprob0ept

Xb10

Humphry Xamppu
Awupa

OpBUH

Aizak, Alizek, Mcaak

AiiBaH
Jxek
Jxeiko0O



Jasper
Jeremiah
Jerome
Jody
John
Jonathan
Joseph
Joshua
Justin
Kelvin
Kent
Kevin

Laurence, Lawrence

Lazarus
Leo
Leonard
Leopold
Lewis
Lincoln
Lloyd
Louis
Lucas
Luke
Luther
Lynn
Malcolm
Manuel
Marcus
Martin
Marvin
Matthew
Maurice
Max
Maxim
Maximilian
Melvin
Merton
Michael
Milton
Morgan
Morton
Moses
Nathan
Neil
Ned
Nelson

xacnep
Jlxepemas, Mepemus
Jxepom

Jlxoynu

J>KoH

JI>xoHaTtaH
Jlxoyzed, xo3ed
Jxomrya

J>xactun

KenBun

Kenr

KeBun

Jlopenc

Jlazapyc, JIazapp
JIno, JIeo

Jlenapn

JIeomnoapn

Jlyuc, JIsrounc
JIuakoJIH

JImoin

Jlyn, Jlync

Jlyxkac, JIsrokac
Jyx, JIptox

Jlyrep, JIsroTep, JIrorep
JIun

Maskom

Manrproan, Manyaib
Mapkyc, Mapk
Maptun

MapsuH

Mb1hi0, MaTThIO, Matdei
Mopuc

Makc

Maxkcum
MakcuMuibsH
Mensun

Meprton

Maiiki

Munton

Mopran

MoproH

Moys3es, Mo3sec, Moucen
Heviran

Hun

Hen

Hencon



Nevil
Newton
Nickolas
Nick
Noah Hoya,
Norbert
Norman
Oliver
Oscar
Oswald
Owen
Patrick
Paul

Peter
Philip, Phillip
Quintin
Ralph
Randolph
Raphael
Raymond
Reginald
Rex
Richard
Robert
Robin
Roderic(k)
Ronald
Roy
Rudolph, Rudolf
Russel
Samson
Samuel
Scott
Sebastian
Sheldon
Silvester
Simeon
Simon
Solomon
Stanley
Stephen
Stuart, Stewart
Terrence
Theodore
Thomas
Thimothy

Hesun

HeroTon
Huxkonac

(= Nickolas) Huxk
Hoa, Hou
HopbGepr
Hopwman

Onusep

Ockap

Ozyana, OcBayibjg
OysH

[Tatpux

ITon, ITons
[Iurep, Iletp
Ounur, Ouaunn
Kyuntun

Peiid, Pand
Pannond
Padeiien, Paduen
Paiimon i, Peiimon
Pemxunanng

Pekc

Puuapn

PobGepr

PobOun

Poynenn, Pomann
Ponann

Pout

Pynond

Paccen

Camcon
Camproa

CkortT
CebactbsaH
[engon
Cunsectep
Cumeon

CaiiMoH
ConomoH
Craumu, Ctannu
Crusen, Credan
Crroapt
Teppenc

Tuonop

Tomac

Tumortu



Tomy ( = Anthony)
Uriah

Valentine

Victor

Vincent

Waldo

Wallace

Walter

Warren

Wilbert

Wilfred

Will (= William)
William

Toynu, Tonn
IOpas, Ypus
Banenraiin, Banentun
Bukrop

BunceHT

Yomnno

Yomnuc, Yoinac
Yourep, Banbrep
Yoppen

Yunbepr

Yundpen, Byndpen
Yunn

VYunesaMm, Bunbsm

Winston YHUHCTOH
JKenckue nmena:
Ada(h) Ditna
Adelaide Anenenng
Adeline (= Adelaide) Anenun
Agatha Arara
Agnes ArHeca
Alexandra AJekcanapa
Alice Dnuc
Amanda Awmanna
Amelia Amunus
Amy 6)7%17i
Anastasia AHacreimms
Angela AHJKENa
Angelica AHJKEMKa
Anna AHHa
Annabel (la) DHHaben
Barbara bap6apa
Beatrice beatpuc
Bertha bepra

Betsy ( = Elizabeth)

Blanch (e)
Bridget
Camila
Carol (= Caroline)
Caroline
Catherine
Cecile
Cecilia
Charlotte
Christina
Clara

bercu ( = Dnuzaber)
bnanm

bpuxut

Kammnina

Kapou (= Kapomnaiin)
Ksponaiin

Koatpun

Cecun

Cecunus

[TapnoTT

Kpucruna

Kiapa



Constance Koncranc
Cordelia Kopnumnbs
Daisy Hensu
Deborah Jlebopa
Delia Junbs
Diana Jlaitana
Dolly (- Dorothea) J[lommm (= lopoTes)
Dolores Jlonopec
Dorothy JHopotu
Edith WUnurt
Eleanor DJieHop
Elena DIieHa
Elizabeth Dnuzabet
Elsa Diica
Elvira DIbBaiipa
Ethel oren

Eva Hga

Eve B

Evelyn 2007058
Fannie, Fanny ®danHu
Flora ®dnopa
Florence dnopeHc
Frieda ®dpuaa
Gertrude I'eptpyn
Gloria ['mopus
Greta (= Margaret) ['puta (= Mapraper)
Gwendolen I'yonmpnen
Helen XeneH
Helga Xenra
Henrietta XeHpueTTa
Hilda Xuinga

