MCKycCTBO
nepennckin
C pabotopatenem

B nocnepgHue rogbl pekpyTepbl BCe Yallle COBETYIOT KaHAMAaTaM Nucatb NPobHble, CONPOBOAUTENbHbIE,
6narofapCTBEHHbIE, peKOMeHZaTeNIbHble 1 UHble MCbMAa, YTOObI NpUBReYb paboToaaTens Ha CBOK CTOPO-
HY WA YCUNUTD BreYaT/ieHWe OT BCTPEeUH, LMBUM30BaHHO NOAAepKaTb UM 3aBepLUNTb C HUM OTHOLLEHMS.
Takas nepenucka NpPUHATa Y UHOCTPAHHbIX paboToaaTtenell U couckaTenei n HaumHaeT 6biTb NONyAsAPHON
B POCCMINCKOW AeNoBOW cpee.

1. Mpo6Hoe nucbmo (prospecting letter)

BbiBaeT, UTO BaM CTafla MHTEpecHa paboTa B KOMMAHUW, KOTOpasA He AaeT 0ObABNEHWI O BaKaHCUSAX.
OpHako Bbl MpeAnosaraete, YTo NO3ULUMK MO Ballei CneunanbHOCTU U chepe MHTepecoB MOryT ObiTb
OTKPbITbI CENYAC UM OTKPOITCA BCKOPE NGO MPOCTO XOTUTE HaNTAAUTb OTHOLLEHUA C TeM, YTOObl Y3HaTb
0 BO3MOXHOCTSIX COTPyAHMYeCcTBa. Toraa Bbl NuweTe NPo6HOE NMUCbMO C NPEAIoKEHNEM O BO3MOXHOM
coTpyaHunYecTBe (prospecting letter).

370 OobpalleHne Hafo afpecoBaTb BalleMy NOTeHLUMaNbHOMY HaHUMATEN!O.

Ecnn Bawe nucbMo HEOXMIAHHO A5 afpecaTa, C NePBbIX CTPOYEK NPUBIEKMTE €r0 BHUMaHME:

B yKa)kuTe Crnocob, C MOMOLLbI0 KOTOPOTO Bbl y3HaNM 06 3TOM BakaHCUW, OyAib TO OTKPbITbIE NCTOYHUKN
VNV UMA YeNoBEKa,

B ynomAHUTe 0 AeATeNnbHOCTU paboToaaTens, KoTopasa Bac 3avHTepecoBasa Kak npeamert Ballen byay-
Lien gesTenbHoOCTH,

B oTMeTbTe COGCTBEHHbIE JOCTUXKEHWA (HanprMep, AOKNaf, VHTEpHaTypy, paboTy u T. A.), KoTopble
CBA3aHbl C JeATENbHOCTHIO KOMMaHMM 1 MOTYT NOKa3aTbCA el UHTEPECHbIMU. YNOMAHKTE O CBOEM CTaTyce
(paboTaeTe, 3akaHuUMBaeTe By3, MlleTe paboTy) 1 3akoHUMTe ab3aL, nepeuncieHnem o6a3aHHOCTEN, B KOTO-
PbiX Bbl 0COGEHHO GniecTsALle ceba NPoABUN.

B ocHOBHOW YacTn Nncbma:

B MOoKaXuTe, UTo Bbl NMPEKPaCcHO NMOHMMAETe, Kakre 06513aHHOCTI BaM NPUETCA BbINOMHATb B TOW chepe,
KOTOPYIO Bbl YNIOMAHYNN,

B nepeyncnnTe KauyecTsa, HeobxoaMMble Ans NofgobHol paboTbl, 1 caenaiTe ynop Ha obnagaHny Bamu
OnbITa, HABbIKOB U MOPasibHbIX MNO3ULNMIA, TPeOYOLWMXCA AN JOCTMKEHUA ycnexa. Hu B koem cnyyae He yrno-
MUHaliTe O KauecTBax, KOTOPbIM Bbl He cooTBeTcTBYeTe! ECnn Bbl He 061afjaeTe OMNbITOM HEMOCPEACTBEHHO B
3TON chepe, roBOpPUTE O HaBbIKaX 1 YMEHUAX, MPUOBPETEHHbIX BaMM B APYrix chepax, KoTopble MOryT ObiTb
nepeHeceHbl (MCMosIb30BaHbl) B 0651aCTb Ballel MOTeHUManbHOM AesTeNbHOCTH.

B 3aTem BbiGepuTE BaLly CaMyl0 CUSIbHYIO CTOPOHY, 06pa3oBaHMe UK OMbIT, Y MPUCOBOKYNUTE 3TO
K Hanbonee BaKHbIM KayecTBaMm, YNOMAHYTbIM BaMu B Npeabiayliem npeanoxeHuun. B 3akniwoyeHve
ab3aua cTouT ynoMAHYTb 06 yBEPEeHHOCTH, YTO Habop BalIMX KauyecTB MOMOKET BaM MPUHECTW BbIroAy
paboTtopaTenio.
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CnegylowWwum Warom coobumte paboTopaTento, UTo Bbl OUYEHb 3aMHTEPECOBaHbI B MHTEPBbIO MO MOBOAY
No60ro cBO6OAHOIO WIIN OXKMAAEMOrO MECTa, KOTOPOE BaM MOAXOANT, U:

B pacckaxuTe 0 CBOEM pe3iome, MOACHASA KaXKAbl APKUIA SMM304 B 06paTHOM XPOHOOTMYECKOM NopAL-
Ke, UToObl MOAYEPKHYTb [OCTOUHCTBA,

B naiite cBON TenedOHHbIN HOMEP 1 NPEeASIOXKUTE HauaTb C MHTEPBbIO MO TenledoHY, 0CO6eHHO ecn Bbl
XKVBETE B APYrom ropoge,

B ecnv B GnivpKalillee BpeMs MiaHUpyeTe cneuranbHO NpuexaTth U ceivyac 3aHATbl COCTaBieHneM rpadu-
Ka cobecefjoBaHWI, CKaXknTe UM 06 STOM NPAMO 1 He 3abybTe OTMETUTD, UTO Bbl 06A3aTeNbHO yBeoMUTE
1x 3abnaroBpemMeHHoO Mo TenepoHy 1 cornacyete TOUHOE BPeMS BaLLEro BM3uWTa.

B 3aknoueHvie nobnarogapuTe 3a BHYMaHMWe K Ballemy NicbMy v NepcoHe.

Mpumep

Ms. Brenda Winters
Public Relations Manager

Dear Ms. Winters,

The recent Wall Street Journal article concerning your new line of products and upcoming expansion piqued my
interest in your company. This must be an exciting time for your department and I wish to inquire about openings. I
believe I have the qualities and qualifications to be an effective part of your team.

I will be graduating from Loyola University New Orleans in May with a degree in communications concentrating in
public relations. In many of my courses I worked with a team to develop comprehensive public relations strategies for a
variety of projects. In addition to my coursework, I gained media relations and research experience through my intern-
ships at the Denton Corporation and Benton & Sutherland. Additionally, I worked this past summer for the National
Education Foundation, assuming responsibility for media relations for a variety of fund-raising events. These courses
and experiences have provided me with an excellent foundation for a career in public relations.

