
Example 1
A: Please come with me! My car is over there on the left of the car-

park. Ailow me ta help you.
B.: Thank you ~ery much!/Thank yo~, but my suitcase/bag isn't heavy.
A. Please get ln! Where would you Iike ta sÎt? ln front or in the back?
B: ln the back please. .
A: We're going now ta the Grand Hotel in Skopje. The hotel is weilloca-

ted and 1hope that you 'Illike it.
B: Thank you very much.
Example 2
A: Please get in! Afe you comfortable there?
B: Ves, thank you. Where are we going now?
A: T,o ~ ho.tel. l've reserved y?U a room in the Hotel Bristol. l'm sure yo.

u 1Ilike .t there. The hotells welliocated and ifs not far from the cen­
tre.

IN THE HOTEL

npH CMeCTYBal-beTO BO XOTenOT MO>f<e6H Ke HMa nOTpe6a.na MY no­
MorHeTe Ha rOCTHHOT BO 3aBpWYBal-beTO Ha a.nMHHHCTpaTHBHHTe
4>opManHOCTH Ha p8uenUHjara. OCB8H roa rpe6a H.na ce .norOBO-pH­
re 3a nporpaMaTa Ha HerOBHOT npecroj.
AKO Ha rOCTHHOT MY e nOTpe6Ha nOMOW Ha peuenUHjaTa, Mo»<eTe
.na MY ce 06paTHTe co:

1 Gan 1help you?
2 May 1help you?
3 Do you need any help?

VlnH naK aKO BHe HMaTe nOTpe6a:
4 Excuse me, could you help me to fill out/in this form/the form?
5 Gan you help me?
6 Excuse me, 1need sorne help.

ctlopMynapoT BO xor8nOT 06HtlHO rH COAP»<H CneAHHBe no.aaTOUH:

7 Date of arrivai
8 Date of departure
9 Surname, given name
10 Date of birth
11 Place of birth
12 Nationafity

npHMep 1
A: Aoj.a8T8 MonaM! MojaTa Kona ce Haora TaMy neBO Ha napKHpa-

nHWT8TO. A03BoneTe Aa BH nOMorHaM.
6: 6naroAapaM MHory!/6naronapaM, HO MOjOT KY4>ep He 8 Te»<oK.
A: Bn838T8 MonaM! Kane caKaTe.aa CelteTe? HanpeA HnH Ha3a,n?
6: Ha3atl, MonaM.
A: Gera 0.LIHM8 BO rpaHA XOT8n CKonj8. XOT8noT C8 Haora Ha .LI06po

M8cro Hce Ha.LIesaM A8Ka K8 BH C8 .LIona.LIHe TaMY.
6: 6narO.LIapaM MHory.
npHMep 2
A: Bne38Te MonaM! Aa11l-1 Bl-1 8 TaMY Y.LI06HO?
6: Aa, 6narO.LIapaM. Ka,Q8 OAl-1M8 C8ra?
A: Bo XOT8n. P838pl-1SpaS co6a 3a Bac BO XOT8n 6pHcTon. CHrYPHO

K8 Bl-1 ce .LIona.nH8 raMY. XOT8nor ce HaMa Ha .LI06po MeCTO HHe
e MHory .LIan8KY OLI ueHTapOT.

BO XOTEn

1 Mo»<aM 11H .na SH nOMorHaM?
2 MOJt<aM I1H LIa BH nOMorHaM?
3 8H Tpe6a 11101 Mojara nOMOw?

4 V13BHH8Te, K8 MH nOMorH8Te 11101 npH nononHysal-b8 Ha lflopMYl1a·
pOT?

5 MO»<8T8 11H.LIa MH nOMorHeT8?
6l-13sHH8T8, MH rp86a BawaTa nOMOw.

7 AeH Ha npHCl t;;HVSaI-b8
8 ,[leH Ha 3aMHHya,Ù-be
9 npe3HMe, HM8
10 AaTYM Ha paral-b8
11 Mecro Ha paral-be
12 Ap»<asjaHcTBo



13 Passport number/no.
14 Place of residence, address
no 3aepWYBal-bero Ha 4>opMaI1HOCTI-1Te rocn-lHor rpe6a Jla ro 3an03­
Hale co nporpaMara. Momere,ila n04Here co cneAHHse HapaaH:
1 l'm sure Vou would like ta go to your room now and freshen up. Be­

fore Vou go could 1have another word/discuss something else wi1h
Vou?

2 You'd probably like ta rest a little, Before Vou go, could we agree on
the forthcoming programme?

31$ it ail right if we go to/set off for the firm in 15 minutes?

4 Is it alright ifll come for Vou at 2 o'clock/in an hour and take you to
the firm?

5 Is it alright if we begin our discussions today?

6 If Vou like l'II collect Vou at 4 o'clock/in an hour. Then we'lI have
enough time for.. ./to do something/to get something done.

7 If you want to get down to business l'm happy to be at your service.

8 If you want to get down to business 1have an idea: ...

9 If Vou have no further questions/wishes, 1would like to leave.

10 If you don't need me any more l'd like to go.

BHe ro npH4>aKare HI1H He ro npH<paKar8 npe.o110ror HMO>f<er8 ,na
pearHpare Ha Cl1eJlHIotOB H84HH:

1 Of course, with pleasure, What do you suggest?
2 Of course. Maybe a little later?
3 Of course not. l'II go down in 15 minutes.
4 No, in fact. 1wanted to telephone my wife/husband. Maybe in half an

hour?
5 No, in faot. 1'11 need a Iittle more time beoause..
6 Maybe in an hour/two hours?
7 Of course! 1think it's best if we begin work immediately. l'd just like

ta know..
8 Thank vou very much 1That's very generous of yeu. l'd be very grate­

fuI if you could take me to the post office in half an hour/to our em­
bassy/ta the travel agency.

9 Can you tell me where/how ta...?

13 6poj Ha nacow
14 MeCTo Ha )f{HBeet-be, allpeca

1 Cera cHrypHo Ke caKaTe lia OllHTe BO BawaTa c06a Hlia ce OCBe­
>f<HTe. ,Qa11H npell Toa CMeaM YWTe HeWTO Aa nopaarosapaM co
Bac?

2 CHrYPHo Ke caKaTe MaI1KY.lla ce O.llMOpHTe. MO}f{e I1H npe.ll TOa.lla
ce .lloroeOpHMe 3a HaTaMOWHaTa nporpaMa?

3 HeMaTe I1H HHWTO npoTHB 3a 15 MHHyrH.lla o,nHMe BO 4>HpMaTa?

4 HeMaTe!Hi HHWTO npOTHB.lla .lloj.llaM no Bac no e.lleH 4ac/BO 14
4aCOT H.aa Be OllBellaM BO <pHpMaTa?

5 HeMaTe I1H HHWTO npOTHB.aa n04HeMe co pa3roeopHTe ywre .!te­
Hec?

6 AKO caKare MO}f{aM.lla Be 3eMaM BO 16 4acor/no eJleH 4ac. Toraw
Ke HMaMe .aOBOI1HO BpeMe 3a.. ./ HeWTo.aa npeB3eMeMe.

7 AKO caKaTe HewTo.aa npeB3eMeTe, co aa.llOeOI1CTBO BH crojaM Ha
pacnOl1araH>e.

8 AKO caKaTe HeWrO.lla npeB3eMere, BH ja .aaBaM cne.llHaBa H.aeja:.

9 AKO HeMaTe .apyrH npawat-ba/}f{en6H, 6H caKan.!ta ce n03.apaBaM.

10 AKO nOBeKe He BH Tpe6aM, 6H caKal1.!ta ce n03JlpaeaM.

1 Ce pa36Hpa, co 3a.llOB0l1crBO. Wro npe.anarare?
2 Ce pa36Hpa. A MO}f{e I1H Mal1HY nO.llOUHa?
3 Ce pa36Hpa He. 3a 15 MHHyrH Ke cne3aM Jlony.
4 BcywHocr He. Ho caKas.!ta A/MY Tene<pOHHpaM Ha H<eHa MI-1/Ma}f{

MH. MO>f<HO nH e 3a 30 MHHyrH?
5 BcywHocr He. Ho Ke MH rpe6a ManKY noseKe speMe 6HJlejKH..
6. Re MO}f{e nH 3a e.aeH 4aC/3a n.Ba 4aca?
7 Ce pa36Hpa! MHcnaM lleKa e npaBHI1HO Be.llHaW .lla n04HeMe co

pa60ra. 61.1 caHan caMO .aa 3HaM.. .
8 611arO.llapaM MHory! MHory lby6e3Ho on. Bawa clpaHa. Ke BH 61-1­

.llaM MHory 611aro.aapeH aKo 33 nonOBHHa 4ac Me o.!tHecere 80
nowra/so HawaTa aM6aca.aa/BO rypHcrH4Ka areHuHja.

9 MOH<ere nH.!ta MH npenopa4aT8 Kalle/KaKO...?



10 Your're very kind! t'm very tired after the journey/the flight. l'd rather
stay in the hotel.

11 Thank you very much, Mr .. ,but l'd rather stay in the hotel and rest
after the journey.

Example 1
A: We fini shed with the formalititi's. You'd probably like to go to your ro·

am now. Could 1have another word with you first?
B: Of course. Carry on!
A: ls it alright if 1colleot you in 15 minutes and take you ta the firm. Or

maybe you need a little more time?
B: NO,no. 1'11 be down in 15 minutes. See you saon.

Example 2
A: Mr Bowen! 8efore you go to your room l'd Iike to discuss today's

programme with you. Do you have a moment?

8: With pleasure!
A: 1propose/suggest that we begin our discussions today.

8: 1agree!
A: Fine! ln that case l'Il come for you at 10:30 and take you ta the firm.

Example 3
A: Mr Smith, this is the key ta your room. l'm sure you'lIlike this hotel.

You're probably very tired and would like ta rest. Is there anything el·
se yau want to clear up?

B: Thank you very muoh! l1's very kind of yau ta ask. l'm really very ti·
red. It'd be better ta stay in the hotel. Can you tell what the plans
are for tomorrow?

A: Tomarrow l'II cali for you at nine o'clook at the hotel and take yau ta
the firm. If you have no more questions for me, l'II take my leave. Ha­
ve a pleasant evening.

WITH THE GUEST IN THE HOTEL

Cne.llHHar .lleH Kara O.llI1Te Ba xorenor.lla ra 3eM8re raCrl1HOr, cno­
pe.ll.lla6pHTe 06H4al1 MY npy>+<are paKa Ha rOCTi1Har co Y4rl1Ba Ha·
cMeBKa HMOH<8re .lla ro npawar8 .llanH ce a.llMOpHn, .llanH e cà BO
pe.ll Hcm14HO.

10 MHory cre Jby683HH! MHory CYM YMopeH O.ll naryealbero/o.ll ne·
Tor H6H caKan nOB8K8 .lla ocraHaM B xor8n.

11 5narO.llapM MHory, rocnO.llI1H... , HO noe8Ke 6H CaKan.lla OCr3HaM
Bxoren 101 .o.a ce OJlMOpaM 0.0. narYBalb8ro.

npHMep 1
A: Cera CHre <t>opManHocrH ce 3aBpweHH. CHrYPHO caKar8 cera e

c06a. MOH<aM nH npeA roa co 8ac YWT8 Hewro ,aa nopa3roBapaM?
6: Co 3a,aoBonCTBO. BH cTojaM Ha pacnonaralbe!
A: HeMar8 /l11 HHWTO nporHB.aa 88 38MaM 3a 15 MHHyrH H.aa 8e Oll­

BeAaM BO <t>HpMara. Y1m1 MOH<e6H 8101 Tpe6a ManKy nOBeKe BpeMe?
6: He. He. 3a 15 MHHyrH K8 cne3aM .aony,,o.o CKOpO!

npHMep 2
A: rOcno.aHH 50BeH! npeA Ila O.oHT8 BO Bawara c06a, 6H caKan co

Bac.oa nopa3roBapaM 3a nporpaMara 3a .oeHewHHor AeH. ,(lanH
HMare ManKY epeMe?

6: Co 3a.llOBOncTBo!
A: MojoT npe.onor e ywre .oeHec.oa n04HeM8 co pa3rOBopHT8.
6: Ce cornacyBaM.
A: O.uIlH4HO! Toraw Ke AojAaM no Bac BO 10.30 HKe Be OAB8.oaM BO

<t>HpMara.

npHMep 3
A: 3Ha4H, rocnO,aHH CMHT, Toa rYKa 8 KnY40T OA Bawara c06a. CH­

rypHO Ke BH C8 Aona.llHe BO OBOj xoren, CHrYPHo CTe MHory YMOP­
HH HcaKar8 .lla ce O.oMOpHT8. Y1Mar8 nH >+<en6a YWTe HeWTO .ua
npeB3eMer8?

6: 5naro.oapaM MHory! MHory 8 Jby683HO 0.0 8ac wro Me npawyea·
r8. Ho jac CYM HaBHCTHHa MHory YMopeH HnOA06po Ke OCTaHaM B
XOT8n, Ho aKO MO}t(er8 .oa MH KaH<8Te wro 8 npeABHA8HO 3a yrpe?

A:YTpe Ke 8e 3eM3.M 80 9 4aCOT 0.0 XOT8n HKe Be OABe.oaM 80 <pHp­
MaTa. AKO HeMare .apyrH npawalba .ll0 MeHe, caKaM Aa ce n03.llpa­
BaM. 8H nOH<enyeaM e84epea y6aBo Aa CH nOMHHere.

no rOCTI1HOT BO XOTEn



1 Did you sleep weil?
21 hope you had a good rest!
3 Did you have a good sleep?
4 Dili you get enougll sleep?
5 Are you happy with the room?

Example 1
A: Good morning, Mr Bowen l. 1hope you slept weil?
B: Good morning! Thank you very much! The hotel is really very quiet!

Ifs a long time since l've sJept so weil! How are you?
A: l'm very weil, thank you.

Example 2
A: Good evening, Ms Wine! You look great! l'm glad that you've had a

good rest before today's heavy day.
B: Good morning Mr Gosev! Thank you very much. You are very gene­

rous! l'm weil rested/J've had a good rest élnd l'rn ready to get down
to sorne serious work! Shal! we go?

INTRODUCTIONS

YecTonan1 Ke HMaTe nOTpe6a.aa ce 06paTHTe co npawaHJe, Mon6a,
nOKaHa.ao HeKoe nHlIe Hoe fll.14HO He ro n03H3BaTe. Bo TOj cnY4aj
pa3rOBopoT Mo»<eTe.l:l.3 ro 3anOllHeTe B3Ka:

1 Excuse me Mr Bowen! My name's lIovski from FA.I have some que·
stions for you. Do you have a moment?

2 Excuse me, Ms Wine for taking up your time, but! would like ta have
a word with you. Maybe now?

3 Excuse me Mr Sowen! My name is Toncev from ANAIS. l'd Iike to
tark to you about possible cooperation between our t....:o firms.

4 Excuse me Mr Sowen! We'd like to establish contacts with your firm.
Could we ta!k about that now?

Exarnple 1

A: Excus'. me Mr Bowen. My name is Gacov from TREND in Skopje.
ha"C! some questions for you. Gould 1talk to you now?

8: 0f course. With pleasure. l'm at your service!

1 Ao6po nl1 cnHeBTe?
2 Ce HaneBaM, .a06po ce O.aMOpI1BTe!
3 V1MaBTe 1111 MHpeH COH?
4 Ce HacnaBTe I1H?
5 CTe 3a.llOB0I1HI1 1111 co c06aTa?

flpHMep 1
A: .Q06po yrpo, rocno.oHH 50BeH! Ce Ha.oeBaM, n06po cnHeBTe?
6: Ao6po yrpol 511aro.oapaM MHory 3a BaweTo BHHMaHHe! XOTenOT

e HaBHCTI1Ha MHory THBOK! TaKa .o06po o.oaMHa He CYM cnHel1! Ka·
KO CTe BHe?

A: 6naro.aapaM, .oo6po.

npHMep 2
A: ,Q06pa Bellep, rocnora BajH! CjajHo H3rnenaTe! Me pa.oYBa WTO

CTe ce O.l\MOpHl1e ,ll06po npe.a .oeHeWHHoT HanopeH .oeH!
G: Ao6po yrpo, rOCnO.llHH rOWeB! 611aro.oapaM MHory MHory CTe JbY·

6e3HI1I. HaBI1CTHHa .ao6po ce O.oMOpHB 11 CyM cnpeMeH 3a rOl1eMH
neJla! ,Qa o.oHMe?

06PAKAi-bE

1 V13BI1HeTe, rocno.aI1H SOB8H! Ce BHKaM V1110BCKH O.lllPHpMaTa lllA.
\-1MaM HeKonKY npawal-ba.oo Bac. \-1MaTe 1111 ManKY BpeMe?

2. \-13BHH8T8, rocnora BajH, WTO Be 3a.op»<YBaM, HO 611 caKal1.aa no­
pa3rOBapaM co Sac. Mo»<e I1H cera?

3 V13BI1HeTe, rocno.aHH 50BeH! Jac CyM TOHlIeB 0.0 lPHpMaTa AHAV1C.
511 caHan na nOpa3rOBapaM co Bac 3a eBeHTyal1HHTe KOHTaKTH
M8ry HaWI1Te lPl1pMI1.

41r13BI1HeTe, rOcnOJlHH 50BeH! CaKaMe .aa BocnocraBHMe KOHTaKTH
co BawaTa <f'HpMa. MO>t<eM8 flH.oa pa3rOBapaM8 3a Toa cera?

flpHMep 1
A: 1r13BI1HeTe, rocno.aHH 50BeH. Ce BI1KaM rauoB 0.0 TPEHA BO CKon­

je, V1MaM H8K011KY npawaH::.a no Bac. MO»<HO I1H e cera?
5: Ce pa36Hpa, co 3anoB0l1cTBO! 8H cTojaM Ha pacnOl1araH>e!



Example 2
A: Excuse me, Ms Wine, for interrupting/keeping you. l'm Gacov,

TREND in Skopje. Our firm would like ta establish contact with
yours. Could we talk about that now?

B: l'm afraid it's impossible at the moment. Could you please cali ta­
morrow.