Ida Awnna

Inez Nnes
Ingrid Nurpun
Irene Aiipune
Iris Aiipuc
Irma OpMma
Isabel (a) N3zaben
Jacqueline JlxakiuH
Jane JxeiH
Janet(te) JIxaHeTT
Jessica Jxeccuka
Joan JIxoyH
Joanna J>xoaHHa
Josephine Jlxoy3eduH
Joy Jlxou



Judith Jxyaut
Julia Jxynua
Juliet Jxynuer
Karen Kapen
Kate Keiir
Katharine, Katherine Karepun
Kathryn Koatpun
Kitty Kuttn
Laura Jlopa
Lena JIuna
Leonora Jleonopa
Lilian JIunnan
lily JInm
Linda JIunpa
Lola Jloyna
Louisa Jlyuza
Lucy Jlycu
Lydia Junus
Lynn Jlunu
Magdalen

Maggie Mbrru
Margaret Mapraper
Maria Mapas
Marian Mbpuan
Martha Mapra
Mary Mbpu
Matilda Marunna
Mercedes Mepcunes
Minerva Munepsa
Miriam Mupunam
Molly Mo
Monica Monuka
Murial Mperopuen
Myra Maiipa
Nancy Honeun
Natalie Haranu
Nina Hauna
Olga Omnra
Olivia OnuBbs
Ophelia Odunbs
Pamela [Tamena
Patricia [Tatpuma
Pearl [Tepn
Penny [lennn
Polly [Tomm
Priscilla [Tpuccunna

Marnanen, MonaeH



Prudence
Rachel
Rebecca
Regina
Rita

Rosa
Rosalind
Rosamond
Rosemary
Ruth
Sally
Sarah, Sara
Sophia
Stella
Susan (11a)
Sylvia
Teresa
Thelma
Theodora
Theresa
Una
Ursula
Valeria
Vera
Veronica
Victoria
Virginia
Wanda
Wilma
Winifred
Zelda

[Ipynenc
Peituen
Pebexka
Pemxaitna
Pura
Poy3a
Pozanunan
Pozamong
Poysmapu
Pyt
Cannu
Capa
Codas
Crenna
Cy3anna
CunBua
Tepusa
Tenma
Teonoypa
Tepusza
Ona
Dpchloiia
Banupus
Bupa
Beponnka
Buxkropus
Bupmxunbs
Yonna
Yunma
Yunudpen
3enna

5. Cnucok mraroB CHIA, ux cokpaieHui

Alabama AL Anabama
Alaska AK Ansicka
Arizona AZ Apuzona
Arkansas AR Apkan3ac
California CA Kanudopuus
Colorado CO Komnopano
Connecticut  CT KOHHEKTHKYT
Delaware DE JenaBap
District of Columbia DE  Okpyr Konym6Ous
Florida F1 ®dnopuna
Georgia GA Jlxop KU
Hawaii HI ["aBaiin

Idaho ID Avinaxo



Illinois It Nnnunoiic
Indiana IN Nupnana

Iowe 10 AiloBa

Kansas KS Kanzac
Kentucke KY Kentykku
Loisiana LA Jlyn3uana
Maine ME Meiin
Maryland MD Mbpusena
Massachussetts MA Maccauycerc
Michigan MI Muuuran
Minnessota MN MunHecoTa
Missisippi MS Muccucunu
Missoure MO Muccypu
Montana MT Monrana
Nebraska NE He6packa
Nevada NE Hesana

New Hampshire NH Hero-TI'emmmup
New Jersey  NJ Hsro-/Ixepeu
New Mexico NM Hero-Mexkcuko
New York NY Haio-Mopx

North Carolina NC
North Dakota ND

Cesepnas Kaposnna
CeBepnas [lakoTa

Ohio OH Oraiio
Oklahoma OK Oxknaxoma
Oregon OR Operon
Pennsylvania PA [TencunbBanus
Rhode Island RI Pon-Aiinenn

South Carolina SC
South Dakota SD

IOxnas Kaponnna
IOxnas /lakota

Tennessee TN Tenneccu

Texas TX Texac

Utah UT OTta

Vermont VT BepmonT

Virginia VA Bupmxuaus

Washington WA Bamunarron

West Virginia WV 3anagnas BupmxuHus

Wisconsin WI Buckoncun

Wyoming WY Banomunr

6. CIMCOK aHIITMUCKHUX TpadCcTB, UX COKPAILCHHM

Argyllshire Argyl Aprunmmp
Bedfordshire Beds/Bd bendopammp
Berkshire Berks/Brk bepxmmp
Buckinghamshire Bucks/Bk bakunremiup
Carmarthenshire Cambs/Ca Kem6pumximmp
Cambridgeshire Carm/Carmarths Kapmaptenmmup



Carnarvonshire
Cheshire
Cornwall
Cumberland
Denbighshire
Derbyghshire
Dorset
Devonshire
Essex

Flintshire
Glamorganshire
Gloucestershire
Hampshire
Hertsfordshire
Huntingdonshire
Kent

Lancashire
Leicestershire
Lincolnshire
Middlesex
Monmouthshire
Norfolk
Northamptonshire
Northumberland
Nottinghamshire
Oxfordshire
Pembrokeshire
Rutland
Somersetshire
Staffordshire
Warwickshire
Wiltshire
Worcesterchire
Yorkshire

