Final progress check

Business communication in medicine
Teopemuueckasa uacmpo

HecMoTps Ha mMpokoe UCIOIb30BaHUE SJIEKTPOHHBIX CPENICTB CBSI3H, MMCHbMEHHOE CIIOBO
MO-TIPEKHEMY OCTaeTcs Haubosee paclpoCTPaHEHHBIM CPEACTBOM OOIIEHUS KaK OBITOBOTO, TaK
U TpoeCCHOHATIBLHOTO JEJIOBOT0, PAaBHO KaK U CaMbIM HAJEXKHBIM CIIOCOOOM J€I0BOTO
MHOSI3bIYHOrO oOmeHus. Jlns peanu3anuu ajeKBaTHOTO JEJIOBOIO MHCbMEHHOTO OOIIEHUs
KOKIBIA CHEIUAINCT B 00JACTH MEIUIUHBI TOJKEH BJIaJETh HABBIKAMHM COCTABJICHUS JI€JIOBOM
JOKYMEHTAllU Ha UHOCTPAHHOM S3BIKE.

CyIiecTBYIOT OCHOBHBIC NPaBHJIa TPAMMATHKH, CTHJISI, TOJa4u WH(OPMAIIUU, KOTOPHIE
COJICHCTBYIOT CTAHOBJICHUIO YMCHHA M HABBIKOB PAaOOTHI B JOKYMEHTAJIBHOM IIOJIE JEIIOBOTO
PO ECCHOHAIBHOTO OOIIEHHS HA HHOCTPAHHOM SI3BIKE.

['maBHOM LEJIBIO W3Yy4YEeHUs JIEJT0OBOTO HHOCTPAHHOTO SI3bIKA SIBJIACTCS pa3BUTHE
KOMMYHUKATUBHON KOMIIETEHLINHN c LEJbIO OCYLIECTBJICHUS MEXIyHApOIHOU
KOMMYHUKauu. CeroHs npociexuBaeTcs TEHJICHLUS K riobanu3anuu, YTO
OJIaronpusATCTBYET JAETOBOMY AUANOTY KyJibTyp. Ho 4T0OBI ATOT Amanor ObUT MPOTYKTHUBHBIM,
HEOOXOUMO 3HATh JEJIOBOM pErjJaMeHT KyJIbTYphl AHTJIOSI3BIYHBIX CTpPaH, MHA4ye IMOJb3a OT
MEXKYJIBTYPHOTO OOIIEHUS MOXET OBITh CBEIEHA K HYJIIO, W KOMMYHHKAHTBI MOTYT
HEMPaBUIBHO  TOHATH Apyr  Apyra. Kaxmoe  coObTHE  MEXKYJIBTYpHOTO  OOIICHHS B
npodeccuoHanbHO-/1E€10BOI chepe — 3TO CBOETO pona 3HAKOMCTBO c
YyKOH J1eI0BOM Ky/IbTypoil. He3HaHue 3TO# KyIbTyphl CTAaHOBUTCSI CEPhE3HON MPOOIEMOM UIst
OCYIIECTBIIEHUS YCIEITHOTO MEXIYHAPOAHOTO OOIICHHUS.

AHTIIUHACKHANA SI3BIK CETOAHSI 3acCIHyKWJ CTaTyC SI3bIKa MeEXIyHaponHoro oomieHus. JlroGas
MEIUIIMHCKAsl OpraHU3alMsl CETOAHS UMEET MHTEPHET-CAUT HA aHTJIMIICKOM SI3BIKE.

JlenoBoii JOKYMEHT — 3TO TEKCT, KOTOPBIM COJEP>KUT HHPOPMAIUIO ETIOBOTO XapakTepa U
o opMIIeH COOTBETCTBEHHO HOpPMaM U perJIaMeHTy JeJI0BOM Cpepbl. be3 nenoBeix
TEKCTOB HEMBICTUMO (YHKIIMOHUPOBAHUE Jei0BOro Mupa. CeromaHsi MpoCTOe TPaTUIIMOHHOE
OBJIaJICHUE TPaMMAaTHUKOM, JeKCUKoH, poneTrkoi M He npenocTaBiser TeX 3HAaHUM U YMEHUH,
KOTOpPBIE MOYHO MOJYYUTh NPU U3YyUYEHUHU S3bIKA C UCIOIH30BAHHEM B HEM MPodecCHOHATBHO-
JenoBoi coctapisitomied. [Ipy BBeeHMM B TMJIaH 3aHATHM AEOBOTO AMCKYpCa MPOUCXOIUT
OBJIQJICHHE SI3bIKOM B KOHTEKCTE JENOBOM KyJbTypbl. CBOM CTWUJIb MPUCYI MEPENUCKE IO
DIIEKTPOHHOM TmouTe. B /JemoBol KOMMYHUKAllUM COONIONAIOTCS pa3fUYHbIE  yYPOBHH
cyoopauHanmu. CyliecTBYIOT MpaBHJia MHUCHMEHHOTO OOIIEHUS C HE3HAKOMBIM H C JaBHUM
napTHEPOM, TOPSAOK oOpalieHrs K KOMIaHUU B 1[EJIOM M K OTACIBHOMY JIUITY, K MY>KYHHE U K
KEHIIMHE U T.]I.
OCHOBHBIE THUITBI AEJIOBON KOMMYHHUKAILIWH:
- MUCHMO, HAITMCAHHOE OT PYKH;
- KOMIIBIOTEPHOE TTUCHMO;
- (hakc;
- KpaTKHe COOOIEHUS Ha AJICKTPOHHYIO MOYTY

CrtpemutensHoe yBeNWYeHHE OOBEMOB W TEMIIOB OOMeHa HHGopMalueld, YCKOpEHHOe
pa3BUTHE KOMIBIOTEPHON CBSI3M - TJIABHOTO MHCTPYMEHTa MPO(ECCHOHANBHBIX KOHTAKTOB -
BbIBeIM B cepearHe 1990-x romoB NHUChbMEHHYIO KOMMYHHMKAIMIO Ha mepBbld 1uiaH. [lpu
COXpaHSIONIICHCS BaXHOCTH W IICHHOCTH YCTHOTO OOIICHHMS ceroaHs mnpaktudecku 80%
nH(popMallMOHHOTO 0oOMeHa B cdepe HayKu, TEXHUKU U TEXHOJIOTUH KaK BHYTPU OpraHU3alui,



TaK WM MCKIAY HHMHU OCYHICCTBIIACTCA IMMOCPECACTBOM TGHCKOMMyHHKaHHﬁ, a HMCHHO B
INUCBbMCHHOM BH/JC.

Kak BecTH 1€/10BYI0 KOPPECIIOHAEHIHIO MO-aHTITHHCKH

B mponuioM Beke OOMH 3HAMEHUTHIM YYEHBIH, 3aKaH4YMBas JIEJIOBOE IMHUCHMO, ClIEIall
XapaKTEepPHYIO TPHUIIUCKY «IPOIIY W3BHHUTH, YTO MUCHMO IOJYYMJIOCH TAaKUM JIMHHBIM. He
ObUTO BpeMEeHHM». ABTOp INHCbMa CBOCOOPAa3HO OTpasWyl CBOE MPEACTABICHHE O KYJIbType
JIeTIOBOTO OOIIEHHS, TIOAYEPKHYB, YTO TAKOTrO poja olmieHne TpedyeT OOJBIIOro BpeMEHH IS
MPEBAPUTEILHBIX PAa3MBIIIUICHUH MO 0TOOPY MaTepuana Juis MUChMa, JUIsl er0 MOCTPOCHUS U
BbIOOPA 00010J0/IOCTYITHOTO SA3BIKA.

Kynberypa opunmanbHO nepenucku — MOXKET OBITh OTpeieieHa TPeMsI IPHHIIATIAMHE:

1. IaKOHHU3M JIEIOBOrO IIHUCHhMa;

2. IOCTaTOYHOCTh MH(OPMAIIMOHHOTO COOOIIEHHUsS, OTBEYarolas LEIsIM MHChbMa M XapakTepy
OTHOIIICHUH;

3. ICHOCTb U HEIBYCMBICIIEHHOCTh COOOIIICHUSI.

W3BecTHO, 4TO I'paMOTHO COCTaBJIECHHAs JEJ0Bas JOKyMEHTalMs — 3TO IIOJIOBUHA ycIiexa
mro6oro mpoekra. Kem Obl HU paboTan 4enoBeK W 4yeM Obl HM 3aHUMAJICS, HaBepHSIKA HE pa3 OH
OTIIPABIISI CBOE PE3IOME, IMUCa KOMMEpUYECKHe MUChbMa NapTHepaM, OObsCHUTENbHbIE 3aIIUCKU
HayalbCTBY, TOTOBWJI MaTepHaibl K COBELIaHMI0. DTa Hanbosee obmas GyHKIU JeT0BON peun
B 3HAYUTENILHOM CTENEHU Npeonpeenia U UX XapaKTepHble 0COOEHHOCTH SI3bIKa 3TOIO CTHJIS.

CTuapb aHrIumicKux opuuuaabHbIX 10KyMeHTOB ([lesioBast peusn)

OcHOBHas 1eNib JIEJIOBOM peud — OMNPEAETUTh YCIOBHS, KOTOpble obecredaT HOpMallbHOE
COTPYJIHUYECTBO JIBYX CTOPOH, T.€. II€JIb JI€JI0BOM peun — JOCTUTHYTh JOTOBOPEHHOCTU MEXKIY
JBYMsI 3aMHTEPECOBAaHHBIMU CTOPOHAMHU.

B anrnmiickom nuTepaTypHOM S3BIKE B IIPOLIECCE €r0 pa3BUTHs 000cOOMIICA €Ie OJIUH PeueBOr
CTHJIb, KOTOPBII Ha3bIBA€TCS CTHIIEM JEJIOBOM peuH, UM CTUJIEM JIeNOBBIX JoKyMmeHToB (official
style). Kak u papyrue peueBble CTUIM, OOIIECTBEHHO-OCO3HAHHBIE KAaK CaMOCTOSITEIIbHBIE
CUCTEMBI, 3TOT CTUJIb TOXKE UMEET OIpe/ieSIeHHbIE 1IeIM KOMMYHHUKAIIUU, UMEET CBOM, OOLIUE TS
JAHHOTO CTUJISl 3aKOHOMEpPHOCTH U S3BIKOBbIE XapakTepucTuku. HauOonee cyiecTBEeHHBIE
IIPU3HAKHU JEJI0BOH JOKYMEHTAIUH.