CONTACTS

80 KOHT3KTI1Te Mery napTHepl1Te BaH<.HO MeCTO I1MaaT J1enOBHI1Te
CpeJ16H Ha KOI1 ce pa3rne.ayaaaT npawal-ba O,ll Hajpa3nH4Ha npl1po­
,lla. ,QenOaHI1Te cpe.a6H opraHH311pajTe rH ao KymypHH npOCTopH
WTO 811 Hy.aaT MOH<.HOCTH 3a npo4JeCl10HanHa HnpHjaTHa KOMYHHKa­
uHja. 3a ycneWHI10T TeK Ha pa3roaopHTe HYH<.HO 8 np8TXO,llHO TH8,lla
6H,llaT ,ll06po OCMHcneHH,.aa HMaTe cBoja cTpaT8rHja, BOAejKI1 npH­
Toa CM8TKa 38 H8KOH OnWTI1 npaaHna O,ll KOAeKCOT Ha npo4J8cHO­
HanHOTO 0,llH8cyeaI-b8:
1 H360p Ha M8CTO HepeM8 Ha cpeA6aTa
2 OAp8,llyeal-b8 Ha ,llH8e8H peA, KOOp,llHHaTOp 11 3anHCHH4ap
3 KpaTKa HH$opMaul1ja 3a aKTY8nHHOT np06n8M
4 npeUH311pal-b8 Ha u8ma Ha eO,ll8HHT8 pa3rOBopH
5 nnaH aa BO,ll81-b8 Ha pa3rOBOpl1T8
6 H3pa60TKa Ha onWT npl10A
7 ycornacyeal-b8 Ha M8pKHT8 3a p8waBal-be Ha np06n8MOT
8 ycornacyeal-be Ha 3anHCHHKOT
9 KpHTH4KH 3a68n8wKH
103aKnY40K

CraHAap.aHaTa npou8Aypa 3a p8Waeal-be Ha OApeA8H np06n8M rH
COAp>t<H Cn8AHHB8 41a311:
1 yr04Hyaal-be Ha np06n8MOT
2 aHanHaa Ha HaCTaHaTaTa CHTyauHja
3. AHCKYCHja no aHanH3aTa
4 c06Hpal-be Ha I1A8H Hnp8AnoaH
5 paapa60TKa Ha a1lT8pHaTHBHI1 pew8HHja
6 OU8HKa Ha aJlT8pHaTHBHT8
7 H360p Ha P8W8HI18

3a ycn8w8H TeK Ha AHCKYCHjaTa OAHOCHO nperOBOpl1T8 ce npeAna­
raaT CJl8AHHBe npenopaKH:

npHMep 2
A: V13BI1HeTe, rocnora BajH, WTO Be 3a,llpH<.ys8M. Jac CYM rauos,

41HpMa TPEH,Q BO CKonje. HawaTa 4JHpMa caKa Aa BocnOCTasH
KOHTaKTH co Bawara q:,l1pMa. MO>+ŒMe nH Aa nopaaroeapaMe 3a
Toa cera?

6: 3a H<.an cera Toa He e MOH<.HO. JaseTe ce Be MonaM yrpe Kaj MeHe.

KOHTAKTH

IF YOU HAVE FRIENDS
YOU WILL HAVE MONEY

IF YOU HAVE MONEY
YOU WILL HAVE FRIENDS

AKO I1MATE npl1JATEnl1
KE I1MATE 11 nAPI1

AKO I1MATE nAPI1
KE I1MATE 11 npl1JATEnl1



1 C8KOj HOCI1 OArosopHOCT 3a ycnexor/HeycnexoT Ha nperoeopHTe
2 ce cnywa aKTHSHO
3 ceKoj Tpe6a Aa I1Ma MO~HocT,oa ro Ka~e csoeTO MHcne~be

4 Ha nperOSOpl1Te ce 0,011 HaspeMe 11 A06po no,orOTseH
5 ceKoja Al1cKycl1ja I1Ma KOOPAI1HaTOp, 3anl1CHI14ap 11 OApeAeHO spe­

MeTpaeH>e
6 KoopAHHaropor Ha AI-1CKYCl-1jaTa ce APJt<11 HeyrpamiD
7 rpe6a Aa ce npasl-1 pa3J1I-1Ka nOMefy rn06anHaTa tien Ha nperoso·

pl-1Te 11 uema Ha aKTyenHaTa AI1CKYCl1ja
8 Aa ce Gn8,o11 AorosopeHara J1I1Hl1ja, 6e3 Aa ce Mon411 I1nl1 pearl1pa
9 CI1Te npe,on0311 ce crasaaT Ha pa3rneAysal-be
10 speMe 3a pa3rosop so Al1janor 30 ceKYHAI1
11 ce rosopl1 KpaTKo 11 jacHo
12 ce 3a6paHysaar HaSpeA1-111 nl14HH HanaAI-1
13 KpaTKHTe AI-1CKYCHH ce BOAaT CTOG4KH
14 3a speMe Ha pa3rosopHT8 ce npasar KpHTH4KH 3a6eneWKH co

uen 3ae,oHH4KI1 Aa CH nOMorHaT napTHepl1Te
15 Aa He ce 6era OA peWaSal-b8rO Ha npo6n8MoT

WAYS OF MAKING CONTACT

AKO ce I1MaaT npeABI1,n HaB8,oeHI1Te HOpMH Ha AenOBHa KOMYHHKaUH­
ja, 04HrneAHa e norpe6aTa 3a HaBpeMeHO AorOBapal-b8 Ha AenOBHH·
Te cpe,n611 Ha napTHepHT8, Tl1e MOJt<ar Aa 6HAaT llorOBopeHH no
r8n8$OH, nl14HO Hnl1 np8KY ceKperapKara lia $l1pMara.
npl1 nl14HO llorOBapat-b8 ce KOpl1CTaT CneAHI1B8 113pa311:
1 ln connection with this l'd fike to talk to you again. Would that be pos­

sible today? Just a moment, let me look at my diary!
2 We need to talk/see each other again about this,

3 We should talk again about this project in detail/thoroughly.

4 When will you have time?
5 Will you have time this week?
6 Could you find time this week?
7 Wauld it be possible on Friday, 12.11/.. ,?
8 Can we make it this week, on Wednesday around 10 a'clock?
9 Unfortunatelly, this week is impossible.
10 Unfortunatelly 1don't have time this week.
11 That suits me as weil!
12 That's rather late for me!
131f samething unexpected cornes up/crops up l'II phone you.

IF YOU DON'T HAVE A VIS/ON
FOR Tl-iE NEXT niATY YEARS
YOU WIl.1. DEr/NITEL YFA/L

AKO HEMA TE BI1311JA
3A HAPEf/IIHTE TPI1ECET mf/11H11
HOPMAJlI-IO E fIA 17P0I7Af/I-IETE

Japan

KOHTAKTHH <pOPMH

1. Bo BpCK3 co Dea caKaB ywr8 eAHaLU Aa pa3rOBapaM CO Bac. t~a·
mi 611 MO»<8110 8aeHryanHo A8H8C? MOMeHT. ,na npoeepaM aD Ka·
n8H,oapor!

2 BD BpCka CO osa Tpe6awe yWT8 eJlHaW Aa nopa3roaapaM8/AHCKY­
Tl1paMe/.na ce BHnI-1Me.

3 3a oaoj npoeKT MopaMe YWTe eAHSW na pa3roBapaM8 BQ lIeTa·
mi/T8M8I1HO.

4 Kora K8 ~jMaTe BpeMe?
5 ,QanH K8 HMaTe BpeMe OBaa He/.lena?
6 .QanH OBaa li8nena 61-1 Mo~ene lia Hajnere BpeMe?
7 .QanH KC MO>Kf.! BD neTOK, 12.11./, ..1
8 MOJt<8 nl1 osaa He/.lena, cpena OKony 10 4acor?
9 H8.l1enaea 3a }Kan He Mo>«e.
10 3a man Of~aa He.llella HeMaM epeMe.
11 Toa HMeHe MI-1 Ollfoeapa\
12 3a MeHe e MHory .noUHa!
13 AKO BO MefyBpeM8 Aojne H8WTO Henpe.nBI1.neHo. K8 BH Tene$OHH­

paM,



14 Could we meet today and talk about ...?

AKO ce llorosapare npeKY ceKperapt<ara KopHcr8r8 rio'! cn8,llHI-1B8
P848HHUH:
1 l'd Iike to talk ta Mr... in connection ...with ... lt's very important/urgent.

21'd like ta fix a time with you. When could Mr...meet me in connec­
tian with ...?
3 Fine. As saon as 1talk to Mr..we'll fix the time.

Example 1
A: That's ail for todayl But 1think we should sit down once more and

talk about everything in detai!.
8: You're right. When can you?
A:Could you suggest the time? You're very busy.
B: Just a moment, l'Il look in my diary. D.K! ls Thursday this week ail

right for you?
A: Thursday? Yes, that's possible, but in the afternoon. The morning is

already full up.
B: At 1 o'clock?
A: Fine, ShaH 1come ta you or will you come ta me?
B: You come ta me.
A: Fine, l'II make a note of it: ...

Example 2
A: This is the provisional programme. l'd like ta go through it once mo-

re. Do you agree?
B: 1agree. When you have time?
A: 1suggest Friday at 11 o'clock at my place if you have no objection.
B: Do you mean this Friday or next Friday?
A: This coming Friday.
B: That's rather late for me! Courd we make it earlier? Do you have any

Ume before that?
A: l'm afrald not. Next week 1won't be home until Thursday. But may­

be we'lI find a tlme this week. Is Thurday afternoon at 5 D.K.for you?
8: Excellent. l'II make a note of il; ...

Ce ,llorOSapar8 no reneepoH:

Example 3
A: Reed?
8: Hallo Mr Reed. This is Kam13ev from DRKA.

146101 Momene Aa ce cpeTH8Me AeHec I1Aa nopaarosapaMe aa ..?

1 6101 caKanAa paarosapaM co r-H...SO speKa co... \o1THO/MHory
samHo/HTHO e.

2 CaKaM.aa AoroBopaM CO Bac T8pMI1H. Kora 6H Mom8n r-H ... .na ce
cpeTHe co M8He Ba BpCKa co ...?

3 ,Qo6po. WTOM K8 pa3rOBapaM co r-H ... K8 8H ra nOTBp,naM TepMH­
HOT.

npHMep 1
A: Toa 611 6Hno cê 3a A8H8C! Ho, MHcnaM, HHe 611 Tpe6ano.aa C811H8-

Me ywr8 811HaW 101 lla pa3rOBapaM8 aa eê Ba 118ranl1.
6: \o1MaT8 npaeo. Ho Kora K8 Mom8Te?
A: np8.a11om8Te BHe TepMHH! BI18 CTe aa<pareHH.
6: MOMeHT, Ke npOBepaM Ba Ka11eHllapOT. TaKa! Mome nl1 B 4er-

SpTOK oeaa Hellena? •
A: 4eTepTOK? ,Qa, 6H MO>t<8no, HO nOnnatlH8. np8Tnna.aHe e BeK8 na-

nonHero.
6: Ba 13 !.laCoT?
A: .Q06po. Aa 1l0jllaM 11H jac Kaj Bac 111111 K8 llojll8T8 BHe Kai M8He?
6: Aojll8T8 BHe Kaj M8He.
A: .Q06po, aanl1wyeaM:...

npHMep 2
A: Eee ja npHepeMeHaTa nporpaMa. Ho 611 caKan.aa Ka>t<8M IleKa 6101

rpe6ano YWTe ellHaw .o.a pa3roeapaMe 3a Toa. Ce cornacyeaTe?
6: Ce cornacyeaM. Kara HMaTe epeMe?
A: npeAnaraM, sa n8TOK eo 11 4acor Kaj M8He 8KO HeMaTe HHWTO

npOTI1B.
6: MI1CnHTe 11101 Ha oeoj n8TOK H11H Ha OHOj HllHara Hellena?
A: OHOj cnellHaTa Hellena.
6: Ho roa MH e MHory ,noUHa! He11H Mome nopaHo?/HeMare nH epeM8

ManKY nopaHo?
A: 3a man He. CneAHaTa H8llena ce epaKaM llYPH BO 48TeprOK. Ho

Mo>t<e6H Ke C8 Hajlle HeWTO osaa He.aena. Ollroeapa 111-1 Ba 48T­
BprOK nonnallHe Ba 17l.lacoT?

6: OIl11W4HO. 3Hal.lH, 3anHwysaM: ...

npHMep 3
A: PI1A?
6: ,Q06ap ,118H, rocnO,QHH PI1,Q. OS,Q8 KaM4eB 0.0 OPKA.



A: Mr Kamcev. Can 1 help you?
B: l'd like to talk to you again in connectian with .. When will you have

a little time? Today perhaps?
A: Today? Wait a moment, l'II check in my diary. Today at 2?
B: Yes, excellent! Thank you very much! Bee you then!
A: See you then!

Example 4
A: Bowen?
B: Hallo Mr Bowen, this is Gacova from EMMY. If possible l'd like to

see you today to talk about a problem ... ls that possible?
A: l'm afraid not today, Mrs Gacova. Maybe on Wednesday at 100'·

clock?
B: Yes, fine. Thank you very much Mr 80wen!

,QorOBapaTe cpe.a.6a npeKY ceKpeTapKaTa:

Example 5
A: Charlton, Mr Bowen's office, hallo!
8: This is Ulanski of STIPTE>< from Stip. l'd like to talk to Mr Bawen.
A: l'm afraid he is not here at the moment. Do you want me to give

him a message?
B: Yes, please. l'd Iike to talk to him about...lt's urgent. Would that be

possible today or, at the latest, tomorrow?
A: l've made a note of it. As saon as he returns l'II ring you. 1have your

telephone number..
B: Thank you very much.
A: Not at ail,

Example 6
A: Stiles, is that Ms Wine's office?
B: Hallo! Zendelov here, Mr Ulanskl's office, STIPTEXof Stip.l'd Iike to

agree on a time.
A: Yes, go ahead.
B: When would Mr Ulanski be able to vislt/talk to Mr Sowen? Could

this week be possible?
A: Just a moment, l'II check the diary! Would Friday be O.K.?

B: Yes, fine, At what time?
A: 9.307

A: rOcno.aHH KaMyeB. WTO HMa HOBO?
6: 6H caKan.aa pa3roaapaM co Bac YWTe e.aHaw BO BpcKa co ..Kora

Ke Haj.aeTe ManKY BpeMe 3a MeHe? Mome6H .aeti8c?
A: ,QeHec? nOyeKajT8,.aa npOBepaM Ba KaneH.aapOT. ,QeHec Ba 14

yaCOT?
6: Aa, o.anHYHO! 6naro..o.apaM MHory! npHjaTHo!
A: npHjaTHo!

npHMep 4
A: 60BeH?
6: ,Qo6ap ..o.eH, r·H 50BeH, OB.ae raUOBa DA EMMV1. CaKaM.aa Be 3a­

MonaM Ila ce cpeTHeMe ..o.eHec HAa nopa3roaapaMe 3a np06ne­
MOT...AanH Mome?

A: ,QeHec 3a man He, rDenofa raUDBa. Mome6H 8 cpe..o.a, 8010
yaCOT?

6: Aa, MO>t<8. 6naroaapaM MHory, r·H 60BeH! npHjaTHo!

npHMep 5
A: 4amoH, ceKpeTapHjaT Ha r-H 60BeH, ..o.06ap aeH!
6: 08ae YnaHcKH, Q)HpMa WTV1nTEKC WTHn. 6H eaKan..o.a pa3rOBa­

paM co rocnO,llHH GOBeH.
A: 3a }Kan MOMeHTanHO He e TYKa. Tpe6a nl1 HeWTo aa npeHecaM?
6: Aa, MonaM. CaKaM na pa3roBapaM co H8ro ao apCKa CO .. J.1THO e.

AKO Mome ..o.eHecKa I1nl1 HajaouHa yrpe?
A: 3ar.!-'!luya8M. LUTOM K8 ce apaTI1 Ke BH ce jaaaM. ro HMaM BawHOT

TeneepoHcKH 6poj.
6: 5naro..o.apaM MHory! npHjaTHo!
A: npHjaTHo!

npHMep 6
A: CTajnc, ceKpeTapHjaT Ha rocnora BajH?
6: ,D.06ap ..o.eH! Oa.oe 3eH.oenoa ceKpeTapl-ijaT Ha r-H YnaHCKI1 o.a

WTV1nTEKC W"I'Hn. CaKaM .aa .ooroaopaM TepMHH.
A: Aa, MonaM.
6: Kora 61-i Momen r-H YnaHcKH na ro noceTH/.aa pa3roaapa co r.H 60­

BeH? AKO Mome OBaa Hellena?
A: MOMeHT,.oa npOBepaM BD KaneH.oapoT! Re Mome nl1 ao neTOK no­

nJ1a.oHe?
5: ,Qa, Mome. Bo KonKY yaCOT?
A: 9.30?



8: Ves, excellent. Could you please telephone me? As saon as Mr Ba­
wen confirms the lime. Thank you very much.

A: Vou're wetcome.

CONFIRMATION/CANCELLATION OF AN
AGREED MEETING

AKO OJl MOMeHTOT Ha JloroeapaH:>e Ha pa3roeopHTe H3MHHano no­
eeKe·epeMe, .a06po e TepMHHOT 3a pa3roeopH noeTopHo.aa ce no­
Tep.aH. Bo MefyepeMe Mome6H ce 1-13MeHHne o.ape.aeHI-1 OKOllHOCTH
KOH 0.0. ceoja CTpaHa H3naraaT o.o.naral-be Ha cpeA6aTa Hnl-1 npOMe­
Ha Ha epeMeTO HMecTOTO. PecneKTHpajKH rH KymypHHre HKopeK­
THHTe O.o.HOCH Mefy naprHepHre .apyrara crpaHa rpe6a .aa 6HAe
HaeecreHa H3epeMeHO.