My resume is enclosed for your consideration. I will be in New York during the week of my Spring Break (March
10-17), and would like the opportunity to discuss further the qualifications outlined on my enclosed resume. I will call
you in two weeks to discuss a date and time convenient for you.

Sincerely,
Sonny M. Redmond

2. ConpoBopguTtenbHoe nucbmo (Cover letter)

B Kpur3unc, Korga Ha XopoLLyto BaKaHCUIO OTKIIMKaeTCA Cpasy Macca JOCTOMHbIX JIofel, F[paMOTHOe Comnpo-
BOAUTENbHOE NNCbMO (Ha aHrnunckom — Cover Ietter) CTano npocTo HeO6X0}ZlI/IMO. Ero uenb — 006bACHUTb
HR-MeHe,mKepy, noyemy Bbl BbiCblJlaeTe CBOE pe3toMe Ha BakaHCUIO B }J,aHHOVI KOMMNaHWW, N YKa3aTb, KakaA
nHbOopMaLMa U3 pe3tome AeMOHCTPUPYET, YTO Bbl MOAXOAALMIA KaHAMAAT Ha 3Ty NO3MLUUIO.

Ymenoe ncnonb3oBaHue CconpoBOAUTENBbHOIO NMCbMa NpefoCcTaBnAeT KaHAnAaTy pAag npenmyLecTB:

M Pesiome - <<I'Ipe3EHTaL|I/IOHHbII7I MmaTepuan», KOTOprI7I Bbl BbICblJ1aeTe B A€CATKU KoMnaHun. B conposo-
AUNTENbHOM NMNUCbME MOXHO yKa3aTb NMPUYKHbI, N0 KOTOPbIM Bbl o6pau4aeTer MMEHHO K AaHHOMY pa60To-
[aTtento, U To, YeM BacC npuBnekaeT OTKPbITaA BaKaHCUA.

] rpaMOTHO COoCTaB/ieHHOE conpoBoAUTENbHOE NMNCbMO NMOMOXET BalleMy pe3tomMme BblAeNnTbCA B Macce
ApYrvx obpaLleHunit, exXefHEBHO MOJTyYaeMblX COTPYAHMKaMM CyObl nepcoHana. C TOYKM 3peHuns Kagpo-
BUKa, BCe pe3loMe, fAaxKe CaMble «MpaBuJibHble», BbIrMAOAT CTaHAAPTHO, a BOT ,D,OCTOVIHOE conposognTenb-
HO€ NMNCbMO — ABNeHNE, N3 pAAa BOH BbiXoAALlee.



B Xopoluee conpoBoanTenbHOe NMCbMO Cpa3y NoKa3blBaeT CreunanucTy no nepcoHasny Balln HaBbIKM
NMNCbMEHHOV KOMMYHVKALIML, KOTOPble CErofHsA BaXXHbl MPaKTUUeCKy Ans noboi paboTbl. OHO Takxe Ciy-
XKUT CBUIETENIbCTBOM BbICOKOW KyNbTYpbl OOLEHUA 1 MPU3HAKOM 3HAHUS [eNIOBOT0 3TMKETA.

Bawe conpoBoauTenbHoOe NUCbMO He AO0MKHO 6bITb ANMHHEE CTPaHWLbl (BKOYAA KOHTAKTbI), MO3TOMY
6ynbTe KpaTKu U eMKU 1 MPpUAepKNBaTeCh CefyioLlei CTPYKTYpbi:

1. BcTynneHvie copepXXut NpuBeTCTBrE, 0603HAYaeT UHTEPECYIOLLYI0 Bac NMO3ULMI0 U CBEAEHUS O TOM,
OTKyAa Bbl O Hell y3Hanu (U3 peknamHoro o6bABNEHNA B MeYaTHOM M3AaHWM, Ha UHTepHeT-caiTe 1 T.4.).
3pecb TakKe HYXKHO Coo6WMTL Lienb NMcbMa U 3anHTepecoBaTh agpecata. [1o BO3MOXHOCTH, agpecyiite
CBOE COMPOBOAUTENbHOE MUCbMO He 6E3NMKOMY «MeHe[Kepy Mo NepCcoHany», a KOHKPETHOMY COTpya-
HUKY KOMMaHUN — MeHeXepy/ONPeKTopy No nepcoHany nin pykosogutento. KoHTakTHyto nHbopmaumio
3TVX COTPYAHMKOB YaCTO MOXHO HalTV Ha KOPMOPaTMBHOM CaliTe UM y3HaTb Y CeKpeTaps, MO3BOHMB MO
obulemy TenedoHy KomnaHuu. PyKoBoauTeny 3TOro ypoBHA MONYYaloT AECATKUA HEHYXKHbIX PeKnaMHbIX
NoC/IaHWI, U NepCoHanbHOe obpalleHe OTAENNT Balle NociaHne oT MopsA cnama.

2. OCHOBHas YacTb NUCbMa NpefCcTaBnseT coboil 060CHOBAHME Ballero »eflaHus paboTatb 1 CTPOUTb
Kapbepy MMEHHO B 3TOM KoMnaHuu. Jlyylumnin cnocob npriBneyb BHUMaHWE 1 MHTEpeC KafpoBuKa — npo-
[EeMOHCTPUPOBAaTb CBOE 3HaHWe BM3Heca KOMMaHuK, ee AOCTUXEHWI U cTpaTernyecknx uenei. Mostomy
cobepuTe nHdopmaLmio o pabotopatene yepes MHTepHeT nnm CMU 1 npumeHunTe B 060CHOBaHME CBOEN
NMoMe3HOCTU AJIA KOMMaHWUY Ha JJaHHOW JOMKHOCTU. Micnonb3ys nonyyeHHble cBefleHus1, 0ObsACHNTe cneuu-
anucTy no nogbopy nepcoHana, noyemy Bbl XoTenn 66l paboTaTb MMEHHO B 3TO KOMMaHMW Ha KOHKPETHOA
LOMKHOCTN.

Mepeuncnute 3gecb e NpodeccroHanbHble 1 NINYHbIE KauecTBa, KOTopble [AeNaloT Bac MNOAXOAALVM
KaHAMAaToOM Ha 3Ty NO3uUUMIo, NPUBeAMTE NOoKa3aTeNbHble NpuMepbl U3 CBoero npodeccnoHanbHoro («Ha
npegplgylem mecte paboTbl MHe y[anoch...») 1iav y4yebHoro onbita.

MokaxunTe, MoYeMy 1 Kak Bbl CMOCOGHbI PeLmnTb Te 3aflaun, KOTopble KOMMaHWA CTaBUT Nepea KaHauaa-
TOM Ha BaKaHTHYIO JOMKHOCTb. [TofyepKHMTE Hanuume y BacC KauyecTB Y YMEHWN, YKa3aHHbIX B BakKaHCWW.
Ecnu Bbl NoKa He o6n1afiaeTe onbITOM PaboTbl MO CNeLManbHOCTY, MOAUYEPKHUTE, KaKMe NTMYHbIE KauecTBa 1
3HaHVA NO3BONAT BaM A0OUTbCA ycnexa Ha 3TOM MonpuLye.