1. Crnemuduka KyiabTypbl O(QHUIHATBHO-AEIOBON peun 3akKIo4aeTcss B TOM, YTO OHa
BKJIIOYaeT B ce0s BIaJE€HUE JBYMS pa3IMYHBIMH 10 Xapakrepy Hopmamu: 1)
TEKCTOBBIMM,  PETYIUPYIOIIMMH  3aKOHOMEPHOCTM  IIOCTPOCHHMS  JOKYMEHTA,
3aKOHOMEPHOCTH Pa3BEPTHIBAHUSI €ro COJEP)KAaTEIbHOW CXEeMbl, U 2) S3bIKOBBIMU,
PEryIUpYIOIMUMU 3aKOHOMEPHOCTH OTOOpa S3bIKOBOTO MaTepuana Il HalOJHEHHS
COJIEpXKATENBHOM CXEMBbI JOKyMeHTa. Pasnuuenne 3TUX AByX TUIIOB HOPM J€JI0BOW peun
IIOMOTaeT MOHATh HAINPABICHHOCTh M 3Talbl MBICIUTENBHOM pabOThl HaJ TEKCTOM
JIOKYMEHTA! OCMBICIICHHE o(unmanbHO-1eNT0BOM CUTyaluu -> noa6op
COOTBETCTBYIOLIETO €M KaHpa JOKYMEHTa -> YICHEHUE COOTBETCTBYIOIIMX KaHPY



JOKYMEHTa HOpPM IIOCTPOCHHUSI TEKCTa -> BBIOOp OTBEYAIOUIMX JKaHpy H Qdopme
JIOKYMEHTA SI3bIKOBBIX CPE/ICTB.
2. ®opMa JAOKyMEHTa (CXeMa, OTpa)karomias CEMaHTHKO-WH(POPMALMOHHYIO CTPYKTYpPY
TEKCTa) TMPEIOCTaBIsIET B PACIOPSDKEHHE €ro COCTAaBUTENs ONpEACICHHBIH Habop
PEKBU3UTOB M ONPEACICHHYIO WX KOMIIO3HMIMIO (IIOCIENIOBATEIbHOCTh U TMOPSIOK HX
pa3MeleHusi B TeKCTe JAoKyMmeHTa). Haumbosnee vactoTHbple (oOmue psiay AOKYMEHTOB)
PEKBU3UTHI:

o (1) ampecar nokymeHTa;

o (2) ampecaHT TOKYMEHTa,

o (3) 3arnaBue (>kaHp) TOKYMEHTA;

o (4)3armaBue K COICPKAHUIO TEKCTA JOKYMEHTA,
o (5) cnucok mpHIOKEHUHN K TOKYMEHTY;

o (6) moamnuce;

o (7) nara

O0s13aTenbHOCTH/HE00A3aTENBHOCTD  YIIOTPEOICHHSI ONPEACICHHBIX PEKBU3UTOB OIpeeNsieT
KECTKOCTb / CBOOOy MOCTpoeHus: GpopMbl TokyMeHTa. CKka3aHHOE MO3BOJISIET XapaKTepU30BaTh
«IUIIYIOIET0» KaK COCTaBUTEIS TEKCTa JOKyMeHTa (10 M3BECTHBIM eMy oOpasuam): 3TO
OTHOCHUTCA U K IUIaHY TCKCTOBLIX HOPM, U K IINIAHY A3BIKOBBIX HOPM.

3. CocraBuTenb, Kak MPaBUIIO, UCHOIB3YET TPAJAULIMOHHBIC JJIs OQUIHAIHHO-AEI0BOTO CTHIIS
A3BIKOBBIE ~ cpencTBa. TakoBbl: M CTWJIMCTHMKAa TEKCTa JOKyMeHTa (HeWTpanbHas,
HEOKCIIPCCCMBHAd W HEOMOIHMOHAJIbHAsA WJIHU KHI/I)KHaSI); N JICKCUYCCKUC CPCACTBA (6JII/I3KI/I€ K
OJTHO3HAYHOCTH JIEKCEMBl W MPUBBIUHBIE CIOBOCOYETAHMS, BKIIOUAs KJIMIIE M INTaMIIbI, HE
TOBOPS YK€ O TaK Ha3bIBAEMbIX KaHLEISIPU3Max - SI3bIKOBBIX CPEACTBAX, YIIOTPEOIeHHE KOTOPBIX
HOPMBI JINTEPATYpPHOTO s3bIKa OrpPaHUYMBAIOT cepoil 1enoBoil peun); U Mopdosornyeckue
cpeAcTtBa (IPOAYKTUBHOCTh OTIVIATOJIBHBIX CYLIECTBUTENBHBIX Il Ha3blBaHUS JEHCTBHIA;
TCHJCHIIMS K HEyMOTPeOJCHUIO B JOKYMEHTaX JTMYHO-yKa3aTeJbHBIX MecTonmMeHuit he — oH,
they — onn).

[Ipexne Bcero, B HEM TaK)Ke KaK M B CTHJIC HAYYHOH MPO3bI BhIpaOaTHIBACTCS CIEIM(HUECKas
tepmuHOIOTHs U (paszeosnorus. Hanpumep: | beg to inform you (Ynoaromouen Bac yBeqoMutsb,
Nmeto yecTh coodbnmth) ; the above mentioned (Boimensnoxennsiii); on behalf of (ot umenn); u
7p.

Takoro poaa ¢ppa3eoJoruaeckre COYCTaHNus U OTACIbHBIC CJIOBA - TEPMUHBI MOYKHO BCTPETHUTH B
oTdYeTaxX, ycTaBaxX, 3aKOHAX, HOTaX W T. J., IpHYEeM Kaxaas o0JacTb HWMEET CBOIO
crenupuIecKyro  TepMuHOJOTHIO.  JmsT  s3bpIKa  JEJIOBBIX  JIOKYMEHTOB  XapaKTepHa
TPAIUIIMOHHOCTh  CPEJCTB  BBIPAKEHUS, KOTOpas yCKOpsSeT mporecc (GOpMHUPOBAHUS
(bpazeoIOrnYecKUX eAUHUI] TUITMYHBIX JUISI 3TOTO CTHIIS. TpaJuIIMOHHOCTh CPEJCTB BBIPAKEHUS
JIGKUT B OCHOBE JIPYrOil YepThl CTHJIS aHIJIMHCKUX O(UIHAIBHBIX JOKYMEHTOB, @ UMCHHO —
HAJIMYME 3HAYUTEILHOTO KOJUYECTBA apXaWdeCKUX CJIOB M BhIpakeHUil. B moOoM 1enoBoM
JIOKYMEHTE MOKHO BCTPETHTBH YIOTpPEOJICHHE TaKHX CJIOB, Kak hereby (HacTosimum, Mpu cem);
henceforth (¢ 2Toro Bpemenu, oOTHbIHE, BrOpenas); aforesaid  (BBIIEU3TOKEHHBIMH,
BBIIICYITOMSIHYTBIH); U JIp.

OO0muM I BCeX PA3HOBUIAHOCTEH JIEJIOBOTO CTHUIA SBIIICTCS HAJMYME BCSIKOTO pojia
COKpaAIlleHUH, a00peBUaTyp, CIOKHOCOKPAIICHHBIX CJIOB M T. J. B cTHJIE NENOBBIX JOKYMEHTOB
CJIOBa YMOTPEOISAIOTCSA MPEHMYIIIECTBEHHO B OCHOBHBIX NMPEAMETHO-JIOTHYSCKUX 3HAYCHHSX (32



UCKIIIOYEHUEM TEX CIIydaeB, KOTAA MIPOM3BOJHbIC TPEIMETHO-IOTHUCCKIE 3HAUCHUS SBIISIOTCS B
JTaHHOH chepe 0OIIeHNsT TEPMUHOIOTUYECKIMU ).

B cBsi3u ¢ 3TUM BBICTYNAET U Apyras 0COOCHHOCTh CTHJIS AEJOBOM pedn. DTO OTCYTCTBHE KaKUX
ObI TO HH OBUTIO OOPA3HBIX CPEJICTB: B TEKCTAX JIENOBBIX JTOKYMEHTOB HET MeTadop, METOHUMUU
WIN IPYTUX IPUEMOB CO3/IaHHUS 00Pa3HOCTH PEUH.

Uro KkacaeTcsi CHHTaKCUYECKHMX OCOOEHHOCTEH [1el0BOM peud, TO Haubosiee OOIIMMHU W3 HHUX
ABJISIIOTCS JUIMHHBIC IIPEIOKEHUS, Pa3BEPHYTHIE IIEPUOJbI C YPE3BBIYANHO Pa3BETBICHHOU
CUCTEMOM COIO3HOW cBs3u. MHorma oOAHO MpemIoKEHUE OXBaTblBACT BCE  YCIOBUSA
JIOTOBOPEHHOCTH, KOTOPBIE IMPEIONPEAEIAIOT OTHOLICHHUS U KOTOpPHIE MOIYT BO3HUKHYTH B
pe3yJIbTaTe pealn3aluy TaKUX OTHOIIEHUMN. Y CIIOKHEHHBIM CUHTAKCUC JIEJIOBBIX JOKYMEHTOB
UCTOPUYECKH O00BsACHUM. CBS3U MEXIY MPEIIOKEHUSIMU OTPaXKaloT, KaK U3BECTHO, peasbHbIE
CBSI3M MEXIY BBIpQ)KaeMbIMU MOHATUSAMHU. DTa CBA3b OCOOEHHO YETKO BBICTYMAET MPHU HATMYUU
COOTBETCTBYIOILIUX COIO30B, OMNPEICISIIONIMX XapakTep cBs3u. g oduiuanibHO-AeI0BOrO
CTUJIS,, KOTOPBIMA SBJISIETCSI PAa3HOBUAHOCTBIO JIMTEPATYPHOTO SI3bIKA, XapaKTEPHBbI JBE OCHOBHbIE
YEepThl: CTPEMJICHUE K MAaKCUMAJIbHON SICHOCTU M OTCYTCTBUIO KaKUX-THOO BYCMBICIEHHOCTEH,
a TAaK)K€ OI'PaHMYECHHOCTb TEMAaTHUKHU. B CBOIO ouepenb, B CAaMOM 3TOM CTHJIE MOXHO BBLIEIUTH
JBa TOACTWIA - O(UIMAIBHO-JOKYMEHTAIBHBIA U OO0MXO0IHO-AenoBOM. IlepBblii M3 HUX
YIOTPEOeTCS TNPEUMYIIECTBEHHO B JOKYMEHTAaX JHUINIOMATHYECKOTO M IOPHUIUYECKOTO
XapakTepa, a BTOPOH - B JICTIOBOW IepenucKe. [ TaBHOW O0COOSHHOCTHIO JIEKCUKH O(HIIMATBHO-
JOKYMEHTAIbHOTO TOJCTHUJISL SIBISIETCS AKTHUBHOE YMOTpEOJIeHWE WHTEPHALUOHAIU3MOB. JTO
CBSI3aHO C TEM, YTO B CpEJHHE BeKa SA3BIKOM MEXIYHAPOJHOrO (B TOM 4HCIE U
TUTUIOMATHYeCKOr0) OOIIeHHs Oblla JTaThIHb, a MO3)Ke €€ CMEHUI (PAHITY3CKHil S3bIK. A TS €ro
CHMHTaKCHCa XapaKTEpPHbI JJIMHHBIE CIIOXKHBIE MPEUIOKEHUS, B KOTOPBIX YacTO BCTPEYAOTCS
IIPUYACTHBIE U JIeeNpUYaCTHbIe 000POTHI, YTOUHSIOIINE U BBOJIHBIE CIIOBA.

