h

O. 0. MAKAPOBA, M. . AHAPEEBA, 4.B. TOPBEYHOBA

BUSINESS CORRESPONDENCE
(AE/IOBOV MIHOCTPAHHbIV S13bIK)

2 o
% (oo @5@



KA3AHCKHWI IT'OCYJAPCTBEHHbBIN MEI[I/ILII/IHQKI/IPI YHUBEPCUTET
MUMHUCTEPCTBA 3/IPABOOXPAHEHU I POCCUICKOU ®EJEPALIMN

Kadeapa nHOCTpaHHBIX SI3BIKOB

O. FO. Makaposa, M. 1. Auapeesa, JI. B. 'opObyHoBa

BUSINESS CORRESPONDENCE
(AEJJOBOU HHOCTPAHHDBIU SI3bIK)

VyebHnoe nocobue no oucyuniune «/{eno8oii UHOCMPAHHbIL S3bIK»
JUIs1 00YUaIOIIUXCS MarucTpaTyphbl IO HAMPaBICHUIO MOJATOTOBKU
39.04.02 «CoumanbHas padboTay

Kazanp
2022



YK 811.111 (075.8)
BBK 81.2AHra
M15
[IedaTaercs 1o peUICHUIO
[{enTpanbHOr0 KOOPAMHALIMOHHO-METOANYECKOTO COBETA
OI'bOY BO «Kazanckuii rocy1apCTBEHHBIN MEAUIIMHCKUA YHUBEPCUTET)
Mun3apasa Poccun

PenieH3eHThI:

M.A. ConsbllikuHa — JOKTOp (UIIOJOTHYECKUX HayK, Ipodeccop,
npodeccop kabenpbl TEOPUH M MPAKTHUKH IPEIOJaBaHUs MHOCTPAHHBIX
s3pik0B - DI'AOY BO  «Kazanckuit  (IlpuBomxkckuit)  denepanbHbIi
YHHUBEPCUTETY;

H.I'. HukomaeBa — noktop (uiiojsorudeckux Hayk, mnpodeccop,
3aBenyromuii kadenpor maruHckoro szeika @I'BOY BO «Kazanckuit
rOCyJapCTBEHHBIM  MEIMIMHCKUM  YHHBEpCUTET»  MUHHCTEpCTBA
3npaBooxpaneHus: Poccuiickoit geneparumn.

M15 MakapoBa, Oabra IOpbeBHa.

Business Correspondence (/le10Boii HHOCTPAHHBIH SI3BIK)
y4eOHOe 1mocoOue sl  O0y4YarolUMXCSd  MarucTparypel IO
HampaBiaeHno mnoAarotoBku 39.04.02 «CouwmanbHas pabotay /
O. FO. MakapoBa, M. 1. Aunpeesa, /1. B. ['opOynoBa ; Kazanckuii
FOCYJAapCTBEHHBbI ~MEIULUMUHCKAN yHUBEpPCUTET MMUHHUCTEpPCTBA
3apaBooxpaHeHust Poccuiickon @enepanuu. — Kazanp : Kazanckuii
I'MYVY, 2022. — 44 c.

YueOnoe mocobme  «Business  Correspondence»  ([emooii
MHOCTPAHHBIA $3bIK) TpeaHazHaueHo s oOydaromuxcs [ u 1l kypca
MarucTparypsl mno HampabjiaeHuio noarotoBkn 39.04.02 «ConuanbHas
paboTta». YdueOHoe mocoOre COAEPKUT TEKCThI IMIUCEM JEI0BOr0 OOIICHUS,
TECTOBBIC 3aJIJaHUS K HUM, JICKCUYCCKUH MUHUMYM.

© Makaposa O. 10O., Aunpeea M. U., ['op6ynona /I. B., 2022
© KazaHckuli rocy1apCTBEHHBIN MEAULIMHCKUI yHUBEpCUTET, 2022



COJEP)KAHHUE (CONTENTS)

[TPEJJVICJIOBUE (FOREWORD) ......coooiiiiiieeceeeeeeeeeeese e 5
THANK-YOU LETTERS. ... .ot ittt ettt 8
LETTERS OF SYMPATHY ..ottt 15
LETTERS OF REQUEST ...ttt 22
RESUME ...ttt ettt ettt ettt st 28
LETTER OF REFERRAL ..ottt 34
KEY S ettt ettt ettt 41
JINTEPATYPA (REFERENCES) .....coooiiieiiiieeeeeeeeeeeeesee e 44



MPEJIUCJOBUE (FOREWORD)

YueOnoe mocobue  «Business  Correspondence»  ([enoBoii
WHOCTPAHHBIM #A3bIK) TpeaHasHaueHo st oOydaromuxces | u 1l kypca
Maructparypbl no crnenuanbHocTu 39.04.02 «CoumanwsHas pabota». B
COOTBETCTBUU C JIEUCTBYIOIIEH pabodeil MporpaMmMou MO IUCIMILUIMHE
«JlenoBol MHOCTPaHHBIN S3BIK» JaHHOE Y4eOHOE IMocoOue HaIlpaBjIeHO Ha
bopMUpPOBAHME OCHOB HMHOSI3BIYHOW KOMIIETEHIIMM, HEOOXOAUMOMN IS
peanuzanu  NMPO(ECCUOHAIBHOM  MEXKYJIBTYPHOH  KOMMYHUKAIUU;
OBJIQJICHUE THMCbMEHHBIMU (opmamMu OOILEHUSI, HaBbIKAMU TIEPEBO/IA,
pedepupoBaHusi TEKCTOB Ha aHTJUMKUCKOM f3bIKE KakK CpeACTBaMu
WH()OPMAIIMOHHOMN JIEATEIHHOCTH.

OcCHOBHBIE 33/1a4l y4eOHOr0 MOCoOus:

— (opMupoBanue y oOydaronuxcs pakyiabTeTa COlHaIbHON paboThI
A3BIKOBBIX U PEUEBBIX HABBIKOB, MO3BOJISIIOIIMX  HCIOJIb30BAaTh
WHOCTPAHHBIM SI3BIK JJI  TIOJYYECHHUS MPO(PECCHOHATBHO 3HAYMMOUN
uH(OpMaILUK, UCTIONB3YSI pa3HbIC BUIbI YTCHNUS,

— (opMUpOBAaHME SI3BIKOBBIX W PEUEBBIX HABBIKOB, IO3BOJISIOIINX
y4acTBOBaTh B MUCBMEHHOM W YCTHOM MpO(deCCHOHATbHOM OOIIEHUM Ha
MHOCTPAHHOM SI3BIKE;

— pa3BUTHE YMEHUM OINOCPEIOBAHHOIO MHCHBMEHHOTO (YTEHUE,
MACbMO) U HEMOCPEICTBEHHOTO YCTHOTO (TOBOpEHHE) MpodhecCuOoHab-
HOTO UHOSI3BIYHOTO OOIIEHUS.

JlanHoe y4yeOHOe mocoOue CrocOOCTBYET OBJIAICHUIO CIIETYIOMIUMHU
KOMIETCHIIUSIMMU:

e YK-3. CmocobeH opraHu3oBbiBaTh M PYKOBOJIUTH pPadOTOM
KOMaHJbl, BbIpaOaThiBas KOMAHAHYK CTPATE€TUIO JJISl JOCTHUXKECHHS
MTOCTABJICHHOM LIEJIN:

o VK-3 HYVK-3.1. — BbIpabaTbiBaeT CTPATETHI0 KOMaHIHOM
paboThl U Ha €€ OCHOBE OPraHU3yeT OTOOP WICHOB KOMAHJbI JIs
JIOCTHKEHUS TTIOCTABJICHHOM I1ETIH.

o VK-3 HVYK-3.2. — opranuszyeT U KOPpPEKTUpPYET pabdboTy
KOMaH/Ibl, B T.4. HA OCHOBE KOJIJIETHAJIbHBIX PEIICHUMN.

o VK-3 HYK-3.3. — pa3zpemiaeT KOHQJIHUKTHI U IPOTUBOPEUUS TIPU
JICJIOBOM OOIIEHUM HAa OCHOBE y4€Ta MHTEPECOB BCEX CTOPOH;
co3maeT padbouyr arMmocdepy, IMO3UTHUBHBIM SMOIMOHAIBHBIN
KJIUMaT B KOMaHJIE.