Cara
Ches/Chs
Corn
Cumb/Cu
Den
Derbs/Derb/Db
Do
Devon/D
Ess

Flints /Flint
Glam
Glos/Gl
Hamps/Ha
Herts/He
Hunts /Hu
K

Lanes/La
Leics/La
Li/lines
Mdds/Midd'x/Mx
Mon

Nf
Northants/Northn/N
Nb
Notts/Nt
Oxon/0
Pemb

Ru

Soms

Staffs
Warw
Wilts
Wo/Worcs
Yks/Yorks

Kapnapsonmmp
Yemmp
Kopnyoin
Kamb6epnenn
Jenouiup
JepOourmp
Hopcer
JleBoHIINP
Dccekc
OIUHTIIAP
I'mamopranmup
I'mocrepmmp
I'emmmmp
Xaprdopamup
XaHTUHI JOHILIND
Kent
Jlankammp
Jlecrepmp
JIMHKOJIBHIIUD
Mumicekc
MonmyTiup
Hopdonk
Horamnronmmp
Hortambepaeny
Horruaremmup
Oxcdopammp
[TemOpyxKIHIp
Pytian
Comepcermmp
Craddopammp
Yopukmup
Yunruup
Bycrepumup
Hopkimp



8. OBPA3IbI IIMCEM

YacrHble UCbMa
1. ITpurnamenue
2.0T1Ka3 OT NpUIJIALICHUS
3.1lo3npaBnenue c roouIeem
4.Tlo3apaBiieHne (C BBIXOJOM B CBET KHUTH)
5.TIpoceOa
6. 3BuHEHNE
7.Cobone3HoBaHue
8.Hecornacue
9.1IpunsaTre npurnameHus
10. ITpu3nanue B 1100BU

JlenoBele TMChbMa
11.IIpocbba o0 npenocTaBieHUH HHPOPMALIUH
12.I1pocb0a o0 npueme Ha padboTy MO OOBSIBICHHIO B ra3eTe
13.IlpurnanieHue Ha KOHPEPEHIUIO
14.1TpeTeH3us Ha Ka4ECTBO
15.1TucbmMo-nIOATBEPKICHUE
16.ITuceMo-nipeayioxkeHue (0 mocTaBkax 000Py10BaHMS)
17 Ilucemo-nipUriamieHie Ha padory
18.I1lucbMo 00 U3MEHEHUSX YCIOBUM TTOCTABOK
19.Kano0a Ha 3a71ep>KKy C OTBETOM
20.01ka3

YacrtHble mUCcbMa

P.O.Box 347
Golden Sands, FL 44345

July 12, 1990
Dear Prof. and Mrs.Miller,

My family and I would like to invite you to spend the 15th
of July holiday at our summer house on the ocean. Qur
house is near the beach and you will be free to swim, and
walk along the shore to your heart's content.

We will meet you at the airport and take care of all your
transportation. We are looking forward to seeing you and
do hope that you can come.

Cordially,
l Mary Margaret Nelson




Aoporue r-t u r->xa Muaaep!

51 1 Mos ceMbsl XOTeAH ORI IPHrAACHTDH Bac NPOBECTH BMecTe
AeHb 15 MIOAS B HallleM AeTHeM AOMe Ha Gepery okeaHa.
AOM CTOHT HENOAAAeKY OT MASDKA, H, eCAH Bhl 3aXOTHTe, TO
CMOXKeTe HCKYNaThCsd HAH NPONTHCH BAOAB Gepera.

MHI BCTPETHM Bac B a’ponopTy H A0Be3eM A0 Mecra. 2KaeMm
BAC ¥ HapeeMcCd, 94TO Bhl CMOJKeTe NpHeXaTh.

Hckpenne Bamia,
Mbapu Maprapet HeAcoH

43 Gresvenor Street
Birchwood
Surrey

6 June, 1990
Dear Mrs.Summers,

Very many thanks for your kind invitation. Unfortunately,
Mr.Ridgway is in bed with a severe chill and the doctor
forbids him to get up for a week. Under these circum-
stances, we shall not be able to be with you on Saturday.
We are both very sorry. Very many thanks.

Yours sincerely,
Sally Ridgway

Aoporasa muccuc Cammepc!

OrpomHoe cnacufo 3a Baue AlobesHoe npuraamense. K co-
JKAACHHIO,. M-P PHAXKYDH CHABHO NMPOCTYAHACH, H AOKTOD Ha
HeAeAIO NPONHCAA eMY NOCTeABHEIH peXXuM. M3-3a aToro
MBI He CMOJKeM BCTPeTHThCH C BaMH B cy66oTy. HaM oveHb
XKaab. Eme pa3 Oaaropapum Bac.

Hckpenne Bama,
Coanu Pupxyait




Route 4, Box 200
Blacktorn, KY 55555

October 17, 1990

Dear Mr. and Mrs.Brock,

Congratulations on your golden wedding anniversary! Al-
though we can't be with you to help you celebrate this very
special occasion, please know that we are with you in spirit
on this happy and auspicions day.

With warmest best wishes.

Sincerely,
Mary and John Smith |

Aoporuie Mp. ¥ MHCCHC Bpok!

llreM BaM CBOH MO3APAaBACHHS 10 CAy4Yal0o Balllero 30A0TOro
106HAea! XoTa MBl H He CMO)KeM OBITh BMecTe C BAMH B 3TOT
3HaMeHaTeAbHHH AeHb, AYIIOH H CepAlleM Mhl C BAMH.

OT Bceit AyIIM MO3APaBAsiEM.

HUckpenHe Bamm,
Mopu 1 AkoH CMHT

800 Chesapeake Avenue
Washington, DC 20019

February 14, 1991
Dear Catherine,

I am very glad to hear that your book has been published
and is on sale now. Thank you for the copy you sent me. I.
have always thought that you are a very takented person. I
send my best regards to your husband and children. Hope
to hear from you soon.