TakuM 00pa3oM, Bce BBIIIEYIOMSAHYTbIE OCOOEHHOCTH HaXOAST COOTBETCTBYIOIEE OTPA’KEHUE
MIpH BBIOOPE JIEKCUKO-TPAMMATHUECKUX CPEJICTB SI3bIKA.

K ocHOBHBIM XapaKTEPpUCTUKAM Oq)l/llll/la.]'ll)HO-)]eJ'lOBOFO CTHUJIA OTHOCHT:

1) BBICOKYIO perJIaMeHTHPOBAHHOCTh PeUM (ONpEeAeTICHHBII 3amac CPeICTB BRIPAKECHUS U
CI0CcO00B UX MOCTPOEHUS);
2) ounuaIbHOCTh (CTPOTOCTh H3JIOKEHHSI, CJIOBA YHOTPEONSIIOTCS OOBIYHO B MPSMOM
3HaYeHUH, 00Pa3HOCTh, KaK MPaBUIIO, OTCYTCTBYET, TPOIIbI OUEHb PEIKH);
3) 0e3MUYHOCTh JIEKCHMYECKMX KOHCTPYKUUH (o(puIMaIbHO-IenoBas peub u30eraer
KOHKPETHOT'O U JINYHOTO).
Jlexcuueckue mpu3HaKku: oOpameHus Tuma: sir, madam, ladies and gentlemen. I'pammarudeckue
0COOEHHOCTH: 0oJiee CIIOKHBIE (OPMBI TOOYKIECHUN, MPOCKO, TPUTTIAIIICHIH; HATUIHE BBOTHBIX
¢bpa3, CMIATIAOMUX KaTErOPUIHOCTD YTBEPKACHUS WA OTKAa3a.

Oco0eHHOCTH 0(PMIHMATBHO-AEJI0BOI0 CTH/IS NpeAoNpeae/ieHbl IKCTPAJMHIBUCTHYECKMMH
(BHEIIHUMM /Il I3bIKA) (paKTOpPAMMU:

1. Oxpacka JOMKEHCTBOBAHMS, WMIIEPATUBHOCTh (MTOBEIUTENBHOCTh). [laHHas depta
NPOSIBIIIETCS. B PEryJIsipHOM yroTpeOiacHnn uHbuHUTHBOB (10 dismiss — yBomuth), dopm
HACTOSIIIIETO BPEMECHM B 3HAYCHHM TPEANUCAHUSA (OTUETHI, KOTOPBIH MPEIOCTaBISIOTCS



€XKEeMEeCAYHO), KpaTKuX IMpHiIaraTelbHbIX, MOJANbHBIX TIJarojoB (MUSt — d0JKEH), CJOB,

BhIpaXKaroUux BojeusbsieHue (t0 allow — paspemmrs, to forbid — 3anpemniaercs), maccuBHBIX
KOHCTPYKIUH. DTOT MPU3HAK JIETKO MPOHJUIIOCTPUPOBATh TAKMM HUMIICPATHBHBIM JKaHPOM, Kak
JIOJDKHOCTHASI HHCTPYKITHSL.

Doctor Responsibilities:

Respond to patients’ medical problems by referring to their history, carrying out
diagnosis, treatment, counseling and referral, where necessary.

Order lab tests and interpret the test results.

Maintain confidentiality and impartiality at all times.

Collect, record and maintain sensitive patient information such as examination results,
medical history and reports.

Perform minor surgeries.

Explain procedures or prescribed treatments to patients.

Liaise with medical professionals in the community and hospitals.

Promote health education in conjunction with other health professionals.

Meet targets set by government for specified treatments eg. child immunization.

Discuss and evaluate new pharmaceutical products with pharmaceutical representatives.
Keep up-to-date with medical developments, treatment and medication.

Teach at hospitals and medical schools, and observe and assess the work of trainee
doctors and medical students.

Doctor Requirements:

Degree in Medicine (essential).

5 years of residency training (essential).

Current state medical license and Federal DEA license (essential).
Completed U.S. Medical Licensing Examination (essential).

3 years of experience practicing as a primary care doctor.
Fantastic counseling and listening skills.

Superb organizational and time management skills.

Excellent decision-making skills and communication.

Ability to work under pressure in a fast-paced environment.
Compassionate nature with the ability to make patients feel at ease.
Great management and leadership skills.

2. To4HOCTH, HE JMOIYCKAaIIIas HWHOTO TOJKOBAHUA. J[BOSIKOE€ TOJKOBAaHUE JIMIIAET
JIOKYMEHT aBTOPUTETHOCTH. J[aHHAs yepTa peann3yercs B OTPaHUYCHUH HAa CHHOHUMHUIO,
B yNOTPEOJIGHUM JICKCUYECKHX TOBTOPOB, IIETIOYEK POIUTEIBHBIX  TaIeKeH,
CJIIO)KHOTIOTYMHEHHBIX ~ TIPEJIOKCHUH, TPEUIOKEHUH C  OJHOPOJHBIMH  YJICHAMHU,
KOJIMYECTBO KOTOPBIX JOXOAMUT JI0 BOCBMU-IECITH.

3. CTaHmapTU30BaHHOCTh, OOYCIIOBJICHHAs pEriaMEeHTHPOBAHHOCTHIO JOKYMEHTAIIHH.
JlaHHBII TPU3HAK HAXOJUT CBOE OTPAKEHUE B UCIOJIb30BAaHUU YCTOMUYMBBIX BBHIPAXKEHUI.
B Tekcrax AJOKYMEHTOB HMCMOJIB3YIOTCS YCTOMYMBBIE MPEIIOKHBIE BBIPAXKEHUS TUIA: 110
OKOHYaHMH, 110 IPUE3]IE, 32 MOANKCHIO U NIeYaThlO, B aJpec.

4. OOBEKTUBHOCTh. BbIpakeHHeM 53TOH 4YepTHl SBISICTCS HEIUYHOCTH H3JI0KCHHUSI,
CyXOCTb, OTCYTCTBHE MECTOMMEHHO-TJIarOJbHBIX (OpPM MEPBOro-BTOPOro  JIUIIA,



YaCTOTHOCTH (POPM TPETHEro JIMIIA, CTPaJaTeIbHBIX KOHCTPYKIMii: scholarship is accrued
( cTUTIeH1USI HAYUCTISIETCS).

5. Kparkocts, nocruraemas 3a CUYET SKOHOMHMM M PALMOHAIBHOTO HCIIOIb30BAHMS
SI3BIKOBBIX CPE/ICTB.

Bonburyto rpymnmny npeacTaBisitoT JOKYMEHThI chepbl yrpaBieHus. FIX MOKHO pa3ieiauThb
Ha CIEQyIoIIUe MOATPYMNIbl: 1) IUPEeKTHBHbIE W HH(OPMALMOHHO-UHCTPYKTHUBHBIE
(3aKOHBI, YKa3bl, IIOCTAHOBJICHUS, IIOJ3aKOHHBIE aKThl, METOJMWYECKUE YKa3aHMUs,
MHCTPYKIIMU BBIIECTOSIIINX OPTaHOB); 2) OpraHU3aluOHHO-PACIIOPSANTENIbHbIC (YCTaBHI,
IPUKa3bl, PpaCHOPSIKEHUS, YUYPEAUTEIbHbIE JIOTOBOPBI, pEIICHUs, JOKJIaJHblE M
OOBSICHUTENIbHBIE 3alUCKH, CIPAaBKH, MUCbMAa W (akchl U T.1.); 3) JOKYMEHTHI IO
JUYHOMY COCTaBy, PETyJIUpPYIOUIME TpPYAOBbIe OTHOLICHHS (TpUKa3pl O MpUEMe,
YBOJILHEHUU, TEpeBOAe M T.A., 3asBJICHUS, XapaKTEPUCTHKH, Tabenu u rpadukwy,
TPYIOBbIE KHW)XKH, Yy4YeTHbIC IJIMYHBbIE KapTOYKH, JHM4YHBIE nena); 4) ¢UHAHCOBO-
Oyxraiatepckue JOKYMEHTHI, C TIOMOINbIO KOTOPBIX, HE3aBUCUMO OT (Hopm
COOCTBEHHOCTH, BEIETCSl YCTAaHOBJICHHBIM TOCYAapCTBOM y4YeT M OTYETHOCTH (OajlaHCHI,
pa3IuyYHbIE aKThl, cyeTa, OW3HEC-IUIaHbl, BEJOMOCTH, IUIATEKHBIE MOPYUYEHUS,
OyxrajaTepckue KHUTH) U T.J1.