O

VK-3 UVK-3.4. — opranusyer oOydeHHE YJICHOB KOMaH]bl U

o0OcyXeHue pe3ybTaToB pabOThl, B T. Y. B paMKaX JUCKYCCHH C
MPUBJICYEHUEM ONMOHEHTOB.

O

VK-3 UYVK-3.5. — nenerupyert moJIHOMOYHS YICHAM KOMaH/IbI U
pacmpeensieT MmopydeHus, Jaér oOpaTHYI CBsS3b  IIO
pesyiabTaTaM, MPUHUMAET OTBETCTBEHHOCTh 3a  OOIIMIA
pe3ysbTar.

e YK-4. CnocobeH NpPUMEHSTh COBPEMEHHbIE KOMMYHUKATHUBHBIC
TEXHOJIOTUH, B TOM YHCJIE HA UHOCTPAHHOM SI3BIKE, JIJISl aKaJIEMUYECKOT0 U
po¢eCCUOHATLHOTO B3aUMOICHCTBUSL:

O

O

VK-4 HVK-4.1. — ycTaHaBIMBaeT KOHTAKTbl W OPraHU3yeT
OOILIIEHHE B COOTBETCTBUU C MOTPEOHOCTSIMU COBMECTHOMU
NEATEIbHOCTH, UCIOJIb3Ysl COBPEMEHHBIE KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH.

VK-4 UVK-4.2. — opranu3yeT oOCYyXIEHHUE pe3yJbTaToB
UCCJIEN0BATENBCKON U MTPOEKTHOM JAEATEIbHOCTU HA PA3JIMYHBIX
nyOJUYHBIX MEPONPHUATHSIX Ha PYCCKOM S3bIKe, BbIOHUpas
HauOoJee moaxoasmui popmar.

VK-4 UVK-4.3. — npeacTaBisieT pe3yJbTaThl HCCIEI0BATENb-
CKOM M MPOEKTHOW NEATENbHOCTU Ha Pa3IMYHBIX MYyOJIUYHBIX
MEPOIPUATUSAX, YYaCTBYEeT B aKaJeMHUYECKUX U mpodeccuo-
HaJbHBIX JUCKYCCHUSAX Ha MHOCTPAHHOM SI3BIKE.

VK-4 UYVK-4.4. — cocTaBisieT B COOTBETCTBUM C HOpPMaMu
PYCCKOTO A3bIKa JEIOBYIO JOKYMEHTALHIO PA3HBIX )KaHPOB.
VK-4 HYK-4.5. — cocTaBisieT TUIIOBYIO JAEJIOBYIO JOKYMEH-
TalMIO JUIS aKaJeMUYECKUX W Mpo(ecCHOHaNbHBIX Ieleil Ha
MHOCTPAHHOM SI3BIKE,

VK-4 UVK-4.6. — co3maéT pa3nuyHble aKaJIeMHUYECKUE WIH
npodeccuoHanbHbIE TEKCTHI HA UHOCTPAHHOM SI3bIKE.

e YK-5. CnocobeH aHanu3upoBaTh M YYUTHIBATH pa3zHoOOpasue
KYJBTYp B MPOIECCE MEKKYJIBTYPHOTO B3aUMOICUCTBUSI.

O

VK-5 HYVK-5.1. — anHanu3upyeTr BaXKHEUIINE UICOTOTHUYECKAE U
[IEHHOCTHBIE CUCTEMBI, C(HOPMUPOBABIIKECS B XOJI€ UCTOPH-
YECKOT0 Pa3BUTHSL.

VK-5 UVK-5.2. — BbICTpauBaeT coOIMaIbHOE U TMpodeccuo-
HaJIbHOE€ B3aMMOJICUCTBHE C YUETOM OCOOCHHOCTEH HEI0BOM M
o0IIer KyJIbTypbl TMPEACTABUTENICH JIPyruxX OJTHOCOB W
KOH(ecCHil, pa3IuyHbIX COLIMATBHBIX TPYIIII.



o VK-5 UVK-5.3. — obecneunBaeT CO3JaHUE HEIMCKPUMHUHA-
IMMOHHOW  cpeabl Uil  YYaCTHUKOB  MEXKYJIbTYPHOIO
B3aUMOJICHCTBUS TIPU JTUYHOM OOIICHWUU W TIPU BBITOJTHEHUHU
mpodeCCHOHANBHBIX 3a]1a4.

OCHOBY JTaHHOTO y4€OHOTO IMOCOOHMS COCTABISIOT TEKCTHI JIEIIOBBIX
MMCEM, 3aMMCTBOBaHHBIC U3 CIICIIMAIBHON JIUTEPATyPHI.

Hcnonbp30BaHHBIE B JAHHOM Y4€OHOM MOCOOWHU TEKCThI OTOOPaHBI 10
TEMaTHYEeCKOMY MpUHIUITY. Bee paszaensl mocoOust coiepkat Caeayonryro
CTPYKTYpY:

1) BBOAHBIN KOMMEHTAPHII 110 THITY ITUChMA;

2) crienn UKy THIIA MHCHMA,

3) TeMaTHYECKHI CIIOBaPh;

4) tekcT(bl) TUCEM JICTIOBOTO OOIICHHMS;

5) MOC/IETEKCTOBBIC ~ YIPKHEHUS HA  NPOBEPKY  MOHWUMAHHS

W3BJICUEHHOW HH(POPMAITUH;

6) ynmpa)kHeHHsT Ha 3aKpCIUICHHE M aKTUBU3AIMIO JICKCHKO-

IrpaMMaTHYECKUX KOHCTPYKIIH;

B konme ydeOHOro mocoOus TPEACTaBICHBI KUY K 3aJaHUSM
pa3zienoB, CTPYKTYPUPOBAHHBIE B COOTBETCTBHUH C COJIEPKAHUEM.

Jlannoe ydeOHOe MOcoOMe MOXKET OBITh HCIIOJIB30BAHO B KAaueCTBE
JOTIOJTHUTEILHON JUTEPATyphl 10 NUCHUIUTMHE «JleJ0oBOM MHOCTpaHHBIN
A3BIKY», TIPEMOAaBaeMON 00yJarONUMCSI MaruCTpaTyphl MO CHENHUATBHOCTH
39.04.02 «CoumanbHasg padota». Pabora ¢ JaHHBIM y4ye€OHBIM MOCOOHEM
IpeanojaraceT ciIeayomue GopMbl 3aHATHI:

— ayIUTOPHBIC 3aHATHS TI0]T PYKOBOACTBOM IIPETO1aBaTES;

— 00s13aTEIbHYI0O  CAMOCTOATENIBHYI0O  BHEAYJIUTOPHYIO  PadoTy
00yJaromIerocs;

— UHJUBUIYAIbHYIO CaMOCTOSITENIbHYIO paboTy 00ydaroIierocs Moy
PYKOBOJICTBOM ITPEIIOIaBaTEsl.