Yours,
Adam F.Smith




Aoporas Katpun!

Ouens 06papOBaH HOBOCTBIO O TOM, YTO TBOS KHHMIa H3jpaHa
H y>Ke npopaetcs. CnacHbo 3a BhICAAHHBIH ToOOH 5K3eMmI-
Asp. A Bcerpa cuuTaA Tebs TaAaHTAMBOMH. [Tepepadt MOM HaH-
AyYIlIHe NOoXKeAaHHs MYXXY H AeTaM. KAy oTBeTa.

C yBaKeHHeM,
Apam O©.Cmut

Toledo Park Hotel
Cincinatti, OH 247748

October 10, 1990

Dear Collette,
Thank you very much for your letter you sent me in Au-
gust. I was very pleased to know that you are well. Our
family miss you! Hope to see you next year.

Could you send me the books you mentioned during your
stay in Leningrad? 1 would be very much obliged because I
need them for my work. Thank you.

Sincerely your
Stanislav F.Ershov

Aoporas Koaert!

boasioe cnacubo tebe 3a mHCcbMO, NOCAAHHOE B aBrycTe.
Pap y3HaTth, 9To Y Tebs Bce B mopsianke. Hama cembsi cKyd4a-
eT no Tebe. HapeeMmcs MOBHAATHCA ¢ ToOOH B ByAyleM ropy.

Thl He MorAa OB BHICAAGTh MHE KHHMIH, O KOTOPBIX T'OBOPHAR,
Koraa 6nina B AeHuHrpape? 51 6niA 66 TeGe o4eHb MPH3Ha-
TeAeH, TaK KakK OHH MHe OYeHb HYXHH AAS paborthl. Cna-
cubo.

C yBaXKeHHeM,
Crannucaas @.Epmios




555 Rosamond Street
Greenville, MA 22222

September 15, 1990

Dear Mr.Smith:

I want to apologize for not having answered your nice let-
ter sooner, but 1 have been away on a trip and just
returned today.

The photographs you sent are beautiful. My family and I
appreciate them very much. They are the best kind of
remembrance, and we are very grateful.

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

Sincerely,
Alfred Chace

Aoporoii mp.Cmur!

AoAKeH H3BHHHMTHCS nepea BaMH 3a TO, 9YTO He OTBETHA Ha
Ballle HHTepecHoOe MHCbMO paHblle, HO A OBIA B OTBE3AE H
BEPHYACH TOABKO CETOAHA.

@oTorpacguu, KOTOphIe BH MPHCAAAH, TPOCTO 3aMedYaTeAb-
Hbl. OHH 0YeHb NOHPABHAMCH Halllell ceMbe. DTO caMas Ayd-
mas NaMATh O BaC, H Mbl BaM O4YeHb NPH3HATEABHEI.

[Npomy eilje pa3 MPoOMIEHHS 3a 3aAePKKY C OTBeTOM. boAb-
10 MMOKAOH OT MeH$ Ballled CeMbe.

C yBakeHHeM,
Andpep Yeiic




211 Oak Ridge Park
Youngtown, OH 32008

September 15, 1990
My dear Mrs.Rogers,

I have just heard of your terrible loss and hasten to offer
you my deepest sympathies. At such a time, it seems vain
to try and express one's feelings of instense regrets, they
are too overwhelming. But you may derive some tiny grain
of comfort in knowing that there are friends near you who
can share your sorrows. Belive me, all of us deeply are
grieved.

After all, it does seem that the world is a hearless place
and, now that it is all over, there should be some small ray
. of comfort in knowing that William is free from pain and
trouble.

Please forgive this letter; it inadequately expresses my
sorrow. | mean far more than I can write, With sincere
thoughts,

Yours affectionately,
Elizabeth Greenberg

Mos poporast MuccHc Popaxepcl

TOABKO 4TO y3HaAa 0 BaleM GOABINIOM rope H Clelly Bupa-
3HTh BaM MOH caMHe raybokue coGoaesHoBaHus. Korpa Ta-
KOe rope, TPyAHO HAaHTH CAOBa yTellleHHs, He XBaTaeT 3hl-
Ka, 9TOoOH omMcaTh BCIO AyIleBHy10 60Ab. Ho mycTh yreme-
HHEM AAR Bac, XOTh H cAaGHM, 6yAeT MEICAB O TOM, 4TO C
BaMH APY3bs, KOTOpHE pa3jpeAstoT Bamry ckop6b. [MopepbTe
MEI BCe ITOTPACEHH.

Aa, XH3Hb JXecToKad Bempb. Ho, MoXKeT OniTh, Teneps, Koraa
OKOHYEH >KH3HEeHHKIH MyTh, BAC XOTh KaK-TO YTEIIHT MBICAb
O TOM, 9TO YHABSIM y>Ke He HCIBITHIBAeT HH CTPAAAHu#, HU
rops.

[MpocTHTe MeHs 3a 5TO MHCHMO, B HEM HEBO3MOJKHO BHIpa-
3HTb BCIO MOIO IleYaAb, BCE MOH AYIeBHhe MyKH. C AyMaMH
0 Bac,

[lpepanHas BaM,
Oauzaber ['punbGepr




17 Maple Leaf Street
Richmond VA 30021

13th Febryary, 1990
Mr.Wilkinson,

Returning to our last meeting I am compelled to say that I
have nothing to add to our last conversation.

I am far from having any intetnion to insult you but I am
firm in my belief that we shouldn’t touch the matter we
discussed last time any more.

