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MoAcHUTeNnbHasA 3anuncka
JlanHoe »snekTpoHHOE ydeOHO-MeTomuyeckoe mocobue, pamee ODYMII, wmoxer
UCIIOJIb30BAThCSA  MPENOAABaTEsIMU, y4YallMMUCA JHEBHOM M 3a04HOM  (OpPMBI
NOJIYYEHHUs]  CpEJHE-CIEUUaIbHOrO  00pa3oBaHUs I CAaMOCTOATEIBHOTO U
JUCTAaHIIMOHHOTO HW3Y4YEHUs MaTepuayia ydyeOHOW AUCHUIUIMHBI «HOCTpaHHBIN SI3BIK
JIEJIOBOTO OO0IIeHus» 2 Kypca Juis crnenuanbHocTu 2-260231 «/lokyMeHTOBeAeHUE U
JIOKYMEHTAIIMOHHOE 00€CTIeUeHHUE YIIPABICHUS.
OcHOBHasi  1EAb-POPMUPOBAHUE KOMMYHUKATUBHOW  KOMIIETEHIIMH, OOy4YEeHHE
WHOCTPAHHOMY SI3bIKY KaK CpEICTBY OOIINCHUS W KaK HMHCTPYMEHTY B Oyaymien
poecCUOHaNbHOMN eI TeIbHOCTH.
Jns peanuzanuy BBINIEYKA3aHHOM IIENM MPEAyCMaTPUBACTCS PEUICHUE CIEAYIOIINX
y4eOHBIX 3a/1au:
- chopMupoBaTh 3HAHUS JIEKCHUECKUX STUHUIL TIO TEME;
- pa3BUTh M 3aKPENHUTh YMEHHUS YMNOTPEOJICHUS ITaHHOM JIEKCUKH B JIHAJorax M
MOHOJIOTax;
- HAy4YdTh pEIIaTh HETUIIMYHBIE 33/]a4ud, HUCMOJb3ys JaHHYK  JIEKCHUKY,
MMIIPOBU3UPOBATH HA IAHHYIO TEMY;
- COBEPIIICHCTBOBATH YIIOTPEOJICHUE JaHHBIX TPAMMATHUUYECKUX SIBJICHUI B pEUH.
S3bIKOBOI MaTepuaj, MOIJEkKAllUid YCBOEHHIO, NPEACTABIECH B JBYX MHUHHUMYMax:
MPOJAYKTUBHOM- JIJIsl UCTIOJIB30BaHUs B MPOLIECCE OOIIECHUS U PELICITUBHOM-1JIS YTCHUS,
BOCIIPUATHS U TIOHUMAHHUSI PEUU HA CITyX.
B pesynbrare HCMONB30BAaHUSI JAHHBIX METOJAMYECKUX PEKOMEHJALMN ydariuecs
JOJKHBI YMETh:
- CTPOUTH CBSI3HOE BBICKA3bIBAHHWE C MPEABAPUTEIHLHON MOATOTOBKON C OMOpOM Ha
obpas3err;
- MPUMEHSTh MOJYUYCHHBIC 3HAaHUS U YMEHUS B HECTAHJAPTHBIX CUTYaIIUSIX;
- cBOOOIHO BIAACTh HHPOPMAIIUEH 110 TEME.
B mocoOuu npenicTaBieHbl CIEAyIONIHe TEMbI: 3HAKOMCTBO, POJIb MHOCTPAHHOTO S3bIKA
B MTPO(ECCUOHAIBHOM JESTENBHOCTH, YCTPONUCTBO HA pabOTy, HAITMCAHUE PE3IOME, BHJIbI
KOMIIAaHUM, JenoBas  BCTpeda, mnpodeccus-cekpeTapb-peGepeHT, TelepOoHHBIC
pa3roBOpbl, KOMaHIUPOBKA, 3aKa3 OWJeTa U HOMEpa B TOCTHHUIIE, BEJACHHUE JIETOBBIX
MIEPErOBOPOB, MPUEM U COMPOBOXKIICHUE JIeNIeTalliy, HAIlMOHAIBHOE pa3Hoo0pasue.
[Ipu cocrtaBneHuu MmocoOUsi MCIOJIb30BAH MHTEPECHBIM MMO3HABATENBLHBIN MaTepuall.
TexcTel HOCAT 00pa30BaTENbHO-PA3BUBAIOIIMKN XapakTep U CiIyXar Oa3od s
COBEpPIIICHCTBOBAHUS HABBIKOB TOBOPEHUSI.
PeueBble ynmpakHEHHs MOCTPOCHBbI TAaKUM o00pa3oM, 4YTOObBI B HHMX 0053aTelIbHO
MPUCYTCTBOBAJIa MBICITUTENIbHAS 3aja4a, MAaKCUMaJIbHO CTUMYJHPYIOIIAs pa3BUTHE
HaBBIKOB TOBOPEHMUS, THATIOTHYECKON peUH, TPYIIIOBOM aKTUBHOCTH.
Kpome Toro, 1anHOe ocooue COACP>KUT ayJ M0 U BUJICO TTPUIIOKECHHUS.
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HOACHUTEJIBHAA 3AIIMCKA