W3 ocobOeHHOCTEW, MpekIe BCEro, CIEAyeT OTMETHTh O(PHUIIMAIBLHOCTH JOKYMEHTa, KOTopas
o0ycloBiieHa cHUTyalleil OOLIeHUs U XapaKTepoM OTHOIICHUM Mexay mnaptHepamu. OcoObiit
KOJIOPHUT JIEJIOBBIX TEKCTOB COCTOMT B TOM, YTO OHU OPHUEHTHPOBAHBI HA COJCpP)KAHUE M, KaK
IPaBUJIO, MAJIOAMOLMOHANIBHBI, JIOTUYHBI, 3KCIIPECCUBHO CAEpP)KaHHBI.  YIOTpebiseTcs
NPEUMYIIECTBEHHO CTUJIMCTUYECKHA HEUTpajbHAs JIEKCHKA, MHOTO KHW)KHBIX CJIOB JIATHHCKOTO
IIPOUCXOXKICHUS.
[TuceMeHHass JnenoBasi pedb XapaKTepU3yeTcss YHOTpPeOJNeHHWEM KIIUIIE, CTEPEOTUITHBIX
BelpakeHU U (¢pa3. CTOUT OTMETUTb, YTO OPUEHTHPOBAHHOCTH JAEJIOBOTO JIOKYMEHTa Ha
coJiepKaHHe He O3HadaeT OTCYTCTBHE (hopMbl. Benp TONBKO MpaBUiIbHO CHOPMYIHPOBAHHBIE
TEKCThl JICHCTBUTENBHO OTPAXKAlOT ONUCHIBAEMBIM B HUX MpeaMeT, Oyab TO 3asBICHHE Ha
BbIJIa4y BU3bl WM ITYHKThI T€HEPATbHOTO KOHTPAKTA.
CraHiapTU3UpPOBAHHOCTH JIOKYMEHTA BBI3BaHA, BO-TIEPBBIX, TPEOOBAHUSAMH SKOHOMHUH pEuH, a
BO-BTOPBIX, HEOOXOIUMOCTHIO OOJIETYUTh MPOIEeaypy 0OpaOoTKu (B TOM YHCIE - TMEPEBOAA)
MH(OpPMaIIMU U HEBO3MOXHOCTBIO PA3JIMUYHOTO TOJIKOBAHUS OJHOTO TEKCTA.
B nenoBom cTuiie B aHIVIMHCKOM $I3bIKE HAOJIONAETCSl CTPEMJIEHHE K COOTBETCTBHIO TEKCTOB
paHee co3laHHbIM oOpa3uaMm. OTCYTCTBHE MPOSIBICHUN JUYHOCTHOTO XapakTepa 3aMeasisieT
U3MEHEHHE JaHHOro CTHisi. TeM He MeHee, COBPEMEHHbBIE YCIOBHUS pa3BUTUS cdep
NEeSITeIbHOCTH TPeOYIOT BBICOKOM BapHaTHUBHOM CIOCOOHOCTH JI€IOBOIO AHIVIMHCKOTO Kak
MOJICCTEMBI SI3bIKA.
CrangapTHoe 1eJI0BOE IHCbMO

JlenoBble MucbMa UMEIOT JI0BOJIBHO CTPOTYIO KOMITO3MLIMOHHYIO hopmy. s ¢popmanbHOrO
JIEJIOBOTO TIMChMa CJIeBa BBEPXY MUIIYT 00paTHBIN aapec. OOpaTuTe BHUMaHHUE: B OOJBITUHCTBE
€BPOIENCKUX CTPaH aJIpec MUIIYT «B 0OPaTHOM IMOPSIIKEe»: CHavaja YKa3blBalOT UM U (haMUIIHIO
ajzjpecara, 3aTeM - HoMep KBapTuphl (oduca), HOMEp 0OMa, YIHUIly, TOPOJ, KOJ ropojaa, PeruoH
(B8 Poccunu ykazpiBaroT 06sactb, B AMepHKe — mTar, B BenmukoOpuranuu — rpad)cTBO) U CTpany.
Ilepen ykazaHueM Jarbl clejlaTe JBOMHOM HHTEpBaid. Ha3BaHue Mecsua MOYKHO HAmucaThb
CJIOBaMHM, a MOXHO M Lu¢ppamu. Ecian BBl pemuTe BOCHOIb30BAThCA HUPPOBBIM (hOpMaTOM, HE



3a0ynpTe, uyTo B BenukoOpuTaHuu cHadajga yKas3blBAalOT YHCIO, 3aTeéM Mecsll UM Troja, a B
CoenMHEeHHBIX HTarax CHavasa MUIIYT MECHIII.
Hanee uner agpec noiayyarens (Crpasa).

Ecnmu Bam Heo0XoaMMo cocinaThCsi Ha MPEAbIAyIee MUChMO, 3TO CIEAYeT cIenaTh Mepes
oOpamienreM. OOBIYHO CCBUIKY CTaBSAT CIICBA.

Dear Mr. Sharp:

[lepen oOpatieHneM NPUHATO J1€1aTh JBOMHON HHTEPBAI MEXKIY CTPOKAMHU.

Ecnu BbI TMYHO 3HAKOMBI C apecaToM, TO oOpallleHue JOJIKHO HauuHaThCs co cioB ""Dear
Mr. X” (nmo-Hamemy, «yBakaemblii MBan HBanbru»). K skenmune oOparmmarorcs Mrs., eciou
yBEpEHBI B TOM, YTO OHA 3aMy>keM, U MS. BO BCceX OCTaJIbHBIX CIIydasx (eciu OHA OJMHOKA WJIH
€CJIA BBI HEe 00Maaere nHpopMaIuei o ee COIMaIbHOM CTaTyCe).

Ecnu BBI ¢ agpecaTom JHMYHO HE 3HAKOMBI M BOOOIIE TOHATHS HE MMEETE, K KOMY IONaieT
Ballle MUCHMO, HAITUAIITUTE:

1. To whom it may concern: (Z0CJI0BHO: TOMY, B Ybei KOMIICTEHIIMH HAXOIAMUTCS TAHHBIN

BOIIPOC)
WIH

2. Dear Sir or Madam: (6e3nuuHoe “YBaxkaeMble JaMbl M rocroaa’).

OOparuTe BHHMaHHE Ha TO, YTO IOCJTE OOpalleHUs €BpPONEHIBI M aMEPHKAHIIbI CTaBSIT
nBoeroune. HuKaknx BOCKIMIATENFHBIX 3HAKOB — BaC HEMPABUIILHO TIOWMYT.

Haxonenr Mbl 100paiich O CaMOro TEKCTa MHCHbMA, Pagdl KOTOPOTro, COOCTBEHHO TOBOPS,
BCE U OBLIO 3aTESHO.

O ToMm, YTO mHcaTh HY)XHO BEXJIMBO JakK€ B TOM ClIy4ae, €CIM BaM HE 3ariaTiiid (He
OTTPY3UJIH, HE TPEeAyNpeauin, oOMaHyau, OOUIeNn), MHE Jake M HAIlOMHHATh HE XOYETCH.
TekcT nomkeH ObITh HAMKMCAaH JIOCTATOYHO KOMIIAKTHO, Yepe3 OAMH MHTepBal. OIHAKO MEXIy
ab3aramMu Ciie/lyeT mpoIycKaTh 1Mo JBe cTpouku. [ToHsTHE «KpacHas cTpokay, win "indent™ (3to
KOTJla OT JIEBOTO Kpas MIChMa OTCTYIAIOT Mepe/ TeM, Kak HauaTh HOBBIN a03all) y eBpoIeiiieB u
aMEpHUKaHIIeB OTCYTCTBYET, II0O3TOMY €€ WHCIIOJIb30BaHWe Il 00O03HaueHus ab3areB
HEXKENATEbHO.

3akaHYMBATBhCA IMUCHMO JIOJDKHO O0O0s3aT€IbHO HA TIO3UTUBHOW HOTE HE3aBUCHMO OT
conepkanusi! Bbl ke He XOTuTe, 4TOObI BBHIMYYEHHBIH BaMM ILIEAEBpP ObUI BBIOPOIIEH B
MYCOPHYIO KOP3HHY cpa3y Mocje MpouYTeHusl.

Pexomennyemsle bopmybl BEKJIMBOCTH.
We are looking forward to hearing from you.
(MBI cropacm oT HCTCPIICHUAA, MMpOYNTATDh Ball OTBeT) .
We would appreciate your cooperation on this matter.
(Mms1 Oynem OJ1aroTapHbI 3a COTPYIIHUYECTBO o 3TOMY BOIIPOCY).

Thank you in advance for your cooperation. (3apanee OmaromapuM Bac 3a IIOMOIIIb).
Awaiting your prompt reply. (B oxxuaanuu cKOpeiiero oTeera).

O0s13aTeNBHO B KOHIIC MHMCbMa YKAXUTC, KaK C BAMU MOJKHO CBA3aTbCA. OTUM BBl KaK OBl
CIIC pa3 MOAYCPKHECTE, UYTO OXUAACTC OT CBOCTO KOPPECIHOHACHTA OIPCACICHHBIX ﬂeﬁCTBHﬁ.
Kpome Toro, 3to aeWCTBUTENHHO YAOOHO — BalleMy MapTHEPY HE MPHIETCS pPHIThCS B
NHUCBMEHHBIX CTOJIaX CBOUX KOJJIET B IIOMCKaxX Ballei CI[HHCTBCHHOﬁ BU3UTKH, KOTOPYIO OH B
MOCJIEHUN pa3 BUJIET JIET CTO Ha3al.

Hy, u, HaKOHEI, 3aKJIFOYUTEIbHBIE bpa3sbr:
Sincerely yours, (MCKpeHHE BAIIIN)
Yours faithfully, moanucs u pacumdposka.



Mexay MOANUCHIO M MPEIBIAYIIECH CTPOKOH JOKEH OBITh OOJBIION MHTEPBAI.

Ecnmu x muceMy MpuIararoTcsl TOKYMEHTBI, CIEAyeT 00S3aTelbHO O HUX YIOMSHYTH. Jlyis
3TOTO IMOCIE TOANUCH B JIECBOM HW)KHEM yriy nuiryt ''Enclosure: ... u yka3bIBalOT KOJUYECTBO
JIOKYMEHTOB ¥ MX Ha3BaHUSI.

TpeboBaHHe TOYHOCTH W SICHOCTH TEPEBOJA TPEIBSABISICTCS HE CIy4allHO: BEIb SI3BIK
JIEJIOBBIX OyMmar - 3TO eule U sA3bIK OPUIMATBHON BIACTH. A OTCIOJIa BBITEKAE€T M BTOpasl €ro
OCOOEHHOCTh - CTaHJapTHas (opMma H3JI0XKEHUsS, CTPEMJICHHE K OOOOIICHHUSIM W aOCTPaKIIUH.
Jlannble 0cOOEGHHOCTH HAXOASAT OTpPa)KeHHE B TNEepeBoe OQPHUIMAIBHBIX JOKYMEHTOB, IS
KOTOPOTO XapaKTEepHO, MpPEXKIe BCEro, ynoTpeOJIeHHe CTaHIAPTHBIX CHHTAKCUYECKHX U
rpaMMaTHYECKUX KOHCTPYKITUH.