Mpn 3ToM BO3AEPXKUTECH OT TOro, YTOObI NMepeckasbiBaTb MHGOPMALMIO U3 pPe3toMe UK NeTb ANMHHble
XBasiebHble oAbl KoMMnaHUW. He BrnaganTe B HehpOpPMasbHbIA TOH — 3TO AENOBOE MUCbMO. 3aTO BMOJHE
MOXeTe NPOAEMOHCTPUPOBATb MPAMOTHOCTb peyn, cBOOOAHOE BrafleHre aHINACKUM A3bIKOM (eCni 3TO
YMECTHO) U YMEHWE JOHOCUTb CBOM MbIC/I YBaXKUTENbHO, YETKO U APKO. [laiiTe paboToaaTtenio NprymHbI,
Mo KOTOPbIM OH 3aX0oyeT MO3BOHUTb BaM M MPUIMIAcUTb Ha MHTEPBbIO (MUYHYIO BCTpeuy).

3. 3ak/ntoyeHne onucbiBaeT Ball crefylowuii war (Hanprumep, Bbl obellaeTe MO3BOHUTb agpecaty
yepes HeCKONbKO AHeN, UToObl Y3HaTb pe3ynbTaTbl PaCCMOTPEHUS pe3ioMe), MOATBEP)KAAET Ballly Halle-
NEHHOCTb Ha pe3ynbTaT 1 3aMHTepPeCcoBaHHOCTb B paboTe. 3aecb YMeCTHO nobnarofaputb agpecara 3a
Bpems, MOTPayeHHOe Ha UYTeHVe Ballero MociaHuA, U yKasaTb nepeyeHb MpunaraemblX AOKYMEHTOB,
eC/n OH eCTb. 3aTem cfieflyeT Balla NOANUCh C KOHTaKTHON nHbopmauunen u, ecnv Heo6Xxo[Mmo, NoAxo-
OAWMM BpeMeHeM AN cBsA3W. [nA 3aBeplueHna NMcbMa NCnonb3yinte 060poTbl «C yBaxeHnem» unu «C
HaVNyYLWNMN NOXENAHUAMU»,

MpaBuna opopmneHNA cCONPOBOANTENbHbIX MMCEM NMPOCTbI:

TeKcT fonXeH ObITb He ANMHHee cTpaHuLbl. KpaTKoCTb — cecTpa TanaHTa. McbMo fOMKHO 6bITb rpaMoT-
HbIM, MO3TOMY Nepeq OTNPaBKOM NPOBEPbTE MUCbMO Ha rpaMMaTUYecKne, CUHTaKCMYecKe n CTUINCTY-
yeckre owmnbku. Ecnu Bbl BbiCbiNaeTe NUCbMO Mo e-mail, nomecTute ero B Tene NcbMa, He NCMONb3yiTe
npucoeanHeHHble dalnbl (aTTaumeHTbl). PacneyataHHoe NMcbMO nopaBaiiTe paboTopatento Ha bGymare
Xopoluero Kayectsa 1 popmata A4. Nopgasalite NMMCbMO BMECTE C pe3tome.
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MpuyMepbl yaauHbIX CONPOBOAUTENBbHbIX NUCEM
ConpoBoguTenbHOE NMCbMO MOJIOAOrO0 cneynannucra

Mocksa, yn. CamoTteyHas, 13
JupexTopy no nepconany kommanuu « TTT»
Kosanesoit A.M.

YBaxkaemas AHHa MuxaiisoBHa, Buepa Ha caitre www. TTT st mpounTan 06bsAB/IeH1e 0 TporpaMMe Habopa MOOABIX
crienyanucTos B Baury kommanuio. OyH 13 MOMX Ipy3eli IO MHCTUTYTY CTaKMPOBAJICA U Terepb paboTaeT y Bac. OH
BBICOKO OT3bIBACTCA O KOMIIAHUM U €€ OTHOLIECHNI K MOJIOABIM CII€MAaINCTaM.

ST cooTBEeTCTBYI0 Tpe6GOBaHMAM /I y4acTUA B HaHHON mporpamme. O6ydenne Ha Kadenpe mapkerunra «['Y-
BeIcItIeit IKO/IBI SKOHOMMUKID» Ja/I0 MHe HeO0OXOfIMble 3HAHNS B 00/1aCTV MapKeTIHTa 11 (PMHAHCOB, KOTOPBIE 5T MOTY
YCIIEIHO MPUMEeHNUTD B Bamreit kommanuu. B 2007 1. s mpoliesn IeTHIOK CTaXXMPOBKY B OTHe/Ie MapKeTIHTa GUPMBbI
JSC, e ocBowI 6a30Bble HABBIKY MAapKETO/MIOTa-IIPAKTIKA 11 03HAKOMIICS €O crierudukoit Bammeit orpacin. B 2008
I. A4 B TedeHUe Mecsla ctaxuposancs JIongoHe B komnanuy RNB, rie momyunn nepsbiit mpodeccuoHanbHbIIL OIBIT
" OBIT OTMeYeH PYKOBOJICTBOM.

ITo okoHYaHMM By3a A TBEPAO PELI pabOTaTh B MY/IbTMHALOHAIbHON KOMIIAHUY U IO Pe3y/IbTaTaM aHa/lIn3a
poiaka FMCG kpaiiHe 3arHTepecoBaH B paboTe B Baleit 6bICTpOpa3BMBaioLieiics M TBOPYECKOI KOMITAHNIAL.

ST xopolIo B1ajiel0 KOMIIbIOTEPOM, CBOOOIHO FOBOPIO 1 MUITY HA aHITIMIICKOM A3BIKe, MIMEI0 BOJUTENbCKIE IpaBa
kareropun "B", o6ydaem, MHUIIMATIBEH U KPeaTHBEH.

3apanee 6marojapro Bac 3a paccMoTpeHuMe Moeil KaHAMAATYpPBI UIsL YyYacTHs B IIporpamMme Habopa MOJIOABIX
CIIeMannucToB.

OXO0THO OTBeYy Ha Bce Bamy BOIpocs o Tenedony 8-903-*** ¢ X,
C yBaxxeHnew, VBan ViBanos

[Tpunoxenne:
B Pesrome
B PekoMeHpaTebHBIE TMCHhMA — 2 IIIT.

ConpoBoauTenbHOe NMCbMO CreluanincTa c onbiTom pa6oTbl
YBarkaeMble TOCITOfIa,

Ha Bamem caiite s mpoumtan MHPOPMALMIO O TOM, 4TO B Bameil KOMIAHMM eCThb BaKaHCHMM B OOmacTu
HaJIOT000/I0KEeHNAL.

MeHs mMHTepecyeT BaKaHCKsA HA/JOTOBOTO KOHCYIbTAHTA, TaK KaK 9TO ABIAETCA Hambolee MHTEPECHON s
MeH:A chepoit geaTenbHOCTH. S 06/mafato Iy60KMY 3HaHMAMM POCCUIICKOI HAaOTOBOI CUCTEMBI ¥ POCCUIICKOTO
6yXranTepckoro ydyera.