Faithfully yours,
James Pembroke

Mp. YHAKHHCOH!

Bo3spaimasch K Halleil nocAepAHell BcTpede, BHIHY)KAEH CKa-
3aTh, YTO MHe Hedero A00aBHTEL K HAllEMY IIOCAGAHEMY pa3-
roBOpY.

Al coBceM He X004y OCKOpPOHMTEH Bac, HO IO MOeMy T'AyGoKoMy
yOe>xAeHHIO, HaM OOoAbIle He CAGAYeT 3aTpardBaTh TOT'O
BOMpOCa, KOTOPHIH ME 00CY>KAQAH B IOCACAHHH pa3.

C yBaykeHHeM,
AxeiMc ITemGpok

The Cables
Birchwood
Surrey

January 4, 1991
Dear Mrs Drummond,

Very many thanks for your Kind letter. My husband and I
will be delighted to accept your invitation to dinner for
next Saturday. We have both a great deal of news to tell
you when we meet.

Yours sincerely,
Anita O'Day




Aoporasi MHCCHC ApaMMOHA!
Orpomuoe cnnacubo 3a Baille ceppedHoe nucbMo. Mul ¢ My-
JKeM C YAOBOALCTBHEM IpHHHMAaeM Ballle IIpHTAailleHHe Ha

obep B caepyromyio cy660Ty. ¥ Hac ¢ My>KeM yHMa HOBO-
CcTeH AASI BAC, KOTOpHEe MBI PAacCKa)keM NPH BCTpege.

Hckpenne Bama,
Anuta O'Aeit

10

Dear Miss L.,

I am writing that which I fear I have not the courage, on
so short an acquaintance, to tell you.

The moment you came into my life I loved you.

Before we met I did not believe love at first sight possible.
But you opened my eyes, and caused me to see this
‘'wonderful truth in life—the sudden revelation of all that is
lovely and divine in a human soul.

May I call on you? or will you consent to meet me?
Be as merciful as you are beautiful, and save from despair.

Yours ever,
John Kaminsky

Aoporas mucc A.!

MMy BaM B IIMCbMe TO, YTO HEe OCMEAHMBAIOCh CKa3aTh BaM,
MIOCKOABKY MH TaK MaAO 3HaKOMHI.

A noAGHA Bac NpH NepBOH e BCTpeye.

A0 3TOH BCTpedH 5 He BEPHA B AI0G0BB C IIepBOro B3rAsIAQ.
Ho BH oTKpuIAM MHe raa3sa, 6Aaropaps BaM st IOYYBCTBOBaA
caMoe 60’KecTBeHHOe H HpeKpacHOe 9yBCTBO YeAOBEYECKOH
AVIIIH, COCTaBASIOIee CMBICA JXH3HH.

Mory Au 5 HaBeCTHTb Bac? A MOXXeT GBITb Bl BCTPETHTECh
CO MHOH?

ByAbTe e TaK BEAHKOAYIIHBI, KaK H NpeKpacHH, H H36aBb-
Te OT OTYasIHHS.

Beuno Bami,
AXoH KaMHHCKH




JlenoBbie IMChbMa
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Quebec

March 20, 1990
To whom it may concern,
Thank you for your offer.
Could you send us more information on the know-how of
Caviar straining of Siberian and sterlet sturgeon. Our
address is: Ministry of Agriculture and Fishing, 150
St.Cyrille Drive, Quebec GIR 441 Canada.

Louis Bellson,
Secretary

Tomy, KOro 3T0 KacaeTcs:

BaaropapuM 3a Ballie IPEAAOKeHHe.
He morau 6n! BH BHICAATH AOTIOAHHMTEALHYIO HH(pOpManuio
[0 HOY-Xay OTHOCHTEABHO INOAYYeHHS 3epHHCTOH HKPH
OCEeTPOBHIX M cTepAsAH. Ham appec: MHHHCTEpPCTBO CeAb-
CKOT'0 X0o3sicTBa ¥ puiboaoBcTBa, 150, npoesp CeB.KupHAAa,
KseGek 't P 441 Kanapa.

Ay beaacoH
Cexkperaph
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Gentlemen:

I have just read your advertisement in «Smena» for a
works manager, and I beg to offer my service for the post.
Enclosed, I am submitting a summary of mu quakifications
and experience, together with copies of three recent
testimonials. _

The writers of my testimonials have stated that they are
prepared to speak for me as regards character, they having
knowe me personally for several years.

I sholud be pleased to call upon you at almost any time by
appointment.

Trusting for a favourable reply to my application.
Yours faithfully,




YBaxkaeMule rocrnopa!

ToABKO 4TO IpoYeA Ballle obbABAeHHe B rasdete «CMeHa» o

BAKaHCHH Ha MOCT aAMHMHHCTpaTOpa H coobiiaio o ToM, 4To
X0TeA Onl MOCTYNHUTh K BaM Ha CAYXOy.

K mHCBMY NPHAAraio CBeAeHHS 0 MOeH KBaAH(UKAIHH H
cra)ke paboTH, a TakKXKe TPH PeKOMeHAATeABHBIX IMHCbMa C
MOCAEAHHX MecT paboThL.

AHIa, AaBlIHe MHe peKOMeHAATeAbHble IIMCbMa, YKa3biBaloT,
49TO OHH FOTOBHL AQTh XapPaKTEePUCTHKY MOMX AHYHHIX Ka-
9eCTB, NOCKOABKY OHM 3HAIOT MeHS AMYHO HeCKOABKO AeT.

byAy paa noAodTH AAd cobecepoBaHus B Alo6oe Ha3zHayeH-
HOe BaMH BpeMs.