OO6cnyxuBass TpPaBOBYIO M  QJMUHUCTPATHBHYIO  JESTEIBHOCTh HpU  OOIIEHHH B
TOCYIapCTBEHHBIX YUPESKICHUSAK, TPHU JICTOBBIX MEperoBopax oO(HUIMATHHO-IEIOBON CTUIIb
peaym3yercss B TEKCTaX 3aKOHOB, YKa30B, MPHUKA30B, WHCTPYKIUH, JOTOBOPOB, COTJIAIICHHA,
pacmnopsHKEHU, aKTOB, B JIETIOBOM MEPEMICKE YUPEXKICHUH, a TAKXKE B CIIPABKAaX IOPUIUIECKOTO
xapaktepa. Od¢uiuanbHO-IETOBbIE TEKCThI, B OTJIWYHE, HANPUMEpP, OT XYAO0KECTBEHHBIX,
MOJIHOCTHIO OPUEHTHPOBAHBI Ha Tiepenauy coaepkanus. Popma ke TOKYMEHTOB B OOJIBIIUHCTBE
ciydaeB ObiBaeT cTepeoTunHoi. OOpaleHus, 3a4nHbl TEKCTA, MMOCIE0BATEIbHOCTD U3JI0KEHUS
OCHOBHBIX ITYHKTOB, KOHI[OBKH JJOKYMEHTOB B KaXJIOM SI3BIKC TIOTUMHSIFOTCSI CTPOTHM TPaBHIIaM
PUTOPUKH U M300UITYIOT SI3BIKOBBIMH IITAMIIAMHU

XapakmepHvimu 0CO00eHHOCMAMU 0€/106bIX MEKCMO06, KAK HA AHZIUICKOM, MAK U Ha
PYCCKOM A3bIKAX AGNAIONCA UX MOUYHOCHb, UCKTIOUAIOWAA 803MOMNCHOCHIL KAKUX Obl MO HU
ObL10 HeacHOcmell, 00beKMUGHOCHb, UHYOPMAMUBHOCHb, A MAK)HCE CMAHOADMHAA U
nociedogamenbHas MAHEPA U3I0HCEHUAL.

B mHacrosimee Bpemsi MPOCIEKMBAETCS TEHICHIUS YBEIWYEHHUS CIpoca B oOOIIecTBe Ha
CIEIMAIMCTOB, BJIAJCIONUX HWHOCTPAHHBIM S3BIKOM JIEJIOBOTO 3HAYeHHUs. XapaKTEepHOH
0COOCHHOCTBIO JIEIIOBOTO OOIICHHS B 001aCTH MEIUIIMHBI SBISETCS COOMI0AeHHE OUITHAIBHOTO
JICJIOBOTO CTWJISL PEYH, KOTOPBIM XapaKTepU3yeTcs CHeMUPUICCKUMH CTUIUCTHYSCKUMU
acrmieKTaMH, HampuMmep, OQPUIIMATBHOCTBIO, CTEPEOTHUITHOCTHIO, TOYHOCTBHIO HW3JIOKEHUS,
HaJUYHEeM 11a0JI0OHOB U KIIHIIIE.

Uncmo KOHTAKTOB ¢ 3apyOC)KHBIMH IMApTHEpPaMU B OO0JACTH MEIUIIMHBI TOCTOSHHO
BO3pacTaet, mpu 3ToM 3P(HEKTUBHOCTh U MEePCIIEKTUBBI JATbHEHIIIEro COTPYIHUYECTBA LIETUKOM
3aBUCAT OT YMEHHUS TPaMOTHO OOIIAThbCS M JOTOBApUBATHCS C 3apyOEKHBIMH TapTHEPAMH,
UCTIONB3YS OOIIETPUHATHIN Ha CETOMHALIHUN JEHb MEKIYHAPOIHBIN SI3BIK AETIOBOTO OOIICHUS —
AHTJIMMCKUH.

HeoO6xomuMo yduThIBaTh, YTO JEIOBOM AHTJIMWCKUN S3BIK MpEAIoiaracT BIaJCHUE
YCTHBIMH M TUCBMEHHBIMU (opMaMu JieioBoro obmieHus. K yctHeiM (hopMaM MBI OTHeCEM
Mpe3eHTAIMH, TeJIePOHHBIC pPa3TOBOPHI, JIEIOBBIE Oeceapl M TeperoBopbl. K MHCHMEHHBIM
dbopMaM, B CBOIO oOdYepeib, JCIOBYIO TIEPENUCKY pa3IMYHOrO BHJA: JICJIOBBIC IHCHMA,
COOOIIEHUS 110 ANEKTPOHHOU MMOYTE; a TAKKE COCTABJICHHE PA3IMYHON TOKYMEHTAIIUU JEIOBOTO
xapaktepa: CV, moroBopel u T1.1. Ciemyer OTMETUTh, YTO JEJIOBOM AHTIUICKUN SBISETCS
«HAJICTPONKOI» Haa 0OIIEepa3TOBOPHBIM AHTIIMUCKUM SI3BIKOM. [[71s1 TOTO, YTOOBI peamn3oBaTh
JIENIOBYI0 KOMMYHUKAIIUIO U OBITh YCHEIIHBIM B TPO(ECCHOHANFHYIO OOIIEHUH, HEOOX0IMMO, B
NEPBYIO OYepelb, BIaJIETh ayIMTUBHBIMU YMEHHUSAMH, a TAaK)KE€ YMEHHUSIMU M HaBbIKAMH YCTHOU U
MUCHbMEHHOM peYu.



B namel cerogHsiHeN JIEKIMU MBI PACCMOTPUM CTPYKTYPY AEJIOBOTO MHUChbMa HA AHTIIMMCKOM
MPAKTUYECKHUE aCTIEKThI 0(OPMIICHHSI IETIOBOTO THChMA.
CTpyKTypa 1eJ10BOr0 3JeKTPOHHOI0 MMCbMa HA AHTJINICKOM

PekBu3uTbl OTNpaBuTens

 HaumeHoBaHue
Opranusauvm v ee
dopmbl cobcTBEHHOCTH

® Aapec opraHu3auvm

o TenedoH u dakc
opraHu3aumMn ® Aapec

® Afpec 3N1eKTPOHHOM
nouTHI

® Aapec caifTa KoMNaHuu

© Homep UHH i Rara

* Homep OFPH
® lone 418 NPOCTaBNEHUA
McxopALLero Homepa l 3ar0n0BoK
AOKYMeHTa
-
l Npeambyna | Obpawenme

|

OcHoBHaA YacTb [:
Moanuce

' Wanoxenue dakros ‘

PeKBu3auTbl agpecata
o flomkHocTs (8

AATENbHOM Nagexe)
© Ha3saHue KOMNaH1n

® ®UO appecara

' 3aknioueHue
l MpunoxeHua |
l MocTckpunTym

CrpyKTypa 1€710BOr0 NMChMa Ha aHTJIMMCKOM.

['maBHBIMH NpEUMyIIECTBAMH JIEKTPOHHOM MOYTHI (e-mail) Mo cpaBHEHHIO ¢ OOBIYHON MOYTOU
ABIIAIOTCS €€ CKOPOCTh U MpsiMasi, 0€3 MOCPETHUKOB, CBSI3b C aJ[pecaToM.

Mgl oTnpaBisieM 3JIEKTPOHHOE MUCHMO C IEIBI0 MOIyYeHHsI OBICTPOTO OTBETA WIIM OXKHIIAEM OT
azpecara Kakux-aubo OBICTPBIX ACHCTBUH.

DNEKTPOHHOE MUCHMO JO0KHO OBITH KOPOTKHUM U COJIEPKaTh MOHATHYIO ajpecaTy UH(popMaluo
00 OCHOBHOM COJIEp>KaHUH COOOIICHHUS.

HeszaBucumo OT TOro, sIBIsieTCs JIM 3JIEKTPOHHOE MUCHMO (OpMalbHBIM MM He()OpMalbHbIM,
OHO J0JDKHO UMETh YETKYIO JIOTUYHYIO CTPYKTYPY, KOTOpas IIPeICTaBIcHa HUXKE.

Anpec oTnpaBuTens NMcbMa u ajapec nosyyatens nucbMa (Heading)

B BepxHeii cTpoke (HOpMBI 3JIEKTPOHHOTO COOOIIEHUSI BBOJUTCS a/ipec AJIEKTPOHHOM MOYTHI (e-
mail address).

Crnenute 3a €ero mpaBWIBHOCTHIO, TAK KaK IPHU OTCYTCTBUU BCETO OHOIO MOAYEPKUBAHUS WU
TOYKH MUCBMO HE TOMJET 0 aapecara.

Tema muceMma (Subject)

Tearp HauMHaeTcs ¢ Bemalkd, a email — ¢ Tembl MUCbMa, KOTOpas pa3Melaercss B
CIIELIUAJILHON CTPOKE CBEPXY.

[TocrapaiitTech ynoXUTbcA B 5-7 CJIOB U B TO € BpeMs 00s3aT€IbHO YKAKUTE CaMyIO0 BaXHYIO
JeTanb B TeMe nmrcbMa, Hanpumep: Meeting Agenda (pyc. mian BcTpedn)

Ecnu ans Bac BakHO, 4TOOBI Ha MHCbMO OTBETHJIM OBICTPO WJIM OOpaTWiIM Ha HEro ocodoe
BHUMaHue, ucnonb3yite ciaoBo URGENT(pyc. Cpouno!) wnmm ¢pasy PLEASE READ (pyc.
[Toxkanyiicta, mpoutuTe!) B Ha4aje TEMbI Balllero MUChMa.

Takoke JUIs MOMYEPKUBAHUS BAKHOCTH MUChbMa MOXHO HCIIOJBb30BaTh 3Ha4ok High Importance
(pyc. oueHb BaXXHOE), KOTOPBIH JOOABUT KPacCHBIM BOCKJIHMIATEIBHBIA 3HAK B CTPOKY TEMBI
Ballero NUChMa.

[TpuBercTBHe U oOpamenue (Salutation)

B nenoBoM nuceMe Ha aHIJIMICKOM $I3bIKE€ OYEHb BaYKHO HANMCATh IPABUIBHO UMS MOITY4aTess
u ero moi. Mcmome3yiiTe mns >keHIIMH oOpamieHue rocmoxa (Ms) u rocmoaun (Mr) ans
MY>KYHH.



B menee odpunmanbHoOl 00CTaHOBKE WM TOCTE AIUTENBHOTO MEpHoja MePEenucKy MpUemMiIeMo
MMEHOBATH I10JIy4aTesl 10 €r0 UMEHH.