JlanHas yueOHass mporpamma paspaboTaHa Ha OCHOBaHHUH IPUMEPHOTO
TEMaTUYECKOTO IJIaHa 10 y4eOHOH aucuiummae « THOCTpaHHBIN S3BIK IETTOBOTO
oOmmeHus» i1 crenuanbHocTH 2-26 02 31 «JlokyMeHTOBeIcHUE U
JIOKYMEHTAITMOHHOE 00ECIICUCHHE YIPABICHUS»,YyTBEPKICHHOTO ITOCTAaHOBJICHHEM
MunucrepctBa oOpazoBanus Pecniyonuku benapycs 0112.08.2013 Ne69PB cr.
No362 JI/tum

OO6y4ueHne HHOCTPaHHBIM si3bIKaM B PecriyOnnke bemapych ocyiiecTBisercs
Ha OCHOBE€ KOMMYHHUKAaTUBHO-KOTHUTUBHOT'O CUCTEMHO-AEATEIIbHOCTHOT'O MOAX0/1a
B COOTBETCTBUU CO CJICAYIONIMMU IPUHIIUIIAMU:

— €IMHCTBO NPAKTHUYECKOW, pa3BUBAIOIIEH, BOCIIUTATEIbHOU U

oOpa3zoBaTenbHOM 1ETeH;

— COYETaHUWE MPAKTHUYECKOW HAITPABICHHOCTH C CUCTEMAaTU3allUEHT
S3bIKOBOT'O M PEUEBOr0 MaTepuasa B CO3HAHUU 00y4aeMbIX;

— CHUCTEMHOCTb B OpTaHU3aIMu 00y4YEeHNS;

— B3aMMOCBsI3aHHOE OOYyYEHHE BCEM BHJIaM PEUEBOM JICATECIIBHOCTH;

— (opMHUpOBaHHE HABHIKOB M YMEHUH MHOS3BIYHON PEYH HA OCHOBE
MEXAHU3MOB PEUCTIOPOKICHUS, PEYEBOCTIPUATHSI 1 KOMMYHUKATUBHOTO
B3aHMOJICHCTBUS,

— (opMupoBaHUE HABBIKOB M YMEHHUI CaMOCTOSATEIIBHOM pabOThI €
WHOCTPAHHBIM SI3bIKOM B MPOLIECCE OBJIAJICHUS UM.

S3pIKOBOI MaTepual, MoAJIeKalluid YCBOSHHIO, TPEACTABIICH B IBYyX MUHUMYyMax:
MPOJYKTUBHOM — JJIsl UCTIOJIb30BAHUS B MPOIECCE OOIICHUS U PEUENITUBHOM — JJIsI
YTEHUSI, BOCOIPUATHUS U IOHUMAaHUSI PEYH Ha CIIyX.

[IpakTryeckas mesnb Kypca oOydeHUs aHTJIMUCKOMY SI3BIKY JI€JTIOBOTO
OOILIEHHS] COCTOUT B TOM, UTOOBI 00ECIIEUUTh JOCTATOYHO CBOOOHOE, HOPMATHUBHO
MpaBWIbHOE U (PYHKIIMOHAJIBHO aJICKBaTHOE BJIaJICHHE BCEMU BUIAMU PEUEBOM

JESITETIbHOCTH.
Heabro 00yueHrss THOCTPAHHOMY SI3BIKY JI€JIOBOTO OOIIIEHUS SIBIISCTCS

OBJIQJICHUE YYaLTUMUCS YUPEKIACHUN CPEITHEro CIeMabHOTO 00pa30BaHUs
MHOCTPaHHBIM S3BIKOM KaK CPEICTBOM NMPOPECCHOHATBHON AESITETbHOCTH;
dbopMHpoBaHUE MPEACTABICHHUS 00 OCHOBHBIX MPOLECCAX PEryIUPOBAHUS
JESATEIIbHOCTH YEJIOBEKA B ITPO(ECCHOHAIBHO-IETI0BOM Ccepe CpeIcTBaMU
MHOCTPAHHOTO SI3bIKa B YCIOBUAX MEKKYJIBTYPHON KOMMYHHKALIUY;
O3HAKOMJICHUE yUYalIUXCsl C CUCTEMO MOHATUHN B JaHHOU cpepe u crenuaibHbIMU