Bo roj cnY4aj ce KopHcrar cne.aHHee Hapa3H:

1 We have an agreement for/agreed on 15.11 at 2 o'clock, ls it still on?
21 just wanted to be sure/ta ask whether our agreement for 15.11 still

stands. At 20'clock?
3 The date 5.12 has not been confirmed. l'd Iike ta confirm lt now.
41'd Iike ta cancel the timewe agreed on. l'm very sarry, but sorne­

thing unexpected has come up in the meanlime.
5 l'd Iike to apologlse for not being able ta attend our meeting on Tue­

sday. At the same time we have... 1hope you understand!
6. Mr/Ms...has unfortunatelly fallen ill and can't come at the agreed ti­

me. He/she apologises and hopes you understand.
7 l'd like to apologise on behalf of Mr/ms...He/she was unexpectedly

called away on a business trip, and therefere has ta cancel the mee­
ting.

Example 1

A: Stevens, REEBOK INTERNATIONAL?
B: Hallo Mrs. Stevens. Kami::ev here from ORKA. 1just wanted ta

know whether the time we agreed on is still on?
A: Just a moment, l'II check. Ves, Thursday 5.06, at 1 o'clock,

Kami::ev, ORKA. Everything ;s 'In arder, Mr Kam~ev! We're expec­
ting you.

B: Thank you very muchl On Thursday than! Goodbye!
A: Goodbye.

6:):ta OAJ1H4HO. 61.1 Be aaMonHn.aa MH Tene<t>oHHpaTe WTOM r-H 60­
BeH Ke ro nOTBpAH TepMHHor. npHjaTHo H6naro.aapaM MHory!

A; npHjaTHo!

nOTBP,IlYBAI-bE / OTKA>HYBAI-bE HA
,Il0rOBOPEHATA CPE,Il6A

1 Ce .aorosopHSMe 3a 15.11 80 14 4aCOT. OcraHysa nH TaKa?
2 BCYWHOCT caKae .aa ce YBepaM/caMo .aa npawaM JlanH oCTaHyea­

Me npH HaWHOT .aorosop aa 15,11 BO 14 4acor?
3 TepMHHor 3a 5.12 He 6ewe yrBp.aeH. CaKaM cera.aa ro nOTsp.aaM.
4 6H caKan .aa ro OTKa»<aM .aorosopeHHOT repMHH. MHOry MH e man,

HO BO M8fyepeM8 Aoj.ae HeWTO HenpeJlBH.aeHO.
5 CaKaM.aa ce H3BHHaM wro He MomaM.aa .aoj,llaM BO BTOpHHK Ha

HawaTa cpe.o6a. Bo Hcro BpeMe Kaj Hac HMa... MonaM 3a paa6H­
pa",e!

6 rocno.aHH/rocnofa ...aa man ce pa360ne HHe Mo»<e.lla .aoj.lle BO .ao­
roeopeHOTO BpeMe, TojfTaa ce 1-13BHHysa 101 MonH 3a pa36HpaH:>e.

76101 caKan .lla ce HasHHaM 3a rOCnOJlHH/rocnofa .. , Toj/Ta3 Mopawe
He04eKys3Ho.aa 3aMHHe Ha cnyme6eH nar. 3aroa ce OTKamYBa
repMHHOT.

npHMep 1
A: CTHSeHe, PYl60K YlHTEPHEWEHn?
6: ):to6ap .aeH, r-a CTHBeHc. OBne KaM4eB O,Q OPKA. CaKaB CaMO.ll3

ce HH<t>OpMHp3M JJ.3nH oCTaHysa HaWHOT TepMHH?
A: MOMeHT, Be.oHaw Ke nposepaM. ,na, BO 4eTBpToK, 5.6., BO 13

4aCOT. KaM4ee, OPKA. Cê e BO pe.a, rOCnO,lll1H KaM4es! Be 04eKY­
saM.

6: 6narOJlapaM MHory! Toraw.lIo 4eTBpToK! npHjaTHo!
A: npHjaTHo!



Example 2
A: Hristov, TEHNOGRAFIKA?
8: This is Law of IKEA. l'm sorry to interrupt you, Mr Hristov, but 1just

wanted to know if you had confirmed our meeting on 5.02.

A: Ves, ifs confirmed Mr Law! l'II come to you as we agreed.

8: Thank you very much! Goodbye!
A: Goodbye and thank you for calling!

Example 3
A: Aston, the SIEMENS office?
B; Tonceva here fram INTERIMPEX Skopje. Gould 1talk to Mr Bowen

please?
A: What is it about?
8: It concerns our meeting.
A: l'II put you through.
C: 80wen?
8: Tonceva here From INTERIMPEX Skopje. Hallo, Mr 80wen! l'm cal­

ling you about your meeting with Mr Gosev. Unfortunatelly he's ill
and can't come ta the meeting your agreed on.

C: l'm very sorry! 1hope it's nothing serious! 1wish him a speedy reco­
very!

8: Mr Gosev.would.lik~)~ ~rra,rlg~ anew Ume for next week.
C: Just a maRrent; let'"niè:-g-eit'mydfary! The only time next week is

Thursdayat 10.
8: Excellent. l'II make a note of it" Thursday at 10. Will you come ta us?

c: It would,~YJtœ~,,,!:>.~.t!.~r-jfMr Gosev came to us. beca~se 1have ano­
ther meeting immediatelly after that. Is that alnght wlth you?

B: Of course! Thank you very much for understanding! Goodbye!
C: Not at ail! Good bye!

ATIENDING A PLANNED MEETING

AKO He ce noaHasare co IlHUerO co Koe I1Mare ,oorosopeHa cpe,06a,
rpe6a npso,oa ce npercraSHre, a noroa Aa ja coonwn1T8 U8JlTa Ha
npercTojHI1OT paarosop. 3allOmt<HrenHo ce npercrasysare Hro co­
onwrysar8 1I0rOaOpeHoro BpeM8 Ha cpeJl6ara HKora KOHTaKTHpa­
r8 np8KY ceKpeTapKara Ha cPHpMara.

npHMep 2
A: XpHCTOB, TEXHO,PNPf1KA?
5: Oalle no Oll HKEA. l-1aBI-1H8r8 wro Be npeKl-1HysaM, r·H XpHCTOB,

HO caMO caKaM na aHaM lIam1 ro nOTBpaysaT8 HaWI-10T TepMHH aa
5.2.

A: .Qa, TepMI-1HOT e yrapll8H, rocnOAHH no! Jac K8 .o.ojJlaM I<aj Bac
KaKO WTO e .o.oroaopeHo.

6: 6narOllapaM MHory! npHjaTHo!
A: npHjaTHo 1-1 6naro.o.apaM MHory WTO ce jaBHBT8!

flpHM8p 3
A: ECTOH, c8KpeTapHjaT Ha CHMEHC?
6: OSJle TOH48Ba, OA I-1HTEPI-1MnEKC CKonje. Mom8M nl1, B8 MO-

naM, lia paaroBapaM co r-H 50B8H?
A: no KOj nOBO,o MonaM?
5: Ce pa60TI1 aa TepMHH.
A: MOM8H"r, Be nOBpaysaM!
l..l: 60BeH?
6: OS.o.8 TOH4eBa, on V1HTEPI-1MnEKC CKonje. ,Q06ap AOH, r·H 50­

seH! 81-1 ce jasysaM nopaAH BawaTa cpen6a co rocnOAI-1H rOweB.
3a }Kan TOj e 60JleH HHe Mom8 lia .ll.oj.o.e Ha .ll.OrOBOp8HI-lOT pa3ro·
Sop.

l.\: MHory MH e man! Ce HaAeBaM aeKa H8 8 H8wro cepHoaHO! My
nom8nysaM CKOPO aaKpenHysal-be!

6: r-H rOweB MOJ11-1 Aa yrspAHMe HOB TepMI-1H aa cn8AHaTa He.aena.
l.\: MOM8HT, na ro aeMaM MOjOT KaneH.o.ap! Cn8AHaT3 H8.llena 61-1

MO}KenO caMO SO 48rBpTOK. 10 4aCOT.
6: ,Qa, O.o.J11-14HO. 3anHwYBaM, aHa4H SO 48TBpTOK, 10 4aCOT. Ke .aoj­

Ae Kaj Hac?
L~: nos~Ke MI-1 O.ll.ros..apa a_KO .o.oj1l8 r·H rOw8a 611118jKI-1 BellHaw no·

Toa- HMa-M -iipyr-paaroà-op. Hnl-1 HMare HeWTO npoTHB?
6: He, H8! 6naro.aapaM MHory aa BallJaTa npecpeTnHsocT. npHjaTHo!
l..l: H8Ma aa WTO! npHjaTHO!

npl1CYCTBO HA AOrOBOPEHATA CPEA6A



AKO BHe CTe ,llOMaKHH Ha Cpe,ll6aTa, OTKaKO Ke ce n03,llpamiTeIKe ce
3an03HaeTe co rOCTHHOT, ce npenopa4ysa,lla MY nOHY,llliTe nHjanoK,
Kaet>e HcnH4HO.
Haj4ecTo ynoTpe6ysaHH H3pa3H BO osHe cHTyauHH ce cne,llHHse:

1 Hallo Mr/Ms ! l'm here because of...
2 My name's 1agreed to meet Mr/Ms...at 1 o'clock.
3 My name's 1have an appointment today with Mr/Ms
4 You must be Mr/Ms...
5 Please come in!
6 Please sit down!
7 Would you like something to drink? Tea or cofee maybe?
8 Can 1oHer you anything?

Example 1
A: Hallo! My name's Gacova from EMMY. 1have an appointment with

Mr Bowen for today at 1.30.
B: Yes, Mr Bowen is expecting you. Please go in!
A: Hallo Mr Bowen!
B: Hallo, Ms Gacova! Please sit down.
A: Mr Bowen, l've come about ..

Example 2
A: You must be Mr Kidd?
B; Yes, hallo Mr 1I0vski! Kidd of IKEA. l'm here in connection with the

machines you ordered.
A: Come in! Please sit down! Can 1oHer you anything?
B: Thank you very much! l'd like coftee.

ATTENDING AN UNOFFICIAL MEETING

nOHeKoraw Ke 6H,lle BO cHTyauHja,lla pa3rosapaT8 co napTH8pHT8
6e3,lla CTe rH H3e8CTHn8 npeTXO,llHO. Bo TOj cnY4aj pa3roeopOT
MO>t<eTe,lla ro n04HeTe CO cn8,llHHe8 npHM8pH:

1 Excuse me Mr/Ms...Could 1have a word with you? It's urgent!
2 Could 1interrupt you? lt concerns...
3 Sorry for interrupting you/coming in like this, but the problem won't

waill Can 1take a little of your time?

1 ,[l06ap ,lleH, rOCnO,llHH/rocnofa ... ! ,[loafaM nopa,llH...
2 C8 eHKaM Ce ,lloroeopHe CO r-H/r-a... eo 13 4aCOT.
3 Ce BHKaM Jac CYM HajaeeH 3a ,lleHeC Kaj r-H/r-a ..
4 BHe CTe CHrYPHO r-H/r-a ..
5 Bne38Te, Be MonaM!
6 noeen8Te C8,llHeT8!
7 CaKaTe ,lla ce H3m1eTe HewTO? "-laj Hnl1 MO>t<86H Kaet>e?
8 Mo>t<aM nH ,lla BH nOHY,ll3M H8WTO?

npHMep'
A: ,[lo6ap ,lleH! Ce SHKaM rauoea O,ll EMMVl. 3a ,lleHeC BO 13.30

4aCOT C8 ,lloroeopl1e CO r-H 60eeH.
6: ,[la, r-H 60aeH Be o4eKyea. Bne3eTe Be MonaM!
A: ,[l06ap ,ll8H, rocnO,llHH 60e8H!
6: Aa, ,ll06ap ,ll8H, r-a rauoea. nOs8n8T8 C8,llHeT8!
A: r-H 60e8H, ,llOj,llOS nOpa,llH...

npHMep 2
A: BH8 CTe Cl1rypHO rOCnO,llHH KH,ll?
6: ,[la, ,ll06ap ,lleH, r-H VlnosCKH! KH,ll O,ll VlKEA.

,[loafaM BO spCKa co MaWHHHTe WTO rH nopa4aBT8.
A: CaMo nOS8neTe! nOBen8T8 C8,llH8T8! MO>t<aM nH,lla BH nOHY,llaM

H8WTO?
6: 6narO,llapaM! 6H ce HanHn Ka$e.

npl1CYCTBO HA HE,D,OroBOPEHA CPE,D,5A

1 Vl3BHHeT8 r-H/r-a ...CaKaM na pa3roeapaM co Bac. ItlTHO e!
2 MoJt<aM nH na B8 npeKHHaM? Ce pa60TH 3a...
3 1tl3BHH8T8 WTO BneryeaM saKa, HO np06neMOT H8 4eKa! MO>t<aM nH

na BH on3eMaM Man KY apeMe?



TELEPHONE TALKS

Tefl8<!>OHCKHOT pa3roeop HMa oco6eHO Ba>+<HO M8CTO BO HH$opMa­
UHOHHOT nporOK .!I8H8C, Tene$oHûT e HeOnXO,ll8H M8AHYM 3a pa3M8Ha
Ha I1H$opMaUl-iH BQ npHBaTHara H.lI8nOBHara c$epa. TeJle<t>OHCKHûT
pa3roeop 06e36etlye8 6psa HHq,OpM8uHja, Ha corOBopHHUHT8 HM
OB03MO)f{YBa MaKCHM8flH8 $Jl8KCH6Hl1HOCT 80 r8KOT Ha caMHOT pasro­
BOp. l-13pa3HI1T8 q,OpMI1 BO MHory J8BHCar OA T8Mara. V1aKQ r8I1e<t>OH­
CKHT8 pasroeopH no npam·1J1Q C8Koraw HMaaT HH.L\I1BNAyan8H
KapaK,Tep, canaK nocrojaT o.ape,1leHH HOpMH 38 10a KaKO nOl-IHyea
e1l8H reneq>OHCKI-1 pasrOBOp, KaKO rpe6a.LIa npOAOmt<H fi KaKO
S8epwye8. KOMYHI1KanlBHOcr8, ne»<epHOCTa 11 wapMûT Ha coroeopHI1­
lH1T8 e Ao6para crpaHa Ha T8J18$OHCKHT8 pasroeopH, HO Hie 48C10­
naTH MQ}/{aT H.lIa Be H3H8H3Aar,,na Be 3aTeKHaT HecnpeMHH 3a TeMH
WTO rH npellnara BawHoT corOBopHHK. HejacHaTa apTHKynallHja, THB­
KOTO rOBOpel-be 101 nOWHTe BPCl{H ce npe4KH 80 Tene$OHCKHOT pa3ro­
BOp.
CeKoj Tene$OHCKH pa3rOBOp ce BO,aH no cnellHHOT pe,aocne,a.
1 6HpaHOTO nHue ce npeTcTaBYBa
2 ce npeTcTaBYBa nHlleTO WTO Tene$oHHpa 101 n03ApaBYBa
3 6HpaHoTO nHlle n03,apaBYBa aKO Toa He ro CTopHno BO n04erOKor
4 ja coonwTYBa npH4HHaTa 3a pa3rOBopOT nHueTO WTO Tene$oHHpa
5 Bo,ael-be pa3rOBop BO 3aBHCHocr o,a TeMaTa no npHHUHnOT
npawaft>e-o,arOBOp
6 nHUeTO WTO Tene$OHHpa ce 3a6naro,aapYBa aKO HMa nOBo,a 3a Toa
7 ce n03llpaBYBaaT 11 ,aBajuaTa napTHepH
Ba .o.enOBHHTe Tene$OHCKH pa3rOBopH MOWHe 4ecro ce coonwTYBa­
ar 6poeBH 11 HMHl-ba. 6poeBHre ce coonwrYBaar elleH no e,aeH HnH
rpynHpaHH no 2-3 6poja, aKO 6POjOT e noroneM.
npH coonWTYBal-bero Ha HMHl-baTa, Ha3HBHTe 1'1 ,apyrH noreWKH 360po­
BH 06H4HO ce KOpHCTH cnellHaBa MefyHapO.ll.Ha Ta6f1Hua:

A Amsterdam M Madagaskar
B Baltimore N New York
C Casablanca a Oslo
o Danemark P Paris
E Edison Q Quebec
F Florida R Roma
G Gallpoli S Santiago
H Havana T Tripoli
1 Italia U Upsala
J Jerusalem V Valencia
K Kilogramme W Washington
L Liverpool y Yokohama

Z Zürich

TEnEd>OHCKI1 PA3rOBOPI1

CALL 1

Melanie And have you ever worked in a computer company?
Trudy Yes, 1have, actually, in the job before my present one.
Melanie How long ago was that?
Trudy Weil, Ileft it three years ago.
Melanie What computer company were you working for then?
Trudy For Timble. That's a software company. It was interesting but Ii­
ke languages and with Timble 1 never got the chance to practise.
Melanie And how long have you been working in your present job?
Trudy Three years. Ever since J left Timble.
Melanie And what sort of company are Vou working for now?
Trudy Ifs an import-export company, atually. So 1 get the chance to
use my languages a lot.
Melanie What languages do you speak, then?
Trudy French and Spanish, and l've been studying German for about a
year, but it's still not very good, l'm afraid.
Melanie Have you ever Iived in a Spanish-speaking or a French-spea­
king country? Not just visited, 1mean.
Trudy No, t haven't, but l've visited France and Spain several times,
and l've had a penfriend in Argentina for years.
Melanie And have you ever worked wiht computers?
Trudy With word-processors, yeso In the secretarial course, and since
then l've been using them in bath jobs..

CALL2

Melanie And have you eever worked in a computer company before?
Stanley Oh yeso That's my profession, you see.
Melanie t'm sorry?
Stanley Ifs my profession. l'm a programmer, you see.
Melanie Ah, 1see. And which company have you been working for?
Stanley Vou mean 'which company did 1work for? l've been out of a
job for ...some time. 1used to work for IQL.



MAKING TELEPHONE CONNECTIONS

01K8KO CTe ,l],06Hne l'ene!pOHCK8 apCK3 KaÎ Hac 06H4HO Ke 4yer8
"ano", ",na", "MonaM", a aKO e U8HTpana HM8TO Ha $HpM3Ta. Bo 3H­
rm1CKOTO ja3H4Hû no.npa4je, BO 3[tBHCHOCT aA Toa Ka,ae rene4>oHH­

paTe, nocrojaT o.npeA8HH npaBl-1Jla.

npH 6Hpat-b8 Ha npHB3T8H T81le41oH K8 4yere:

1 Ure.
2 This is Ure,
3 This is...
4 Hallo Mr Ure. This Is Gacov.
5 Hallo Jan. This ls Gjorgji.
6 Hallo George. Is that you?

