Jlekcuka B AenoBbIX
AOKYMEeHTaXx U nepenuncke

Business documentation and correspondence
vocabulary

—



JIlekcuka, Heobxoanmasa B AenOoBOM
nepenuncke

1 CneymanbHaga nekcuka  TePMUHLI
1 KnuwmnpoBaHHble ppasbl
1 CokpalleHus

i 3anpeT Ha UCMOoJib30OBaAHWE CJ10B B NEPEHOCHOM
3HA4YEeHNA

1 HeponycTum »XaproH, CrieHr, npocTopeyuns

—



TaBTONMOrMA " CUHOHMUMbI B
AerioBOU nepenucke

1 AHITIMNCKNN A3bIK HAMHOIO TONepaHTHee
OTHOCUTCSA K BOMPOCY TaBTonornn (B Teopum,
O4HO U TO Xe CNTOBO MOXHO NOBTOPATL B
Ka)aon TpeTben CTPoUKe)

1 [Npobnema nogbopa CMHOHMMOB

\



[lpobnema BbIOOpa CUHOHMMOB

The documents show the results
of the marketing campaign. The
first part shows the budget,

the second part shows diagrams,...




[lpobnema BbIOOpa CUHOHMMOB

1 Show - present - demonstrate - indicate -
portray....

The documents demonstrate
the results of the marketing campaig

The first part shows the budget,
the second part presents diagrams




Cnuncok pacnpocTpaHeHHbIX

CUHOHUMOB B [€/T0BOM peun

1 to address - to focus

1 Outstanding - significant - prominent
1 to state - to voice - to express

1 huge - colossal - enormous

1 damages - devastation - destruction
7 (to) wish - (to) desire - (to) hope

1 wideranging - multifaceted - varied

1 to stress - to reaffirm - to reiterate

1 meeting - gathering
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Nanomobl

1 «NMUHIBUCTUYECKN YCTOMYUBLIN ODOPOT peyu,
3HA4YeHNEe KOTOPOro He onpegensaeTrca 3HavyeHnem
BXOAOALLMX B €ro CoCTaB CNoOB; HepasnoXXnmoe
CITOBOCOYETAHMNE

\



Nanomobl

1 Psag vanom npucyTcTBYIOT U yrnoTpeonsTcs B
OEernoBOM aHIMUNUCKOM.

1 Cnncok 52 cambix nonynsipHbiX OU3HEC-MONOM MO
Bepcun New York Times (52 Most Common
Business Idioms from the New York Times to
make Your Business English Spectacular by Marc
Anderson,http://www.talktocanada.com/blog/52-
most-commonly-found-business-idioms-from-the-
new-york-times-that-will-help-make-your-business
-english-knowledge-spectacular/
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Nanomobl
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multi-task - MHoOrosaga4HocTb, BbiNOMHEHME OAHOBPEMEHHO
HECKOJTbKMX NPOEKTOB

start-up - cTapT-an

think out of the box - gymaTtb BbIxoas 3a pamku
npeanoXeHHoro

win-win situation - cutyaumsi, B KOTOPOM BbLIMIPbLIBAOT BCE
on the right track - Ha npaBunbHOM NyTN

keep pace - npogormkatb B TOM e Oyxe

Congratulations on your business success! | remember how
your tiny start-up grew to a large international company...

Dear Bob, | am writing to tell you that this new project
implementation turned out to be a win-win situation...




Nanomobl

O

1 elle HECKONbLKO MOJSIE3HbLIX NOWUOM:

double-check - pBonHas npoBepka, npoBepATb YTO-NMOO OBa
pasa

in charge of - ObITb OTBETCTBEHHbLIM 3a, OTBEYaTb 3a

in short supply - HeOCTaTOMHOE KONMMUYecTBO Yero-nmnbo
in stock - Ha cknage, roToBO K Npoaaxe

keep track of smth - BECTU Y4YET Yyero-nmbo

sell out - pacnpopaBaTtb, 6bITb pacnpogaHHbIM

Dear Mr Grey, My name is Angela Fry, | am a sales manager
in charge of payments documentation...

Dear Ms Doo, We are happy to inform you that the chairs
you have ordered yesterday are currently in stock. You can
pick them up...