A3BIKOBBIMH U PCUYCBBIMHA CPCACTBAMH, PACKPBIBAIOIIMMU 3TH ITOHATHUA,
3



CTUMYJIMPOBAHUC HUX CTpeMHeHI/Iﬁ K COBCPIICHCTBOBAHHWIO BJIAACHUCM

HHOCTPAHHBIM S3BbIKOM.
YuutsiBas HCO6XOI{I/IMOCTI) COOTBCTCTBUA Tp€6OBaHI/ISIM MCKIYHAPOAHBIX
CTaHdapTOB I[GJIOBOfI KOPPECIIOHACHIINH, a4 TAKKC HIUPOKOC BHCAPCHUC B IIPAKTUKY

paboThI cekpeTapsi-pedepeHTa KOMITBIOTEPHBIX TEXHOJIOTHA, TporpaMma

MPEyCMATPUBAET MEKIPEAMETHBIE CBA3U C TUCHUILUITMHAMA «IHOCTpaHHBIN

s3bIK», «[IpakTuka ycTHOI 1 ucbMeHHOM peun», «HpopMarmonnsle

TCXHOJIOTHN)), ((I[OKYMGHTaHI/IOHHOC oOecrieueHue YIHPABJIICHUS.

B PEIYIBTATC N3YYCHWA JUCHATIUINHBI CIICUAINCT B obmactu HHOCTPAHHOI'O A3bIKa

JIOJDKEH.

3HATH HA YPOBHE MPeICTABJICHNS:

OCHOBHBIC ()OHETHUECKUE W TPAMMATHUICCKIE HOPMBI, TIO3BOJISIFOIIIHE
MCTOJIh30BaTh MHOCTPAHHBIHN S3BIK KaK CPEICTBO OOIICHHUS,

0a30BbI€ pEUYEBbIC HOPMbI, HEOOXOAUMBIC JIJIsl IETIOBOTO OOIIICHMUS;
BHJIBI 1 (JOPMEI JICITOBOM KOPPECTIOHICHIINA HA WHOCTPAHHOM SI3BIKE;

3HATh HA YPOBHEC MOHUMAHHUSA:

MHHUMAJIEHBIA 00BEM CJIOB, TTO3BOJISIONINM BECTH OOIICHUE HA aHTJTUHACKOM
SI3BIKE;

CTPYKTYpHBIE, TEKCUICCKHUE U CTHIIMCTHICCKHE OCOOEHHOCTH aHTJIUHCKOTO
sI3bIKa JCJI0BOI0 OOIICHUS;

— OCHOBBI JIEJIOBOTO A3bIKA I10 crieruaibHocT 2-26 02 31

«/lokymMeHTOBeIeHNE U IOKYMEHTALlMOHHOE 00ECTICYeHHUE YITPaBICHUS»

MpaBujia YCTHOTO OOIIEHUS ¥ TMCHbMEHHON PEUH, TTO3BOJISIONINE
OCYIIIECTBJISTH SI3BIKOBYIO KOMMYHHKAIIHIO;

TEXHUKY MEPEBO/Ia TEKCTOB M0 TeMAaTHKE MPOPECCHOHATILHON
NEeSTETHbHOCTH;

KOHBEHITMH COCTABJICHUS JIOKYMEHTOB PA3IMYHbIX THTIOB;

TpeboBaHus K 0(hOPMIICHHIO KOPPECTIOHICHITUN U IPYTO 3apyOeKHOM
JOKYMEHTAIMH 110 KTaCCU(PUKAIMKI MEXKTYHAPOIHBIX TAPTHEPCKUX
KOHTAaKTOB;

yMeTh:

MCTIOJb30BaTh ITUKETHBIE (POPMBI OOIIIEHUS HA YPOBHE COLUATIBHOTO U
JIeJIOBOTO KOHTAKTA;

OCYIIECTBIATH MPOodeCcCHOHATBFHOE O0LIEHIE Ha MHOCTPAHHOM SI3BIKE;
JieJ1aTh YCTHBIE OOIIEHUSI B MOHOJIOTMYECKOM U TUATIOrMYecKoil popme 1no
CHEIMATLHOCTH U OOIIECTBEHHO-TIOTUTHUECKUM BOIIPOCAM;

M3BJIIEKaTh HEOOXOAMMYI0 HH(DOPMAIIHIO W3 HHOCTPAHHBIX UCTOYHUKOB U
oopMJISITH €€ B BUJIE IEPEBOIA, pedepara, aHHOTAIUH;