Y MeHs ecTb YCIIeNIHBIN IPAKTUYECKNUI OIBIT pa3pelleHNs PasIMYHbIX BOIIPOCOB C 1Ie/IbI0 IIPEOJI0/IeHNs TeX MU
MHBIX HAJIOTOBBIX ITPo6/1eM. OTBIT pabOTHI MHE YjalOCh COYETATD C YCIEIIHOI HayIHOII [IesITeIbHOCTHIO — 3allMIeHa
KaHJMIaTCKasA DUCCEPTALVA IO BOIIPOCAM HAa/lOrOOOIOKeHMA OIIAThl TPYHA, a TaKXKe OIMYO/IMKOBaHbI CTaThM IO
BOIIPOCAM HAJIOT000/IOKEHISI ¥ OYXTalnTepPCKOro ydeTa.

MouM npuopuTeToM Ha 6/yDKalilne IATH JIeT ABIAETCA IepCIeKTUBHasA paboTa B cepe HalIOrooOIOKeHNA B
KPYTIHOJM KOMITAaHUN.

bnaropmapro Bac 3a paccMoTpeHume Moeit KaHAM#aTypbl. Byay npusHareneH 3a OTKIMK M HIpUITIALIEHME Ha
cobecenoBanue B ygobHoe it Bac Bpemst.

C yBaxennewm, VIBan VIBaHOB
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KommeHTapum TatbsAaHbl HUKUTUHOWM, CTapluero cneyuanucra

oTaena no nog6opy nepcoHana komnaHum PricewaterhouseCoopers:

B CymmmnpoBaH OMbIT, KOTOPbIA NOKa3blBaeT, MOYEMy COMCKaTesb

ABNIAETCA XOPOLUUM KaHAMAATOM Ha BakaHCUVM B YKa3aHHOI obnactu.

B YKasaH onbIT B 0651aCTV HayYHOWN AeATENbHOCTY, KOTOPbI OTHOCUTCA K BaKaHCUAM.
B [TCbMO NTAKOHNYHOE, HO MPY 3TOM COLEPXKUT BCIO BaXKHYO MHPOpMaLuio.

B BexnuBaa ¢opma 3aBepLIeHNa NMcbMa.

ConpoBoauTenbHOe NMCbMO MOJIOAOrO creyuanncra
To Whom It May Concern,

I would like to express my interest in a full-time position at stuff within PricewaterhousCoopers. I have learnt a lot
about PricewaterhousCoopers before, and this announcement has captured my attention. I am last year student of
Finance Academy under the Government of the Russian Federation. I specialize in Finance & Banking with the major
in Property valuation. I am currently searching for an opportunity to start a career within large consulting company.

I expect that my educational background and interpersonal skills excellent match with your requirements. I would
like to be part of a reputable and worldwide organization such as PricewaterhouseCoopers.

Education in Finance enables me to treat with different aspects of corporate finance. I would like my future work
to be directly connected with consulting, because I think it would help me to realize my dreams and aspirations. My
energy, flexibility and teamwork skills combined with my analytical frame of mind would meet your expectations.

Please see my resume for more details.

Thank you for your time and consideration.
I am looking forward to meeting you soon.
Sincerely Yours, Ivan Ivanov

KommeHTapuu TatbsiHbl HUKUTVIHOWN, CTapLuero cneyuanucra otaena
no noa6opy nepcoHana komnaHum PricewaterhouseCoopers:

B OTCcyTCTBME OMbITa KOMMEHCUPOBAHO MNOAPOOHBIM 1 NOFUYHBIM
06BbACHEHMEM TOro, Noyemy aBTop Nrcbma xoten 6bl paboTaTb IMEHHO

B 3TOVI KOMMaHWK, yUUTbIBAsA e KapbepHble YyCTPeMEHUS.

B CpenaH NpaBUbHBIN aKLEHT Ha HAMUMK INYHOCTHBIX KauecTs,
HeobXoAUMbIX 415 PaboTbl B 60/bLLION KOHCANTUHIOBOW KOMMaHUN.

B Bexnueasa ¢opma.

B YpauHoe 3aBepLUeHMe NrcbMa.

ConpoBoguTenbHOE NMMCbMO CNelmnanucTa c onbiITom paboTbl

Ms. Gail Roberts
Recruiting Coordinator

Dear Ms. Roberts,
Your advertisement for software engineers in the January issue of the IEEE Spectrum caught my attention. I was
drawn to the ad by my strong interest in both software design and Database.



I have worked with a CALMA system in developing VLSI circuits, and I also have substantial experience in the
design of interactive CAD software. Because of this experience, I can make a direct and immediate contribution to
your department. I have enclosed a copy of my resume, which details my qualifications and suggests how I might be
of service to Database.

I would like very much to meet with you to discuss your open positions for software engineers. If you wish to ar-
range an interview, please contact me at the address or by telephone from my resume.

Thank you for your time and consideration.

Sincerely yours, Joseph Smith

Mpumep conpoBOANTENBHOrO NUCbMa C ONMOPOI1 HA KOCBEHHOE 3HAKOMCTBO

Jay Jones
Area Manager

Dear Mr. Jones,

I have been encouraged by Jack Quick, Placement Officer at California State University, Chico, to contact you concerning
your opening for a Sales Representative. After reviewing your company brochure, I am confident that I can be an asset to
your company and would appreciate your reviewing the enclosed resume that depicts my sales characteristics and skills.

Accepting challenges is the foundation of my life experiences and something I do with confidence. You will find me
a totally committed individual with pride in being direct, spontaneous and communicative. I can maintain records,
perform numerical calculations with accuracy and I need little direction to complete assigned tasks. These are the
qualities that make an excellent Sales Representative.

From past experiences and education, I have acquired persuasive techniques that are needed to influence students, par-
ents and customers in making choices. My leadership skills are developed and have allowed me to spontaneously interact
with ethnic diverse populations and all age groups. I am a motivator and organizer and these skills have enabled me to ef-
fectively defuse problem situations with customers using tact, thus creating a long-term client base. Teamwork is another
skill I have acquired and one I know is necessary for organizational cohesiveness. Over the years, I have had to establish
daily operational bases for projects/programs and provide the direction to insure the progress and deadline were met.

I will appreciate the opportunity to meet and further discuss my qualifications and your sales position. I will be
contacting your office to follow up on this letter around the first week in August. Looking for forward to hearing from
you. Thank you in advance for your consideration.

Sincerely, Martina Morelli

Kak nokasblBaeT MpaKTuKa, eciv Bbl 3aMHTepecoBany paboTofatens, 3BOHOK OT Hero cfieflyeT OXuaaTb
Korga yrogHo, ocobeHHO ecnu 6bin yKasaH Homep MobusbHoro TenedoHa. byabre rotoBbl K TOMY, UTO C
BaMM CBFXKETCA He MEHe[pKep Mo NnepcoHany, a HeNmoCpPeACTBEHHbIV HaYanbHUK, y KOTOPOTo TONbKO NO34HO
BEUEPOM UNI B BbIXOAHbBIE AHW HALLIOCh BPEMA 03HAKOMUTLCA C Pe3ioMe 1 MO3BOHUTb BaM.