[TONUTKOPPEKTHOCTL

0 «KYIbTYPHO-NmoBeaeH4YeCKad N A3blKOBaA
TeHgeHuund, HauerieHHad Ha 3aMeEHY
YCTOABLUUXCA TEPMUNHOB, MOIylnx 3a4€Tb
YyBCTBa U AOCTOUHCTBO TOIo UJjin MHOIo
NMHOUBUAOYYMaA SMOLI,VIOHaJ'IbHO'HeVITpaJ'IbeIMVI
I/I/I/IJ'II/I NOJ10KNTEJIbHBIMA GBCbeMI/I3MaMVI»

\



NONIUTKOPPEKTHOCTb

HEIIOJIUTKOPPCKTHDLIC IHOJIUTKOPPEKTHLIC

Chairman Chairperson
Congressman Congressperson
Sportsman Sportsperson
Cameraman Camera operator
Policeman Police officer
Fireman Firefighter
steward, stewardess Flight attendant
Mrs, Miss Ms

Spaceman Austronaut

Man Person

Indians Native Americans
invalid Disabled, physically challenged

e



[MTONUTKOPPEKTHOCTb

pensioner Senior citizen

poor Indigent, economically disadvantaged
natives Indigenous population

Third world countries Emerging nations

*To whom 1t may concern, Our project 1s aimed at physically
challenged and indigent people from the mid parts of Africa.




[lpodreccMoHanbHbLIN XXaproH

] «pPa3HOBUOHOCTL XaproHa, UCNonbL3yemMoro rpynnou
nogen, oobeanHeEHHbIX NO NpodeccnoHanbHOMY
NPU3HaKy»

1 Office jargon:

1 cubes - oduc oTKpbITON NNaHNPOBKK

clock in/out - "ormeuaTtbcsa” Ha paboTte (oTMevaTb
CBOW Npuxon - yxon)

dead wood - HeaddekTUBHbIE PpabOTHUKM

bean counter - Oyxranrtep, c4eToBOA

fat cat - "meHexHbIt Mewok", boray

acluistic - abconTHO 63 NoHATUSA

—
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[lpocTOpeuunn

0 «CIl0oBa, BbIpaXXeHus, ..., He BXoAsLMe B HOPMY NUTepaTypHON peyn,
xapaKTepmsyrou_\mecg OTTEHKOM YNPOLLEHNSA, CHUXKEHHOCTMU,
rpyboBatoctu, ..  »

1 Jlekcuyecknid MNacT aHrnUICKOro Asbika (Yalle BCero uMeercsa BBuUay
aMepUKaHCKUI aHIMNMNCKNIA), COMOCTaBUMBbIN C NMPOCTOPEYNEM B
PYCCKOM £13blke, - 9TO cneHr (slang).

1 CneHr - 310 "1) TO Xe, YTO KaproH, NPEeMMyLLECTBEHHO B
aHrMos3blYHbIX CTpaHax. 2) BapnaHT pasroBopHou peun (B T. u.
9KCMPECCUBHO OKpaLLEHHbIe AMeMEHTbI 3TOW peuyn), He coBnagaroLmn ¢
HOPMOW NUTEPaTYPHOro s3bika"

1 K npocTopeunsim, unu cneHry, oTHOCATCSl Takne crnoBsa u
BbIpa)XeHUs Kak:

buddy (apyraH), man (4yBak), gotta (Hy>xxHo, I've got to go = | gotta
go), gonna (co6mpaTbc;| | am going = | gonna) Jee! (Boxe mon!)
Bingo! (EcTb!) cops (nonmuemcme) ace (kopew), dro 1p a line
(HanucaTtb), eager beaver (yceanbm paboTHMK), gOO
(6eanenbHNYaTh, OTbIHMBATL OT paboThl).




[lpocTOpeuunn

1 CriegyeTt 3aMeHsITb CUHOHMMaMUN U3 CpedHEero
perucTpa:

- get a boost (pa3sr) - to boost (obw):
cnocobcTBOBaThL POCTY MOMyNsiPHOCTYU

- get behind (paar) - fall behind (o6ww):
oTcTaBaTb

- get the ax/shoot (pa3r - to be

fired/dismissed/excluded (obw) - ObITE
YBOMEHHbIM, UCKITHOMEHHbIM

\



[lpocTOpeuunn

]

OpgHako, CyLWlecTBYET psif BbIpaXEeHNN, KOTOpbIE YyXe
OaBHO MepeLnn n3 crieHra B paspsig
obLleynoTpebuTernbHbIX. TakoBbl, Hanpumep,
BblpaXXeHUA:

brain drain (YTqua mo3roB), dark horse (temHas
nowapka), fall asleep (3acHyTb), fall behind
(oTcTtaBatb), traffic jam (npobka Ha gopore), feel
sorry for sb ()kaneTtb Koro-nnobo), rat race
(KpblCUHbIe Bera), red tape (GropokpaTusi, BOSIOKUTA)
nT.a.