— BOCIPHUHHUMATDH Ha CIIyX HH(OPMALIMIO JIEJTOBOTO XapaKkTepa,
—  0(OpMIIATH KOPPECTIOHACHIIMIO U JPYTYIO 3apyOekKHYIO0 TOKYMEHTALMIO Ha
MHOCTPAHHOM $I3bIKE C MCIIOJIb30BaHUEM KJIacCU(UKALIUU
MEXTyHApO/IHBIX TAPTHEPCKUX KOHTAKTOB;
— TI0JIb30BaThCS CIOBAPSMH PA3HBIX THIIOB, CIIPABOYHON JTUTEPATYPOK;
BJIA/IeTh:
— J10CTaTOYHBIM OOBEMOM JIEKCUYECKHUX €AMHUIL] JJIs1 OOLEHNS U BEJICHUS
JEJI0BOM NEPENUCKH;
— OCHOBHBIMHU I'paMMaTHUYE€CKMMH KOHCTPYKLHAMHU, XapaKTEPHBIMU JJIs
JIEJIOBOTO OOILEHUS U EPEIICKY;
— cnoco0aMu IEpeBoa ClIEHUaIbHBIX U COLIMATIBHO-TIOJINTUYECKUX TEKCTOB
(co cioBapem);
— 3HaHUSIMH O BEJICHUU JEJIOBOM JOKYMEHTALIMH U MEPEIUCKH.
B nporecce noctukeHus e OBIaAeHUs] MTHOCTPAHHBIM SI3bIKOM KaK CPEJICTBOM
MEXKYJIbTYPHOTO, MEXIMYHOCTHOTO U MPO(PECCUOHAIBHOTO OOLIEHUS B
COLIMAJIbHOM U JI€JI0BOM cdepax AeaTeIbHOCTH KpOME KOMMYHUKATUBHBIX 3a1a4
peanu3yroTcs TaK)Ke KOTHUTUBHBIE U PA3BUBAIOLIUE 3aJa4H.
Koznumuenuvie (noznasamenvnsle) 3a0auu BKIIOYAKOT PA3BUTHE PAlMOHAIIBHBIX
CIIOCOOOB MBILIJIEHUS: YMEHUS IPOU3BOIUTH PA3JIMYHbIE JJOTUYECKUE ONEPALINH
(aHayn3, CUHTE3, YCTAHOBJIEHUE NPUYMHHO-CIIEICTBEHHBIX CBS3EH,
apryMeHTUpPOBaHKE, 0000IIEHUE U BBIBOJI, KOMMEHTHPOBAHUE).
Pa3eusarouwiue 3a0auuBKIIOYAIOT Pa3BUTHE:

e CIIOCOOHOCTH YETKO M SICHO M3JaraTh CBOIO TOUKY 3pEHUs IO MpodiieMe Ha
AHTJIMMCKOM SI3BIKE;

¢ CIIOCOOHOCTH MOHUMATh U YBAXKATh UYKYIO TOUKY 3pEHUS 1O mpodiiemMe,
CTPEMUTBCS K COTPYAHUYECTBY U JOCTHIKEHUIO COTJIACHs], BRIPAOOTKE
oOLIel MO3UIUU B YCIOBUAX PA3INUUS B3IJIAI0B U yOEKICHUM;

¢ TOTOBHOCTH K Pa3JIMYHBIM (POpPMaM U BUJIAM MEXKIYHAPOJAHOTO
COTPYIHUYECTBA (COBMECTHBIN MPOEKT, KOH(PEPEHIIUS, COBEIIAHKE U JIP.);

e CIIOCOOHOCTH BBISIBIISITH, COTMIOCTABIIATh U aJIEKBAaTHO MEPEAaBaTh
COLIMOKYJIbTYPHBIE OCOOEHHOCTH B MEXKKYJIBTYPHOM OOILIEHUU C
HOCHUTEJISIMU AHTJIMICKOTO SI3bIKa U €0 MOJIb30BATEISIMH.,

B mporiecce n3ydeHus TUCIUTUINHBI MPEyCMAaTPUBACTCS MPOBEICHUE ABYX
00s13aTEIBHBIX KOHTPOJIBHBIX PAOOT M IBYX 3K3aMEHOB. TeMaTHhKa U CoJiepiKaHme
00s13aTEIBHBIX KOHTPOJIBHBIX PabOT, hopMa WX MPOBEICHUS OTIPEICTISIOTCS
Mperno/iaBaTesieM, pacCMaTPUBAIOTCS HA 3aCEIaHUU TTPEIMETHOMN (ITUKIIOBOM )
komuccuu. Tematrka u popMa mpoBeICHUS YK3aMEHOB PACCMaTPUBAIOTCS HA
3acelaHuu MpeAMETHOMN (IMKIJIOBOM ) KOMUCCHH.
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CoaepKaHue nporpammbl

eau nzyyeHus TeMbl Conepxkanue TeMbl PesyabTar
PA3JIEJI 1. BBOAHO-KOPPEKTHPOBOYHBIH KYpC
CdopmupoBaTh U pa3BUTh MOHITHE O 1.1 3nakomcTBO. ANaBUT. 3BYKHU. OObsiCHSIET OCHOBHBIE CITy4Yau
JAHHBIX TPAMMAaTUYECKHUX SBJICHUSX. 1.2 TlpocToe npeioxKeHUe C TIarojoM | yHoTpeOiIeHHs apTUKIICH, TPEJIOTOB,
Hayuuth ynoTpeOasTh JaHHBIC tobe, tohave. MECTOMMEHUH. Y MEET ITOCTPOUTH
IrpaMMaTHYECKUE SIBJIICHUS B PEYH. 1.3 Aptuxns. BonpocutensHoe IIOBECTBOBATEIILHOE U BOIIPOCUTEIBLHOE
peIoKeHne. MectoumeHus. IIPEIIOKEHNE. 3HAET IPABUIIO
1.4 MHO€eCTBEHHOE YHCIIO o0Opa3oBaHMsI MHOKECTBEHHOT'O YHCIIa U
CYILLIECTBUTENBHBIX. [ [puTsKaTenbHbIN IPUTSDKATEIIBHOTO MajeKa UMEH
MaJIeK CYLIECTBUTENBHBIX. CYILIECTBUTENBHBIX. Oniepupyet
1.5 UmsunciurensHoe. JAHHBIMHA TPAMMATHUYECKUMH SIBJICHUSAMU
ThePresentSimpleTense. B PCYH.