THANK-YOU LETTERS

In our fast-paced society, the polite act of writing thank-you letters
has become increasingly rare. Many people prefer to thank others with a
quick phone call or e-mail, rather than take the time to write and send a
personal letter.

A note of advice: Take the time. The extra effort will be appreciated
and make you stand out from the crowd.

Thank-you letters are critical to maintaining good relationships.
Conversely, not sending a thank-you letter when one is called for can harm
a relationship. You may think that other people don’t care if you send a
thank-you letter but they do. A wide variety of occasions are appropriate
for sending thank-you letters. The most obvious is when you have received
a gift. You should also thank people for favors, friendship, and effort
expended on your behalf [1].




Tips for Writing Thank-You Letters

»>Pon’t view writing a thank-you letter as a chore, as so many children
do every year at Christmas and their birthday.

& Be enthusiastic and genuine. Even if you don’t like something, there
Is always at least one nice thing you can find to say about it. So find
it —and say it.

& Be warm. Write in a friendly, personal style [1, 3].

ﬂtyle/ Tone: Informal or formal \

Personal tone: Warm and cordial. Active voice.

Structure:

(1) begin with the words ‘thank you’,

(2) tell the readers what you are thanking them for,

(3) express how much their gift or help has meant to you,
(4) close by thanking them a second time.

Handyv Phrases: Thank you, Thanks so much; I appreciate;

!am grateful. J




English

Thank-you letter. Dictionary

Russian translation

| (sincerely / truly) appreciate your
consideration / help / time.

S (MCKpeHHE)  ILIEHIO
BHUMaHUeE / TOMOILb / BpeMs.

Balle

[ am grateful for ....

A Gnaronapes 3a...

I appreciate ...

i uenro ...

| appreciate your taking the time.

Sl neHro, 9YTO BBl HALIUIM JJI1 MEHS
BpEMSL.

| appreciate your assistance and look
forward to your continuing to work
on....

A NCHIO Bamy ImnoMompb MU C
HCTCPIICHUCM KAy, KOI'Zla BbI
IIPpOIOJIKUTC pa6OTaTB Hazxg ...

It was very (thoughtful) of you.

D10 OBLIO OYeHb (3a00TJIMBO) C
BallCli CTOPOHBL.

Many thanks for ....

Boseiioe cnacu0Oo 3a...

Please accept my deepest thanks.

[loxamyiicta, = OPUMHUTE MO0
riry0odaiiyto 0JaroqapHoCTb.

Thank you so much.

OrpomHoe criacu0o.

Thank you very much.

10

Bbosbiioe cnacu6o.



Opening / closing the letter

English Russian translation
Best wishes C HaMITYYIITMMH [TOKETaHUSIMH
Dear Jack Jloporoii JIxek

Dear Sir / Madam

Jloporas / YBaxkaeMblii MUCTED / MajiamMm

Dear Mr/ Mrs/ Ms/ Miss Smith

YBaxkaeMblii muctep / Muccuc / Mucc /
Mucc Cmur

Dear Sir

YBakaeMblil TOCIIOIUH

Hear from you soon

1o ckopoi cBsi3u

Hi Jerry

[Ipuser, [Ixeppu

| look forward to hearing from
you

Ac HCTCPIICHUCM Ky BaAlICTO 3BOHKA

Kind regards

C yBaxxeHueM

Let me know if you need anything
else.

Jlaute = MHE  3HaTh, €CIA  BaM

MOHAI00UTCS YTO-HUOYb emé

Love from Sarah

C mo60BbI0 0T Capsl

My darling Lily

Mos noporas Jlunu

Please contact me again if you
need any more information

[ToxanyiicTa, CBSIKATECH CO MHOHU €Ile
pa3, €clIM BaM HYyXHa JIONOJIHUTEIbHAsS
uHdopManus

See you soon

1o ckopoii BcTpeun

Take care Bbeperute cebs
Yours, ... Bami (a) ...
Yours faithfully, ... Uckpenne Bai (a) ...

Yours sincerely, ...

Uckpenne Bai (a) ...

11



Thank-You Letter. Holiday

M pear Harry,

WMary and T are still impressed by the great +ime you spent with
s i Vevice, Tt is an occasion that we will remember for a long
time, Pespite the fact that perlaps vyou take Vewice v stride,
eveny landmark we visited and all the thivgs we did appeared +o us
as a great adventure: the boat +rip alowg the Gravd Cawal,
eocktalls at +he Osteria del Love, luneh at+ e Twpronta, delicions

cappuctive at the Ale Po Warle,

The trip was fabulous, and wy boss was lmimensely pleased and

satisfied with the choices we've wade,

Never again will T believe the old saving, “ou cant mix business

with pleasure’,

Yo provided +the pleasure — awd, iwcidewtally seme of +he

business.
Thavk you,

Best regards,

Patricia Jowes

12



Thank-You Letter. Job Interview

| Dear Ws, Pearsow,

T appretiate vour takivg the tiwe to weet with we last week to
distiss the landscape desiguer position at Art Life Twcorporation,
Tt was wy pleasure wmeeting vou and hearing ow ewthusiastic you
are about the company's developwewt, collaboration and growth
objectives, v view of wy backaround n landstape design, T was
particularlyivterestediv vour groundereaking projects implemented
both W our convitry and werldwide, The projects cerrelate with
sowe ideas of wiy oww and left we with the sevse that we'd wmake

an excellent collaberative team,

Vou highlighted that i+ will take you sewe time to wake a hiring
decision, and T'll do wy best to wait patiently despite how excited
T aw fo be considered. Weanwhile, T will be grateful for any
further wiformation. Thank you again for dhcosing we.

Pest regards,

Jave Swith

13



Tasks

Task 1. Study topic dictionary and match the English — Russian
equivalents

I appreciate ... bosbiioe criacu6o 3a....

210 OBLIO OYEHHh 3a00TJIIMBO C
BalllC CTOPOHBI

1
2 | I am grateful for ....

Many thanks for .... S GiaronapeH 3a....

3
4 | | appreciate your taking the time [Toxkanyiicta, TPUMHTE MO0

riry0oJaiiyto 0Jaro1apHOCTh

mim OO0 o>

5 | It was very thoughtful of you S neHmo ...
6 | Please accept my deepest thanks 51 1eH10, YTO BbI HAIILIN IS MEHS
BpeMSI

Task 2. Translate given sentences in English / Russian

1. 4 wenro TO, uto BBl Hamumm BpeMs JIsI BCTPEYM CO MHOM Ha
MPOLLIION HEJNEIIE.

2. 51 uckpenne OnaromapeH Bam 3a Bamry momornns B opraHuzaiuu
OTAbIXa IPEACTABUTENIEN ITOM U3BECTHOU MEXKIYHAPOIHON KOMITAHUU.

3. Iloxanyiicra, nmpuMuTe MOK TriIyOOoyallyro OJIarogapHOCTh 3a
TEIIBIN PUEM B Bammem mome.

4. | appreciate your assistance and look forward to your continuing to
work on our landscape design project.

5. 1 am grateful and I look forward to hearing from you.

6. Dear Sir / Madam, | am grateful for you cordial meeting at the Grand
Hotel and business discussion of the forthcoming annual conference of dentists.