[Tocne oOpamieHust cTaBUThHCS 3amsaTas. MOXHO BOOOIIE HE CTaBUTh 3HAKHU IMPENUHAHHSA, 3TO
CTaJIO MOJHBIM B IMCbMaX Ha AHIJIMHCKOM SI3BIKE.

Kak mpuBercTBOBaTH KommenTtapuit
Ha aHIJIMKACKOM

Dear Mr. Smith, OopariieHre K KOHKPETHOMY MY>KYHHE.

Dear Ms. Smith, VHHBepcalbHOE OOpalieHne Kak K 3aMyKHEel, Tak U K
HE3aMyKHEH JlaMe.

Dear Sir or Madam, Ynorpe0iisieTcsi, KOrjia Bbl He 3HaeTe, KTO OyIeT OTBEUaTh Ha Ballle
MIUCHMO.

To whom it may OOBIYHO HCIIOJIB3YETCS B JIEJIOBOM MEPENMCKe, KOTJa Bbl MUIIETE

concern, Ha KOPHOPAaTHBHYIO IIOYTY M HE 3HACTC, KTO H3 COTPYIHHKOB

6YI[€T OTB€YaTh Ha Bali€ NMUCbMO.

OcHoBHoe conepxkanue (Body)

Bo BecTyuieHMH J€70BOTO MHUChMa HAa AHIJIMACKOM SI3BIKE OOBIYHO HCIONB3YIOT IPYKECKOE
NPUBETCTBHE, OJArOJapHOCTh 3a TPOSBICHHOC BHUMAaHUE WM, WHOTAA, HAYMHACT
(bOopMyITHPOBATHCS OCHOBHAS MBICIIb TIOCIIAHUS.

Harpumep:

Thank you for your prompt response (pyc. Criacu60 3a ObICTpBIif OTBET)

Following last week’s presentation, I have decided to write to you... (pyc. Ilocne npe3enTamuu
Ha MPOIION HeleNe 5 peInil HaltucaTh BaM ...)

I am writing to you regarding... (pyc. S mumry Bam o ...)

[Tocne KOpOTKOTO BCTYIUICHHS B TMEpBOM ab3are (opMyIHpyeTcsi OCHOBHas MBICTH Barmrero
nrcbMa B OJTHOM WITH JIBYX MPEIIOXKEHUsX. M Ccrmonp3yiTe HECKOIbKO KOPOTKHX a03aIeB, YTOObI
Oosee oapoOHO OMHCAaTh OCHOBHBIC TIOJIOKECHHUS BAIIIEr0 COOOIICHUSI.

3axmountenbHas yacTth (Closing)

B 3akmounTtenbHOM ab3arie JeMOBOrO MHChbMa Ha AHTJIMICKOM SI3bIKE HEOOXOJMMO CIeaTh
HAllOMUHAHUE, YKa3aTh Ha CPOYHOCTH 3arpoca, JIMO0 MmobiaroJapuTh 3a OKa3aHHOEC BHUMAaHHE,
CJIEZyeT yKa3aTh, KAKUe JICHCTBUS BbI OXKUIAETE OT COOECeTHUKA.

Hampuwmep:

Looking forward to your reply (pyc. ’Kaem Barrero orera)

Don’t hesitate to contact me back if you have any questions (pyc. He crecusiitech obpamarbes
KO MHE, €CJIH y BaC €CTh BOTIPOCHI. )

Komnern nucema (Signature)

B 3aBepiieHuM J1€OBOrO MUChbMAa HA AHMVIMHCKOM SI3bIKE TIEpe] HMEHEM CTaBHThCS
3aBepuiaronias ppasa, 00brgHO 310 cioBo Sincerely (pyc. uckpense).



Jlns mucem B BemmkoOpuraHuio, KOTOpble HauuHaroTcs ¢ (pas Dear Sir, Dear Sirs, Dear
Madam, Dear Sir or Madam, 3aBepmarormas ¢pasa - Yours faithfully (pyc. ¢ yBaxenuem).

Eciau  BBI MCIIOJIB30BAIM  3HAKH TpPENHMHAHMS (3AMATYI0 WJIM JBOETOYHME) B IPUBETCTBUH
AHTIIHICKOTO JCTIOBOTO MOCTAHHs, TO HEOOXOAUMO MOCTABUTH 3aISITYO U MOCIIE 3aBePIIArOIICH
¢pa3ssl, nepen Bamum nmenem.

Ecau BBl He WCMONB30BAJIM 3HAKM TMPCNUHAHWS B TMPHUBETCTBUM HAa AHIVIMHCKOM, TO HE
UCIIONB3YHTe WX W IMOCNIe 3aBepiiaromieit ¢passl, Hampumep: Sincerely yours... wim Many
thanks...

JlesoBoe MUCHMO Ha aHTIIMICKOM (ppasbl, KITHIIIE

®paza Ha AaHTJIMHCKOM [IepeBoa Ha pycckuii

It is very kind of you to Ouens 00e3HO ¢ Bareit cropoHsr

We enclose MBaI nipusiaraem

We are sorry Me1 coxaneem

Unfortunately

With reference to your

As you requested

According to

K coxanenuro

OtHocurenpHO Barrero

[To Bameit mpocs6e

B cootBeTcTBHM C

Please let me know [Moxanyiicra, cooOIIHMTE MHE

Thank you for responding to my offer Crnacu00, 9TO OTKJIIMKHYIIUCH HA MO€ TIPE/ITIOKEHHE
We look forward to hearing from you Hageemcst momyunth Bam oTtBer B Onmkaiiiiem
soon OymyuiemMm

Thank you for responding to my offer Crnacu60, 9TO OTKIMKHYJIHUCh HA MO TIPEIOKEHHE

CoBpeMeHHast JIeJioBasi MEPENUCcKa MPOUCXOAUT MPEUMYIIECTBEHHO OHJIAMH, 0COOCHHO eciiu
Ballld KOJUICTH WJIM TMapTHEpbl paboTaloT B JPYIMX YacOBBIX TosicaXx. KoMMyHuMKanus
nocpeacTBOM OusHec e-mail sBiseTcss HeoTheMIIEMOM YaCThI0 MUPOBOTO OM3HEC-TTpoIIecca.
HOBTOMy OYC€Hb BAXHO 3HATh HE TOJIBKO OGH.[I/IG IpaBujia HAIMMCAHUA ACJIOBBIX MHUCEM, HO TAKKC
UX KYJIbTYpPHBIC U CTUJICBbIC OCOOCHHOCTH €MEUIIOB Ha aHTJTUICKOM.



[InanupoBaHue OEIOBOTO MMCbMA HA aHTTIMICKOM SI3BIKE.

[Ipex e yem NpUCTYUTh K HAMCAHHIO JICJIOBOTO MUChMA HA aHTJIMHCKOM, HY)KHO OTBETHTD IS
ce0st Ha BOIIPOCHI:

Komy s numry 3To nucemo?

3aueM s ULy 3TO MUCHMO?

Hy»xHo J1n BKJIIOYaTh B MUCHMO crienuduyeckue aeranu’?

Heo0OxoauMm 1y MHE OTBET HA HUCHMO?

Oco0eHHO aKKypaTHBIM HEO0OX0OuMO ObITh C HH(pOpMalMeld, KOTOpyH IepechbulaeTe I10
JNIEKTPOHHOM 1ouTe. He Hy)KHO OTHpaBIsTh KOH(UACHIMABHbIC JaHHBIE 0 e-Mail.

[IpaBuna xoporuiero ToHa B 1€JI0BOM OOIICHUN HA aHTIMICKOM SI3bIKE

Jabb1 n30exkaTh OMMOOK M HEMOHMMAaHUS B OOIICHWH, MPUICPKUBAUTECH COBCEM IMPOCTHIX U
3 PEKTUBHBIX TPABUI MIEPETTUCKH.

OnHO MUCHMO OJTHOMY aJpecary.

[TpaBuia xopolero ToHa peKOMEHIYIOT a/ipecoBaTh MMMCbMO OJHOMY KOPPECHOHJEHTY. Jlenars
PacChUIKY Ul BCEX — MOXKHO TOJIBKO B T€X CIy4asx, KOI/la Ha MUCbMO «JIsl BCEX» HE 0XKHJIAeTCs
OTBETA.

3anonusiite nojie «Tema nucbMay» aIeKBaTHO €r0 COJEPIKAHUIO.

DopMyIMPOBKa TEMBI JOJDKHA TOYHO OTPAXKATh MPEIMET MEPEUCKU. Y Ka3aHHe TEMbl JKOHOMHT
BpeMs ajpecaTa, II03BOJISSI €My Cpa3y OLEHUTh COJAEpP)KAHHUE II0JIy4aeMoro muchbMa U
OTIEPATUBHO MPHUHATH PEIICHUE O €T0 MPUOPUTETHOCTH TPHU MPOUYTCHUH.

CoxpaHsiiTe UICTOPUIO MEPEIUCKHU.

He crnexyer HaumHaTh OTBET HAa MMCHMO aJipecara Kak HOBOe MHCHhMO (0e3 coXpaHEeHUs! UCTOPUU
nepenucku). Takoit oTBeT Oy/eT BBIHYKAATh NOIYYAIOLIETo aJipecaTa TPaTUTh BpeMsl Ha TIOUCKU
NEPBOHAYAILHOTO COOOIICHHUS.

OcrapnsiiTe MOANUCh, M KOHTAaKTHYIO HH(MOpPMAIMIO TOCIE KaXAOr0 NHCbMa. OTHM BBl
obecrieunte s aapecata BO3MOXKHOCTH JIOMOJHUTENBHOM ONEpPaTUBHOW CBSI3M B Clyyae ee
HEOOXOIUMOCTH.

Bcerna mposepstitte opdorpaduro nmucemal

1-1.5"
Margin
v

1-1.5" | [Your Name] | 318"
Margin [Address] |~ Margin
[Address]
[Phone]+ -1
[Date today] < -2
Re: [To what this letter refers] < 3

4 lines

[CERTIFIED MAIL] €
[PERSONAL] <

on

1line
[Recipient's Name] < 6
[Company Name]
[Address]
1line
Attention [Recipient's Name] 4 7
1line
Dear [Recipient's Name): < 8

[SUBJECT] 9

1 line

1 line
The main characteristic of modified block letters is that everything is<« 10
fiush with the left margin, except as shown. Modified block business
letters are a little less formal than full block letters

1line
If your letter is only one page, type the complimentary close and optional
components as shown below. Otherwise, type them on the last page of
your letter, For the components of continuation pages, click on the link
below to go to page 2 of this letter.