Example 1
A: This is Ure.
8: Halla Mr Ure. This is Gacov.

Example 2
A: Ure here.
S: Halla Mr Ure. This is Kam6ev speaking. Yordan Kamcev trom

Skopje.

Example 3
A: Stepney.
8: Hallo Alec, is that you? This is Gjorgji.

A: Ha!
B: Hallu. Tina? Is that you? This is Gabriela, hallo!

AKO 6110aTe CJly>K6eH Teneq,OH rH HMaTe CHeAHHBe MO>KHOCTH. V1Ma­
Te ,~11IpeKTHa BpCKa co nHl...lere Kora ra 6apaTe HKe 4yeTe:

1 Ure, hallo?
2 Ure, sales?

8He OArOBapare:

BocnOCTABYBAH:.E TEnE<IlOHCKA BPCKA

1 Jyp.
2 Osae Jyp.

30ane...
4 ,Qo6ap .aeH, rOCnO,ll,HH Jyp. Oaae raUOEl.
5 ,Qo6ap ,ll8H, AjaH. GaDe (Oph.1.
6 3.n.paao, toprH, TH m1 CH?

npHMep 1
A: Osae Jyp.
5: .o.o6ap .118H, r·H Jyp. OaLW rauoB.

npHMep 2
A: Osas Jyp.
6: ,Qo6ap .118H, r·H Jyp. Os.ae KaM4es. Jop.aaH

KaM4es on CKonje.

npHMep 3
A: CTenHH.
6: 3.apaao, AneK, TH nH CH? Os.ae e rOprH.

npHMep 4
A: 3npaBo?
6: 3npaso, TI1Ha? TH nH CI1 Ha Tene4>oH? Osne fa6pHena, 3npaso!

1 Jyp, ao6ap aeH?
2 Jyp, npoH3BOt:\CTBO?



3 Gacov here of TREND, hallo!
. 4 Hallo Mr Ure. This is Gacov from TREND of Skopje.

AKO 6apaTe BpCKa co ,l18nOBHf10T napTHep npeKY HerOBaTa ceKpe·
TapKa HajnpBI1H ce npeTcTaBysaT8, nOToa ja coonwTYBaT8 U8ma
Ha Tene$OHCKI10T pa3rOBOp.
OTKaKO CTe BocnOCTaBHlle BpCKa Ke 4yeTe:

1 URE, pic., Mr Ure's office?
2 What is it about, please?
3 Gan 1ask the reason for your cali?
4 Just a moment, please!

AKO epcKaTa co ,aeIlOBHI10T napTHep e 80cnOCT8B8Ha npeKY T8n8­

4loHcKa U8HTpana K8 I.IY8Te:
1 URE, pic., hallo!
2 What was your name?
3 Who shall 1put you through?
4 Hold on a moment! 1'11 put you through!
5 Just a moment, please. l'II put you through!
6 Just a moment, l'Il put you through to ... 's office.

Example 1
A: Fitzgerald? li>

B: Hallo Mr Fitzgerald. Aceski here, of DAMATEX Skopje.

Example 2
A: Best, the HYPOBANK office?
B: This is Sardzovski of INKQ securities Skopje Hallo! Could 1spoak to

Mr Johnson?
A: Gan 1ask what it is about?
B: It concerns...

Example 3
A: Busby, Ms Wine's office, hallo!
8: This is Nikolovski from UNIIMPEX. l'd like to talk to Ms Wine please.
A: What are you calling about please?
8: The reason l'm calling is ..

3 Oalle rauoa, 4'f1pMa TPEH,Q, Jlo6ap JleH!
41106ap aeH, '·H Jyp. OBae raUOB, <1lHpMa TPEHI1 CKonje.

1 JYP, .n.o.o., ceKpeTapf1jaT Ha r·H Jyp?
2 no Koj nOBO,ll, MonaM?
3 Koj e nOBo.nOT Ha B8weTO Teneq,oHcKo jaeyeal-be?
4 MOMeHT, MOnaM!

1 JYP .n.O.O., .no6ap .neH!
2 KaKO 8H 6ewe HM8TO?
3 Co Koro.na Be nOBp3aM?
4 6H,ll8T8 Ha nHHHja! Ke Be noep38M!
5 MOMeHT, MonaM, Ke Be nosp38M!
6 MOM8HT, Ke Be noap38M co ceKpeTapl-ijaToT Ha..

npHMep 1
A: et>Huuepan.n?
6: ,Qo6ap .aeH, r-H cPHuuepan.n. OS.n8 AuecKH on ,QAMATEKC

CKonje.

np""ep 2
A: 5:::..:'T, XHnO-6AHKA ceKperapHjar?
6: OBAe CapUODCKH, WTe,llHnHHUa HHKQ CKonj8, .no6ap .n8H!

MO)KaM J1H.na 36opya8M co r-H l,JOHCOH?
A: 80 BpCtn co UllO, Mon8M?
6: Ce pa60TH M ...

npHMep 3
A: 6a361-i, ceKperapHja, h~l r·a BajH, no6ap .n8H!
6: OS.n8 HHKonOacK;: 1HlpM8 YH\.1:~;l:lEKC. 6H C8Kan,lla pa3roBa­

paM co r-a BajH, MonaM.
A: WTO 8 noeo.n Ha BaW8TO jaBYB;:~'3, MonaM?
6: noao.n Ha Moero jaayaal-be e ..



Example 4
A: EURETIC pic., hallo!
B: Hallo! Kocovski here of MACMODE Veles. Ms Giggs.
A: Just a moment! l'II put you through!

Example 5
A: URE pic .. hallo!
B: This is Cvetanovska from TREND Skopje.
A: Who ahalll put you through?
B: Give me Mr Ure, please!
A: Just a moment!

BAD TELEPHONE CONNECTION

AKO TenetPoHcKaTa apeKa e nowa HcoroaopHHKOT He Be cnywa .00­
6po HnH n3K BHe He ro cnywaTe .o06po, BO roj cnY4aj ce KopHcrBT
cne.oHHBe H3pa3H:

1 l'm sorry, 1can't hear you very weil! Could you repeat it?
2 The connection is bad. 1can't hear you at ail. Could you dial

again/ring back?
3 Please put the receiver down! j'II dial again/l'II try once again!

Example 1
A: URE pic., hallo!
B: Hallo! Gacov here from TREND Skopje.
A: l'm afraid 1can't hear you very weIl. Caould you repeat it?

Example 2
A: URE pic. hallo!
B: This ls Kamceva of ORKA from Skopje. Please couId you put me

through to Mr Ure?
A: ...
B: Hallo, can you hear me? Hallo?

npHMep 4
A: EYPEH1K ~.O.O .. ~o6ap ~eH!

6: ,Q06ap .aeH! Oa.oe K040acKH o.a MAKMO.QE Benec. r-a rHr3, MO­
naM!

A: MOMeHT! Ke Be noap3aM!

npHMep 5
A: JYP, .0.0.0.. .oo6ap .aeH!
6: Oa.oe l..{BeTaHOBcKa o.a TPEH,Q CKonje.
A: Co Koro.oa Be nOBp3aM?
6: ,QajTe MH ro, Be MonaM, r-H Jyp!
A: MOMeHT!

nOWA TEnE<I>OHCKA BPCKA

1 3a >Kan, He Be cnyw8M .ao6po! CaK8Te nH.aa nOBTopHTe?
2 BpcK8Ta He e .a06pa. BoonWTO He Be pa36Hp8M. Ke caKaTe nH

noaTopHO .aB 6HpaTe?
3 CnYWTeTe, MonaM! Ke 6HpaM nOBTopHo!/Ke ce 06H.aaM YWTe e.a­

Haw!

npHMep'
A: JYP, ~.O.O .. M6ap ~eH!

6: Ao6ap ~eH! OB~e raUOB O~ TPEHA CKonje.
A: 3a >Kan, He Be cnywaM .a06po. Ke caKaTe nH .oa nOBTopHTe?

npHMep 2
A: JYP, .a.o,o., .ao6ap .aeH!
6: Oa.oe KaM4eea on. OPKA CKonje. noep3eTe Me, MonaM,

co r-H Jyp!
A: ..
6: Ano, Me cnywaTe nH? Ano?



A WRONG NUMBER

AKO cre Aû61-1J18 norpeWHa r8ne$oHcKa spCKa, npHBaTHa Hm1
cny>t<6eH8, Ke 4yere/npawaTe:

1 Who's it please?
21s that 318134?
3 Sorry? Is thaL?
4 No, this is 364044.
5 No, you have a wrong number.
6 Sorry! Goodbye!
71'm sorry for bothering you.

Example 1
A: Susby?
B: Who?
A: 8usby.
B: 15 this eight eight two four four four?
A: No, Vou have a wrong number!
B: l'm sarry! Sorry for bothering you! Goodbye!

Exampte 2
A: This is EURETIC, Hallo!
8: Who? Is that URE pic.?
A: No, l'm afraid not.
S: My apologies, 1must've gat a wrong number!

MO>Ke611 eTe norpeWHû nosp3aHH npeKY r8neq,OHCKar8 UeHTpaJla.
Bo roj CJlY4aj K8 4yere/oArosopHTe:

1 You have a wrong number.
2 Mr/Ms is in another Department.
3 Mr/Ms has another terephone number.
4 Yes, this is four four two zero.
5 Ask the operator!
6 Could you tell me Mr/Ms...'telephone number?
7 Try the operator!

Example 3
A: Brown?
B: Acevski here, of OAMATEX Skopje. Hallo! l'd Iike to talk to Mr Brown.

norPEWEH 6POJ

1 Koj e MonaM?
2 He e nH 318134?
3 KaKo MonaM? He e ni'! Toa $HpMaTa...?
4 He, OB,Qe e 364044.
5 He, norpewHo CTe 6l1pane.
6 0, 113BHHeTe! npl1jaTHo!
7 V13BHHeTe WTO 81'1 npe4eB.

npHMep 1
A: 6a36H?
6: Koj MonaM?
A: 6a36H.
5: He nl1 e Toa oCYM,QeceT 11 OCyM, ,QBaeceT H48Tl1pH, 4eTHpl18CeT 1'1

48THpH?
A: He, norpewHo CTe 6Hpane!
5: 0, »<anaM! V13BI1HeTe WTO SH npe48e! npHjaniO.

npHMep 2
A: EYPEmK, ao6ap aeH?
5: KaKo MonaM? ,QanH e Toa JYP ,a.o.o.?
A: He, »<anaM.
5: V13BHHeTe, norpewHo CYM 6Hpan!

1 norpewHo Be nOBp3ane.
2 r-H/r·a e BO ,aPyr O.ll..ll.en.
3 r·a/r·H HMa ,Qpyr Tene$OHCKH 6poj.
4 )4a, oMe e 4420.
5 npawajTe ja Tene$oHHcTKaTa!
6 MomeTe nl1,lla MH ro ,QaAeT8 T8ne$OHcKHOT 6poj Ha r·H/r·a ...?
7 06par8Te ce.ll.o ueHTpanaTa!

npHMep 3
A: 6paYH?
5: Oe.ae ALteCKH OA ,QAMATEKC CKonje. ,Q06ap .ll.eH! CaKaM,aa pa3­

rOBapaM CO r·H 5paYH.



A: Mr Brown has a different number now.
B: Could you tell me it?
A: Of course. Five five four four.
B: Thank you very much. Goodbye!

THE PERSON REQUIRED IS ABSENT

AKO 6apaTe BpCKa npeKY Teneq,oHcKaTa ueHTpana Hm1 npeKY ceKpe­
TapKaTa Ha $HpMaTa MO»Œ Aa ce cnYlIH 6apaHoTo nf1ue Aa OTCY'
cTByea BO TOj MOMeHT. Bo TOj cnYlIaj MO»ŒTe Aa 3aMonf1Te Aa Be
nOBp3aT co .oPyro nHue.oa OCTaBf1Te nopaKa.
Toraw Ke 4yeTe/Ka>t<eTe:

1 l'm afraid that Mr/Ms... isn't here today.
2 He/She isn't in the office at the moment.
3 l'm afraid he/she is busy at the moment.
4 Can 1put you through to anyone else? .
5 Mr/Ms... is in an important conference at the moment. Would you hke

to leave a message?
6 Just a moment, he's talking to somebody right now.
7 l'II put you through to his secretary.
8 Could you put me through to her secretary?
9 No, thank you very much! 1'11 ring again later.
la Could you pass on this message to Mr Bruce...
11 Ask him to ring me, please! He knows my number. My te lephone

number is...

AKO 6apaHoTo fif1Ue He ce jaBYBa Ke lIyere:

121'm afraid there's no answer from Mr/Ms's office.
13 Can 1put you through to anyone else?

Example 1
A: URE pic., halla!
B: This is Marija from QRKA in Skopje. Mr Ure, please! ?

A: Mr Ure isn't here today. Can 1put you through to anyone else.
B: Thank you very much! l'II ring again later! Goodbye!

Example 2
A: INTERFORM, halla!
B: This is Toncev of ANAIS Skopje. Mr Robson, please!

A: r-H 6paYH HMa C8ra .opyr T8neq,oHCKf1 6poj.
6: Mo>t<8Te nf1.na MH ro .oa.nere?
A: Ce pa36Hpa. Toa e 55 44.
6: 6naro.oapaM MHory. npf1jaTHo!

5APAHOTO m1UE E OTCYTHO

1 r-H/r·8 ... .neHecK8 38 »<8n He 8 TYKa.
2 Toj/raa BO MOM8HTOB He e 80 $f1pMaTa.
3 3a »<an BO MOMeHTOB e 3a$aT8HO.
4 Co KOj .npyr MO»<aM.na Be nOBp3aM?
5 r-H/r-a ...BO MOMeHrOB f1Ma Ba}K8H pa3roBop. Ka OCTaBHTe nf1 nopa-

Ka?
6 MOM8HT, 80 MOMeHTOB ce paarOBapa!
7 Ke Be nOBp3aM co c8Kp8TapK3Ta!
8 nOBpaere Me co C8KpeTapKaTa!
9 He, 6narOl18paM MHory! Ke ce jaBaM naK nOAOUHa!
10 .ua, Be MonaM npeHeceT8 MY ro Ha r·H 6pyc cneAHOBO:...
11 3aMoneTe ro.oa MI-1 ce jaBH! ro 3H3e MOjOT 6poj./MojOT Teneq,OH­

OKH 6poj e..

12 r·H/r·a... aa }Kan He ce jaBYBa!
13 Mo»<e nf1.na Be nOBp3aM co HeKOj .opyr?

npHMep 1
A: JYP A.O.O., ,llo6ap ,aeH!
6: Oaae Mapf1ja 0.0 OPKA CKonje. rOCnO,llf1H JyP. Be MonaM!
A: rOcno.oHH Jyp AeHecKa He e TYKa. Co HeKoj Apyr MO}Ke nH Aa Be

nOBp3aM?
6: 6naroAapaM MHory! Ke ce jaBaM rlaK nO,llOUHa! npf1jaTHol

npHMep 2
A: fiHTEP4>OPM, A06ap aeH!
5: OB,ae TOH4eB, $f1pMa AHAY1C CKonje. r-H P06COH Be MOl1aM!



A: Just a moment, l'II put you through! l'm afraid there's no answer
trom Mr Robson. Can 1put you through ta someone else?

8: Put me through ta his secretary!
C: Spice, Mr Robson's office, hallo!
8: This is Toncev ad ANAIS Skopje. l'd like ta talk ta Mr Robson.

C: He's in an important conference at the moment. Shal\ 1pass a mes­
sage on ta him?

8: Would you telephone me, please, when he's finished with the confe-
rence. You have my telephone number.

C: Yes, of course!
8: Thank you very much. Goodbye!
C: Goodbye!

Example 3
A: C & A, hallo!
8: Good morning! This Is Ulanski from STIPTEX. Mr Hume, please.
A: Just a moment! Mr Hume is not answering. l'II put you through ta

his secretary!

Example 4
A: URE pic., good morning!
8: Good morning! This is Kamcev from ORKA. Mr Ure, please?
A: Just a moment! 1'11 put you through! l'm afraid there's no answer

from Mr Ure' Can 1put you through to someone else?
8: No, thank you!fYes, please. Can 1talk ta ..

PURPOSE OF THE CONVERSATION

OTKaKO CTe BocnOCTaBHne Te118epoHcKa BpCKa co A8110BHHOT nap­
THep ja coonwryBaT8 uenTa Ha BawHoT pa3roeop. npHOpHT8T eo
HaCOllyeal-b8TO Ha pa3roeopOT KOH CaKaHaTa T8Ma, 06H4HO, HMa llH­
UeTO KOe 6Hpa. 33Toa 8 Bal+<HO npaBHllHO Aa ce H36epaT ja3H4HHTe
epOpMH WTO ce COOABeTHH Ha KOMYHHKaTHBHaTa cHTyauHja.
3a A8n08HH O.nHOCH:

1 l'm calling about. ..
21'm calling because ...

A: MOM8HT, Ke Be nOBp33M! 3a >t<311 r-H P06COH He C8 jaaye3 Mo>t<e
llH.na Be noep3aM co H8KOj .apyr? .

6: noap38T8 Me co HeroBaTa ceKpeTapKa!
U.: Cnap, ceKpeTapMjaT Ha rocno.aMH P06COH, .ao6ap .aeH!
5. Oe.ae TOH48e, QHlpMa AHAY1C CKonje. 5~1 caKan.aa pa3roeapaM

co rOCnom1H P06COH.
U: Bo MOM8HToe HMa eJ.>t<8H pa3roaop. Tpe6a flH H8WTO /la MY npe­

HeCaM?

5: T8fl8epOH~pajTeMH Be MOllaM Kora Ke 3aepwH pa3roeopoT ro
HMaT8 MOJOT Telle<po!'!cKH 6poj. .