Hapeloch Ha IOAOXKHTeAbHOE PacCMOTpeHHe Moel NPochObl.

C yBaXeHHeM,

...............
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New York
May 9, 1990

Dear Professor Smirnov,

We are honoured to invite you to participate in our forth-
coming conference on Licensing of new technologies to be
held October 7-10 in New York City University. The
enclosed brochure will give details on papers, speakers,
and deadlines for abstracts.

We look forward to your acceptance.

Very truly yours,
Mary L.Brown




YBaxkaeMmsr#t npod. CMupHOB!

IMpuraamaeM Bac IPHHATH y9acTHe B NMPeACTOAINeH KoHpe-
PeHIHH 110 TeMe: AMIeH3UpOBaHHe HOBLIX TeXHOAOIHH, KO-
TOopas cocTouTcH ¢ 7 no 10 oxkTabpsg B yHHBepcHTeTe I.Hbio-
Hopk. B npuAaraeMoit K NHcbMy Opoliiiope Bhl HaliAeTe MOA-
pobHy0 HHGOPMAIMIO 0 AOKAGAYHKAX, TeMaxX AOKAAAOB H
KpaTKHe pe3ioMe,

sKaeM Balliero yJacTHsi.

C yBa)KeHHeM,
Mb>spu A.bpayH
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Leningrad

23.10.1990
Dear Sirs,

We inform you hereby that your machine Ne40 against
Contract Ne66022 was received by us in the time stipulated
by the Contract. We are compelled, however, to express
our regret that while assembling and mounting this
machine so many insignificant defects were discovered that
it was difficult to put into operation.

We ask you to replace this machine by another one cor-
respinding to the technical conditions of the Contract. We
could retain it provided you grant us a 20 per cent
reduction from the price.

Yours truly,

||||||||||||||

YBaxkaemble rocropa!

CoobmaeMm BaM, uTo craHokK Ne40 nmo KonTpakry Ne66022
MIOAYYeH HaMH B CPOKH, oroBopeHHble KoHTpakTOM. OAHa-
KO, MBIl BBIHY>KA€HHl BHIPA3HTh CBOE@ COJKAaAeHHe I10 MOBOAY
TOro, 4ro npH cbopke U HaAaAKe cTaHKa oOHapy»XKHAoCh
MHO>KeCTBO He3HaYHMTEeAbHBIX Ae(eKTOB, 9TO 3aTPYAHHAO
NyCK CTaHKa.

[MpocHM Bac 3aMeHHTh AAHHBIH CTAHOK APYTHM COTAACHO
TeXHHYEeCKHUM ycroBHsIM KoHTpakTa. MBI COrAacHH OcTa-

BHTB ero y cebsi, eCAH BHI NIPEAOCTaBHTE CKHAKY B 209 c
ero CTOMMOCTH.




15

Leningrad
April 24, 1991

Gentlemen:

This is to acknowledge receipt of your letter requesting us
to offer devices advertised by us in the «Computer
Engineering». At your request we inform you of all the
data concerning our devices.

We are looking forward to your earlie reply.

Yours faithfully,
Sergei [.Samsonov
Export Department
SIS/1d

Focrniopa!

IToATBep)XKAaeM NoAYYeHHe Balllero MHChMa, B KOTOPOM BhI
IPOCHTE Hac NpoAaTh Npuboprl, HHGOpMALHA 0 KOTOPBIX
ObiAa moMelileHa B JXypidaAe «KomnbloTepHass TeXHHKa».
BHIChIA@eM 110 Balllel npocbbe Bce AaHHBIE 10 HAIUMM IIPH-
bopam.

AKaeM OrICTporo oTBeTa.

C yBa)KeHHeM,
Ceprex M.CaMcoHOB
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Focmoaa,

B oTBeT Ha Ballle IIHCbMO OT 5 STHBaps BhIChIAAeM BaM HaIH
MoCAeAHHEe KATAaAOI'H, B KOTOPBIX HMeeTCH BCS HeobXxopHMas
BaM HHgopMalua o cTaHKe MoAeAHd [IM-7, KoTophlit BaM
HY>KeH, a Tak)Ke YepTeKH, 6Aaropapst KOTOpLIM Bhl CMOJKe-
Te CYAHTh O TIpeMMYyllecTBax Haulero o6opypoBaHHA.

[NpepAaraeM BaM 3TH CTaHKH IO IleHe, YKa3aHHON B KaTaAo-
re, P BallleM NMOATBEpPXXAEHHH B TedeHHe 10 AHel, HayH-
Hasi OT AAThl AGHHOT'O ITHChMa. B 1leHy BXOAST YCAOBHS AO-
craBKd CHU@P AOHAOH, BKAIOYas YNIAaKOBKY. ECAH Bbl XOTHTE
NOAYYHTh CTAHKH Ha YCAOBHAX ©OB, Mbl roToBEl 06CYAHTB
3TO C BaMH.

EcAM Hallle TpeAAO’KeHHe 3aHHTEepPecOoBaAO Bac, Mhl I'OTOBBI
BCTPETHUTDb Balllero npepcTaBuTeAss B MocKkBe H moka3aTh Ha-
LIIH CTAHKH B AeHCTBHH. JKAeM CKOpPOro OTBeTa.

C yBa)KeHHeM,
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Zurich
July 6th, 1990
Dear Mr.Zagorsky,
This letter is to find out whether, in principle, you would

be interested in becoming a key employee of our car rental
company in Zurich, Switzerland.