PA3JEJI 2. Cdepa npodeccHOHATBLHO-TPYAOBOT0 O0LIIEHUS




Jlatb npeacraBieHne 0 6a30BbIX
pEeUYEBBIX HOpMAaX, HEOOXOIUMBIX JJIsI
JIEJIOBOTO OOIIIEHNUS;

CdopmupoBaTh yMEHHS BECTH KPATKYIO
JIEJIOBYIO Oece/ly ¢ TOCETUTENISIMH.

CdopmupoBaTh 3HaHUS IPUHITUTIOB
OpraHu3alliy YCIEIITHOTO UHTEPBbIO.

BripaboTath yMeHUs1 OCYIIECTBISATh
npodeccuoHaIbHOE 00IIEHNE B
MpeJieiax MpeiaraéMoi TEMBL.

CdopmupoBaTh yMeHHUs UCIIOJI30BATH B
ITACbMEHHON U YCTHOM IIPAKTHKE
JIEJIOBOTO OOILIEHUS JIEKCUUECKUI
MaTepuall TEMBI.

Hayuutb npuMeHsITh 3HAHUS U YMEHUS
B MIPAKTUKE JICIOBOTO OOIIEHUSI.

2.1. Jlenosoe obuenue

2.1.1. BusuTHas kapTOuKa

2.1.2. IlpodeccrnonanbHbie
BO3MOXHOCTH CTYJEHTOB-JIMHTBUCTOB
2.1.3. YcrpoiicTBo Ha paboTy: MOUCKHU
BaKaHCHUH, pe3toMe, HHTEPBbIO

2.1.4. CoBpeMeHHbIC KOMITAHUU: BU/IBI,
CTPYKTYpa, NpoduiIH, T0JKHOCTHBIE
00s13aHHOCTH

2.2.1lpogheccus cexpemapv-pepepenm
2.2.1. PaGouee MecTo cekpeTaps.
O6opynoBanue. Kaniroapbl

2.2.2. JIOmKHOCTHBEIC 00S3aHHOCTH
cekpeTtapsi, TpeOOBaHUS

2.2.3. PeueBoli U J€I0BOM 3TUKET
2.2.4. IlpodeccronanpHas 3THKA
cekperaps

PykoBoxcTByeTcs pamkamu
npeIaraeMoi cuTyanuen npu BeIoope
KJIUILIE JIEJIOBOTO OOILLIEHUSI.

Onepupyer UMHU B YYEOHBIX CUTYALIHSX.
IlepeHocHUT 3HaHUSA U YMEHMS B YCIOBUS
pEeaIbHOTO OOIIECHHUS.

Onepupyer JIEKCUYECKUM 3aacoM B
paMKax IIpeaIaracMoi TEMBI.
XapakTepusyeT TUIIOBOI MpoQHIIb
KOMIIaHUHU. AHAIN3UPYET,
CUCTEMATU3HPYET UHPOPMALIUIO B

COOTBETCTBHH C JIOJDKHOCTHBIMU
00s13aHHOCTSIMU PAaOOTHUKOB.
OrnepupyeT JIEKCUYECKUMU €IMHUIIAMU B
paMKax TEMBI.

XapakTepu3yeT 00s13aHHOCTH CeKpeTapsl.
JIeMOHCTpUPYET pelIeHHE
KOMMYHHUKATUBHBIX 3aj1a4 M0 00pasily.
Moaenupyer peueBoe OBEICHUE B
HOBBIX CUTYAIUsX, TPUOIMKEHHBIX K
peAIbHBIM.

PA3JAEJI 3. Chepa MeKKYJIbTYPHOT0 O0ILIEHUSA

CdopmupoBaTh 3HAHUS O
reorpauIecKoM MOJI0KCHHH,
KJIMMATHYECKHUX YCIOBHSIX, DKOHOMHUKE,
KyJIbTYpE ¥ 3THKE CTPaH H3y4aeMOoTo
si3bIka. HayduTh NpUMEHSTh 3HAHUS U

3.1. XKu3Hb B MHOTOKYJIBTYPHOM
o01iecTBe

3.2. HarimonansHOe pa3HooOpaszue
3.3. HaunoHanbHbIE KYJIbTYPHI U
CTEPEOTHIIBI

PykoBojacTByeTCs MOTy4eHHBIMU
3HAHUSAMU B PEIICHUU CTAHAPTHBIX
KOMMYHHUKAaTUBHBIX 3a7a4.