Task 3. Fill in the gaps with the words from the box

hearing choosing pleasure view

grateful appreciate regards

I (1) your taking the time to meet with me last week to
discuss the landscape designer position at Art Life Incorporation. It was my
(2) meeting you and (3) how enthusiastic
you are about the company’s development. In (4) of my

background in landscape design, | was particularly interested in your
groundbreaking projects implemented both in our country and worldwide.

| will be (5) for any further information. Thank you for
(6) me.
Best (7) :

14



LETTERS OF SYMPATHY

Social custom dictates that you send a get-well letter to anyone close
to you who has suffered a prolonged or serious illness, is or has been
hospitalized, or is recovering from an accident or surgery. In addition to
the obvious benefit of bringing a smile to the face of a person who needs
to smile more, your letter may actually help bring about their recovery.
Numerous studies have identified a clear link between attitude and
wellness: Stress can make you sick, and positive emotions (faith, humor,
happiness) can make you well.

A letter of sympathy is also a letter of empathy, helping people get
through tough times by showing them that they are not alone. They gain
strength from knowing another person (you, the writer) has gone through
something similar and survived, or at least understand what is happening
and how they feel about it.

Perhaps the best and finest use of personal letters is one sent from
the heart, from one human being to another, as an act of kindness, with a
message of hope, and a tone of warmth and caring. Often, such notes are
sent on meaningful days or events, such as Valentine’s Day, Mother’s
Day, or graduation day; but they are also appropriate any time the spirit
moves you [1, 3].

with
heartfelt
sympathy

15



Tips for Writing Letters of Sympathy

&= Keep it brief.

& Wish for the fast and full recovery.

& Do not diagnose the reader’s illness or give unsolicited medical
advice — especially regarding supplements, untested treatments, or
alternative medicine — unless you are a doctor.

& Acknowledge the negativity, pain, and suffering the person may be
enduring.

&= Point out any positives that may result or be seen in the situation
without minimizing the negatives.

& Offer your help — as generously as you are willing and feel
comfortable.

& Show your feelings. Express love, concern, and empathy.

& Offer to help the other person achieve their goal or attain greater
happiness [1].

Style/Tone: Informal and personal.

Structure:

(1) Say hello — greet the readers; (2) Acknowledge that they have
not been feeling well; (3) Say that you hope they are doing/feeling
better; (4) Express your wishes for a speedy and full recovery; (5)
Express sympathies; (6) Share a relevant inspirational anecdote if
applicable; (7) Close with an offer to help the person in some
specific way.

Handyv Phrases: (1) / was so sorry to hear, Hoping for a speedy

recovery, Get well soon;, Can’t wait fo hear you 're up and about,;
(2) You have my sympathies; I'm sorry, You are not alone in this;
You're in my prayers; You will make it through this; All life

experiences can be used as learning experiences to make us

stronger; It’s hard to be encouraged at a time like this, but;, With

Hiy sivicere concerr.

16



I | Letters of Sympathy. Dictionary

English Russian translation
be relieved UCTIBITaTh 00JIETYCHHE
break a leg! Hu nyxa, Hu nepa!

can’t wait to hear you’re up and
about

HC MOT'Yy JOXOATbCsA, KOTda YCJbIITY, 4YTO
ThbI ITIOIIPAaBUJICS

get well soon

MIOIPABIISIACS

hence

HCXOO U3 3TOI'O

hope for a speedy recovery

HaJACKOCh Ha CKOpefIHICC BbI3OPOBJICHHUC

I had a similar situation ...

Y MCH: OBLIIa ITOX0Kas cuTtyanus ...

I was so sorry to hear ...

MHE OBLJIO TaK KaJIb CJIbIIIAaTh, 4TO ...

keep up one’s spirits

HE MaJlanl JyXoM

my treat

s YTOILIAK0

persistence pays

HAaCTOMYHUBOCTh BO3HAIrpa>xaacrTcs

serve you well in your future ...

...COCITy)KUT T€0€ XOpOIIyI CIyXk0y B
Oyayliem ...

small price to pay for

HeOOoJIpIIas ocHa 34 ... / 9TO TOTO CTOHUT

that’s all that matters

3TO BCE, YTO UMEECT 3HAUYCHHUE

with my sincere concern

C MOel UCKpeHHEe# 3a00ToM

you have my sympathies

OPUMUTE MOU COOOJIE3HOBAHUS

you will make it through this

BBbI CIIPABHUTCCh C 9TUM

17



Letters of Sympathy. Get-well letter

Dear Wicle Crag,

I'm glad you are home from the hospital and doing better.

An ulcer is not fum, but T know you are relieved that the doctors
have ruled out anything more severe.

T suppose ou willhave to give up hot peppers and chili — vot easy
— but that's a small price to pay for staying out of the doctor’s
office.

@Get well soon, so you can come and see the kids as soow as possible.

Love,
Jeffry

18



Letter of Sympathy
Dear william,
Your brother told me that, despite a great audition, youdidn'+ get the lead v
the sevior play. But as the understudy, you should learnthe role as if you did
have the lead. After all, people get sick. (They even break legs — hence the
show-business expression, “Break aleg!”). And even if you do wot act in this
show, mastering such a difficult role asRobespierre will serve you well v your

future acting evdeavors.

I had a similar situationin school, though in a differewt area: T wanted to be
editor of the school paper, vut the teacher in charge picked avother student.
I was crushed, but kept writing — avd as you know, I vow have a reqular

coluwmv in wiy industry trade paper. So persistence pays!

By the way, it's time you came inte New York to see your old uncle. Pick
whichever Broadway show you wawt. The tickets, and a great dinner, are on
me — my treat.

Feelbetter, smile, avd keep up your spirits. You are great, awd that's all that

matters!

Siucerely,

Uucle Avndy
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Letters of Sympathy. Letter sent from the heart

Dear Cralg,

I+ was such a great pleasure+o meet vou; T have hardly been able
to stop thinking of you. Even +though vou needed +o leave the party
early, God allowed us +o talk for quite some time,

You are a very special and wownderful boy, Craig, avd T kvow as T
write, that you will be lifted up v your life, and enjoy mavy happy
+imes.,

T hope vyou will feel free o write back, as T am so glad +o know you.
Please let me know how school is coming along and how vour holidays

are @oiw@

With love and hugs,
Julie
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Tasks

Task 1. Study topic dictionary and match the English — Russian
equivalents

1 | get well soon HAJCIOCh HA CKOpEiiIiee
BBI3JIOPOBIICHUE
hope for a speedy recovery 9TO BCE, UTO UMEET 3HAUCHUE
my treat TIONPABJISIACS

that’s all that matters IPUMHUTE MOU COOOJIE3HOBAHUS

you have my sympathies HeOOoJIpIIas 1eHa 34 ...

mmooOm >

OO WN

small price to pay for s yTOIIIAF0
Task 2. Translate given sentences in English / Russian
1. 51 pam, 9TO0 THI BEpHYJCS JOMOM W3 OOJBHHUIIBI M HACIIHP HA
IIOIPAaBKY.
2. BeI3nopaBinBail CKOpee U MPUXOA HABECTUTh HAC CKOPEE.
3. TBou ymnopHbI€ MOMNBITKK MOJYYUTH 3Ty pabOTy cocllykar TeOe
XOPOIIYIO CITYKO0y B OyayIIeMm.
4. It’s high time you came to Paris to see us, the dinner and the
theatre tickets are on me — my treat.
5. It was such a great pleasure to meet you.
6. Please let me know how your work is going and whether you feel

fine.
Task 3. Fill in the gaps with the words from the box
gastritis possible salty relieved doing
suppose glad price love soon
I'm (1) you are home from the hospital and (2)
better. An (3) Is not fun, but I am
confident you are (4) that the doctors have excluded
anything more serious.
I (5) you will have to cut on spicy and (6)
food — not easy — but that’s a small (7) to
pay for staying out of the hospital.
Get well (8) , SO you can come and we’ll enjoy our
time together as soon as (9)
(10) :
Jeffry
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LETTERS OF REQUEST

A request is a letter asking the recipient to do something he or she
does not have to do, may not have time to do, or may not want to do.
Therefore, pay particular attention to the structure given for each letter;
these are time-tested formulas for persuasive writing that have been proven
to work.