U: ,Qa, Aoroeope~w!
5: 6naro.aapaM MHory. npHjaTHo!
U: npHjarHO!

npHMep 3
A: L1 & A, M6ap ~eH!

5: ,lJ.o6ap .aeH! Oe.ae YnaHcKH 0.0. WTVlnTEKC. rOCnO.aHH XJ'YM, Be
MonaM.1

A: MOMeHT! rOCnOJJ.HH XjYM He ce jaeysa. Ke 8e noep3aM co ceKpe­
TapKara!

npHMep 4
A: JYP .a.o.o., .ao6ap JleH!
5: ,lJ.o6apAeHl OSA8 KaM1I8s OA OPKA. focnoAHH Jyp Be

MOllaM! '

A: MOMeHT! Ke 8e nOsp3aM! focnOAI-1H Jyp 3a >t<all He ce jaeyeal
Mo>t<e llH Aa Be noep3aM co H8KOj tlPyr? .

6: He, 6narOtlapaMlI,lJ.a, MonaM. ,D.ajTe MH...

UEn HA TEnE<l>OHCKHOT PA3rOBOP

1 Ce jaeyeaM nopatll-1 ..
2 Ce jaeyeaM 6Htl8jKH .
3 nOeOtl Ha MoeTO j3eye3l-be e..



4 l'd like ta talk ta you about. ..
5 What is it about?
6 What's new?

Crporo O$HuHjanHH OAHOCH:

1 How can 1 help you?
2 Can 1be of any help?
3 The reason l'm calling ls...
4 Can 1discuss the situation with you?
5 Can 1talk ta you!
6 Can 1talk ta you about the question of/the subject of...

Exaple 1
A: Law?
B: Hallo Ms Law. This is Danica from C & A Skopje. l'm calling about...

Example 2
A: INTERFORM, Charlton?
B: Hallo Mr Charltonl Draaan here from DESIGN tUlle Skopje.
A: Oh, good morning Mr Culi6! How are things with you?
B: l'd Iike to talk ta you about..

ENDING THE CONVERSATION

Ce ,norOBoploiBre co ,nenOBHHor naprHep, cera e BpeMe,na ro
3aBpWHT8 BaWHOT T8ne$OHCKH pasroaop loi ,na 113pa3HTe 6naro,nap­
HOCT sa BHIoiMaHI18rO, Haj4ecro ce KoploiCTaT cne,nHHBe Hspa3H:

1 Thank you for calling.
2 Thank you for ringing.
3 As saon as l've gone over itlgone through lt, l'II cali you! Goodbyel
4 l'II send you a letter in the next few days! Goodbye!

Example 1
A: Good morning Mr Urel This ls Gacov of TREND Skopje.
B: Ah, Mr Gacov! What's new?

4 6101 caKan co Bac ..aa pa3rOBapaM 3a cne,nHOBO...
5 3a WTO ce pa60TI1?
6 WTO I1Ma H080?

1 Co WTO MO>HaM ,na Be ycnY>HaM?
2 CO WTO MO>HaM..aa 8101 nOMorHaM?
3 nOBo,n,na BH ce jaBaM e cne.aHOBO...
4 ,Q0380n8T8, co Sac..aa ja pa3rne.aaM cHTyauHjaTa!
5 ,Q03Bon8re MH.aa BH C8 06paTaM SaM!
6 ,Q03Bon8Te MH..aa BH C8 06paTaM SaM co cne.aHOBO

npaWaI-b8/cne.aH~tOB npa.anor..

npHMep 1
A: nO?

6: .Ll.06ap 1I8H, rocnora no. Galle .LIaHHua, canOH "l{ & A" CKOnje. 811
ce jaBYBaM nopa.aH..

npHMep 2
A: I-1HTEP<I>OPM, 4amoH?
6: ~06ap AeH, r-H 4amoH! OeAe ~paraH, <!>HpMa ~1-13AJH 4ynl-1K

CKonJ8. .
A: Aa, .a06ap ..a8H, r-H Yym1K! UJTO I-1Ma HOBO Kal Bac?
6: 6H caKan.aa pa3roBapaM co Bali 3a cnellHOBo... .

3ABPWYBAHoE HA TEI1E4>OHCKHOT PA3roBOP

1 bl1aro,.'!afJaM 3a Bal1J8TO jaBYBaH>e!
2 E.JlarOAapaM WTO ce jaBHBTe!
3 ~TOM K8 ro npOY4aM np811M8TOT K8 BH ce jasaM! npHjaTHo!
4 Ke SH HcnpaTaM nHCMO BO Hap8~HHTe .a8HOSHI npHjaTHO.

npHMep 1
A: ,Q06ap lleH, r·H Jyp! OB~8 rauoB O~ TPEH,Q CKOnje
6; Aa, r-H rauoB! WTO HMa HOSO? .



A: l'm calling about your last letter. l'd like to talk to you about some·
t\ling more because something has come up in the rneantime. l'II
need your new prices/...Could you send me them?

8: Of course.1 l'II send you them in the next few days.
A: That would be great! Godbye Mr Ure!
B: Goodbye Mr Gacov and thank you for calling!

THANKING

V\3pa3YBatbeTO 6naro,uapHoCT e MOWHe Ba>t<eH KOMYHI1KaTI1BeH aKT
KOj e cTporo KOHseHUHOHaneH BO 8sponcKHoT KyrnypeH npoCTOp.
npaBl1nHO e no Ao6HeHHûT nOAapOK HnH Hanpas8HaT3 ycnyra e8,u­
Haw lla ce H3pa3H 6narollapHocT. Haj4ecTo ce ynoTpe6YBaar cn811­
Hl-m8 q,OpMH:

1 Thank youl
2 Thank you very much!
3 Thanks a lot!
4 Many thanks!
5 Thanks very muchl
61'm most grateful!
7 Thank you very much!
8 Thank you!
9 l'm extremely grateful!
10 rd Iike to thank you!
11 l'd Iike to thank you for .. !
12 Thanks for ... !
13 Thank you for the wonderful evening!
14 Thank you very much for your help!

CONGRATULATING

Ao ,uenOBHI10T napTHep MO»<8Te ,ua ynaTHTe 4eCTHTKH no pa3HH no·
BOAI1 0.0 AenOBHaTa Hnpl-1B3THara cq,epa: ,uenOBeH ycnex, jy6Hnej,
po,ueH,ueH HAPyrH paAocHI-1 CBe48HOCTH. 4ecTHTajKI-1 MY Ha napTHe·
pOT ja cno,nenYB3Te pallocTa co H8ro co cn8,uHHB8 113pa3H:

1 Congratulations!

A: BH ce j3SYB3M nopaW1 BaweTO nOCne.l\HO nHCMO. CaKaM 113 pa3­
rOBapaM co Bac 3a YWTe HeWTO 3aWTO BO MefyBpeMe Kaj Hac .aoj­
.lI.e .lI.O npoM8Ha. Ke M~j rpe6aaT BawHTe HOSH ueHI1/". MOiK8Te nH
.aa MH ni Hcnpanne?

6: Ce pa36Hpa! Ke BH rl1 I1cnpaT8.M BO H8.pe.aHHTe .aeHOBI1.
A: T03 611611no cynep! rlpl-1jaTHo, r-H Jyp!
5: npl-1jaTHo, r-H raLlos H6narO.llapaM MHory WTO ce jasHBTe!

6nArO,llAPHOCT

1 5naro.aapaM!
2 6naro.o.apaM MHory!
3 6naro,uapaM MHory!
4 6naro.aapaM MHory!
5 6naro.aapaM MHory~

6 Cp.ae4Ho BI1 6narOtl.apaM!
7 6naro.aapaM MHory!
8 BH 6naro.aapaM!
9 CPlle4HO BI1 6narOaapaM!
10 CaKaM .lI.a BH ce 3a6naroJlapaM!
11 CaKaM aa 811 ce 3a6narOllapaM 3a... !
12 BH 6naroaapaM 3a... !
13 6narollapaM 3a y6aBaT8 Beo.;ep!
14 6naroAapaM MHory 3a BawaT3 nOMOw!

4ECTHTKH

1 YecTHTaM!



2 Congratulations on your success!
3 Happy birthaday!
4 1wish you luck!
5 1wish you ail the best!
6 Sincere congratulations!
7 Ali the best!
8 Merry Christmas!
9 1wish you and your family ail the best and good holiday/a Merry Chri-

stmas!
10 Merry Christmas and a Happy New Year!
11 Happy Easter!
121'm delighted at your success/...Congratulations!

APOLOGISING

Ce H3pa3yea >t<an81-b8 3a n/Jt::TXOtlHOTO csoe oAHecyeal-b8 WTO He 8
BO cornaCHoCT CO sam84KHT8 HOpMH He nponiB HHT8peCHT8 Ha nap­
THepOT. 3a H3sHHYBal-b8 ce KopHCTaT cneAHha8 4>OpMH:

1 Sorry!
2 Fargive me!
31 'm sarry abautl fargive me far my behaviour yesterday.
4 l'm sarry l'm late!
51 apologise for my behaviaur a short time ago!
6l'm sorry about this clear misunderstanding.
7 l'm soory far being sa absentminded.
8 l'm very sarry!

WRITIEN CONTACTS

2 SH 4eCTHTaM 3a ycnexoT!
3 SH ro 48CTHTaM P0,Q8HA8Hor!
4 8H nomenYBaM cpeKa!
5 BH nomenYBaM cè Hajy6aso!
6 CpAe4HH 4ecnlrKH!
7 Cè Hajy6aeo!
8 CpeK8H 50H<HK!
9 SaM HHa SaW8TO c8MejcTao BH nOH<8nysaM cè Hajy6aso H

cpeK8H npa3HHK/cpeKeH 50>«HK!
10 MHory cpeKa H3Apaaje...:: ; i~'~1Ta ro.aHHa!
11 CpeKeH BenHrA8H!
12 Me pa,Qyea BawHor ycnex/.. HC8W'1M CP.a84HO Aa 8H 48crHraM!

113BI1HYBAi-bE

1 V13BHHer8!
2 npocr8re!
3l-138HHere/npocr8r8 38 Moero 0,QH8cyeDf-be o.a B4epa!
4 CaKaM .aa ce H3BHHaM 3a M08TO .aOUH8fb8.
5l-13BHH8r8/npocrere nopa.aH Moero oAH8cyeaH:>8 npeA ManKY!
6 MonaM .aa Me H3BHH8r8 nopa.aH osa 04Hrn8.aHO H8Aopa36HpaJ-be.
7 npocrere nopa,QH MojaTa 3a60pasHocr!
8 MHory MH 8 man.

nl1CMEHI1 KOHTAKTI1

CYWT8CTB8Ha pa3JlHKa Mery rOBopHHTe HnHCM8HHTe KOHTaKTH e
npOCTapHaTa HBpeMeHCKaTa ,QHcTaHua nOMefy KOMYHHKauHOHHTe
napTHepH. 3a nHCMeHHTe KOHTaKTH KapaKTepHCTH4HH ce cneAHHBe
oc06eHOCTH:

1 MaKCHManHa nnaHHpaHOCT Ha TeKCTOT
2 AH4>epeHuHpaHa ynnoTpe6a Ha rpaMaTH4KHTe HJ1eKCH4KHTe

MOAanHTeTH
3 npeUH3Hocr BO ja3H4HHOT H3pa3
4 nOAonrH pe48HHuH Hpe4eHH4HH KOM6HHauHH

THE LOWLANDS
ARE THERE
TOLOOKAT
THE HIGHLANDS

Victor Hugo

HVl3V1HVlTE
nOCTOJAT
liA CE BViliAT
BVlCVlHVlTE

BUKTOP Vira



5 Kop8KTHa 1-1 uenOCHa epopMynaul-1ja Ha pe48HI-1Ul-1T8
6 8JH1MI-1Haul-1ja Ha pa3rosopHI,ne H 8MouHOHanHHT8 napTI-1KynH
7 nperHaHTHa, norH4Ha 1-1 nperne,[lHa CTpYKTypa Ha TeKCTOT

9 BUSINESS COMMANDMENTS

1 DON'T BELITTLE YOUR PARTNER. THE MAN HUMILIATED IS
NEVER'YOUR FRIEND.

2 DON'T EXAGGERATE. A TRUTH NEEDS NO STRETCHING. THE
PARTNER KNOWS VOU ARE TAKING HlM FOR A RIDE. VOU FOOL
ONLY YOURSELF.

3 DONT TRY TO TRICK YOUR PARTNER. DONT PUT FALSE BAIT
UNDER HIS NOSE. ALL OF THE CARDS BELONG ON TOP OF THE
TABLE.

4 DONT BE FLIPPANT. BUSINESS IS A SERIOUS MATTER TO THE
PARTNER, IF NOT TO VOU.

5 DONT DISPARAGE YOUR COMPETITORS OR THEIR PRODUCT.
SHOW THE PARTNER WHAT VOU CAN DO FOR HlM. IT DOESN'T
MATTER WHAT THE OTHER FELLOW CAN'T DO.

6 DON'T BALLYHOO. THUNDER IS ONLy A BIG NOISE; A BOLT OF
L1GHTNING GETS ATTENTION.

9 6113HI1C 3AnOBE,Q11

1 HE OMAJ10BA>tiYBAJTE ro BAW'l0T nAPTHEP. nOH'l>IŒH'l0T
H'lKO,AUI HEMA AA B'l 6'lAE np'lJATEn.

2 HE nPETEPYBAJTE. HA B'lCTf1HATA HE 'l TPE6A H'lWTO.
nAPTHEPOT 3HAE WTO CAKATE. CAMO nPAB'lTE 6YAAnA OA
Œ6E.

3 HE 06'l/1YBAJTE CE AA ro 'l3MAM'lTE BAW'l0T nAPTHEP. HE
<l>pnAJTE NliJ{H'l MAMl.I'l. 'l,rAJTE CO OTBOPEH'l KAPTf1.

4 HE 6'lAETE KAMEIJEOH. 6'l3H'lCOT, AKO HE 3A BAC, 3A
BAW'l0T nAPTHEP E CEP'l03HA PA60TA.

5 HE nOTLIEHYBAJTE ,'l BAW'lTE KOHKYPEHTf1 'ln'l H'lBH'lTE
npO'l3BOA'l. nOKA>tiETE MY HA nAPTHEPOT LUTO MO>KETE
B'lE AA CTOP'lTE 3A HEro. HE E BA>tiHO WTO /1PY,'lTE HE
MO>I<AT AA CTOPAT.

6 HE J1ACKAJTE. ,POMOT nPAB'l CAMO ,OnEM TPECOK. MOn­
fbATA ,0 np'lBnEKYBA BH'lMAH'lETO.



VISITING CARO/BUSINESS CARO

npH 3an03HaS81-b8 06H4HO ce pa3M8Hyeaar BH3HTKapTH. CraH.a·
ap.l1Hara BH3HTKapra n'l CO.aP>f<H cne,aHHB8 HHQ>opMaUHH:
1 THT)'J1H

npeA HM8TO orojar HaY4HH CTeneHH H3eal-ba, no npaBHJ10 ce KO­
pHcTaT Kpar8HHH

2 HMB H npe3HM8

3 npo4>ecHja 1Q>YHKuHja ce cMecryea 11011 HMBTO
4 HHCTHTyUHja

5 BApeca, cnYH<6eHara aapeca e Aony 11880
7 r8ne<pOHCKHT8 6P08SH ce .llony .aeCHo, npao ce cny»<6eHHT8 6poe­

SH, noa HHB 6POjOT Ha T8ne41aKcoT HHaj.aony npHBaTHHûT T8ne­
4>OH

Ce pa36Hpa, paCnOpeJ:l8HOcra, H36opOT Ha HH$OpMaUHIH8 H.aH3aj­
HOT K8 3aBHCH npe.a cê o,a HHAHBH.ayanHI.1J8 }/{8n6H.