OrnepupyeT B OOIICHUH JIEKCUUYECKUMHU
€JIMHUIIAMHU U COOTBETCTBYIOIIUMH




YMCHH: B pCHICHNN KOMMYHHWKATHBHBIX
3ajJad.

3.4. O6006menue. [Ipoekt «/{oOpo
I10aaoBaTh B benapycb»

rpaMMaTHYECKUMU CTPYKTYpamMu B
paMKax TeM.

Hcrnonp3yeT cripaBoYHyO HHGOPMAIIHIO,
aHaJIM3upyeT, 0000111aeT, COOTHOCHT,
KOMMCHTHPYET.

PA3JAEJI 4. Cepa mexaynapoanoro corpyannyecrsa. CMU.

CdopmupoBaTh yMeHUS UCTIOTIB30BATh B
IIACbMEHHOM U YCTHOM IIPaKTHUKE
JIEJIOBOTO OOIIEHUS JIEKCUUECKUI
Marepuai TEMBI.

CdopmupoBaTh 3HaHUS ONOJIUTUYECKOM
YCTPOMCTBE rocyaapcTsa u o poau CMU
B COBPEMEHHOM MUpE.

Hay4yuTh npuMeHsTh 3HaHUSA U YMEHHS
B PELICHUH KOMMYHUKATUBHBIX 33/1a4

4.1. IlonuTHyeckoe yCTpONUCTBO
rocyaapcraa

4.2. benapych 1 MUPOBOE COOOIIIECTBO
4.3. O600menue. IIpoekt «Pecmybnuka
benapych Ha MEXIyHapOIHOU apeHe»
4.4. CMU. Ponrs CMU B coBpeMEHHOM
MUpE

4.5. O6006mmenue. [Ipoext «Chepa
MEXITyHApOJIHOTO COTPYAHUYECTBA B
CMI»

PykoBoacTBYETCS IOTyYeHHBIMU
3HAHUSIMU B PEIICHUH CTaHIAPTHBIX
KOMMYHUKATHBHBIX 3a71a4.

OnepupyeT B 0OIICHUU JIEKCUUYECKUMHU
€IMHUIIAMHU ¥ COOTBETCTBYIOITUMU
rpaMMaTHYECKUMU CTPYKTYpamMu B
paMKax TeM.

Hcnons3yeT cipaBouHyro HHGOPMAIIHIO,
aHaJIM3upyeT, 000011aeT, COOTHOCHT,
KOMMEHTHUPYET.

PA3JIEJI 5. Cdepa MexkTyHAPOAHBIX KOHTAKTOB
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CdopmupoBaTh 3HaHUS JIEKCHKO-
IrpaMMaTHYECKOr0 MaTepualia B paMKax
U3y4acMOi TEMBI.

HayuuTthb ncnosbp3oBath 6a30BbIC
peueBbIC HOPMBI B TUCbMEHHOM U
YCTHOM MPAKTHUKE JCIIOBOTO OOIICHUS.
BripaboTaTh yMEHHUS BECTH KPATKYHO
JICTIOBYIO Oecely M periaTh
KOMMYHHKATHUBHBIC 33]Ia4H B paMKax
M3y4aeMOU TEMBI.

ChopmupoBaTh yMEHUS IPUMEHSATH
0a30BbBIC PEUCBBIC HOPMBI JIJIS PEIICHHS
KOMMYHHKATHBHBIX 3a/1a4 B paMKax
M3y4aeMOU TEMBI.

5.1. Jlenosas noeszoka. /lenosoe
obwenue.

5.1.1. CoBpeMeHHBIE CpECTBA TIepeIaun
uHopmanuu (dakc, 3eKTpOHHAS
mnoura).

5.1.2. KonTakTsl 1o Teiaedony.
JIOTOBOPEHHOCTH O BCTpeUe. 3aKa3
OWIIETOB, pe3epPBUPOBAHIE MECT B
TOCTUHHUIIE.

5.1.3. B asponopry, Ha BOK3aJe.
TaMOXEHHBIN U MAaCIIOPTHBIN KOHTPOJIb.
5.1.4. CoBpeMeHHBIE CPEICTBA OILIATHI
3a pyoexoMm.

5.2. Ilpuém u conpososicoerue
oenezayuu.

5.2.1.006ecnieyeHune BCTpEUH ¢
MHOCTpaHHOM (upmoit. ['ocTUHMYHBII
cepsuc. [Iuranue. [Ipokatr aBToMOOMIIA.
BBI30B 3KCTpEHHOM ITOMOIILIH.