1line

Sincerely. 4 -1

4 lines [Signature] « -12

[Your Name, Title)

1line

[dentification Initials] < 13
. Enclosures: [Number] 4 14

1line

ce: [Name For Copy) €~ 15
[Name For Copy]

1-1.5"
Margin




Business Letter Format

| Heading
Your Street Address A
Your City, State Zip Inside Address
Date Ao
“
First and Last Name of the Person to whom you are writing
Their Street Address

s [ eiton son

Dear Mr./Ms. Full Name: ="~

You do not want to indent when you are using this format. This is the best format to
use when you are wiiting a persuasive letter.  You want to introduce yourself and
the topic you are writing about to the reader. Remember that the first rule of writing
is to know your audience. In a persuasive letter, you state your opinion or your
feelings about something that is important to you after you have introduced yourself.
You must sound as professional and passionate as possible. You do not want to
belittle the reader or they wili not finish reacing your letter. Your letter needs to
have the facts, reasons, and examples to support your position. Address issues that
your reader may have in their argument.

In a second paragraph, you must have solutions. Without solutions, you are only
complaining. Offer assistance in solving the problem. Remind the reader where they
can contact you.

Sincerely yours.
Signature

A, Student e

MSCHOLASTIC

htp:/ /www.scholastic.com

FORMAL LETTER

1. P.Cook & Co LTD
123 King’s Crescent, Brighton, BR 3 GJF
Tel: 0222 123456, Fax: 0222 123555
www. Cook catering. Com

2. Boots Company
100 South Road
London SE 1 3PL

3. 19" September 2007

4. Your ref: FT/fr
Our ref;: CC/mt /08/02

5. Dear Sir/Madam
6. Re: Discount agreement

7. 1 am writing to enquire about the discount opportunities you are offering, as detailed in
yesterday’s Financial Mail.

8. P. Cook is a medium-size company with 10 years’ experience in the pharmacy business. We
believe we have much to offer your organization because of our specialized services and



established clientele, and wish to explore a mutually beneficial discount agreement. |
enclose a prospectus for your information.

9. Ilook forward to hearing from you in the near future.

10. Yours faithfully
Mandy Taylor

11. pp Christina Cook
Managing Director

12. ccP. Cook, T.A. Cook

13. Enc

1. The name of the Company and its address, phone, and fax details generally appear at the top
of the page, together with any Internet and e-mail details.
2. Put the address of the recipient on the left-hand side. If you know the name of the person and
his/her title, add these above the address too.
3. The data can appear on the left-or right-hand side of the letter; though the most usual style is
to have everything aligned to the left.
4. Add the recipient’s and your own file references if needed. Ref is short for “reference”.
5. You can start your letter in one of the following ways:
1. If you don’t know the name — Dear Sir/Madam or
Dear Sir or Madam
2. If you know the name — Dear Mr (surname) (for a man)
Dear Ms (surname) (for a woman)
6. Write the subject of your letter here. Re comes from Latin and means “with
reference to”.
7. You can also start your letter in a number of other ways:
Thank you for your letter of ...,
I am writing in response to ...,
/regarding .../ to inform you that /of.../ to complain about...
Further to my letter of 16" July ...
I would like to enquire about/whether ...
8. Give further details about the purpose of your letter here.
9. You can also close your letter in the following ways:
Thank you in advance for your help ...
I would be most grateful if you could inform me ...
Please let me know if ...
Please phone to confirm the details ...
| look forward to hearing from you/ receiving your reply.
10. You can write the following expressions before your name.
1. If you don’t know the person:
Yours faithfully, Yours truly



2. If you know the person you are writing to:
Yours sincerely, Sincerely

3. Other, less formal, ways of ending your letter:
With best wishes, Best wishes, Regards
11. pp means that the letter was signed by Mandy Taylor on behalf of

Christina Cook.

12. cc means that a copy of the letter is being sent to the people mentioned.
13. Enc means that documents are being enclosed with the letter.

Template (o6pa3zen)

A short discharge letter

KpaTtkoe  compoBoauTelbHOE  MHCHMO

(Boinmucka u3 ucTopuu 00J1€3HM)

3.5.2018

Dr Hadfield

The Surgery

Dunnela Road

Copley

Dear Dr Hadfield

Deidre Bennett

DOB 23. 5. 57

124 Knebworth Road

Hillingdon

Your patient underwent an excision biopsy of a
left breast lump on 2.5.18

There were no complications and she was
discharged on 3. 5. 18

She will be reviewed in the outpatient clinic
next week.

Yours sincerely,
Dr Taylor
House Officer to Mr Goodacre

3.5.2018

A-py Xondunry
Xupypruueckoe OTAeNIeHue
Hannemna Poyn

Kormnu

VYBaskaemblid TOKTOp XUy
bonbnas benner

(mara poxxnenus 23. 5. 57)
124 HeGyopt Poyn

XHUIIUHTJIOH
Bamenn manveHTKe npoBeNeHa JKCLUU3MOHHAS

OMOIICUSl OMYXOJM JIEBOM MOJIOYHOM 3>KEeJe3bl
2.5.18

Bce mpouuio 6e3 ocnokHeHui, M OHa Oblia
Bhimucana 3. 5. 18. Ona Oyzmer ocMOTpeHa B
MOJINKJIMHUKE Ha CIEAYIOLEH HeNlee.
Hckpenne Ba,

H-p Tenop

[lIrarusiii Bpau (y r-Ha ['ynakpa)

7 TIaBHBIX 3alIPETOB JAEJIOBOM NMEPENUCKN HA AHTJIMUCKOM S3bIKE

I[CJ'IOB&H nepenmcka — J€JI0 BCCbMa Tpe6OBaTC.HBHOC. Brl MoxeTe O6H_IaTLC$I CO CBOMMHU
napTHepamMu ¢ IMOMOIIbBIO 3J'IeKTp0HH0171 MOYThl WJIKM OTHIPABJIATH O(I)I/II_II/IaJ'IBHLIC nmuceMa ¢C
JIOTOTUIIOM KOMITaHUU B KpPACHUBBIX KOHBCPTAX Ha 6}/MaFC KOpHOpaTUBHOTO LBCTA, HO BCETO
HCCKOJIBKO HIOAHCOB MOTYT HOFy6I/ITL BCC Ballu CTapaHUsad HaJIaAUTb KOMMYHUKAIUIO C

HY>KHBIMH BaM JIFOJIbMH.
Nel IIucate IpOCTPaHHO U HU O YEM.

KpatkocTh B J€I0BOM MHpE — 3TO HE TOJBKO CECTpa TallaHTa, HO M Jydmias TOoJpyra
3 exTuBHOrO COTpyaHMYECTBA. MakcuMaabHO KOMGOPTEH MPH MPOYTCHHH OOBEM IHCHMA,

YKJIQJIBIBAIOLIMICS «B OJIMH 3KpaH», MAKCUMYM — B 00bEM TEKCTa OJHOT0 JucTa hopmara A-4.




He nummre niuHHbIE, 3amyTaHHble MUcbMa. /JIMHHBIE MHChbMa HE alOT 1IaHCa KOPPECTIOHACHTY
pa3obpaThcs B cyTH Bompoca. [loaTromy mpaBka TOTOBOrO MUChMa 00sA3aTeIbHBINA dTam paboThI,
KOTOPBII TIOMOKET M30eXaTh HeJopasyMeHUi U myTaHuubl. [lepeunTaiite TeKCT U yOenuTech,
YTO B HEM HET JIBY3HAUHBIX (pa3 WX MPEATOKCHHA.

Neo 2 Hauunate ¢ Heratusa

Henw3st naunnate nmuckmo co ciios: Unfortunately, 1 am afraid that, I am sorry to inform you that,
We regret to inform you that u mogo0HBIX.

Kak Obl HM X0Te0Ch COOOIIUTE CHaYa1a o mpodiemMe, JeIaTh TOro cpa3y Mociie MPUBETCTBHUSL.
Ne 3 Mcrnionp30BaTh COKpAILICHUS

Munbie  ¢pas3bl, KOTOpbIE S3KOHOMAT BpeMs M JOOABIAIOT TEIUIOTHl MOCIAHUIO, JIy4lle
UCIIOJIb30BAaTh B APYKECKOW HeOpMaTbHON NIEPEIUCKe.

3a0yapTe 0 HUX, KOTJIa COCTaBJIsIeTe AETOBOE MUCHhMO. ICKITIOUeHUSIMA MOTYT OBITh COKPAIICHUS
JUTSL SJIEKTPOHHOTO JIeOBOTOo muchMa. Ho mpexe ciemyer yOeauTbes, 9YTo MOdydaTeNlb XOPOIIOo
OPUEHTHUPYETCS CPEIU BCETO Pa3HOOOpa3Hsl COKpAIICHUH.

Ne 4 He 3a0bIBaTh 0 BIIOKEHUAX

3a0bITh MOpeayNpenuTh MOoNydareias O NpuiaraeMbeix (Qaitnax (B 3JEKTPOHHOH IEpernucke)
Heponyctumo! B OymMa)kHOM BapHaHTe [€JI0BOrO IMHUCHbMa, KaK MPaBWIIO, TaKXKe MPHUHSITO
00BEMHBIE JJOKYMEHTBI COTIPOBOXKIATh KPATKOW MH(POpPMaLnei 00 UX COEpKaHHH.

Ecnu ke oTmpasiisieTe MUChMO 10 3JIEKTPOHHOM MOYTE U HE aKICHTUPYETe BHUMaHHE HA TOM,
YTO K MHCHMY NPUIIAral0TCA JTOKYMEHTBI, TAPaHTUSI TOTO, YTO IOJIy4aTellb UX OTKPOET, MOYTH
pasHa nyio We enclose / are enclosing (pyc. Msl ipuiaraem / BKJ1aJbIBacM. .. )

We are sending you ... under separate cover (pyc. MblI OTIpaBjiseM BaMm ... B OTIACIbHOM
JIOKYMEHTE)

Please enclose ... with your reply (pyc. I[ToxanyiicTa, MpUIOKHTE/BBILLTUTE ... C OTBETOM)
Enclosed you will find a copy of the contract... (pyc. Bo BnoxeHHsIX Bbl HaliJieTe KOIHUIO
KOHTpAaKTa ...)

Ne 5 IllyTuTh 1 HPOHU3HUPOBATH.

He noszBonsiite cebe npoHUH B mUchbMax. JTO TPaHUUUT ¢ rpydoocThio. B nenoBoii mepenucke
TakKasi BOJILHOCTh KaK OCTPOTHI COBEPIIEHHO HE JIOITYCKAETCSI.