OTN BblIpaXeHns 4oNyCTUMbI B JIMYHOWN OEef10BOM
nepenncke n Bo BHYTPEHHEW Oen0oBOW Nepenunucke
(HeodunumnanbHon). Tem He mMeHee, He cneayeT
3NoynoTpeodnaTb TaKUMU BbIPpaXXeHUSMU.




KpaTkue utoru

1 Jlekcuka genoBoro CTUNs aHrmMnMCcKoro A3blka, Kak n nNekcuka OernoBou
KOppecrnoHAEHUMN, 3HAYNTENBbHO OTINYAETCS OT JIEKCUKMN Pa3roBOPHOIo
AHIMUNCKOTrO.

1 HecmoTps Ha TO, YTO aHIMMNUCKUIA S3bIK HAMHOIO Bosiee TofepaHTHO,
4yeM PYCCKUW A3bIK, NOAXOAUT K BOMPOCY TaBTonornu, cnegyet
ynoTpeodnaTe CUHOHUMBI.

0 B penoBom aHIMUINCKOM CyLLIECTBYET psii MANOM, MHOTME U3 KOTOPbIX
AOMNYyCTUMbI B 1EMOBOW NEepenmncke.

1 B genoBou koppecnoHaeHUun crieqyeT, No BO3MOXHOCTMH,
NpMaOepPXnBaTbCA NPUHLMUMNOB MOSIMTKOPPEKTHOCTMN.

1 BblpaxeHns, HOCALLNE CHMKEHHbBIN XapaKkTep, creayeT 3aMeHsiThb
CUHOHMMaMM U3 cpefHero perncrpa, unmn Bosce nsberatb.

0 Takxke cnenyet nsberatb NCNONbL30OBAHNA B AENOBOW NeEpenncke
OPUCHOro XaproHa, crieHra, npocTopeyvunin.

0 CrnegyeTt NOMHUTb, YTO CYLLECTBYET PSA BbIpaXXEHUN, KOTOPLIE YXe
OaBHO nepeLusnim 13 CrieHra B pas3psag o6|_|_|,eyn0Tpe6|/|Teanov| NEKCUKM.
Takne BblpaxeHust 4ONYCTUMbl B 4€5T0BOW Nepenncke.




YnpaXXHeHusA

1 3aMeHuTe npocTopeyunsi, NpoceccuoHanbHbIN XaproH,
CIIeHT 1 HENOJNITKOPPEKTHbIE BbIPpaXXeHUS Ha BbIpaXXeHUs,
npuemsnemMsbie B AefIOBOW nNepenuncke:

a) Dear Andrew,

| am writing to inform you that your buddy Paul got the ax
yesterday for goofing off.

He can receive his final payment on Friday, at 5 p.m.
Best regards,

Bill

b)Dear Ms Kristy,

Please note that the steward Keenly who seemed an eager
beaver at first turned out to be a completely dead wood.

| will ask the HR to look for another man for this position.
Best wishes,
Mr Chris Hates

\



YnpaXXHeHusA

0 Flepenmume npeanoxeHusa M3 AernoBbIiIX NUcemMm, UCNOJb3yA
NeKCukKy, npuemMmriieMmyro B esyioBou nepernncke.

a) | regret to inform you that Matthew has been getting behind in
his studies recently.

b) The cop will send us the report via expedited shipping tomorrow.

¢) | am writing to complain about the actions undertaken by the
firemen yesterday at the address Cherry street, 7.

d) The decision will be made by the end of the week | am gonna let
you know asap.

e) Our company supplies invalids and their families with food
products.

0 HanuwwuTe KOpOTKOE AenoBoe NMCbLMO Ha by TeMy, UCNONb3YA
cnefyroLwiue BblipaXKeHUs:

in charge of, in short supply, win-win situation, multi-task, keep
pace