5.2.2. Opranu3anus npe3eHTaluu,
npuema.

5.3. [enosas nepenucka.

5.3.1. CtpykTypa A€710BOro Nuchma.
AOOpeBuarypa B J1eJ10BOM
KOPPECTIOHJECHIIU Y.

5.3.2. IIuceMo-TIpUrIIalieHueE.
5.3.3.1lucemo-no3apaBiieHUE

5.3.4. ITuceMo-3ampoc

JleMOHCTpUpYyET YMEHUE U3BJIEKATh
HEO0OX0IMMYI0 HH(POPMAIIHIO U3
WHOCTPAHHBIX HICTOYHUKOB, YMEHUE
M0JIb30BAThCS CIOBAPSIMH PAa3HOTO TUIIA,
CIIPAaBOYHOM JIUTEPATYPOH.

[IepeBoaUT crielMaIbHBIE U COLIUATBHO-
HOJUTUYCCKHE TEKCTHI (CO CIIOBApPEM).
Hcnonp3yeT B MMCbMEHHON U YCTHOU
IPAKTUKE JIEJTOBOTO OOIIEHHUS JIEKCUKO-
rpaMMaTUYECKUN MaTepuall TEMBI.
OcyiecTBiigeT npopecCuoHaNbHOE
00l1IeHrEe HA THOCTPAHHOM SI3BIKE.
Benet kpatkyro nenoByro 6eceny ¢
NOCETUTEIISIMU, PEATU3YET
KOMMYHHUKATHUBHYIO 3a7a4y.
AHanuzupyeT 1 0hOpMIISIET IETTOBYIO
KOPPECIOHEHIINIO 0 00pasIy.
KomOuHupyer nosgyyeHHble 3HAaHUS TTPU
pELIEHUH KOMMYHUKATUBHBIX 33/1a4.
Pemaer crannapTHbie
KOMMYHHUKAaTHBHBIE 3a]1a4¥ C
UCIIOJIb30BAaHUEM OCHOB JIEJIOBOTO
SI3bIKA.

OnepupyeT 6a30BbIMU PEYEBBIMU
HOpMaMH, HEOOXOIUMBIMHU JIJIs1 PEIIECHUS
CTaHJIAPTHBIX KOMMYHUKATHUBHBIX 33]1a4.
AHaJIM3UPYET COJIEPKAHUE, CTPYKTYPY U
THII JIETIOBBIX MHUCEM.
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5.3.5. IInucbMO-BCTPEUHBIH 3a1pOC
5.3.6. IluceMo-tipeAsioKeHne

5.3.7. IlmcepMo-3akas

5.3.8. I[IuCbMO-TIOATBEPKACHUE 3aKa3a
5.3. 9. IIncbMO-OTKJIOHEHHE 3aKa3a
5.3.10. IInceMo-n3MeHeHnE 3aKa3a
5.3.11. IImceM0-0T3BIB 3aKa3a

5.3.12. [IuceMo-00CyXKIeHUE 1IEH U
YCIOBUM

5.3.13. PexnamMHO€ MHCHMO

5.3.14. IInceMo-HaIIOMHMHAHHUE

5.4. Koumpaxm

5.4.1. ITuceMo-pexnamanus/mpeTeH3us
5.4.2. IIuceMo-yperyinmupoBaHue
MPETEeH3UU

5.4.3. YcnoBus IMOCTaBKH.
NuaKoTepMUHBL.

5.4.4. BaHKOBCKHE TIOKYMEHTHI

5.4.5. TpaHCOpPTHBIE JOKYMEHTHI
5.4.6. KoHocaMeHTHI.

CooTHOCHT coaepKaHue
KOPPECTIOHICHITNH C Pa3INYHbIMU
rpynmnamu Jel10BOi KOpPECTIOHACHIINN
MEXIyHapOJIHOT0 00pasia.
Onepupyet oOpa3uamu B 0popMIIEHUN
JOKYMEHTAIlUU B COOTBETCTBUH C
TpeOOBaHUAMU K CTPYKTYpE U MpaBUIaM
COCTaBJICHUS IOKYMEHTOB Pa3IMYHbIX
TUIIOB HA MHOCTPAHHOM SI3bIKE.

YuTaet TEKCT O TEMATUKE
po(ecCUOHaNbHOMN 1eATEIEHOCTH (CO
CJIOBapeM).