We would pay you $1000 a month in the beginning—not a
very high salary but you would have to learn a great deal
about the business, our management methods etc.

If you are interested «in principle», please contract us.

Sincerely yours,
Jacob F.Stuart




YBa)kaeMblH Mp.3aropckun!

B 3TOM nHCbMe MBI XOTeAH Obl y3HaTh, COTAACHO AH B, B
npuHIHKIe, paboTarh B Halllell KOMIAHUH [10 NPOKATy aBToO-
MmoGuAedt B Liopuxe, llIBedinapus.

CHavaAa Mbl 6yaeM nAaTHTB BaM 1000 AoArapoB B Me-
cAl—3apnAaTa He oYeHb OOAbLIAsA, HO BaM IIPHAETCS H3Y-
9UTh Hallle AeAO, METOABI YIIPAaBACHHS H T.IL

EcAM BBl «B NpHHIIHIIE» COTAACHBI, MOXKAAYHCTA, CBSKHTECh
C HaMH.

C yBaskKeHHEM,
Axefikob @.CTioapT
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Qctober 16, 1990
Dear Sirs:

Contract Ne175/91

Further to our talks with Mr.Brown, held 2 days ago, we
should be obliged if you would confirm in writing the
alterations of the wording of Clause Ne8 of the above
Contract viz: «Payment of the total contract value is to be
effected against presentation of the following documents:

1. Full set of clean «on board» Bills of Lading covering the
goods shipped to, your country.

2. Invoice in triplicate.
3. Specification in triplicate.
4. Certificat of quality.

Payment for the goods delivered is to be effected as fol-
lows: 25 per cent of the value of the goods to be paid in
advance while signing the Contract; the balance of 75 per
cent is to be paid by drafts at 90 days' sight. Drafts are to
be drawn on your firm at the date of delivering the last
parcel of the goods».

We hope that the new wording will not meet any objections
on your part.

Yours faithfully,
Sojuzraznoexport
V.F.Kozlov, Manager

VFK: Ko




YBakaeMue rocnopa!

Konrpakt Ne175/91

B AolioAHEeHHe K HAllHM Meperosopam ¢ Mp.BpayHoM, cocro-
ABIDMMCS 2 AHS Ha3aA, HaM OBl XOTeAOCh, YTOOH Bhl NMCh-
MEHHO NOATBEPAHAH H3MeHeHHA B TeKCTe NyHKTa 8 BhIlle-
ynomsiHyToro KoHTpakra, a HMeHHO: «OrnaaTa Bcell CyMMB
KOHTPAKTa MPOU3BOAHTCH MO NPEABABACHHH CACAYIOUIHX
AOKYMEHTOB:

1. [ToAHBIH KOMIAEKT KOHOcaMeHTOB clean «on board» Ha
OTTPY3Ky TOBapoOB B Ballly CTpaHy.

2. CueT B Tpex 3K3eMIATpax.
3. CnenmduKaums B TpeX 5K3eMIASIPaX.
4. CepTHdHKAT KagecTBa.

Onaara AOCTaBA€HHEIX TOBAPOB NPOH3BOAHTCH CAGAYIOMHM
obpazom: 25% CTOMMOCTH TOBapa ONAaYHBAETCH aBAHCOBHIM
TIAGTEXOM NPH IIOANHCAHHH KOHTPaKTa; ocTaBlMecd 75 %
OIMMAAYHBAIOTCA TpaTTol B TedeHHe 90 AHell. TpaTTa BHINH-
CBHIBAETCS Ha MM Balliedi (PUPMBI H AGTHPYETCA BpeMeHeM
AOCTaBKH [OCAeAHel MapTHH ToBapar.

Haaeemc#, 9TO HOBHIH TEKCT He BHI30OBET BO3parkeHHH C Ba-
el CTOPOHHI.

C JKeHHeM,
B.®.Ko3aoB
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October, 15th, 1990

Attention: Orders Dept.

Would you please check on our order for one copy of
World Problems, by John Doe, Universal Press, 1989,
which we sent to you on September 5, 1990 with a check
for $30.00 (thirty dollars) enclosed for cost and shipping. If
you did not receive the order, or if you are out of stock,
please inform.

Yours truly,
Vivian L.Anderson
Librarian




BHHMaHHIO OTQEAE 3aKa30B.

ByAbTe A0DpHI, IpoBephTe Halll 3aKa3 Ha OAHH 3K3eMIIAsID
KHHrH «World Problems» AsxoHa Aoy, FOnuBepcaa Ipecc,
1989, KoTOpLIH MBI BaM 1NocAaAHd 5 ceHTs6psa 1990 ropa BMe-
cTe ¢ 9eKoM Ha 30 (TPHALATH) AOAAAPOB B YIAAQTY 3a KHHI'Y
H ee AOCTaBKY. ECAHM Bhl He IIOAYIHAH Hallero 3aKasa HAH Y
Bac HeT B HAAHYHH 3TOH KHHTH, MOJKAAyHCTa, coobIHTe.

C yBarKeHHEM,
BuBbeH A.AHAepCOH
bubanoTekaphs
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October 15, 1990
Dear Sir,

In ancwer to your leiter of the 2nd, I beg to state that I
have nothing to add to my last communication.

Whilst not wishing to appear discourteous, I must decline
to enter into further correspondence in the matter.

Yours faithfully,
A Jones

YBarkaeMBIi rocnoAHH!