Ne 6 DkcniepumenTHpPOBATH C popMaToM

Urpatbes ¢ (opMaTHpOBaHHEM M UCHONb30BaTh LBETHOW MM HECTaHJApTHBIA MIpUT
HE)KENaTEeNbHO.

Ne 7 TTanuGpatcTBOBaThH

Hcnonp3oBare mpomanue “Best wishes / Best regards” (pyc. Bcero xoporero) B muceMe K
HE3HAKOMBIM MJIH MAJIO3HAKOMBIM JIFO/ISIM HEJTb3st!

Jlyumie 3akaHuuBaTh MUCHMO HeWTpaiabHbIM Yours faithfully (ecmu He 3maere, Kak 30ByT
nosy4atessi) win Yours sincerely (eciu ums mony4arens Bam u3BecTHO).

XOpOIJ_II/Iﬁ CTUJIb B HaIHCAaHUH JIEIOBOM KOppCCIIOHACHINN — 3aJIOr YCIICXa. HOBTOMy
HpHI{Cp)KHBElfITCCB JCJIOBOIo CTHIIA, CO6J'IIO,Z[8.I\/'ITC BCC IIpaBHJIa JIeI0BOM MNEPpCINCKA U C Bamu
BCErga 6y,Z[CT MMPpUATHO UMCTb ACIIO.



IIpakTH4yeckas yacThb

Exercise 1. O3naxkomvmecsv ¢ npumepom nucbma-npocvowi. Hanuwume nucomo no
00pasyy ceoemy Koiieze

Mr Ken Smith

9034 Commerce Street
Detroit, Michigan
USA, 90345

ParkIinn Hotel
7834 17th Street
Tampa, Florida

June 28, 2016

Dear Sir or Madam

I'd like to book a single room in your hotel from August 1 till August 10. Could you
please tell me the price per night including breakfast and dinner if possible? Do you
have airport transfer and car rent service?

| am looking forward to your reply,
Mr Ken Smith

TecrupoBanmue:
Test 1 (to be, to have, there + to be)
|. Boibepume nyasicuyvio hopmy 2nazona to be:

1. My sister ... a teacher next year.

2. Our classes ... over at 3 o’clock yesterday. 1.1is

3. English ... the most popular language in our country. 2. shall be
4. Now I ... astudent but in several years I ... a doctor. 3. was

5. There ... only one hospital in this town last year. 4.am

6. Biology ... a special subject at the Medical Academy. 5. will be
7. The patients’ condition ... good today. 6. were

8. These children ... under the care of a doctor some days ago. | 7. are

9. Our professors ... at the conference next week

10. There ... three patients in the fifth ward now.



I1. Buibepume nyorcnyio hopmy enazona to have:
1. She ... alot of work today.

2. Twice a year students ... vacations.

3. We ... practical training at hospitals in a year. 1. will have
4. He ... lectures in Biology on Mondays. 2. had

5. They ... some very nice watches in that shop. 3. has

6. ... he any brothers or sisters? 4. shall have
7. They ... a party next week. 5. have

8. The book ... many pictures.

9. In 2years I ... practical training at hospitals.

10. I couldn’t write the letter a day before because I ... no paper
at home.

1. Yraoicume npeodnoowcenus, 6 komopwix 2nazonwt 10 be, 1o have ssusomcs
MOOANbHBIMU.
1. They had to visit the sick girl.
2. | had passed all exams by the end of the month.
3. The nurse have just injected him penicillin.
4. We were to wait for them in the corridor.
5. The surgeon will have to operate on her.
IV. Vkaosicume npasunvrsie eapuanmol nepesooa:
1. The books are on the shelf.
a) Ha moske nexxar KHUTH.
0) Knuru nexar Ha noske.
2. There will be a new hospital in this district.
a) byzet HoBast 00JIbHUIIA B 3TOM paiioHe.
0) B aTom paitone Oyaet HoBast O0JIbHUIIA.

Test 2
Vkasicume nomep coomseemcmayiowe2o 6apuanma ckasyemozo.
1. The nurse ... injections now. . 1s making
. makes
. was making
. Is made
2. This boy ... on recently. . operated

. had been operated
. was operated
. has been operated

. Will be finished

. IS finished

. will have been finished
. shall be finished

3. This book ... by 6 o’clock tomorrow.

R, OODNRERPIPRPONREIPRRWODNE

4. My brother ... books every day. . were read




. reads
. has read
. 1s reading

5. She ... already this article. You may read it.

. had translated
. has translated

. was translated
. translated

6.1 ... the whole day tomorrow.

. shall work

.am worked

. shall be working
. was working

7. He ... from the hospital yesterday.

. was discharged
. had discharged

. discharged

. were discharged

8. The students ... a test at 10 o’clock yesterday.

A OWOWNRERLIPOLONRERPPOLODNREPRPPRPRODNDNEPRROLODN

. Wrote

. were written

. were writing

. have been written

Test 3
Buvibepume nysicuyio chopmy enacona:

1. She ... to finish school in a year.
a) may b) has c) is
2. You feel bad, you ... see a doctor.
a) needn’t  b)should c¢)can
3. She ... to get up early on week-days.

a) has b) can ¢) must
4. Must I come tomorrow? No, you ... .

a) mustn’t b) can’t  c) needn’t
5. The weather ... change tomorrow.

a) may b) must c) should
6. The water is cold, you ... swim.

a) can b) can’t c) must
7. He ... speak three foreign languages.

a) can b) may c) must

8. May I invite my friend to the party? — Yes, you ... .

a) can b) may c) must

9. You ... work hard at your English if you want to know it.

a) must b) may C) can
10.I ... walk, there is a bus going there.
a) needn’t b) mustn’t c¢) can’t




Test 4
Choose the right variant

To write a formal letter (cover letter) on scientific problem is not an easy work.
The first thing is to define the subject matter of your letter. It must be some
(unsolved / unsolving) problem in the field of science you are (specialized /
specializing) in. This part of your preliminary work demands a lot of reading —
articles, monographs, etc. Of course, you’ll need to make experiments. This may
require the proper laboratory (equipped / equipping) with up-to-date apparatus and
instruments. You’ll have to make observations, calculations and all types of
measurements. The next stage is the arrangement of the (collected / collecting)

data. All the findings must be (analyzed / analyzing) properly and thoroughly.

Bonpocsl a5 onpoca:

1. HazoBute ¢ynkuuu raarosa to be, 0COOCHHOCTH yMOTPEOJICHHUS

npenoxennu. [Ipocnpsraiite rioarod.

2. HazoBure ¢Qynkiuu rmimarona to have, ocoOeHHOCTH ymoTpeOJeHuUs

npenoxenn. [Ipocnpsraiite rnaros.

3. ChopmynupyiTe MpaBUIO MOPSAKA CJIOB B AaHTJIUUCKOM MIPEAJIOKEHUH.

4. CdopmynupyiTe TMpaBWwIO TIOCTPOCHUS M TIepeBOjJia MPEII0KCHUN

KOHCTpyKIumei there is (are).

5. Ha3oBure ocoOeHHOCTH 00pa3oBaHHs M TMEPEBOAA TJIAroJOB-CKa3yeMbIX
dbopme Simple Active.

6. HazoBute ocobeHHOocTH 0Opa3oBaHMA W IEpPEBOAA IJIaroJIOB-CKa3yeMbIX
dbopme Continuous Active.

7. HazoBute ocobeHHOCTH OOpa30BaHHA M IEpPEeBOAa IJIaroJIOB-CKa3yeMbIX
dopme Perfect Active.

8. HazoBute ocobeHHOCTH 00pa3oBaHHUS W IEPEBOJA IJaroyioB-CKa3yeMbIX
dbopme Passive Voice.

9. CdopmynupyiiTe OCHOBHbIE OCOOCHHOCTH O0Opa3oBaHMs, YMOTPEOICHUS
nepeBojia BUIOBPEMEHHBIX (DOPM aHTIIMICKOTO TJIaroja B akTHBHOM 3aJIore.

10. CdopmynupyiiTe OCHOBHBIE OCOOCHHOCTH OOpa3OBaHUA, YIOTPEOICHUS
NepeBO/ia BUIOBPEMEHHBIX (DOPM aHTIIMHCKOIO IJ1aroyia B MacCCUBHOM 3aJI0Te.

11. Ha3oButre ocoOEHHOCTH YMOTpPEOJIEHUS U TMEPEBOJA MOJAIBHBIX TJarojoB.

[aiiTe onpeneneHue.



12. Ilepeuncnure 3KBUBAJIEHTHI MOAATBHBIX IJ1aroJioB.

13. HazoBute 0COOCHHOCTH YIOTPEOJICHUS U TIEPEBOIa IKBUBAJICHTOB MOJAIBHBIX
TJIaroJIoB.

14. ChopmynupyiiTe 0COOEHHOCTH CKa3yeMbIX C MOJATbHBIMU TJIarOJIaMH.

15. CdopmynupyiiTe OCOOEHHOCTH CKa3yeMbIX C HKBHBAJICHTAMH MOJAIBHBIX
TJIaroJioB.

16. [lepeuncnure HenUyHbIE (YOPMBI AHTIIMICKOTO TJIAaroja.

17. HazoBuTe 0cOOEHHOCTH UX OOpa30BaHUs.

18. Chopmynupyiite 0COOEHHOCTH YNOTpeOIeHUS HEIMYHbIX (OpM rjaroja B
IPEITIOKEHUH.

19. Chopmyaupyiite ocodbennoctu Participles kak HeauuHO#M GOpPMBI T1aroa.

20. HazoBute ee rpaMmMaTHUECKHUE XapaKTEPUCTHUKH.

21. HazoBute ocobenHoctn HenmuHou (opmbl rinaroina: Infinitive.

22. Chopmynupyite OCOOEHHOCTH O0pa30BaHUSA, YMOTPEOJICHUS H TEpeBoJa
WH(OUHATHBA B TIPE/IJIOKCHUMU.

23. Tlepeuncnute GpyHKMHu HHOUHATUBA B TIpeUIoKeHUH. [IprBeuTe mpuMepsl.
24. Yo o3navaeT Subject B gesmoBom nucbMme?

25. Yo o3nauaet Salutation B menoBoM nmucbme?

26. Urto o3nauaet Body B nemoBom muceme?

27. Yro o3nauaer Closing B aenoBoM nucbMe?

28. Uto o3nauaer Signature B 1e10BOM MUCHEME?