A letter is an ideal medium for requesting a favor. Making the
request in writing allows the other person to think it over in the privacy of
her own home or office, without the pressure of you standing there waiting
for an answer, or the potential for embarrassment (for both of you) if you
are turned down.

Communities often get involved in raising funds for worthy causes,
and some day you may be asked to write a letter to help solicit donations.
You may also be writing on your own to support a cause you believe in.
You could also be writing on behalf of a church group or club [1, 3].

REQUESTS

Pl e ey .:-E'"..,-‘_'.-'glgf.-::-"' "f::'ﬁ SA R "'-{-ﬂl'f-.'i:*
:‘R’.-'?"'--r_'-."'-' /.y"-?-::{#_-c’aﬂ'?"-{{-:ﬂ'f#.
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Tips for Writing Letters of Request

& Ask politely. Do not demand or threaten.

& Show the reader what’s in it for her. Prove your case.

&= Say exactly what you hope she will do for you.

&= Identify yourself as a member of the reader’s community or a
local

organization.

& Say how the donation will help improve the lives of people in the
area or enhance community life, if this is the case.

&= Tell the reader whom to make the check out to and where to send
it. Give a deadline for doing so [1].

&

Style/Tone: Formal.

Structure: (1) Identify yourself if the reader does not already
know you; (2) State the purpose or cause for which you are
writing, (3) Say exactly what the request 1s; (4) Make an
appeal to both the readers’ emotions and logical side to
persuade them to contribute; (5) Address and answer any
objections he is likely to have; (6) Ask for the specific action,
including what you want done and by when: (7) Thank them 1n
advance for their generosity.

Handv Phrases: Please; Thankyou; I'd sure appreciate it if; I

would be in your debt; I would be grateful if; Can you help us?

Our need is urgent; we need your help; your support is

important to us.
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Letters of Request. Dictionary

English

Russian translation

... would be an excellent fit with ...

...ObIJIO OBl OTJIMYHBIM COYETAHHEM
C...

any pledge amount would be greatly
appreciated

mobas cymma  Oyjer

HOEHHBIM BKJIaAOM

BECbMa

as many of you know

KaK MHOI'HC U3 BaC 3HAIOT

explain ... in simple language

OOBSICHATD... IIPOCTBIM A3BIKOM

give lots of real-life examples

IIPUBOJUTHL MHOKECTBO MPUMEPOB
13 peajbHOU KU3HU

| have enclosed a review copy

A MPUKPCIUIAK KOIIMKO OT3bIBA

I hope you’ll consider ...

s HAACKOCh, YTO Bbl paCCMOTPHUTC ...

| look forward to the possibility of
(working together)

1 C HETEpPIIEHHEM K1Yy BO3MOXK-
HOCTH (COBMECTHOM pabOThI)

implement  medical  education

programs

peann30BaTh MPOrpPaMMbl MEIUITAH-
CKOro 00pa3oBaHus

in appreciation for all of the support

B 3HAK IMPU3HATEIIBHOCTH 32 BCIO
NOAAEPKKY

in recognition of

B 3HAK IIPU3HAHUA

increase public awareness of

ITIOBBICHUTD OCBEIOMJIECHHOCTh
O6HICCTB€HHOCTI/I o...

provide numerous
resources and ideas

up-to-date

MPENOCTABUTH MHOT'O COBPEMEHHBIX
pPECYPCOB U UJIEH

seek to raise funds in support of ...

HUCKATh BO3MOXHOCTbH
CPEACTB B MOJJICPIKKY ...

coopa

take the time to consider the request

HaWTH BpeMsi, YTOOBI PacCMOTPETH
MOt TTPOCHOY

use ... as a resource guide

UCTIOJIh30BAaTh... B
PYKOBOJICTBa TI0 pecypcam

KauycCTBC
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Letter of Request 1
Ms, Helew Cernell
Executive Director CFLE Education Foundation
1300 Tast Eight Mile, Suite 110
Poutiac, ML 43320

Dear Helew,

I'm the author of Last Minute Meetings, a book T hope you'll consider for
possivle inclusion ivi your catalog and offerivgs. Last Minate Meetings provides
numerous up-to-date resources and ideas o help plav a meeting — quickly, if
need ve, and on budget. This ook would be av excellent fit with your current
offerivgs. For people view to the industry, it explains v simple lavguage the
details involved in plavvivg a successful event — giviug lots of real-life

examples and forms.

T have euclosed a review copy. Last Minute Meetings is published vy Career
Press (Fravklin Lakes, NJ; December 2000D) avd retails for $11.94. I've
included a few recent vook reviews as well as a brief bio.

I look forward to the possivility of workivg together to brivg this book into

Jour offering.

Regards.
Ferw Dickey
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Letter of Request 2

Dear Friends avnd Colleagues,

As mawy of you kvow, this past March my father-in-law underwent a
kidwey travsplant. This autuwm T will be taking part in the walk 5
to Win the Fight Against Discases of the Kidwey. T am participating
i recoguition of evenything he has gove through over the course of
thisyear. Thewalk is offered i support of Hhe Foundation for
Kidney Besearch. T+ seeks to raise funds in support of their 3 main
goals: to increase public awarevess of kidwey diseases, to promote and
implement medical education programs, and to establish nwationwide
research programs. The walk will be held on October 4, 2021 and T

am writing to vyou to solicit pledges for my walk,

Awny pledge amount would be greatly appreciated. T veed to raise at
least $100 to participate in the walk. T will be collecting pledges
from wow unhil October ZrdMou can show your support by dropping

by or e-mailing me with your pledge amount,

Thanks to all of you for taking the time to consider my request,
Diseases of the kidveys are devastating and T am pleasedto be able
to help in some small way to further research and education for this

CANSE.

Sincerely,

Johw McFry

26



@ Tasks

Task 1. Study topic dictionary and match the English — Russian
equivalents

appreciate C HETCPIICHUEM XK IaTh

look forward to sl HaJICFOCh, YTO BBl PACCMOTPUTE

| have enclosed B 3HAK MPU3HATCIHLHOCTH 32

in appreciation for OTJIMYHBIM COUYCTAHHUEM C

I hope you’ll consider IICHUTh

o U~ WNEF
mMmooO W@ >

an excellent fit with

A IPUKPETIISIO

Task 2. Translate given sentences in English / Russian

1. 51 Hanmeroch, 4TO BBl PACCMOTPUTE BO3MOXKHOCTH MYyOJUKAIIUU
JIAHHOHW CTaThHU.

2. Ota nporpamMmma OyJeT OTJIMYHBIM COYETAHHUEM C pa3pabOTaHHBIMU
Bamu komruiekcom.

3. IIpukperisaio KOnuo oT4YETa.

4. My colleague underwent a liver transplant.

5. Thanks to all of you for taking the time to consider my request.

6. | look forward to the possibility of working together.

Task 3. Fill in the gaps with the words from the box

participating know sincerely time
writing request transplant funds
As many of you (1) , this past April my relative underwent
a heart (2) . This spring I am (3) in the
program fighting heart disease. The organizers seek to raise (4)
for the event. I am (5) to you to solicit
pledges for my walk — at least $100.
Thanks to all of you for taking the (6) to consider my (7)
(8) ,
Liz McKee.
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RESUME

The résumé presents the detailed facts of the employment history in
an easy-to-scan format. There are four basic types of résumé: executive,
novice, chronological, and functional.