3. PekomeHpaTenbHble nucbma (recommendation letters)

HemanoBakHbIM [JOKYMEHTOM, COMPOBOXAALWMNM PE3IOME, MOXKET CTaTb PEKOMEHAATENbHOE MCbMO
OT BalUero npefbiaylero pabotoaatens uiv npenofasaTtensa C MecTa yuebbl. Kpome Toro, ecivi Bbl yyacT-
BOBAJIN BO BHELLUHEM MPOEKTE, KOTOPbI MOXET ObITb MHTEPECEH BalleMy HOBOMY HaHMMATENO, BO3bMUTE
pekoMeHaTelbHOE MUCbMO Y PYKOBOAWTENEN NpoekTa. MoxeTe MonpocnTb noaxoasiuee 6narogapcrseH-
HOE MVCbMO Y KIVEHTa, 1A KOTOPOTO Bbl Aenanmn nNpoekT. OfHaKo He NPUHATO NPOCUTb PEKOMEHAALNN Y
KOMNer iy COTPyAHVKOB, PaBHbIX BaM Mo CNyebHoN nepapxumn. EAVHCTBEHHOE NCKIIOYeHNE — 3TO Npo-
deccrnoHanbHbIn pecypc www.linkedin.com, rae pekomeHzaLmm HOCAT HebopManbHbI XapakTep.



Yalye BCero y HyXHbIX BaM peKoMeHAaTeneil He XxBaTaeT BpemMeHw, YToObl COCTaBUTb WabnoH nucbma
CaMMM, HO OHM FOTOBbI €r0 NOAMNMCaTb, Tak YTO NMPUFOTOBbTECH K TOMY, YTO COCTaBMATb MMCbMO MpuaeTca
VIMEHHO BaM.

Mucbmo-pekoMmeHAAUMA BKIOYAET:

B 3arosioBOK,

B onvcaHve, KaK JOJro 1 B KAKOM KauecTBe BacC 3HaeT pekoMeHAaaTesb,

B noateepxaeHne GakTa paboTbl/yuyebbl/CTaXKUPOBKY,

B onvicaHve Balnx 06A3aHHOCTEN, OLIEHKY UX BbINMOMHEHWA U NPOdeCcCUOHabHble AOCTVXKEHWS,

B BaXKHble JINYHbIe XapaKTepUCTKM (ONncaHne CUbHbIX CTOPOH)

B NpryvHbI YBONbHEHWA (STOT NYHKT 3aMosIHAETCA MO XenaHuo), e/ OTBET He YKa3aH B peKoMeHfa-
TeSIbHOM NUCbME, Bbl JOJIXKHbI OblTb FOTOBbI Ha3BaTb NMPUUYMHY Ballero yXoAa U3 KOMMaHUm YCTHO,
HernocpeaCcTBEHHO PpeKOMeHaaLuo,

KOHTAKTHble KOOPAVHaTbl pekoMeHAATeNsA: GaMUIINS-UMS, JOJIKHOCTb, TeNlepOH, SNEKTPOHHbBIV aapec,
B ecniv pekoMeHAaUMA NoaaeTca Ha Oymare, To ee nyuylle caenatb Ha 61aHKe KOMMNaHWK, 3aBepyB neya-
TbIO U NOAMUCHIO.

B poccuiickoi npakTuke AenoBOW Mepenmncky B Hayane AOKyMeHTa HeobXo[MMO yKasblBaTb, YTO 3TO
“PekomeHpfaTenibHOe NUCbMO". B aMepPUKaHCKUX e peKOMeHAATesbHbIX MUCbMax 3TO CIOBOCOYETaHue
YKa3blBaeTcs OYeHb pefKo. TaM peKoMeHAaTenbHOe MUCbMO OhOPMIAETCA Kak COMPOBOAUTENbHOE, TO
€CTb CHavasa NuLeTcA afpec, NOTOM faTa HanmcaHuA NMcbma 1 obpalueHye (Yawe Bcero ppasa “To whom
it may concern’, pycckui 3KkBMBaneHT KOTOPOW “3anHTepecoBaHHbIM nnuam”).

Mpumep pekomeHAaLUM OT pyKoBoAuTens Ha pabote
PekomeHpaTenbHoe NNCbMO

I'-H VBaHoB VBan VBaHOBUY padoTan B Kommauuu «X» ¢ 15 nions 2006 r. mo 27 mast 2009 r,, B T.4. ¢ 15 1ioHA
2006 r. mo 10 mrona 2007 1. — B JO/DKHOCTY Mep4aHpaiisepa, ¢ 11 miona 2007 r. mo 27 maa 2009 r. — B JOIDKHOCTU
TOPrOBOIO IPEeJCTaBUTEN.

Ero 0643aHHOCTM B JO/DKHOCTY MepyaHJalizepa COCTOSIM B KOHTPOJIe HaJ, COOMIOfieHNeM KOHIIETIIVI BBIK/IaIKI
TOBapa Ha II0/IKaX, PasMelleHNI PEK/IAMHbIX MaTepMaIoB B TOPTOBbIX TOYKAX HA BBEPEHHOI TEPPUTOPUI U KOHTPOTIE
HaJ| UX I[e/IeBBIM VCIIONb30BAHMEM JI COCTOSIHIEM, pacdere 1 0oOecIledeHNN Haanmdysi HEOOXOVMOTO KOIM4ecTBa
toBapa 1 POSM, OAroToBKe OTYETOB O IPOAETAHHOIL paboTe, B JO/DKHOCTI TOPTOBOTO IIPeACTaBUTE/LI — B pabore ¢
CYIIeCTBYIOLIel! KTMEeHTCKOI 6a3011, IIOMCKe U IIPUBJIeYeHNI HOBBIX K/IMEHTOB, IPOBEJCHNI IIEPETOBOPOB C BIIafIe/IbIIaMI
3aBeJIeHNIl, 3aK/IIOYEHNM JIOTOBOPOB O COTPYJAHMYECTBE, KOHTPO/E AeOMTOPCKOI 3a/jO/DKeHHOCTH, ObecIedeHNn
BBINO/THEHNSI IUIAHOBBIX [IOKA3aTesIel, TOATOTOBKE MAPIIPY THBIX JIMCTOB Vi ©KeMECSIHBIX OTYETOB 110 JUCTPUOYLIINL.

3a BpeMsA paboThl B KOMIAHMM VIBaH 3apeKOMeH/0Ba/ cebs MyHKTYa/lbHBIM, JOOPOCOBECTHBIM PabOTHUKOM,
MO/Ib3YIOMIMMCS YBOKEHUEM M aBTOPUTETOM B KojuleKTuBe. OH CaMOCTOATENbHO U YCIIEIIHO IPOBOAMII Je/I0Bble
HePeroBOPbl C B/IAJENbIIAMU TOPTOBBIX TOYEK, Je/lal KAauyeCTBEHHYIO IPe3eHTAIMI0 ToBapa. IlokasaB cebs
TPYOMIOOMBBIM, VCIIOMHNTEIbHBIM, MHUIVMATYBHBIM ¥ YCIIEIIHBIM COTPYZHMKOM B JO/DKHOCTY MepyaHfjaiidepa,
depes rofj OH ObII lepeBe/ieH Ha JO/KHOCTb TOPTOBOTO IIPeICTaBUTEIIA.

I-H VIBaHOB 3HaeT PBIHOK TOBAPOB MACCOBOTO MOTPeb/IeH s, BafieeT TeXHOMOr el 9 GeKTUBHBIX IIPOLAXK, yMeeT
YCIENIHO TPOBOAUTD HEPEroBOPHI, CMOCO6eH ObICTPO OCBamMBaTh HOBYIO MHMOpManuio. ITosTomMy cuuraw, 4T0 OH
MO>KET IIPeTeH/I0BaTh Ha JOIDKHOCTb MeHeKepa 0 ITPojjaXkaM B JIPYToil KOMIIAaHUN.