BH3HTI<APTA

JorlM ,taM~
(t~~;eral manager

export -lmport phone: 091/36 40 .4:
V.UaVllt. 1 36 2069; 56 56 65

91000 Skopje fa" 091/56 t5 62
MACEDONIA tclx: 51549 orb

Ph1l0loglsche Fakult.l

aermanl.llk

THERE ARE THREE BOOKS
IN THE WORLD

THE KORAN
THE BIBLEAND
GERMAN FOR BUSINES­
SMEN

BOCBETOT
I1MA TPI1 KHl1r11

KOPAHOT
5115nl1JATA 11
,EPMAHCKI1 3A
5113HI1CMEHI1

1>•• f)111e171l!1p,t 9,t4()'fI
Unlver s1ttl.tUHofe ..or
& Manager

91000 Skopje
Krste Mlslrkov b.b.

091·361659
091-116000

ur.llt1Illa! ......~ """"-.1
lIt'f ilia, ~~~

~
......~ N. Ro""kl 3,"'"

•~" 91000 Skopje
091-256228

, 091-361659



LETTER

nHCMOTO rH perym'ipa O,QHOCHT8 Mefy Jl.enOBHHT8 napTHI;"!':)H. T8Kcr01
BQ nHCMûTO BapHpa BO 3aBHCHOCT Oll. aKTyenHHoT nOGon: peKTl3Ma­
UHH, ce pa36Hpa, nOI1HaKY ce m1UJYBaaT on nopalKH, nOHy.of1, ûIlOM8­
HH I1m'! H8Kûj llpyr BH,Q nl1CMa. 3a pa311I-iKa 0):\ npj.-'flaTHHH I1HCMa

$opMala Kaj O$HuHjamHiTe m'1CMa e CTaHJlap.Q~' ,1.. THe Mopa Aa
CO.apH<8T OJlpe.ae~t MHHHMYM HHq,OpM3UHH:

nHCMO

~ 1111 1111 : l J

111111 : '. III l
11.lltlL,

11 11
Il l l
J

1 a.apeca t-l8 HcnpaKa4ûT
2 lIaTYM
3 anpeca Ha npl1MallOT
4 npel1M8T
506paK3t-b8
6 TeKCT Ha nHCMOTO

BQB8.aeH .lien

uen
3aBpW8H Jl.en

7 n03.npae
8 nOTnHC

9 np~'1nor

~1eIlQBHI1Te m1CMa MQJKaT ,aa co.npJi<ar H ,aP) ri nQ,aaTOUH KJKO

10 T8nerpaepCKa a,npeca
11 ôPOj Ha T8Jl8<lJaKc
12 6aHKOBHa SPCt<a
13 pe4>epeHT

nO,aaTOUHTe Oll 10.no 13 MOJi<aT ,lla crojaT li co ~eMa /J.ony Ha MeMO­
paHAYMOT.
Cnope.ll BaJi<e4KHTe craHllapllH 3a nl-HllysaH,e ni ( MO ce KopHCTaT
nHCTOBH co q,opMaT A4 (210 x 297 M~).
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ADDRESS OF SENDER

AlIpecaT8 Ha HcnpaK840T Haj48cro e OTn848TeH8 Ha M8MopaH.o.y·
MOT. Bo AenOSH8Ta KopeCnOH.l18HUHja 11M3 ,lle3 BH.o.a M8MopaH.aYMa:
TeceH H WHpOK. TeCHHOT M8MOpaH.l1YM on4laK3 27 MM 0.0. llHC101,
WHpOKHOT 45 MM. Bo cnY4aj .LIa He pacnon8rar8 co M8MopaH.o.YM,
a.opecaTa ce nHWYBa Ha cn8.o.HHOB H8LH1H:

1 Name, surname/Name of firm
2 Number, street
3 Place, post-code

Y111H 8KO HcnpaK840T e co HaY4HH THTynH H aKa.o.8MCKH 3eaH>a:

1 Title, name surname/name of firm
2 Post office box numberlstreet number, street
3 Place, post-code

DATE

.QaTYMOT ce nHwyea BO ropHHoT .o.eC8H aron Ha llHCTOT Ha HtlBO Ha
np8HOT pen OA 8.o.pecaTa Ha npHM840T, HToa no cn8.o.HHOB pella­
cn8.o. HeapHjaHTH:

1 Place, day, month, year
2 Skopje, 15.03.1993/93
3 Skopje, 15th March 1993/93

1 January, February, March, April, May, June, July, August, Septem·
ber, October, November, De-?ember.

ADDRESS OF RECEIVER

AQpecaTa Ha npHMa40T ce nHwyea Ha neBara cTpaHa oA nHCTor. 3a
3/.l.peCaTa Ha npHMa40T HMa HeKonKY eapHjaHTH:

nHwyeaTe o4>HUHjanHo nHCMO AO onpe,l1eneHO nHue.

A.IlPECA HA I1CnPAKA40T

1 VlMe, npe311M8 1HM8 Ha $l1pMaTa
2 YnHua, 6poj
3 KapaKTepl1CTI148H 6poj, M8CTO

1AKa,aeMCKO 3B31-b8, HM8, np83HM8/I1M8 Ha 4:l1pMaTa
2 nOWT8HCKH 4>ax 6poj 1ynHua, 6poj
3 KapaKT8pl1CTI148H 6poj, M8CTO

.IlATYM

1 M8cro, .ll8H, M8C8U, rO,llHHa
2 CKonje, 15.03.1993/93
3 CKonje, 15. MapT 1993/93

1 JaHyapH, <p8epyapH, MapT, anpHn, Maj, jYHH, jynH, aBrYCT, C8nr8M·
epH,OKTOMBpH,H08MSpH,A8K8MBpH

A.IlPECA HA npI1MA40T



1 Title
2 Academie title, name surname
3 Street number, street/Post office box number
4 Place, post-code
5 Country

nl-1WYBajre o$l-1ul-1janHo nl-1CMO AO onpelleneHa <p~1pMa

1 Name of firm
2 Street number, street/Post office box number
3 Place, post-code
4 Country

nl-1WYBajTe nl1CMO,aO 11I1Ue epa60r8HO BO onp8,aeneHa $l1pMa.

1 Name of firm
2 For the attention of Mr/Ms/Mrs/Miss surname
3 Street number, street
4 Place, post-code

Bo CHTe Bapl1jaHTH Hanpe,a npe.o. I1M8TO MO>tŒ Aa ce nOtlan8 npeAllO­
rOT

1 For/To
2 Mr/Ms/Miss/Mrs(name) surname
3 Street number, street
4 Place, post-code

SUBJECT

npe.o.MeT ce nl1wyea no.a a.apecaTa Ha npl-1Ma40T. TYKa BO HajKyca
<POpM3 ce coonwTyaa 3a WTO cTaHyea 360p eo nl1CMoro. npe.aMe­
TOT BCYWHOCT npeTcraeyea KpaTKa <popMa Ha Co.ap>t<I1HaTa Ha nl1­
CMoro. Bo npe.aMeroT Mo>t<ar .aa cTojaT cne.o.HI-1Be <p0pMynaUI1I-1:

1 Otier for ...
2 En~r~iry about priees
3 Order for ..
40rder
5 Confirmation of arder

1 06paKal-be/rl-1'ryna
2 AKa.aeMcKo 38,1H.>û, I-1Me, npe3HMc
3 YJ1l.1Ua, 6poj / nOLllTCHCKH <pax 6poj
4 KapaKTepHCrl148H 6poj. MeCTO
53eMja

1 HMe Ha <pl-1pMara
2 Ynl-1ua, 6poj / nOWTeHCKH <pax 6poj
3 KapaKTepHCHt4eH 6poj, Mecro
43eMja

1 V1Me Ha $HpMara
2 nH4HO Ha r-H/r-a/r-ua npe3HMe
3 Ynl1ua, 6poj
4 KapaKTepHcrH4eH 6poj, Mecro

1 Ao
2 r-H/r-a/r-ua (I-1Me) npe3HMe
3 Ynl1ua, 6poj
4 KapaKT8pHcHI48H 6poj. Mecro

nPEJlMET

1 nOHy.aa 3a..
2 6apal-b8 U8HI1
3 nOpa4Ka Ha..
4 nOpa4Ka
5 nOTBp.o.ye3t-be nopa4Ka



6 Delivery date of..
7 Agreeing terms of credit
8 Complaint
9 Request for...

MODES OF ADDRESS

HMa paSHH $OpMH sa 06paKaH>e BO saBHCHOCT OA Toa AO Koro Hno
KOj nOBO.ll ce o6paKaMe.
AKO He SH e nosHaTO HM8TO Ha l1HU8TO AO K08 ce 06paKaTe, ce yno­
Tpe6YBa YHHBepsanHaTa $opMa:

1 Ladies and gentlemen

AKO CTe CHrypHI1 AeKa nI-1UaTa AO KOI1 ce 06paÎ<aTe ce )t<eHH Hl1H
Ma>t<H ce KOpl1CTaT cneuHjanHH $OpMH:

2 Ladies
3 Gentlemen

AKO nl-1wyeaTe O$l-1uHjanHo n!'1CMO AO nl-1ue 4H8 I-1M8 SI1 e n03Haro:

4 Mr (surname)
5 Ms (surname)

AKO 81-1 8 n03HaTo aKa.ll8MCKOTO se8H>8 MO>t<eT8 Aa ce 06paTI-1Te Ha
cneAHHoe HallHH:

6 Professor ... (surname)
7 Professor.. ,(surname)
8 Professor...
9 Professor

,no nl-1ua KOH pa60TaT Ba HCTa 06naCT MOJt<eT8 na ce o6panne.

10 Dear colleagues

nHwyeaT8 npHBaTHO nHCMO AO nHue co K08 .llo6po ce n03Ha88:;~.

1.1 Oear Ms".(surname)
12 Qear Mr. .. (surname)

6 POK Ha \-1cnopak8 3,1
7 OTBOpal-be f!1,pellIITl--18
8 PeKnaM8ul1ja
9 Mon6a 30. ..

OI:iPAKAfhE

1 nOllHTYB8HI111awl H rocnOl\(1

2 n04HTYB8IH111<:HAI-i
3 n04HT'IB3IH1 rocnon8

4 n04HTYBaH rocnOJ1.\1H .. (l1pe3HMe)
5 n04HTYBa~18 rocnora ... (npe3HMe)

6 n04HTYBml rocnO/HIH npo4Jecop.. (npe3I1Me)
7 n04HTYBaHa rOGnOra npo4Jecop .. (npe3HMe)
8 n04HTyeaH rOGflOnHH npo4Jecop..
9 n04HTYB3H8 rocnora npo4Jecop

10 ,nparl1 KOneWKH H K0J18rH

11 .Qpara rocnora .. (npe3HM8)
12 ,Qpar rOCnO.LI~H ,,(npe3HM8)



13 Dear ,.(name)
14 Dear .. (name)

THE BODY OF THE LETIER

no BOS8JlHHOT n03.opaB cn8.oH rnaSHHOT T8KCT Ha nHCMOTO LUTO
Haj4ecTo C8 COCTOH 0.0 .osa AO TpH Aena. BOBe.oHHOT Aen 3an04HY­
Ba eJleH JlO .LlBa peAa nOA BOB8AHHOT n03JlpaB, a npBHOT peA Mo»<e
Aa n04HYBa OJl caMaTa neBa MaprHHa HnH Jla 6H.o8 BOBfl848H 5.ao
10 n03HUHH.

FORMULAS FOR ENDING

T8KCTOT Ha nHCMOTO 33BpWYBa co cne.oHHBe $OPMf1:

1 Thank you
2 Thank you very much
3 With thanks in advance
4 With many 1tlanks for your prompt answer
5 Thank you in advance for your efforts
6 Thank you for your consideration
7 We look forward ta your positive response
8 We hope that you agree
9 We await your confirmation
10 We hope that you'lI be able ta meet our requirements
11 We look forward to further cooperation with you
12 We look forward to our continuing successful cooperation
13 To further cooperation
14 To our further successful cooperation
15 We look forward to future cooperation
16 Please confirm receit
17 Please let us know as soon as possible
I~ Please let us know as soon as possible
19 We look forward to your prompt answer and to our cooperation
20 We would be very grateful if you would let us know
21 We would be delighted to be of help
22 We hope to be of service
<~,~j ;"\;~lïi tl;'1" ;.'\1\1 '''''1· ~'frther information with pleasure
24 y.,'Q tlOpl':! that this !ntufill3tion will be of use

13 Apara (HMe)
14 Apar (HMe)

TEKCT HA mlCMOTO

3ABPWHH <l>OPMH

1 6narOAapaM
2 6narOJlapaM MHory
3 O.aHanpeJl 6naro.oapaM MHory/cp.o.84HO 6naro.oapaM
4 6narOJlapaM MHory 3a BawHoT 6P3 o.o.rosop
5 O.LIHanpeA BH 6narOJlapaM 3a BawHTe YCHn6H
6 BI1 6narOAapaM 3a BHHMaH118TO
7 Ke Hé 113paJlYBa BawHOT, ce Ha.neBaMe, n03HTHB8H oAroBOp
8 Ce Ha.LI8BaMe A8Ka CTe cornaCHH co Toa
9 ro o4eKYB3Me BaweTO nOTBPJlYBal-b8
10 Ce Ha.o8BaM8 .n8Ka K8 OJlfOBOpHTe Ha HaWHT8 }/{8n6H
11 C8 pa.LIYBaMe Ha HaTaMOWHHTe .o06pH .l\8nOBHH KOHTaKTH
12 Ce pa.nyBaMe Ha KOHTHHYHpaHa, ycnewHa copa60TKa
13 3a HaTaMOWHa .n06pa copa60TKa
14 3a HaraMoulHa ycn8wHa pa60Ta
15 Ce pa.nYBaM8 Ha HJlHaT3 copa60rKa
16 nOTBp.l\8re ro npH8Mor
17 Be MonaM, HH$OpMHpajT8 Hè 6P30
18 Be MonHM8 6p30.na Hè HH$OpMHpare
19 Ce HaA8BaMe Ha BaWHOT CKOp8UJ8H OArOBOp H Ha A06pa copa-

60rKa
20 Ke BH 6HJl8Me MHory 6naro.aapHH 3a 8awHT8 HH$opMaUHH
21 Ml1no Ke HI1 611Jl8 aKO 811 611.l\8Me o.a Kopl1Cr
22 Ce Ha,aeBaMe .aeKa MO»ŒM8.L1a BH nOMorH8M8
23 Co 3a.nOBonCTBO BH Cr0l1M8 Ha pacnonaral-b8 co nOHaraMOwHH

HH$opMaUHI1
24 Ce Ha.a8BaM8 ,a8Ka OBH8 HH$opMaUHH K8 BH KopHCTaT



FINAL GREETINGS

BO o$l-1uHjanHHT8 nHCMa ce ynorpe6ysaar cne/.lHHS8 eapl1jaTHH:

1 Sincerely yours
2 Yours sincerely
3 Yours faithfully
4 Faithfully yours
5 With our sincere greetings
6 With best wishes
7 Yours truly
8 Yours

SIGNATURE

,QenOBHHTe nHCMa 3aepwyeaar co nOTnHC Ha HcnpaK84DT. 3a ceoe­
pallHHor nOTnHC no,Q n03.apaeûT ce OCTaeaar rpH Cn060/.lHH pella.
no npaBI-1110 nOrnl1C01 CO.aP»U1 rpH O,QHOCHn ,ae8 en8MeHTa:

1 Personal signature
2 Title, surname, type writtenl

Title, surname, type written
3 Position

ü4>l1uHjanHHT8 nHCMa WTO He ce nOTm1waHH ceoepa4HO rH no­
nHwyea .apyro onOflHOMOWTeHO m'lUe. 3a T88 uen ce KopHcraT cn8A­
HI1S8 Kpar8HKH:

1 (Signed) Dunn
2 on behalf of
310r
4 p.p.
5 Confirmed by

Example 1
1 (signature)
2 Prof,Dimitrija Gacov Ph.D
3 Head of Department

n03.QPABH

1 npHjaTeflcKH n03.apaB11
2 Co npHjaTencKH n03.apaB
3 Co npHjaTencKH n03.llpaBH
4 Co CPlle4eH n03.apaB
5 Co cp.ae4HH n03JJ.paBH
6 Co Haj.u06pH >t<en6H
7 Co n04HT
8 MHory n0311paBH

nOTnHC

1 CBoepa4eH nOTnHC
2 AKaAeMCKO 3Bafbe, npe3HMe, nHWYBaHO Ha MaWHHa/ AKalieMCKO

3Bat-be, npe3HMe, nHWYBaHO Ha MawHHa
34lYHKllHja

1 (nOTnHWaH) .QaH
2 no Hallor
30nonHOMowTeH
4 per procura
5 3a T04HOCTa TBPlll-1

npHMep 1
1 (nOTnHC)
2 npOtt>.A-p .QHMHTpl-1ja rauos
3 Wett> Ha KaTellpa



LETIER OF ENQUIRY / 6APAfhE

6apal-be ce nHWYS3 3a.a.a ce .a.o6Hjar nOHYAH Hapa OCHOS3 Ha noro­
neM 6poj nOHY,[H1 ce npaBH nOTeceH H36op. V1Ma ABa BH,lla 6apal-b3:
anWHl HcneuHjanHH. OnwToTo 6apal-b8 HMa 33 uen .a.a ce Ao6He
onWT nperneA 38 crOKaTa 1'11111 yenyn'1Te Ha nOHYAysa40T.
6apar8,lla 811 I1cnpaTH np0cneKH1, Kar8no3H Hm1,lla Be nOC8111 nper­
CTaBHHKOT.

Wro rpe6a ,[la CO.aP»U1 fE:Hepal1Horo 6apal-be?
1 AApeca
2,ElarYM
3 npe.aMer
406paKafbe
5 KaKO e BocnocraaeH npBHOT KOHTaKT co $HpMara
6 VlH$OpM8UHOHeH M8repHjan: KaranD311, npocneKTH, U8HOBHHK,

YC1108H
7 VlHTepec 33 Aonrop04Ha copa60TKa
85narOAapHocT
9 n03.D.paa

Co cneUl1janHoro 6apal-b8 ce HH$opMHpar8 38 DApe.a.8Ha crOKa Hm1
ycnyra. 3a Aa .o.061-18r8 npeUI13HH nOHY,!J.1-1 Tpe6a .aa COCraBI1Te Hnpe­
Ul-13HO 6apal-b8. nOKpaj onwnn8 8n8MeHTH cneUHjanHoTo 6apal-be
Tpe6a Aa COAP}/{H T04eH Onl-1C Ha 6apaHaTa CTOKa KaKO Ha npHMep:

6 KOJ1l-14HHa, KBanHT8T, 6oja, ycnoBH Ha nnaKal-be, pOK Ha HcnopaKa,
ueHOBHHK 3a pe3epBHH AenOBH, cepBHCHpal-be HcnH4HO.

Mackay and Parrish Ud
12 Upper Parade
Ashtead
Surrey
KT223 AG

Plastart ltd
24 Regency Row
London
E59LR

28th October 19..

Dear Sirs,

We understand that you are manufacturers of carri~r bags a~~ would
be grateful if you would send us samples of the vaflOUS qu~II~les, sty­
les and sizes and let us have an estimate of the costs of prlntlng .
50,000 bags on bath sides in one colour only from artwork supplled.

Would you please also give us an indication of the delivery time trom
receipt of artwork.

Yours faithfully

G.Green



LETIER OF OFFER 1nOHYJJ.A

~oHy.aa MOX\8 Aa ce HcnpaTI1 683 npeTxOAHû 6o.parbe AO 11oTeHUH­
J8nHHOT napTHep, HO MOJtŒ Aa ce lIocr8BH H Ha H8rOBO 6ap~Hhe. He·
Ma HeKN1 noce6HH npOrH1CH aaKQ rpe6a,/:la ~t3rne.ua nOHYA3ra, HO
rpe6a.na 61-1Jte Ao6po OCMticn8H8. 5apaHara nOHy.a8 solie-iled offer
rpe6a.aa oArosopH 104HO Ha YC11081118 Ha napTHepor, .nOAeKa nOHY­
lIaTa 683 npeTXOAHû 6apal-b8 unselolicited otfer rpe6a Ila t)H.ae npe­
Ul-13Ha H ceonlPaTH8 TaKa WTO Ke .0 .3a.aOBonH HHTepecoT ria
napTHepoT.,

Wro rpe6a.o.a COnpl'HH nOHy.aara?
1Aapeca
2,QarYM
3 6poj Ha nOHytlara (Kaj noroneMH lfH1pMH)
406paKaH>e
5 BOB8Jl

Kaj 6apaHara nOHYlla 6narO.llapHOCT 38 HHTepeCOT Ha napTH8­
POT, Kaj nOHY1l8r8 683 npeTXûJlHû 6apaH,e nOrpe6HJ 8 BOB8,QHa
pe48HI1Ua WTO K8 ro no6YJlH HHTep3COT Ha nap1HepOT.