The most common method of organization for the résumé and
presenting your job experience is in chronological order. You begin by
listing your current job — company, title, job description — and then go
back from there, listing all jobs held since you graduated school. The
chronological method works well if you have been working steadily for a
long period, have not been unemployed between jobs, and tend to stay in
jobs relatively long rather than job hop [1, 4].
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Tips for Writing Chronological Résumés

& Use a layout that allows the reader to see the entire chronology of
dates in advance. One good method is to put dates in the left-hand
column, with the company, your title, and job description to the right.

& Make sure there are no gaps in your timeline. You don’t want a
potential employer asking, “Well, what did you do from February
2002 to September 2002 if you were out of work during those 8
months.”

& Use bold, italic, or all-cap heading to separate the sections (e.g.,
AWARDS, PUBLICATIONS, EDUCATION) [1, 4].

/Style/Tone: Formal. \

Structure:

(1) Name, address, phone number;

(2) Work experience i reverse chronological order:
(3) Education:

(4) Personal data (optional).

Handy _Phrases: AManaged, Designed; Planned; Created;

Achieved,;  Produced; Results, Responsibilities; Attained;

!m)ceeded n. /
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Résumé. Dictionary

English

Russian translation

assist in provision of ...

IIoMOraThb B IIPpCAOCTABJICHHUHU ...

be fluent in

CBOOOTHO BJIAJIETH ... A3BIKOM

be on call

OBITh Ha JIEKYPCTBE

collaborate with ...

COTPYAHHUYATH C ...

compile patient medical data

CO6I/IpaTI> MCIUIMHCKHUEC AdHHBLIC O
IHangucHTax

deliver medical evaluation, | mpoBoAMTs, MEIULIMHCKOE 0O0CIIEe-
diagnosis, and treatment JOBaHUE, TUATHOCTHKY U JICUCHHE
develop and implement patient|pa3pabaTeiBaTh U BHEAPATH ILIAHBI

management plans

BCACHUA ITAITUCHTOB

frequently function as ...

qaCTo pa6OTaTB B Ka4CCTBC ...

M.D. (Doctor of Medicine)

HOKTOP MCOAUIIMHCKHUX HAYK

outstanding interpersonal and cross-
cultural communication skills

BbIAAOIIHUECSA HABBIKHM MCKIIMYHOCT-
HOI'0O 1 MCKKYJIbTYPHOI'O O6H.[CHI/I$I

provide and manage direct patient| obecrieunBath TpPSIMOW yXOI 3a
care ImanrucHTaMUu
. CKOMCHIAaIlnn OCTYIIHBI 110

references available upon request P Aatl HOCTY

3a1pocy
scope of responsibilities includes CIICKTpP 00sA3aHHOCTEH BKIIOYACT ...
strong understanding of TTy0OKO€ IIOHNMaHHE

o0y4aTh 51 HaOIIO1aTh 3a

train and supervise residents

pe3uIcHTaMu

with extensive knowledge of

C O6HalHbIMI/I 3HAHUAMHU
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RESUME. Healthcare physician

MICHELLE JONES, M.D.

98 Ben Franklin Drive Home: (609) 634-1040

P.O. Box 219 Cell: (6019) 54-58019

Cherry Hill, New Jersey 07896 mjonesidaol.com Home Fax: (609) 654-1755
HEALTHCARE PHYSICIAN

Senior Medical Resident in Internal Medicine with extensive knowledge of community medical diagnostic
and patienl care Services in varipus setlings, including inpatient and oultpatienl clinics, and
povernment,/ private  hospitals and clinics. Strong understanding of current principles, methods, and
procedures for the delivery of medical evaluation, diagnosis, and treatment in women's healthcare, including
rotation in OB/GYN. Outstanding interpersonal and cross-cultural communication skills: Fluent in English,
Fomanian, and French, combined with a basic command of Hungarian.

Obstetrics/ gynecology Pediatrics B Cardiology
E Ceneral surgery E Outpatient clinic/ office H Orthodontic
B Internal medicine B Emergency room experience B Meurology
B Infectious diseases E Rheumatology H Pulmonary
E Hospital medical service E Urology B Vascular
Bl Private practice experience B MNursing home/rehab /long- Bl Psychiatry/behavioral/substance
term care abuse
EDUCATION
Institute of Medicine & Pharmacy — New York Doctor of Medicine (1995)
Class Rank: Top 8%
Institute of Medicine — Hungary Doctor of Medicine (1991)
Class Rank: Top 10%
Certifications: Advanced Cardiac Life Support (ACLS)
Basic Life Support (BLS)
Advanced Trauma Life Support (ATLS)
American Board of Internal Medicine { ABIM)
Professional Licenses: Dodctor of Medicine (MD)— New Jersey
Dactor of Medicine (MD) — California
PROFESSIONAL EXPERIENCE
CLIFTON MEDICAL CENTER —Clifton, New Jersey Oct 1998-Fresent
Attending Physician/Staff

Reporting directly to Chief of Medical Service and Chief of Staff M.D for 140-bed medical center providing
hospital, outpatient clinic, rehabilitation unit, and nursing home services. Scope of responsibilities incudes
health care; supervising /teaching rounds; teaching clinic; supervising on-call residents; and working with
residents on Internal Medicine Residency Program.

= Provide and manage direct patient care, including physical examinations, evaluations, assessments,
diapnoses, and treatment.

31



MICHELLE ]DNES, M.D. Page 2 of 2

Professional Experience, Continued

* Train and supervise residents and on-call residents engaged in specialty activities and procedures,
including emergency room on-call duties, inpatient area, oulpatient clinic, nursing home / rehabilitation
and long-term care /hospice unit, and off-sile oulpatient clinics.

=  Effectively manage ER, medical floor inpatients, emerpgendies in ICU/CCU, and all in-house medical
residents while on call as attending Medical Officer of the day.

= Frequently function as acting Chief Resident, directing and coordinating the patient care activities of
nursing and support staff.

= Collaborate with residents on Internal Medicine Residency Program.

MEDICINE ASSOCIATES OF BLOOMFIELD — Bloomfield, New Jersey Jan 19499-Tan 2001
Associate hysician
Reported directly to partner physicians while supervising a staff of 4 for small private practice. Scope of
responsibilities included providing internal medicine; daily office functions; managing in-hospital patients;
and managing patients at several loval nursing homes and personal care homes.
= Developed and implemented patient management plans, recorded progress noles, and assisted in
provision of continuity of care.
=  Managed in-hospital patients at 3 local hospitals; provided appropriate patient education explaining,
the necessily, preparation, nature, and anticipated effects of scheduled procedures to the patient.
=  Managed patients at several local nursing homes and personal care homes; examined patients,
performed comprehensive physical examinations, and compiled patient medical data, including health
history and results of physical examination; and prescribed pharmaceuticals, other medications, and
treatment regimens as appropriate to assessed medical conditions.

PROFESSIONAL AFFILIATIONS

Member, American Medical Association (AMA)
Member, American Society of Internal Medicine (now called the American College
of Physicians — American Society of Internal Medicine, ACP— ASIM)

PUBLICATIONS

The Use of @ Correction Factor for the Caloulation of Suprarenal Outputs as a Function of
Arterial Pressure, diploma thesis, T982.

Baucht, ]., and Jones, M., “The Use of a Correction Factor for the Calculation of
Suprarenal Qutputs as a Function of Arterial Pressure,” presented at and published in
the proceedings of The National Symposium of Physiology, New York, August 16-18,

Wil 1, 2:20-24, 1981.

RESEARCH
Determination by E-testing of sensitivity of gram-negative microorganisms Lo
Levoflaxacin, sponsored by Baxter Pharmaceuticals (submitted for publication).