B oTBeT Ha Ballle IHCbMO OT 2-T'0 YHCAA AOAKEH 3asiBHTh,
YTO MHE He4Yero ,&UﬁﬂBHTb K [NIOCAEAHEMY INTHCEMY.

He coutuHTe MOe 3aMedaHie HeAOOe3HEIM, HO f OTKa3biBa-
I0Ch BCTYNATh B AAAbHEHIYIO [IePenHCcKy [0 3TOMY BONPOCY.

C yBasKeHHeM,
A AKOYH3




Pexkomenayemas qureparypa

bace 2.M. Ilocobue no koppecnonaeHuu. AHrnuickuil s3pik.-M., «Hayka», 1965.—
154 c.

N3paunesuy E.E. YueOHNK KOMMepUYECKON KOPPECTIOHACHIIMHU U IOKYMEHTAlUU Ha
aHrIMicKoM si3bike.-M., 1970, U3n-Bo «MexayHapoaHbie oTHOIIEHUs», 1970.—432 c.

[Tamyxuna JL.I'. u np. JlenoBas nmoesnika 3a pyoex. [locoOue 1o aHTIMICKOMY SI3bI-
Ky.—M., «BbICIIas 1mIKoJa», 1989.—255 c.

Crynun JLIL., Boponun CB. I can speak English.—M., «MexyHapoHbie OTHOIIIE-
Hus», 1980—166 c.

Crynus JLIL., UrnateeB K.C. CoBpeMeHHBIN aHTIIMIICKUI peueBoi 3TukeT.—M31-Bo
Jlennnrp.yn-ta, 1980.—143 c.

Crymun JLIL., Jlanuukuii A.-H. Hayunas kondepenmus. Pyccko-anrnuiickuii pasro-
BOpHUK.—M., «Pyccknii s3b1k», 1989.—c.122.

Crynun JLIL (penakTop). AHITIUMHCKHUM SI3bIK JJI TyMaHUTapHbIX (akyiabTeToB.—M31-
BO JlenuHrp.yH-ta, 1989.—303 c.

[leberenko E.B. MeTonuueckas pa3paboTka 10 OCHOBaM JEJI0BOM KOPPECTIOHACHIIUU
Ha aHrImickoMm si3eike.—M., MU-UT'A, 1988.—40 c.



OI'JIABJIEHUE

I''TABA 1. YacTHas nepenucka
§ 1. IIpenBapurenpHble 3aMeUaHUA
§ 2. CTpyKTypa U CMBICIIOBBIE YACTH MHUChMA
§ 3. KonBepThl

I''TABA 2. /le1oBO€ NHCHMO
§ 1. IlpenBaputenbHble 3aMEUaHMs
§ 2. CTpyKTypa U CMBICIIOBBIE YaCTH JIEJIOBOTO MHChMa
§ 3. OdopmiteHrE ACIOBOr0O MUChMa
§ 4. KonBepThl

I'JIABA 3. Kommepueckoe nucbMo
§ 1. OCHOBHBIE MOHATHS U KIIUIIIE
§ 2. 3anpocel. OTBETHI Ha 3aPOCHI
§ 3. 3aka3bl. ConpoBOAUTENBHBIE MMCHMA K 3aKa3aM
§ 4. IloaTBepk1eHNE 3aKa30B
§ 5. Pexnmamaruu. OTBETHI
§ 6. [TonGop koHTpareHToB. Pekomenaauu
§ 7. 3aaBneHus o mpuemMe Ha padboty uinu yuedy. Pexomennanun. OTBETHI

I''TABA 4. Teaerpammsl. Tenekcnl. Tesedakcol
§ 1. Tenerpammel
§ 2. Tenekcol
§ 3. Tenedakcol

NPUJIOXKEHUSA
1.HekoTopble BaxkHbI€ MpaBUiia aHTJIMUCKON MyHKTyaluuu U opdorpaduu
2.CHOMCOK COKpaIlEHUH, yIOTPEeOIIeMbIX B IIEPETTHCKE
3.COucoK COKpallleHu, yIoTpeOIsieMbIX B ICJIOBON MEPETHCKE
4.Cnucok Hanbosee ynoTpeOUTenbHbIX aHITUIUCKUX JIMYHBIX UMEH
5.Cnucok mtaroB CIIIA, ux cokpauieHuit
6.Crnucok aHruicKux rpadcTB, UX COKpAILIEHUN
7.Pyccko-aHrnuickuii cinoBaph o teMe «Odunnanbaas u HeopuuaaibHas MePenucKay
8.00pa31pl mucem
Pexomennyemas nureparypa



	Предисловие
	Глава 1. ЧАСТНАЯ ПЕРЕПИСКА
	1. Предварительные замечания
	2. Структура и смысловые части письма
	3. Конверты

	Глава 2. ДЕЛОВОЕ ПИСЬМО
	1. Предварительные замечания
	2. Структура и смысловые части
	3. Оформление деловгого письма
	4. Конверты

	Глава 3. КОММЕРЧЕСКОЕ ПИСЬМО
	1. Основные понятия и клише
	2. Запросы. ответы на запросы
	3. Заказы. Сопроводительные письма к заказам
	4. Подтверждение заказов
	5. Рекламации. Ответы
	6. Подбор контрагентов
	7. Заявления о приеме на работу или учебу

	Глава 4. ТЕЛЕГРАММЫ, ТЕЛЕКСЫ, ТЕЛЕФАКСЫ
	1. Телеграммы
	2. Телексы
	3. Телефаксы

	Приложение
	Литература
	Оглавление

	Text1: seasoft.com.ua