6 ,QeranHH no.a.3rOUH 33 BHAor, KB3flHTeTor, KonWIHH3r3, UeH3ra Ha
CTOKara HYCfloBHTe

7 POK Ha nOHYAara
8 OrpaHH4yaal-be Ha nOHy.a.ara

nOHy.nara 6e3 orpaHH4yaaH:>e UenOCHO ro 06afByna nOHYAYBa40r,

g,QecTHHaUHja
10 YcnOBH Ha nnaKal-be
11 YCJlOBH Ha HcnopaKa
12 npHJ10r

Decora Continental Kitchens
9 Bakers Aow
Warlingham
Surrey CA3 5LA

Dear... ,

Thank you for your enquiry. 1have pleasure in enclosing your free Con­
tinental Kitchen brochure.

As you will see, Decora Kitchens are available in a wide range of exci·
ting colours and designs. Though superbly made by craftsmen using
the finest materials, Decora kitchens are surprisingty reasonable in pri·
ce.

However we feel one of the most important aspects of Decora Kit·
chens is that we as manufacturers help Vou plan your own unique kit­
chen, quote you a total priee and once this is agreed our highly skilled
team install your kitchen quickly, cleanly and efficiently at no extra
cast.

Whatever the size and shape ot your present kitchen and whatever pro­
blems your think you may have, our consultant will be happy ta give
you advice and plan your kitchen trce of charge as weil as providing a
quotation.

We have asked our consultant. Mr.D.Corator, ta visit you when he is
next in your area, whictl will place you under no obligation as his servi·
ces are absolutely free.

Yours sincerely

Jane Grant
Managing Director



LETTER OF OROER / nOPA4KA

nOpa4KHT8 Tpe6a Aa 611AaT jacHH H33.l1a He .l\ojA8.aD He.aopa36Hpa­
H>8 rpe6a Aa ce KopHcraT nOAarOUHT8 OA nOHy.aaT3,
WTO Tpe6a Aa COIlP>t<H nopa4Kara?

1 T048H no.a8TOK Ha Kaj ce nOBHKYBa nopa4KaTa (nOHYAa CA ..)
206paKalbe
3 6naro.aapHOCT 33 nOHYAara
4 Tl-mH4HH H3pa3H 33 nopa4Ka
5. TOl.ieH onHC Ha crOKaTa

VlMe H 6poj Ha npOAYKTûT, KBamneT, 6oja, lIJ1M8H3HH.
6 KOJ1l.14HHa

7 naKYBat-b8
8 WeHa
9 POl< Ha HcnopaKa
10 n03.l1paB

Jones and Cooper ltd
Marlborough Raad
Leicester
Leicestershire
LES 3AT

19th March 19

J.Brooks Esq
Sales Manager
The Midland Wine Shippers ltd
Bentley Raad
Birmingham 84 5TG

Dear Mr Brooks,

Please supply the following cases of wine to our shop at 3 Burton La·
ne, Leicester, Carriage Paid:

Quantity .. .. Description

NEVER SAY'" CANT'

HJ1KOiAW HE BEf7J1 "HE MO>KAM"

100 cases Westfield Character Vintage Port
200 cases St Louis French White Table Wine
250 cases .. St Louis French Red Table Wine

50 cases Franco Balla Frascati
25 cases. von Bilderling Liebfraumilch 1978

ln accordance with your quotalion date 14th March 19, reterence Sa·
les/DW. Priees ta include delivery.
Delivery: one week tram receipt of arder.
Packages: charged extra but credited in full on return.
Terms: 2 1/2 % cash discount.

Yours sincerely

J.W.Maynard



CONTRACT/~orOBOp

.J:lorosopOT rpe6a,Qa COllp>t<H uenOC8H om1C Ha noroaopHHûT npe.a·
Mer. One 611THI1 eneMeHTI1 rpe6a AB 6H.aar BHeC8HI1 80 H8rO.

illTO rpe6a AB CO.ap»<H e.neH .aorosop?

1 Y1M8 H a.LIpeca Ha napTHepHT8
2 36opOT CONTRACT BO n048TOKOT Ha r8KCTaT
3 np8.llM8r Ha .LlOrOBOpOT
4 Ke81UiT8r'Ha .ooroaopHl1ûT npetlM8r
5 Keaunn8r
6 WeHa
7 Pa6aT
8 TPOWOUH 33 naKyaal-b8
9 YcnOBI1 Ha HcnopaKa
10 POK Ha HcnopaK8
11 YCll0BH Ha nn8K81-b8
12 rapaHuHja
13 npaaû Ha conCTB8HOCT
14.Qecn1HaUHja
15 HaAne>t<eH oya
16 ,QarYM Ha CKnY4yeal-b8 Ha tlOrOBOpOT

IF ROCKEFELLER CAN
SOCANYOU

AKO MO>KE POKcPEflEP
MO>KETE J1 BJ1E

CONTRACT

made on between

MAKEDONIJA TABAK Export-Imporl, Skopje hereinafter refered to as
the Buyer and
hereinafter refered to as the Seller.

The Seller agrees 10 selilo the Buyer and the Buyer agrees 10 purcha·
se from the Seller the acoustics hereunder described, within the periad
starting ...and ending ..

Subject of the contract
Purchase and selling of the goods hereunder described:
Quantity Model Unit price Amount

Packing
Packing should be in standard factory export packing.

Delivery
Prompt delivery, starting ...

Shipping terms
C & F - Skopje, by truck.

Payment
Payment will be covered by a letter of credit, payable against presenta­
tion of documents stated in the respective letter of credit. _

Other clauses
The Seller defivers of the invoiced value under this Contract in finished
products without payrnent for servicing and repairing of the goods wi­
thin the Guarantee period.
It must be stated in the invoice that these products are free of charge.

Arbitration
ln case of dispute, the contracting parties shall try to settle the dispute
by reaching a point of agreement.
If they fail to reach the agreement, the respective dispute shall be se­
tlled by application of the Swiss Substantive Law under jurisdiction of
the International Court in Geneve.

Effectiveness of the contract
This contract becomes effective upon its signing by the bath contrac­
ting parties. This copyract is made in 6 (six) equal copies, 3(three) co­
pies per each contracting party.
Skopje, January 11, 19..

THE BUYER THE SELLER



LETIER ACKNOWLEDGING OROER
nOTBP.!lVBAI-bE nOPAl·IKA

BO cne.aHHB8 cnY4aH ce npenopa4yea.!la ce Hcnpanl nOTsp.ayaal-b8
Ha nopa4Kara:
1 Ce pa6on1 38 HOB napTHep KûMY Tpe6a nOCe6HO.LIa MY ce 3a6na·

rOllapl-1 aa, H8rOB8r8 nopa4Ka.
2 06pa6oTK8r8 Ha nopa4Kar8 rpae nO.ll.onra apeM8.
3 napTHepOT caKa HcnopaKar8.!1a 6H.!I8 no Hcr8KûT Ha nO,llonr pOK.
4 napTHepOT HHCHCHlpa Ha nOTBp.aye81-b8 Ha nopa4Kara
5 AKû napTHepOT nopa4Kara He ja Hcnpanm BQ nHCM8H8 4>opMa, TY'

KY no reneepOH.
6 Kaj cnû6ûAHHT8 nOHY,llH nopa4KaTa craHys8 06apCKa JlYPH no nOT­

ep.ayeal-b8 Ha nopa4Kar8.

Wro rpe6a .lia COtlP>t<H nOTSp.LIye8t-b8TO Ha nopal.U<8ra?
1AApeca
2 ):laTYM
3 ,QarYM Ha nopa4Kar8 (Ba npeAM8rûT)
406paKafbe
5 5naro.aapHOCT 38 nopa4Kara
6 Ysepye81-b8 BO H3Be.o.6ara Ha nopa4Kar8
7 Om1e Ha .aoroeopeHara crOK8
8 POK Ha I-lCnOpaKa
9 TpaHcnopT
10 3al-lHTepeCI-lpaHOCT 3a HaTaMOWHa copa60TKa
11 n03.o.pas

Bannister and Hyde ltd
(DispJay Equipment)
Sparkbrook Len
Birmingham 865JJ
8th January 19..

J.Parker Esq
Midland Packaging Co
7 Weston Place
Birmingham B4 3HB

Dear Mr Parker,

Your order number 7046/81

, 1would Iike ta thank you for your recent arder for 100 leaflet dispen­
sers in brown plastic.

Vour arder is scheduled for dispatch du ring the week commencing
19th May. If your goods have not arrived within seventeen days of that
date please notify us immediately so we can investigate the matter
with the road transport company.

As you are in this area. you may prefer to collect your order yoursel·
ves. If sa please telephone our Dispatch Department on Birmingham
00000. It would help if you could quote our reference ta them.

Please check that your order is undamaged as we cannat accept
daims for damaged stock alter 28 days.

1do hope the leaflet dispensers will meet wilh your approval and that
they will give you every satisfaction.

Yours truly

C.Bush
Sales Manager



LEHER REFUSAL OF OROER
O,Q6I1BAI-bE nOPA4KI1

ParKO ce cnY4YBa nopa4Kara.aa He ce npl-1$an1, KaKQ Ha npHMep
at<O e nopa48HO 683 npeTXO.llHa nOHYAa HflH 8KO nOHy.aar8 e 683 06·
speKa I1fl"l neK nOMHH8n Hej3HHHor P0f<. nopa4KH no m14Ha nOHY.lIa
HflH n~HY.lla co 06epCK8 He CMee .aa ce oa6H8.

WTO rpe6a .l'la CO.o.p>t<11 o.a6HBa~eTO 1i8 nopa4Kara?

1A~peca
2 AaTYM
3 .llarYM Ha nopa4K8
406paKaH>e
5 npeaM8r Ha nopa4Kara co r048H onl1c
6 }f{an81i>8 L1JTO He MOH<e.aa ce peam13Hpa nopa4KaY8
7 AprYM8HHl 3a o.a6HBat-b8
8 YK8n<YB81-b8 Ha .apyrH M01t<.HOCTH I1fll1 HQsa nOllY.ll8

9 Yeepye81-b8 BO 6PS8 H CHrYPHa 113Be.a6a Ha HOB8ra nopa41<a
tO nOMpaB

A ROLLING STONE
GATHERS NO MOSS

KAMEHOT WTO CE TPKAflA
HEC/JAKAMOB

BAXTER & TIBBlE l TD
72 Regent's Valley
Greenwich
London SE 10 6 RS

A.Howi'lrd FurnÎshing Ud
21 Tulsa Avenue
Folkestone
Kent F03 1 EN

24111 May 19..

Oee.r Sirs.

We thank you for your order No.123193 of 20 May but are sorry to in­
form you that il is no! possible for us ta accept it.

Although our faclories are vwrking overlime, the demand of laIe has
been 50 greal thal 'Ive cannai promise delivery in the near future,

As scon as condilions improve, we shall be pleased to let you know.

Yours fJlhfully,

for BAXTER & TIBBlE LTD



LETTER CANCELLATION OF OROER
OTKAH<YBAI-bE nOPA4KH

nOpa4KI1Te Mo>t<aT Aa ce OTKaJt<aT 80 nocne,aHa MI-iHYTa. nperno­
CTasHa 38 Toa e, ce paa6l1pa, napTHepOT ,[la ce H3BeCTH npeA Aa
npHCTHrHe nopa4KaTa Hl1H BQ HelO speM8 co Hea. 3a OTKa3H ce KO­
pHCTaT 6P3HT8 T8n8KûMYHHKalll10HH MO>t<HOCTH: T8nerpaMa, Te118KC

Hm1 TenecpaKC. nOpa4KaTa MOme A3 ce QTKa>t<.8 H no 18118$OH, HO BO

TOj cnY4aj Tene<t>ûHCKHûT OTKa3 rpe6a.na ce nOTBptH1 H BD m1CM8Ha
q,opMa.

WTO rpe6a,[la CO.ap>t<H OTKa>t<yeal-b8To Ha nopa4KaTa?

1 All.peca
2 AaTYM
3 ,QaTYM/6poj Ha nopa4KaTa
406paKafbe
5 nOBHKYBal-b8 Ha T8nerpa4>cKHûT Hm1 reJlecpûHCKHûT orK33
6 >t<an81-b8 38 OTKaH<3HaTa nopa4K3
7 5naro.aapHOCT 33 npl1ep3Kal-b8 ~ia OTK8aOT

8 Mon6a 38 nHCM8Hû nOTspAYBal-be
9 n03ApaB

BAXTER & TIBBLE LTD
72 Regent's Valley
Greenwich
London SE 1Ü 6 RS

A.Howard Furnishing Ltd
21 Tulsa Avenue
Folkestone
Kent fü3 1 EH

2üth May 19..

Dear Sirs,

Order No.

We should like to draw your attention to our letter of 15 May informing
you that our Order No ... .is being placed on condition that an imporl 1'1­
cence is granted.

As we have now been informed by our authorities that no further licen­
ces can be issued, we are sarry to ask you to cancel our arder. We re­
gret the inconvenience we may have caused you.

MONEY
MAKES
THEWORLD
GO ROUND

--~~nAPHTE
BflAfjEAT
co
CBETOT

Yourd';fa~hfully,
for BAXTER & TIBBLE LTD

B.Moy
Accountant



LETTER OF COMPLAINT
PEKnAMAUI1JA

PeKnaM8Ul-U1 ce nOTpe6HH aKû e,aeH 0.0 .aenOBHfiT8 napTHepl-1 He ce
cornaCYB8 CO ycnyrar8 111111 co HcnopaK3Ta Ha .opyn10T. PeKnaMaUH­
jara Mûlt<e.na ce coonWHl YCHû 11111-1 BO nHCM8Ha $opMa. GenaK ce
npenOpÇl'-lYBa nl1CM8Hara $opMa WTO K8 ce KopHcnl KaKO .nOKYM8HT

BO 8B8HTyanHHoT CYACKI1 cnop.

WTO rpe6a.na CO.llP}tU1 eAHa peKnaMaul1ja?

1 AApeca
2,QarYM
3 ,QarYM Ha nOpa'-lKa

,QarYM/6poj Ha HcnopaKa
T048H Onl-1C Ha CTOIŒra 1-11111 ycnyrara .

406paKaH>e
5 T048H om1C Ha H8.L\OCTaTOKQT: K0J1H4HH8, BH.ll, K8amner
6 BawH men6H 1'11111 npe.llfl03H Ha JlI1q:,epaHTûT

npOMeHa: OTKa}/{YBaI-b8 Ha .QorOBopor/
HaManyeat-t>e: 6apal-b8 pa6aT/
3aM8Ha: peKJlaMl1paHa co KBam-n8TH8 CTOKal
Owr8ra: caMO Kara rapaHn1Pa J1H$epaHTOr

7 Mon6a 38 H3BPWYBl-b8
8 nû3ApaB

M.Bannister and Co.lId.,
8annister Works,
Garrick Lane,
East Finchley,
London, N2 1HC

16th June 19..

J,Rossiter Esq
Lamptons lId
Lamptons lndustrial Estate
Chiswick
London W4 1Bl

Dear Sirs,

Our order No.P439

We understand from our foreman who inspected the batch of blankets
which we received from Vou last week that they were of a much poorer
quality than your usual supply.

We are returning one of these blankets together with one from a pre­
vious order so that Vou may compare. The latest batch is a shade dar­
ker in colour as weil as being inferior in quality.

Woufd Vou please let us have your report as saon as possible.

Yours faithfully,
for M.Bannister and Co.lId.

D.lngram



LETTER REPLYING Ta COMPLAINT
o,urOBOP HA PEKnAMAUHJA

Ha peKnaMauHja MO>t<8.na ce o.arOBOpl-1 Ha rpH HallHHH:
1 PeKnaMauHjaTa ce npH4>aK3 KaKO onpae.aaH3 Hce HcnOflHysa 6a·

pa!"b8rû Ha napTH8por: npOMeHa, HaManyeal-b8, 3aM8Ha Hm1 OWT8­
Ta.

2 PeKnaMauHjaT3 ce npH<paK3 KaKO .a8nYMHû onpae,llaHa. napTHe­
pOT npe.llnara coo,oB8THO pew8HH8.

3 PeKn3MauHjaTa ce OM8ra 33 H80npas.naHa. Taa ce o.n6HBa 1-1111-1
naK ce npH4>aKa DA APyrl-1 npH4HHH KaKO flH4HH Hm1 nOBHCOKH

onwT8CTB8HH HHTepeCH.
npe.a.na ro HcnpaTHT8 o.arosopOT craBeTe ce BO HerOBa cl-1TyauHja.
Kal<û K8 pean1pa napTH8pOT?

WTO Tpe6a.o.a co,np>K1-1 ûll.r080pOT Ha peKflaMaUHjaTa?
1!\apeca
2 ~aTYM

3 nO.ll3rûK 33 peK1l3MHpaHaTa npaTKa
AaTYM Ha peKnaMaul-1jara

406paKaH>e
5 npeû ce HaB8AyeaaT 104KI118 80 KOH ce cornacyeaT8 co napTH8­

pOT
6 nosropysaH>e 3a HOj HeAocrarOH ce pa6on1 no MHc.neH>e Ha nap·

rHepor
7 Baw 06jeHrHseH cras KOH peHnaMauHjara
8 npH$aKaH>e >Ken6Hre Ha naprHepor/

6apaH>e APyro peweHHe
9 Vl3sHHysaH>e (eseHryanHO)
10 n03Apas

10 r04KH 3a KOH Tpe6a Aa SOAHre CM eTKa BO OArOBopOT Ha peK
naMaUHjaTa:

1 ü6jeHTHBHO MHCJleH>e: nOKa>KeTe MY Ha napTHepOT AeKa cepH03­
HO ja CBaKare HerOBara peKnaMaUHja. nOBropeTe ja COAP>KHHara
Ha peHnaMauHjaTa CO 8awH 36opOBH. He HaBnerysajTe Ba Hepe·
anHH 3a6eneWHH.