JHupextop 1o nmpogaxam OO0 «X»
Tpodumos Bacummit ViBaHoBIY
Tesl. 8(***)***_**_**

27 maa 2009
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Mpumep TeKcTa pekomeHAaLNN Ha aHINIICKOM A3bIKe OT pyKoBoAUTeNA Ha pabore
To whom it may concern:

This letter is my personal recommendation for Cathy Douglas. Until just recently, I have been Cathy’s immediate super-
visor for several years. I found her to be consistently pleasant, tackling all assignments with dedication and a smile.

Besides being a joy to work with, Cathy is a take-charge person who is able to present creative ideas and com-
municate the benefits. She has successfully developed several marketing plans for our company that have resulted in
increased revenue. During her tenure, we saw an increase in profits that exceeded one million dollars. The new revenue
was a direct result of the plans implemented by Cathy.

Though she was an asset to our marketing efforts, Cathy was also extraordinarily helpful in other areas of the com-
pany. In addition to writing effective training modules for sales representatives, Cathy assumed a leadership role in
sales meetings, inspiring and motivating other employees.

T highly recommend Cathy for employment. She is a team player and would make a great asset to any organization.

Sincerely,

Sharon Feeney
Marketing Manager
ABC Productions

npmmep TeKCTa peKoMmeHAalyunm Ha AHIMNINCKOM Ai3blKe OT npenopaBatenAa NHCTUTYTA

To whom it may concern:

I have had the distinct pleasure of having Kaya Stone as a student in my debate classes and on my debate team for three
years at Eastern Little Hope High School. Kaya has been more than the ideal student. In order to achieve the highest
grades and my deepest respect, she has demonstrated outstanding leadership and maintained a clear sense of purpose.

The academics at Eastern Little Hope are most challenging, and Kaya fulfilled all the requirements with the added
challenge of honors and advanced courses. Kaya is an outstanding extemporaneous speaker and debater. She has won
many awards on the speech and debate circuits, and qualified for national tournaments. Success in these interscholas-
tic activities requires extensive research and persuasive skills. Kaya also holds the degree of Special Distinction, as a
member of the National Forensic League.

Due to its nature of metro, state, and national interscholastic competition, the successful high school forensics student
serves by not only representing his or her school but also by representing his or her community as well. One of the require-
ments in my advanced class is to prepare lectures and guidance for the beginners. With Kaya' s superior knowledge and
involvement in the political sciences, she developed a strong sense of confidence with a charming attitude. Therefore, I could
always depend on her to set the best example as an instructor. Because of her natural leadership abilities, Kaya was selected as
our Debate Captain. On account of her mature approach to her responsibilities, I often thought of Kaya as a colleague.

Since her classmates, my fellow teachers, and I will always hold her in the highest esteem, I sincerely recommend
Kaya Stone as the ideal candidate for matriculation at Eastern Little Hope State.

Respectfully submitted,

Dan Peel, Ph.D.

4, bnarogapcrtBeHHoe nucbmo (Thank you note)

B CLUA n EBpone HapAagy € cONpoBOANTENbHbIMY MMCbMaMK LUMPOKO MCNOJb3yeTcA NpakTKa Hanuca-
HUA nNrcem 6narogapHOCTX OT comcKaTens nocne cobecegoBarus — thank you note. B nocnegHee Bpems
My Hac B Lensx NoafepaHus OTHOLUEHUI CTAaHOBUTCS OOLLENPUHATBIM NMocie cobeceloBaHUS NMcaTb
BEX/IMBOE MUCbMO CBOEMY MHTepPBbloepy. 9TO NOoCaHne cofepXnT bnarogapHoOCTb B afpec MHTepBbloepa
3a NoTpayYeHHOe BpeMms, MOMOraeT YCUNUTL NONOXUTENbHOE BNeyaTineHne oT BCTPeUn 1 CMArYMTb HeraTuB-



Hble acneKTbl, eCiv OHU 6binv. Kpome Toro, B HeM MOXHO J06aBUTb BaXkKHYI0 MHGOPMALMIO UKW BbICKa3aTb
MHeHMA 0 Bonpocax, 06Cy»KAaBLUNXCA Ha cobeceoBaHMN.

MosToMy mocnie OKOHuYaHWA cobecefioBaHNA YTOUHUTE UMSA COBECeIHNKA, ero KOHTAKTbl 1 BO3bMUTE
BM3NTHY0 KapTouKy. Thank you note cocTtaBnsieTcsl No npaBuiamM BeeHUs AeNT0BO NEPENUCKN Ha PYCCKOM
WIIN QHTTIMACKOM A3bIKE, €ro OTCbIaloT paKCOM WV MO SIEeKTPOHHON nouTe.

Thank you note gomxkHo BKntouaTb:

B 6narofapHoOCTb NHTepBbloepy. OTMETbTE OKa3aHHbIE BaM BEX/MBOCTb 1 yBaXKeHne. He 3abyabTe yKa-
3aTb [JOJIXKHOCTb, Ha KOTOPYIO Bbl MPeTeHayeTe, AaTy Y MEeCTO Ballero UHTePBbIO;

B nofyepKHUTE 3aMHTEPEeCOBAHHOCTb B BaKaHCMM U 3aBepbTe CBOEro agpecata B TOM, YTO, eC/v Bala
KaHaugatypa 6yaet ofobpeHa, paboToaaTtenb HU Ha CEKYHJY HE MOXareeT, UTo HaHAN Bac;

B ynomsaHuUTe 06 BawmMx 0COBGEHHbIX (Crneumdruecknx) AOCTOMHCTBAX Y MOTMBALMN, Y>Ke OFOBOPEHHbIX
BO BpeMs VHTEPBbI0. He 3abyabTe nepeyncnnTb Te M3 CNOCOOHOCTEN 1 TaNlaHTOB, KOTOPbIE MOTYT 1 AasiblLue
pa3BuBaTbCA Ha Bn1aro opraHu3auuy;

M 33KOHUMTE NMCbMO MPOCTON, HO CepaeYHoit dppaszoin Bpoae: «OxKuagato oTBeTa...»

MomHuTe, yto npy HanncaHnn n OTCbINKe 6ﬂar0napCTBEHHOFO N1UCbMa peLlatoLllyo poslb — UrpaeT BpeMA.
nOCTapaVITer BblCNnaTb 6J1aronapCTBeHHoe NMNCbMO HE No3Hee YeM Yyepes Tpu AHA Nocne NMHTEPBbIO.

Mpumep 6narogapcTBEHHOro NNCbMa Ha PYCCKOM A3blKe

VBaxaembrit Muxamn ViBaHoBud,

6rmaroflapio Bac 3a MHTEPECHYI0 U COflep>KaTelbHYI0 Oecefly MO IOBOAY BaKaHCHM (DMHAHCOBOTO [MPEKTOPA,
npousoenyo 12.05.2009 B kommanun FGT.

Xowy coO6IUTD O TOM, YTO HALI PAa3TOBOP YCUIMI MOl MHTepPeC K BAKAHCHN 1 MO >KeJTaHNe PelNTh TOCTaB/IeHHbIe
nepey; Hell BIOXHOB/IAIONIME 3a/la4.