Measurement of adrenal blood flow in an experiment model.
Advisor: Dr. James Baucht

REFERENCES AVAILABLE UPON REQUEST
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@ Tasks

Task 1. Study topic dictionary and match the English — Russian
equivalents

references available upon request BBIJAIONINECS HABBIKH ...

outstanding ...skills CBOOOJIHO BIAJIETH ... SI3BIKOM

collaborate with ... CHEKTp 00S3aHHOCTEH BKIIFOYAET

PEKOMEHIAUM  JTIOCTYIIHBI IO
3aI1pocCy

be fluent in

scope of responsibilities includes C OOLIMPHBIMHU 3HAHUSIMU

oo B WNF
mim O|®m >

with extensive knowledge of COTPYIHHUYATH C ...

Task 2. Translate given sentences in English / Russian

1. B kpyr oOsi3aHHOCTEH BXOAUT MEIUIIMHCKOE OOCIy>KUBAHUE;
HaOJIOICHUE 3a JISKYPHBIMH PE3UJICHTaMU; W pabdoTa MO MporpaMmme
PE3UCHTYPBI 10 BHYTPEHHUM OOJIE3HSIM.

2. COTpyaIHUYECTBO C BpayaMu OT/ACJICHHUS BHYTPEHHUX OOJIE3HEH.

3. Pexomenaanuu npeaoCcTaBisiOTCS MO 3aMpocy.

4. An extensive knowledge of community medical diagnostic and
patient care services in various settings, including inpatient and outpatient
clinics.

5. Fluent in English, German, and French, combined with a basic
command of Italian.

6. | develop and implement patient management plans, record
progress notes, and assist in provision of continuity of care.

Task 3. Fill in the gaps with the words from the box

care private fluent knowledge
OB/GYN internal outpatient understanding
Senior Medical Resident in (1) Medicine with
extensive (2) of community medical diagnostic and patient
(3) services in various settings, including inpatient and (4)
clinics, and government/(5) hospitals and
clinics. Strong (6) of current principles, methods, and

procedures for the delivery of medical evaluation, diagnosis, and treatment
in women’s healthcare, including rotation in (7)
Outstanding mterpersonal and cross-cultural communication skills: (8)
in English, Romanian, and French, combined with a basic
command of Hungarian.
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LETTER OF REFERRAL

From time to time, a colleague, patient, or friend may ask you to
write a letter of medical referral. You may want to distinguish whether you
are just giving a referral or a recommendation.

A referral means you are simply giving personal information;
describe the symptoms in brief, presenting complaints and treatment
administered because you know other medical professional who does the
kind of work required. You should make it clear in your referral letter that
you are familiar with the patient’s conditions [1].
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a Tips for Writing Referrals

& Give complete information for the patient.

&= Tell the reader to mention your name when contacting this person.

&= If you have treated the patient yourself, say so. If you have had some
problems, describe those, too [1].

Style/Tone: Formal.

Structure:

(1) Explain that you’re writing to respond to their request for a
referral, (2) Give contact information for person being referred,
(3) Clarify whether this 1s a referral, recommendation, or
endorsement, (4) Close with an expression of good wishes for a
successful project

Handv_Phrases: You indicated that you were looking for

someone to; Recently you informed me that you are; Suggested
that you call; The patient has been responsible for; His / her
symptoms tiein perfectly with; I've worked with, I feel confident

they can help you
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Letter of referral. Dictionary

English

Russian translation

... was given IV (frusemide)

....0BLI BBEIEH
(bypocemun)

BHYTPUBEHHO

be is of short build

OBITh HEBBICOKOI'O TEJIOCIIOKCHUS

childhood whooping cough

B JIETCTBE 00JIE€JT KOKJIFOIIIEM

give a history of SOB on exertion

B aHaMHe3e Obula OJBIIIKA TPHU
(bu3uYeCKo Harpy3Ke

| am referring a patient for

evaluation and consideration

s HaIIpaBJISIO MaIlMeHTa ISl OLICHKHU
1 HAOJTIOICHUS

| anticipate that this will provide
her/him with ...

g O0XKHMIAD, 4YTO DJTO OOECIECUUT
eé/ero ...

I have been patient’s primary care
physician for ... years

s OB JeHalluM BpavoM ITallMCHTAa B
TCUCHHUC... JICT

I hope you will find [patient’s name]
a suitable candidate for ...

s HaACKCh, UTO Bbl HalaETe [UMs
MalMCHTA | IO IXOISIIIIUM
KaHIUIAaTOM Ui ...

I'd be pleased to have your advice
on ..

s ObLI OBl paji MOJIYYUTh Balll COBET
1o ...

letter of medical necessity

IHUCHMO 0 HEO0OXOIUMOCTH
MEIUIIMHCKON TOMOIIN

of one year duration

MpOAOJLKUTCIBbHOCTBIO B OAWH I'OJJ

on examination

pu 00CJIeT0OBaHUM

since ... failed to provide any long-
term benefits ...

TaK Kak... He 00€CHeunsI0 HUKaKHX
JOJITOCPOYHBIX YIYYIIEHUH ...
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Letter of Referral 1

Re: [Patient’s Name] Letter of Medical Necessity

Dear Dr. [Bariatric Surgeon’s Name],

[ am referring [patient’s name] for evaluation and consideration for a weight
management surgical procedure. (S)He currently weighs [# of Ibs| pounds and 1s
[# of in.] inches tall. Her/His BMI 1s [BMI #].

I have been [patient’s name]’s primary care physician for the past [#of yrs] years.

I have supervised several of her/his weight control diets and programs. None of these
have resulted in any sustained weight loss. As a result of this persistent morbid obesity,
her/his co-morbid conditions are becoming more difficult to manage. These co-morbid
conditions are as follows:

Duration: Medication:
1. Hypertension 3 years Norvasc/Tenormin
2. Diabetes Mellitus 5 years Glucophage
3. Obesity Related Depression 3 years Prozac

Losing weight will certainly make these conditions easier to manage. Since non-surgical
programs have failed to provide any long-term benefits for the patient, I feel surgery is
her/his only option.

I hope you will find [patient’s name] a suitable candidate for the surgical weight
reduction program. It will provide a tool to assist her/him in losing weight, as well as
maintain that weight loss. I anticipate that this will provide her/him with a significantly
improved quality of life.

Sincerely,

[Physician signature/

Dr. [Physician’s Name]
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Letter of Referral 2

Pear Pr. MacPherson,

T'd ve pleased to have your advice on the future management of this
AD-year-old steelrope worker who gives a history of SOB on exertiov
of one year duratiov avd a productive cough which he has had for some

qears.

During the last three weeks he has had three attacks of chest
tightness and paiv radiating into the upper right arm. The attacks
have come on after exertion and have lasted several wmivutes. He has
noticed aukle swelling iucreasivg durivig the day and relieved by
overnight rest. He alse gives a month's history of intermittent
clandication of the right leg relieved by rest. Last wight he had av
attackof acute retrosternal chest paiv lasting 15 mivutes, associated

with extreme restlessness and a rusty coloured spit.

He gives ahistoryof good health but had childnood whooping cough
and a wheezy brovchitis. He smokes an average of 20 to 30
tigarettes a day. His Sister has a history of possivle pulmonary

tuberculosis and his father died of a heart+ attack at the age of 56.
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On examination, he is of short+build with a varrel-shaped chiest. He is
dysproeic with some peripheral cyavosis. There is also early fiuger
clubbivg. Pulse rate was B4, regular in time aud force. BP 140/42
sitting. He has pitting edemaat the ankles to the level of the kuee.
There is also some sacral cedema. He has raised jugular venous

pressure.