2 MaHH$eCTHpajre pa36HpaH>e 3a cHTyauHjaTa Ha napTHepOT.
3 Harnacere AeKa ce pa60TH 3a eAHHcrBeH cnY4aj. norceTeTe Ha

Ao6pHTe AenOSHH KOHTaKTH.

Suntan Sunglasses L1d
7 Lower Road
Crawley
West Sussex
RH117SX

Saville's Chemists L1d
1 Park Road
Carnbr"ldge
CB43AD

6th May 19.

Dear Sirs,

Vour order 8.45/82

Thank you for your letter of 4 th May about the sung lasses you have or··
dered. 1 am very sorry to say there have been a number of problems
with the manufacturer of these sunglasses and at the moment we are
unable ta supply your order. Of course we are very anxious to have the
sunglasses on the market for the summer season and are doing everty­
thing we can ta obtain supplies of them as quickly as possible.

Nevertheless we will fully understand it if you feel compelled ta cancel
your order. May we suggest you wait until the end of May and we will
let you know the postition then. In the meantime we will continue to
put pressure on the manufaclurers.

Yours faithfully,

Sales Director



4 AKO napTHepOT 80 peKnaManHjaTa HMa n088K8 TOLJKf1, Toraw ce
npenopa4ysa.aa OAHTe T041<3 no T04Ka. Ha n04eTOKC'r Oll
BaweTo nHCMO CTa8eTe rH npso T04KHT8 BO 1<OH ce cOrJlacYB<:lTe
co napTHepOT.

5 flpy1t<8T8 MY M01t<HOCT Ha napTHepOT .aa ro H3Mefm C80eTO MHcn8­
fbe.

B He .oaBajT8 ·'coBen!".
7 fosopeTe co ja3HKûT Ha napTH8pOT. Mo>t<e.na ce aprYMeHTHpa co

CTPY4HO 3HaeH>e.
8 Ü6H.o8Te te 800nWTeHO Aa ro 06jacHHT8 nOrp8UJHOTO 0IlH8CYBa­

H>e Ha napTHepOT Ha npHMep fieCOOJJ.s8THHOT TpeTMaH Ha C10Ka­
ra. 3a6en8wKH MO}f{aT JJ.a C8 Y13HeCa'r HHHAHpeKTHo

9 YWTe npf1 rlHwysaH>8rO MHcnHT8 Ha peaKuHjaT3 Ha napTHepor: Ka­
KO K8 ro npHMH osa nHCMO? Wro K8 cropH? 33npawajr8 ce: 'Ka­
KO jac 6H pearHpan Ha osa m1CMO?"

10 Pa3MHcner8 WTO BH e nosa>t<HO BO roj cnY4aj: JJ.a HMaT8 npaso
HnH.aa ro 3allp>t<HT8 napTHepoT?

TlME /5 MONEY

BPEMETO E nAPJ1

Lamptons Url
Larnplons Industrial Estate
Chiswick
London
W41 BL

M.Bannister and Co,Ud ..
8annister Works,
Garrick Lane.
East Finchley,
London,
N21 He

181h June 19..

Dear Sirs,

Your arder No. P 439

We are very sarry ta learn from your letter of 161h June that Vou are
not satisfied with the batch of blankets we sent you on 10th June. We
are very concerned but nevertheless pleased thal Vou have raised Ihis
matter wilh us.

As YOlJ know, we have be2n stocking these parlicular blankets for so­
rne years now, They arc very longlasting and represenl good value for
money and it is very unfor\unale that Ihe lasl batch did nol come up 10
the usual high qualily and that Ihe dye used appears la be of a diffe­
rent shade.

We have taken the malter up with the manufacturers and are sure that
in future they will supply only blankels 01 top qualily.

Meanwhile please accepl our apologies for Ihe inconvenience you ha·
ve been caused.

Yours lailhfully,

J.Fbssiter
Manager



LETTER OF REMINDER / OnOMEHA

HajnpBHH KymYPHO ce norc8rysa napTHepOT Ha 06spCKara: Toa
MQ>+Œ 8J:lHOCTaBHo.aa 6HA8 KOnHja Ha q,aKTypara. AKû napTHepOT
He pean1pa TO~allJ Cnelll1 onOM8Ha. nocne H8KOJlKY onOM8HH, aKQ
napTHepOT He Ja H3BpW~1 06BpCK8ra, npeAM8rûT ce npe.aasa Ha aA­
80K8r. HeMa H8KûH noce6HH npaBHna 33 COtlpif<HHara Ha onOM8H3­
ra. Cn1Jl?T Ke 38SHCH 0,(1 O.o.HOCHT8 Ha .nenOBHHT8 napTHepl-1.

Wro rpe6a Jla COllP»<H npsûrû nOTc8ryeal-be?

1 Omie Ha Hcnopa4aHara CTOKa Hm1 Ha ycnyr8ra
206paKafbe
3 6narOllapHOCT 38 nopa4K3r8
4 KymYPHO norceryeal-b8 Ha 06spCKara
5 n03Jlpae

Wro rpe6a,[la co.ap>t<!1 enHa onOM8Ha?
1 OnHC Ha Hcnopa4aHara CTûl<a I-1m1 Ha ycnyra
206paK81-b8
3 bnaro.napHOCT 38 nopa4Kar8
4 ,QarYM Ha M8MopaHllYMûT, .aarYM Ha epal<Typara
5 fby6e3Ho, HO jacHo 6apali>e 3a nnaKali>e
6 POK.aO KOj Tpe6a.aa npHCTHrHaT napHTe
7 n03.apas

•

BAXTER & TIBBLE LTD
72 Regent's Valley
Greenwich
London SE10 6RS

01-6920000
24th May 19..

AHoward Furnishing ltd
21 Tulsa Avenue
Folkestone
Kent f03 1EH

Dear Sirs,

We are extremely concerned that you have not replied to our letters of
the 14th and 24 th April regarding our oulstanding account for 105.41
which was due on 31st March. It is only because we value your good·
will that we have not referred the malter to our debt collectors. If, how­
ever, you do not settle the account within seven days, we
shall'reluctantly have to do so.

Vours faithfully,
for BAXTER & TIBBLE LTD

B.May
Accountant



TELEGRAMS

TenerpaMara nperCr3SYBa MHHHnl1CMO. Ce em1MI-HH1paar OHI-18 118110­
BH 0,[1. pe1l8HHuar3 KOI1 H8M33T MaKCHM3flHa COJJ.pit<.HHCKa Spe.llHOCT
H HHBHara 8J1HMI-IHallHja He npe4H Ha 811H03Ha4HOTO TûflKysal-b8 Ha

r8KCTOT. TeKClûl ce nHUJysa Ha cneuHjanHI1 <popMynapH. Bo rop­
HHOT tleJl 0.0. <popMynapor ce m1WYBa a.apecara Ha npHM34ûT, noroa
cnenH r8KCTOT H .l10JlY ce nl1wysa 3JlpeC3r3 Ha I-1CnpaK340T. Kara
npaKar8 r8flerpaM3 rpe6a.aa rH HM3r8 npeJlBI1A cn8nHI1B8 oc06e­
Hocne
1 TenerpaM3r3 e MI·1HI1T8KCT

2 Q:lOpMynapoT ce nOn0J1HYS3 caMO co rOn8MH 6YK811
3 He ce nHwysa3r HHTepnYHKlH1CKH 3HaUH
4 Em1MHH31..\I1ja Ha m1 t lHH H npHCBojHH J3MeHKI1, onpe.o8n8H 11 Heo­

npe.aeneH 4J18H, nOMOWHI1 rnarOJlH, npHflû31-1, npe.llfl031-1, CBp3HHUH

11 napTI1Kym1
5 TenerpaM3r3 3a,nomKHTenHO ce nOTm1wYBa

Example 1

1 ARRIVAL TUESAY 14.20
TINA

2 ARRIVE AIRPORT 20.40
TANJA

3 SEND NEW CATALOGUES
TREND

TELEX

TeneKCOT K3KO MOAepHo KOMYHHKallHoHo cpeAcTBo, BCYWHOCT,
npeTcTaBYB3 e.neH BH.n KOM6HHallHja o.n nHCMO H Tene4>oHcKH pa3ro­
BOp. npHMa40T co TeneKCOT HM3 B palle nHCMeH AOKYMeHT H Be.n­
Haw MOH<e Aa MY o.nrOBOpH Ha Hcnpali:a40T. E 6P3 H $neKCH6HfleH:
nopaK;J,Ta MOH<e Aa ce OT4YK3 npeTXO,llHO H nOToa.na ce nYWTH HnH
ee,llHalU,lla ce npeHece HH$OpM3uHjaTa. TeneKCOT j3 HMa, pe4HCH,
HCTaTa CTpYKTypa KaKO H nHCMOTO. Bo MefyHapO,llHaTa TeneKc-KoMY­
HHKa:.:,I1ja ce KopHCTaT cTaH.nap.o.HH KpaTeHHH.

TEnErPAMA

IF Y~U HAVE FRIENDS
Y~U WILL HAVE MONU

AKO J1MA1E rJPJ1JATEJ7J1
KE J1MATE J1 rJAPJ1

npHMep 1

, np~CmrHY8AcbE BTOPHHK 1420
TYiH/\

2 np~CTW'AM AEPO!.iPOM 20.40
TNbA

3 Mon~ME HOB~ npocnEI<TH
TPEH~

TEnEKC



Table of international abbriviation Ta6ena Ha MefyHapollHll KpaTeHKH

1 ABS
2 BK
3CFM
4COL

5CRV
6 DER
7 DER MOM

8 OF
9DIF
10 EEE
11 FIN
12 FIN?
13GA
141NF

15 MNS
16MOM
17 MOM
18 MUT
19 NA
20NC
21 NCH
22 NP
23 NR
240CC
25 OK
26 P or 0
27 PPR
280GA
2900K
30 R
31 RAP
32 RPT
33 RPT AA
34 RPT AB
35 RPT ALL
36 RPTWA

Participant absent
End
Please confirm
l'm repeating/Repeat parts of message necessary
for comparison
How do you receive
Interruptions
There are interruptions, do not switch off, l'II check
the connec1ion
You're in contact wi1h the user wanted
Another, different
Wrong code
End
End of message?
You can begin transmitting
At the moment there's no connection with the user.
Please cali Information

Minutes
Please wait
Please wait, 1have a problem with the paper
Creased
No connection with this user permitted
At the moment there's no free line
The telex number of the user has changed
The required persan is not or is no longer a user
Give me your number/my number is...
The user wanted or aillines are engaged
O.K./Agreed
Please end transmission
Paper
May 1transmit
OK./Agreed
Received
l'II redial you
Please repeatll'm repeating
RPT is after..
RPT is before...
Repetition of the entire message
Repetition of the word following ..

1 Y4eCHHKOT OTCycTsysa
2 npeKHHysaM
3 nûTBp.ll8Te MonaM
4 n08TOPvsaM/n08TopeTe lIellOBH ûtl. flOp8K3T3 nOTpe6HH 3a cno-

pea6a
5 KaKO ppMIVIaTe
6l-1M3 npe4KH

71-1M<.l npe4kH, HG :1(;KJ1Y'~YB3jTe, Ke ja nposepllMe spCKaTa
88118 Cie BO KOHTmn :~O 6apm-IHo: YllûCHI1K
9 ,Qpyr, pa3JH14e1-t
10 norpelJJeH 3HJK
11 Kpaj
12 Jlaml 3aSpUH1 coonWT8HI18TO
13 MO>«ûTe JW n04HeTe co npcHOCOT
14 MûMeHTHo tWMa fJPCfW co Y4ecHI1KOT. jJ88Te ce Ha I1HepopMatlH~1

15MI1Hynl
16 lleKajTe MOM1M
171.IeKajTe MOn<lM, HMaM np06n8~J1 co :\opTHj<:na
183ry>«sDHo

19 He e 1I03s0neHa spcKa co 000) Y4GCHHK
20 Ba MOMeHTOT HeMa cn060llHJ nMHltja
21 6pOjOT fW TeneKCOl Ha Y4eCHI1HOT e npoMeHer
22 6apaHHûT He e ~1f1H nOBef'C He e yqecmtK
23 JJ.ajTe ra Baw~oT 6poj/Mojor 6poj e...
24 6apaHHoT Y4eCHHK 11J1!1 C~ITe n~!HHfj ce 3JcpaTCHI-1
250K/cornaceH
26 rlpeKftHeTe ra npeHocûT MonaM
27 XapTHja
28 Mome nH .aa npellasaM
2901</CornaceH
30 np~1MeHO

31 nûtHopHO Ke Be 61tpaM
32 nOBTopeTe MonaM/nooTopY133M
33 pnT cè no..
34 pnT cè rlp\:lLl ..
35 nOflTopyaafbe Ha uenOTO coomUTeHHe

36 nOBTOpYBatbe Ha 360p no..



37 RPT WB
38 SVP
39 TAX
40 TEST
41 nmu
42 TRP
43W
44WRU
45WTH
46 YNR·
47+?
48+ -t-

Repetition of the ward belorejpreceeding
Please
How much is the tax/Ttle tax is ..
Send text please
Vou're cQnnectecl with an International Telex Center
Telex
WOld/words
Who are Vou
t'm wailing
Which telex nurnber do you have
l've finished transmission, Yau may nOVl iransmit
End of information exchange

37 nOBTOPYBaf-b€ Ha 360p npCL\ ..
38 MonaM
39 KonKaBa e T8KcaTa/T3Kcara It3Hecys3...
40 npaTeTe T8er MonBM
41 nûSp3aHH CTe co Mer'yHopot\eH T8nCl{C uCHTap
42 TeneKc
4336opJ36opOBI1
44 Koj CTe SHe
45 YeKaM
46 Koj 6poj Ha TeneKcoT I-1M8,Te
47 3aBpWl--1B co npeHocoT. Cer-a MO>-t\8T8 Bl--1e JJ,3 8MHTYElare
48 Kpaj Ha HHcpopMaUI10HJTa p8.3MeHa

rloKpaj I-1HTepH8.UHûHanHHTe BO ynoTpe6a ce Hflpyrl-1 TeneKG KpaTeH'
KH Ha aHrIHICK~l ja3HK

Table oi English abbreviations Ta6en3 Ha aHrm-1CIH1 KpaTCHKI--1

1G.8.
2UX
3MON
4 TUE
5 WED
6 THU
'1 FRI
8 SAT
9 SUN

Great Britain
United Kingdom
Monday
Tu€sday
Wednesday
Thufsday
Friday
Saturday
Sunday

1 Senl1Ka 5PI--1T3I,11ja
2 06e.oHHeTO KpanCTBO (I\HrnHja. Senc. WKOTCKa YI CelJepHa Y1pcKa)
3 nûHe.oenHHK
4 BTOpHI--1K

5 Cpe.aa
6 lleTBpTOK
7 neToK

8 Ca60Ta
9 He.aena



PRONUNCIATION 1 113rOBOP

Osne Ke ni nperCraBI1Me caMO OHYle rJlaCQBH WTa ce HapaKTepl1­
CTI14HI138 ,lHrm1CKllOT ja3l1K. rlpHToa ce KOpfiCTM KOMnpOMf1CH8

rpaHCKpHnlH1ja co 4f1ja nOMOW Mo>+<ar ~a ce apnlKym1paaT aHrMl­
CKI-1Te rnaC,)BI1 npam1nHO.

Vowels

(b) jU3HKOT Me{y 386mc ... f{,}KO BO: the, this, wilh

ce H3rOBapa(3)
she, show, shoe

(s) K3KO M3KelloHcKoTO (UJ) ... K8f\0 BO:

(z) KaKO (3) . K3KO 80 :Ihese,

(1) .. KaKO MaKe.n.OHCKOTO (>1<) .. ....... K<lKO 80', pleasure, mcasuro

(c). KaKO (4) . . K8KO BO: cheek, chair

(dl). KaKO (U). .. K3KO BO: June, garage

(og). (H) ce H3rOBapa H33aJlHO K3KO
sing, drink, young

e.aeH rJlac . ....... l<aKO 80'

(a:)
(ae)

(a)

(i:)
(i)

(0:)

(u:)
(u)
(e:)
le)

l\Ûnr ûTSopeH BOHan " KaKO BO: arm, car, dark
OTBopeH BOHan, yer8Ta 38 {al .KaKO BO: bad, hat, lamb
ce H3roBapa (e)
KparûK BOHan, ce H3rOBapa ..... 1<8KO 80: cul, cup, but,
IWHO MaKe.aOHCKOTO (a)
.LIonr BOHan.. .. 1<8KO Ba: free, she, key
KparûK BOHan, yer8T8 38 (e) K3KO Ba: it, sit, his, is
ce H3rOBapa (fi)
.L\onr BOHan, nOOTBûpeH Karw BO: door, broad, barn
OA MaKe,l\OHCKOTO (al
.oonr BOHan.. .. " K8KO BO: you, do, too
KparûK BOHan.. ."" 1<81<0 BO: put, book, good
AûJlr BOKan.. . " KaKO BO: learn
KpaToK BOKan.. .. " .. KaKO BO: man, butter, the
BO HeHarnacefH1 CJlOrOEH1

Diphtongs ,O,HQHOH3H

(ai)
(au)
loi)
(ei)
(ou)
li')
(e.)
(u a)

Consonats KOHcoHaHTH

............... KaKO BO: time, side, buy
................... KaKO BO: COW, now, house
.............. ,,,,,.KaKO BO: boy, toy, employ
...... ,.... " ...... KaKO BO: say, they, eight

........ K3KO BO: home, stone, go
............... ,KaKO BO: here, near, beer

. KaKO BO: hair, chair, there
........... ," .... KaKO BO: cure, sure, pure

(G) BpeOT OA ja311KoT Mery KaKO BO: three, think,
3a6HTe H ce HarOBapa (c)

(w) YCTaTa 3a (y) ce H3rOBapa ....... KaKO BO: week, we, where
CJleAHHOT BOKan
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