A takke X04y [O6ABUTDH, UTO IMOTyYeHHAs MHOI B IIPOIIJIOM TOAY cTerleHb MBA B 06macTy MeXIyHapORHBIX
(1HAHCOB TO3BO/IACT MHE KOMIIETEHTHO HAXOJUTh PelleHNs MHTEPECYIONIMX Bac IPO6/IeM KaK Ha POCCUIICKOM, TaK 1
Ha MIHOCTPaHHBIX pbIHKax. Kpome Toro, s 0606111171a CBOJT OC/IEIHMI OIIBIT 110 paboTe C HAJIOTOBBIMU CITY)KOaMM 11 YKe
BIIOJTHE TIPEJICTABIAI cebe 3P deKTUBHbIE TONXO/IbI K ONTHMAIbHOMY (MHAHCOBOMY YIIPABJIEHMIO Balllell KOMIIaHel
B IIEPMOJ] HAPACTAIOIETO KPU3CA.

JKny Baero penrenus 1o pesyabTaTaM Halllei BCTpeun

u OyRy pajia COTPYRHITIECTBY,

Anna Kamatososa

Mpumep kpaTkoro thank you note Ha aHIMMNCKOM A3blKe, MEIOLLErO Liesbio akLIEHTPOBaTb MOTUBALUIO
K paboTe 1 coobLmMTb 06 aKTUBHOM OXMAAHMMN PeLIeHs

Dr. David Kresgee

Great Fault Labs

5 Main Street

San Francisco, CA 94102

Dear Dr. Kresgee:

Id like to thank you for talking with me about the research- assistant position in your seismology lab. I truly appreci-
ate all the time and care you took in telling me about the job and learning more about me.

I'm so pleased that you agree that my senior research project in seismology provides me with excellent experience
for this position. T am eager to bring my passion for seismology to the research-assistant position, and I am convinced
the knowledge and experience I've already cultivated make me the best researcher for the job.
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I very much look forward to learning of your decision soon. Please feel free to contact me if you need more informa-
tion about my qualifications.

Thank you again for the exhilarating interview.

Sincerely, John Oakley

Mpumep nogpobHoro thank you note Ha aHrMUINCKOM A3bIKe, NpefHa3HaYeHHOro coobLWMTb JOMNOMHN-
TesbHble UEN O TOM, YEM U KaK KaHAMAAT MOXeT ObITb MosieseH paboToaaTtento

Ms. Sentra Nessen

Dayton Sumner Memorial Art Museum
203 Harbor Street

Baltimore, MD

Dear Ms. Nessen,

I want to thank you for taking the time to interview me yesterday for the position of assistant director of the Dayton
Sumner Memorial Art Museum. You, Mr. Dawson, and Dr. Acquino exuded warmth, and I know we could all have an
excellent working relationship.

AsT further studied the job description for the position, I grew even more confident that I could take the museum to
new heights of success. With the resources I've gathered, I am ready to hit the ground running with grant-writing. The
15 percent bonus for grants brought in is an excellent incentive, and I would devote a significant portion of my time to
this important venture. I also have a number of great ideas for community and media relations and am excited by your
interest in bringing more schoolchildren to the museum.

As I mentioned when we met, I would like to use my fine arts degree and journalism minor to enhance the museum’s
identity while at the same time meeting the needs and expectations of the community. I believe I can make a significant
contribution to the fundraising effort, and I am particularly interested in exploring a corporate donor program.

I'am convinced I could bring a new degree of organization to the museum, including sinking my teeth into making the
workspace far less chaotic and far more functional. More importantly, I'd like to get communications on track so that news-
letters and invitations are sent out on a timely basis. I have some ideas for making the newsletter more user-friendly. I feel it is
extremely important to maintain close communication between the board and director, and I am committed to doing so.

Ms. Nessen, I thank you again for considering me for this position.

I look forward to the possibility of working with you.

Sincerely, John Oakley

5. Munucbma o NPUHATUN NpeANIoKEHUA WK OTKa3e OT No3uLun

(Acceptance, rejection, withdrawal letters)

CnyqaeTCH, YTO BaM NPUXOAUTCA OT3blBaTb CBOIO 3aABKY Ha BaKaHCMIO O TOro, Kak BaM cenaloT npea-
NoXXeHne o pa60Te, BBMAY TOro, YTO Bbl HALWNW JPYryto pa60Ty nnn nepegymann coTpyaHuU4aThb C }Zl,aHHOI7I
KOMMaHueln no Kakow-To MHOM npuunHe. B Takom cnyyae JOCTONHO TakxKe nponHbopmMmpoBaTb paboToaa-
Tensa o Bawem peweHun nucbmom (withdrawal letter).

Mpumep

Ms. Karen Jones
Human Resources Administrator

Dear Ms. Jones,
I wish to withdraw my application for the Account Executive position with your Marketing Department. I have been



exploring several employment possibilities over the last few months. This week I accepted a position that fits both my
interests and goals.

Thank you very much for considering me for your position.

Sincerely, Marge Blanchfield

3ayvacTylo Bbl BefieTe NeperoBopbl O HECKONbKMNX BaKaHCKA Cpasy — U K MOMEHTY, Korfa ofivH U3 paboto-
Jatenein fenaeT Bam NpeasioxkeHne o pabote, MoOXeTe CKIIOHMTLCA B MOJb3y Apyroro. Ecnu Bbl oTKasbiBae-
Tecb OT NO3ULMK, KOTOPYIO BaM MPEeANOXMNN, cienaiTe 3To akKypaTHO 1 yBaxuTesibHO. HanuwweTe nMcbmMo
oT OTKa3e (rejection letter), B KoTopom

B nobnarofapwTe Ballero noTeHUmanbHOro pabotoaaTtens 3a Bpems, noTpayeHHOe Ha NeperoBopbl, 1 3a
rOTOBHOCTb MPUHATb BaC B KOMaHf;

B 0603HaybTe, YTO Bbl HaLK PaboTy, 6onee NnoaxoAALLyI0 AS1A BalMX Lienen n Keanuprkauuu;

B 11 YeTKO OTKaXKMTeCb OT BaKaHCUVW, 0603HauMB ee Ha3BaHWe U UMA KOMMaHWW, B KOTOPOW OHa OTKpPbITa.
O6bACHATL bonee rNy6oKMe NPUUYNHBI Ballero oTkasa He 06s3aTenbHO.

Mpumep
Mr. Stan Green
Recruiting Coordinator

Dear Mr. Green,

Thank you for the offer that you extended for an internship position in your Client Relations Department. The offer
was very attractive, and I had much to consider in reaching my decision.

Unfortunately I must decline your offer of employment to take a position in the advertising department of Action
Figures Magazine. The deciding factors included the fact that they are located in my home town and that I hope to
work with a magazine upon graduation.

I appreciate your interest in me and wish to express again my gratitude for your courtesy and consideration.