Ow examination of hischest, he Wad poor respiratory movement, some
hyper-resonance and loss of liver dullwess. His apex veat was just
outside the lef+-mid clavicular live iv the sixth leftinterspace. Heart
souvds were closed but faint. He also had vilateral vasal crepitations
while the liver seewmed eularged two figer breadths below the right
costal margiv avd somewhat tender. The peripheral pulses v the
lower limbs were ITwmpalpable below the popliteal arteries. He was
given IV frusewmide, 20 mqg. with good effect in relieving his
breathlessuess. Morphive tartrate/cyclizine tartrate, 15 mg was

given TM,

Yours sincerely,

Tr. wilsow
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Tasks

Task 1. Study topic dictionary and match the English — Russian
equivalents

1 | I am referring a patient s ObUT OBl paj TMOJYYHUTH Ball
COBET IO ...

2 | | anticipate that s HAITPaBJISIO MAIMEHTA

3/1I'd be pleased to have your B aHAMHE3e

advice on

letter of medical necessity pH 00CIIeIOBAaHNUN

on examination s 0’KHJIAI0, YTO

Mmool Om >

o 01|~

IUCHMO 0 HEOOXOIUMOCTH
MEJIUIIMHCKON TOMOIIIN

give a history of

Task 2. Translate given sentences in English / Russian

1. I'd be pleased to have your advice on the future management of
this patient.

2. The attacks have come on after exertion and have lasted several
minutes.

3. On examination of his chest, he had poor respiratory movement.

4. S ornpaBndro [UMs| I OLEHKH W OKa3aHUSA XUPYPTHUYECKOU
IIPOLICTYPHI IT0 CHIDKEHUIO BECa.

5. Sl Haaeroch, YTO Bbl HAWIETE [MMs]| MOAXOASAIIMM KaHIAUAATOM s
IMpOrpaMmbl XUPYPIrUiICCKOro CHMKCHUs BECaA.

6. SI moceUIar0 BaM NUCHbMO O MEIUIIMHCKON HEOOXOIUMOCTH.

Task 3. Fill in the gaps with the words from the box

management relieved productive tightness
radiating pleased swelling exertion
I'd be (1) to have your advice on the future (2)
of this 40-year-old postmaster who gives a history of
dyspnoea on (3) of one year duration and a (4)

cough which he has had for some years.
During the last month he has had three attacks of chest (5)

and pain (6) into the upper right arm. He has
noticed ankle (7) increasing during the day and relieved by
overnight rest. He also gives a month's history of intermittent claudication
of the right leg (8) by rest [2].
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KEYS

KEYS. ‘THANK-YOU LETTERS’
Task 1
1E 2C 3A 4F 5B 6D

Task 2

1. | appreciate your taking the time and meeting me last week.

2. | am sincerely grateful for your assistance in managing a holiday trip for
the representatives of this famous international enterprise.

3. Please accept my deepest thanks for cordial meeting in your house.

4. 5l nenro Bamy momomip ¥ ¢ HETEPIEHUEM Ky IMPOJIOKECHHUS HaIIeh
paboThl HAJ JTaHAMA(QTHBIM TU3aHHOM ATOTO MTPOEKTA.

5. 51 GiarojapeH u ¢ HeTEpIEeHUEM Ky HOBOCTel OT Bac.

6. YBaxaeMblii cip/manam, s OnaromapeH Bam 3a Ty BcTpeuy B
['pann orene W OOCYXIEHHE NPEACTOSIIECH €XEeroaHOoN KOH(EpeHIuU
CTOMATOJOI'OB.

Task 3
1 appreciate 3 hearing 5 grateful 7 regards
2 pleasure 4 view 6 choosing

KEYS. LETTER OF SYMPATHY
Task 1
1C 2A 3F 4B 5D 6E
Task 2

1. I’'m glad you are home from the hospital and doing better.

2. Get well soon, so you can come.

3. Your endeavours to get this work will serve you well in your future.

4. Tlpuezxait ckopee B [lapmx HaBeCTUTh HAC, peCTOpPaH U OUJIETHI B TEATP
Ha MHE — 1 YTOIIalo.

5. B0 O4YE€HB NPUATHO MO3HAKOMUTHCH.

6. [loxanyiicta, 1epu MEHA B Kypce pabOThl U TBOETO CAMOYYBCTBHA.

Task 3
1 glad 3 gastritis 5 suppose 7 price 9 possible
2 doing 4 relieved 6 salty 8 soon 10 love
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KEYS. LETTER OF REQUEST
Task 1
1E 2A 3F 4C 5B 6D

Task 2

1. T hope you’ll consider the article for a publication.

2. This program would be an excellent fit with the developed complex.

3. I have enclosed a report copy.

4. Mos koJuiera rnepeHecia ornepanuio o nepecajke meueHHU.

5. bnarogapto 3a 10, uTo BBl Hanmum Bpems, YTOOBI PACCMOTPETH MOIO
pOCKOYy.

6. C HCTCPIICHUCM KAy BO3ZMOKXHOCTHU pa6OTaTB BMCCTC.

Task 3
1 know 3 participating 5 writing 7 request
2 transplant 4 funds 6 time 8 Sincerely
KEYS. RESUME
Task 1
1D 2A 3F 4B 5C 6E
Task 2

1. Scope of responsibilities includes health care; supervising on-call
residents; and working on Internal Medicine Residency Program.

2. Collaborate with physicians of Internal Medicine Department.

3. References available upon request.

4. OOmwupHBIE 3HAHUS B 00JaCTU OOIIECTBEHHOW MEIMIIUHCKOU
AUATrHOCTUKH MU YCIIYI 11O YXOAYy 3a INAaOUCHTAMH B PA3JIMYHBIX YCJIOBUAX,
BKJIFOYas CTAIMOHAPHBIC U aM6yJ'IaTOpHBIe KIIMHUKMU.

5. CBOOO/IHO BJIAJICIO AHTIMICKUM, HEMELIKUM U (PPAHILy3CKUM SI3bIKAMU B
CcOYETaHWU ¢ 0a30BBIM 3HAHUEM UTAIBSIHCKOTO.

6. S pa3pabarbiBat0 ¥ BHEAPSIO IJIAHBI BEICHHUS MAIMEHTOB, (PUKCUPYIO
Imporpecce " OKa3bIBald IIOMOIIb B oOecrieueHnn HCIIPCPBIBHOCTHU
MEJIUIIMHCKOW TTOMOIIH.

Task 3
1 internal 3 care 5 private 7 OB/GYN
2 knowledge 4 outpatient 6 understanding 8 fluent
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KEYS. LETTER OF REFERRAL
Task 1
1B 2E 3A 4F 5D 6C

Task 2. Translate given sentences in English / Russian

1. 51 6bL1 OBI pajl MOJYYUTH BaIll COBET OTHOCUTEIBHO OYIYIIEro JeYEHUs
ATOr0 NMALUEHTA.

2. [lpuctynsl HAYaIUCh MOCIIE HAMPSHKEHUS U MPOJOJIKAINCH HECKOIBKO
MUHYT.

3. IIpu ocMoOTpe €ro rpyAHOM KIETKH y Hero ObLIO IJI0OXO0E ABIXaTEIbHOE
JIBUKCHUE.

4. 1 am referring [patient’s name] for evaluation and consideration for a
weight management surgical procedure.

5. 1 hope you will find [patient’s name] a suitable candidate for the
surgical weight reduction program.

6. | am sending you a letter of medical necessity.

Task 3
1 pleased 3 exertion 5 tightness 7 swelling
2 management 4 productive 6 radiating 8 relieved
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