Sincerely, Charles Oh

HanvcaHwe nncem o cornacum (acceptance letters) Ha npeasioxeHne o paboTe, CAenaHHOe BaM KOMMaHUeN,
— O[JHO U3 CaMbIX MPUATHbIX 3aHATWIA comcKaTens. [laxe ecnu Bbl NOATBEPAUIN CBOE COTMAcKe Ha No3nuuio
YCTHO, B TaKUX NCbMaX eCTb CMbICJT, OO OHM NMNCbMEHHO U YETKO GUKCUPYIOT OKOHYATEbHbIE JOrOBOPEHHOC-
TV MeXay BaMu 1 paboTofaTtenemM 1 He 0CTaBNAT 06eMM CTOPOHaM BO3MOXHOCTY HEKOPPEKTHbIX OTKa30B.

TeKcT Takoro N1ncbma KOpOTOK U BKJIOYAET:

B CCbIIKY Ha CieNaHHOe BaM MPeanoXeHNe C NOSHbIM Ha3BaHWEM BaKaHCUV;

B noATBEPXKAEHVE MPUHATNS STOTO NPEANOKEHNS;

W 1 faTy, C KOTOPOW Bbl FOTOBbI HAuaTb PaboTy.

B nrcbmax O MPUHATMU BakaHCUMM YMECTHO BblPasuTb Bally PafioCTb MO MOBOAY MPUCOELUHEHMUA K
KOMaHze v 6U3Hecy KomnaHuu.

Mpumep
Mr. Butch Racool
Human Resources Manager

Dear Mr. Racool,
I am writing to confirm the receipt of your letter offering me the position as a System Analyst at an annual salary of
$42,000. T am very pleased to accept this offer and am proud to have been selected.
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As we discussed on the phone, I will report to work at 8:30 am on June 6 and will have completed the medical
examination and drug testing by that date. I look forward to working with you and your fine team. I appreciate your
confidence in me and am very happy to be joining your technical staff.

Sincerely, Beth Debrial

PRICEWATERHOUSE(QOPERS

TaTtbaHa HukutuHa,

CTapLUU CneumanncT oTaena no
nof6opy nepcoHana KoMmnaHum
PricewaterhouseCoopers

B3arnag npodeccnonana

B [leICTBUTENIbHO B POCCUICKOW GU3Hec-cpene
npakT1Ka JenoBoI NEPENNCKN MeXy comcKaTenem
1 noTeHuManbHbIM paboTofatenieM nonyvyaeTr BCE
6onee WNPOKOE pacnpocTpaHeHUe U MOCTOAHHO
Pa3BMBAETCA, U KaX[oe M3 OMNUCaHHbIX B CTaTbe
nrcem pabotoaaTtenio BCTPEYanocb U B MOEN npak-
TuKe. MNMpobHoe nucbmo (prospecting letter), Ha mon
B3rnAg, O6yaeT 0COGEHHO MONe3HbIM B HbIHELUIHUX
(mOCTaTOYHO TPYAHbIX ANIA COMCKaTens) ycnoBu-
AX Ha PbIHKe TpyAa — MOMOXeT obpaTuTb Ha cebs
BHMMaHVe 1 OCTaBUTb “cnep’ B Aylle MeHepykepa
no nepcoHany. Ho Bcé-Taku JaHHOe nucbmo byaeT
6onee 3pPEKTUBHBIM N1 CNELMANNCTOB C OMbITOM
paboTbl, Yem Ans BbIMYCKHUKOB 1 CTYAEHTOB, 1 byfeT
0COBEHHO aKTyasbHbIM NPV TPYAOYCTPOCTBE Yepes
KaflpOBble areHTCTBa: B 3TOM CJlyyae, Kak TONbKO
NOSABUTCA NMO3MLKA, C BAMU 00A3aTENbHO CBAXYTCA.

B Ha cBOéM onbiTe MOry cKas3aTb, YTO B mocnef-
Hee BpeMA Halla KOMMaHWA Mpv OLEHKe MoCTy-
narwowyx pestome, KOTOpbIX AENCTBUTENIbBHO OYEHb
MHOrO, CTana yaenAtb 0coboe BHMMaHWE COMnpo-
BOAUTENbHOMY MUCbMY: €0 HaJIMunio UK OTCYTC-
TBUIO, TPAMOTHOCTW COCTaBNIEHVA 1 MPOABNEHHOW
MOTMBaLMW — Cpeay OFPOMHOIO KOJIMYECTBA Pe3io-

Me HeOoOXOAMMO KaKUM-TO 06pa3oM BbIAENATb yy-
wwue! C Apyron CTOPOHbI, FOTOBA MOTMBALIMIOHHOE
NMUCbMO ANA KaXXAON KOHKPETHOW KOMMaH1K, Comc-
KaTeflb JOJIKEH MpoaymaTb CBOW Lienv, CUSIbHble
N cnabble CTOPOHbI, YTO MMEHHO ero MpPVBNEKIO
B KOMMaHWK, Noyemy KOMMaHWA AOSXKHa BblbpaTb
VIMEHHO €ro U T.A. DTOT MPOLECC MOMOXET CTPYKTY-
pupoBaTb MHbOPMaLMIO 1 Niyylle NOATOTOBUTLCA K
npencToALemMy UHTEPBbIO.

B Xouy OTMeTWUTb BaXHbIi, Ha MOW B3INAR,
MOMEHT B PEKOMeHAATeNbHbIX MMCbMaX OT KJINEH-
TOB: COMCKaTeNo He crieflyeT packpbiBaTb UHOP-
Mauuio O COTPYAHMYECTBE C AaHHBbIM KIVEHTOM,
ecnn 3Ta MHPOPMaLMsA HOCUT KOHOMAEHUMAIbHBIV
XapakTep (B KOHCANTVHIOBOM O/3HECe HEKOTopbie
KOMMaHUN-KIIMEHTbl He XOTAT PacKpblBaTb CBOU
MMeHa ny6nnyHo). PacnpocTpaHeHne KoHouaeH-
LmanbHom nHpopmaumm He fob6aBUT BaM Npenmy-
LEeCTB B rMa3ax HOBOro paboTogaTens: KTo AacTt
rapaHTMio, YTO Yepe3 HEKOTOpOoe BPeMsA Bbl He
cAenaete TO »Ke CaMOe BHOBb?

B [onHOCTbIO COrnacHa C HeobXOAUMOCTbIO
NM1UCcbMa O NPUHATUN NPEeRSIOKEHNSA N 06 OTKase
oT nosuumm. lNoBepbTe, O coMcKaTene cknagbiBaet-
cA bnaronpusTHOe BneyvatieHve, Koraa oH BoBpe-
MA MHOOPMUPYET NOTeHLManbHOro paborofarens
00 M3MEHEHMAX B CBOVIX MJIaHAX, U C HAM OXOTHO
BO30OHOBAT AMAnor o COTPyAHMYeCTBE, eCcnn B
6yAyLLem y Hero CHoBa BO3HMKHET 3aUHTEPECOBaH-
HOCTb B TPYAOYCTPOWCTBE, B OTAUYME OT KaHAW-
faTa, 06 oTKase KOToporo pabotopatenb y3HaeT B
nepBbl Pabounin feHb B CBA3U C €r0 HEBbLIXOLOM
Ha pabory.

Xenalo Bcem uuTaTensM ycnexoB B MOMCKax
paboTbl CBOEl MeuTbl U yBepeHa, YTO FPaMOoTHOe
BefleHMe [1ef0BOV Mepenucky ChirpaeT 3Aech He
NOCNEAHIO POfib.