Brimonusiet TpeboBanus K 0(hOpMICHUIO
KOPPECIOHAEHIINN U IPYTOn
3apyOexHON JOKYMEHTAIMH T10
KJIaCCU(PUKALIMU MEXKTyHAPOIHBIX
HapTHEPCKUX KOHTAKTOB.
JIeMOHCTpHUpYET YMEHHE UCIIOJIb30BATh
QJITOPUTM JIJISl PELICHUS] HOBBIX
HECTaHJIaPTHBIX KOMMYHHUKATUBHBIX
3aja4.
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MpUMEpPHbIE KPUTEPUMN OLIEHKMN FOBOPEHUA
(YCJIOBHO HENOATOTOBJEHHASI MOHOJIOTMYECKAS PEYD)

Bbaaa

IToxka3aTen OLICHKH

10
(mecaTn)

CBoOoHOE OnepupoBaHKe MPOrpaMMHBIM MaTepuaioM. [IpuMenenne 3HaHuM 1
YMGHI/II;'I B HC3HAKOMBIX CUTYyallUuiX. AI[CKBaTHaSI U ITOJIHAA pCalin3alunsa
KOMMYHHUKATHBHOH 3a1aun. CBS3HOCTb, TIOJHOTA, CIIOHTAHHOCTD, JIEKCHYECKOE U
rpaMMaTHYeCKOe Pa3HOOOpa3ue ¢ UCTIOIB30BAHUEM HIHOM, BBIPAKECHUN
OLIEHOYHOT'O XapaKTepa, CPEACTB PEUEBOI0 ITUKETA, BRIPAKEHUE COOCTBEHHOTO
MHEHHUS TIPU OTCYTCTBHH OITUOOK.

9
(1eBsATDH)

[TonHoe, MpovHOE, IITyO0KOe, CHCTEMHOE 3HAHKUE YIeOHOr0 MaTeprasa B 4aCTUYHO
W3MEHEHHOM CUTyallnH. AJICKBaTHAS U IMOJTHAS pean3aiys KOMMYHHUKATHBHOM
3aaun. CBSI3HOCTb, ITOJIHOTA, CIOHTAHHOCTD, JICKCHYECKOE M IPAMMATHYCCKOE
pa3Ho00pa3ue U KCIOJIb30BAaHKE BHIPAKECHUI OI[CHOYHOTO XapakTepa, CPEICTB
pPEUEBOr0 3THKETA, BRIPAKEHUE COOCTBEHHOI'O MHEHUS TIPU OTCYTCTBHH OIIHOOK.

8
(BoceMB)

YBepeHHas peann3alnnsi KOMMYHUKaTUBHOIO HAMEPEHUS B CUTyalUsX,
MIPEAYCMOTPEHHBIX yueOHOM nmporpaMMmoii. CBSI3HOCTh, TTOJIHOTA, CIOHTAHHOCTb,
JIEKCUYECKOEe U TpaMMaTHYeCKOe pa3HOoOpa3ue U UCIOJIb30BAHUE BhIPAKCHHIMA
OLICHOYHOT'O XapaKTepa, CPEJICTB PEUEBOr0 ITUKETA, BEIPAKEHHE COOCTBEHHOTO
MHEHUS , HAJTMYMEe HECYIICCTBECHHBIX OIIMOOK.

(cemb)

[TostHOE, TPOYHOE BOCIIPOM3BEIEHUE POTPAMMHOI0 MaTepuania. Peanuzanus
KOMMYHHKaTUBHOI'O HAMEPEHUS B CUTYaALUsX, IPEAYCMOTPEHHBIX YUeOHOI
nporpammoil. HexkoTopelie HapyieHuss KOMIIO3UIIMOHHON CTPYKTYPBI
BBICKA3bIBaHUS, CBA3HOCTb, IIOJHOTA, BEIPA)KEHUE COOCTBEHHOI'O MHEHHUS.
OrpaHn4eHHOCTh B MCIIOJIb30BAaHUH JIEKCUYECKUX U TPAMMAaTUYECKUX CTPYKTYP.
Hapymenre HOpM IPOU3HOLIECHHS B OTJAEIBHBIX CIIy4asix, 3aTPYAHAIOMINX
noHuMaHue. Hanuuue eqMHUYHBIX OIIHOOK.

(mectn)

Oco3HaHHOE BOCIIPOM3BEICHNE TIPOTPAMMHOT0 y4eOHOTO MaTepralia B 3HAKOMOM
cutyarui. HemoctarouHo moHas peann3aiis KOMMYHUKaTHBHOTO HaMEepEHUSI.
OrpannyeHHbIH 00BEM BbICKa3biBaHUs. HenocTarounas Oeriiocts pedn ¢
OTrOBOPKaMH U HEMHOTOUYHUCIICHHBIMH OIIMOKAMH B YIIOTPEOJICHUH CIIOB U
rpaMMaTHYECKUX CTPYKTYP.

(mATH)

Oco3HaHHOE BOCIIPOU3BEICHNE OO0JIbLIEeH YacTH y4eOHOro Marepuana B 3HaKOMOM
CUTyalluH. Peaﬂmaum{ KOMMYHUKATUBHOTO HAMEPCHHA OCIIOKHCHA
SHAYUTCIbHBIMUA 3aTPYAHCHUAMU B BBI60pC SA3BIKOBBIX CPEACTB U
bopMynupoBaHUU cosepkaHus peun. Hapyiienue 1oruku 1 KOMIO3UIMOHHOM
OopraHu3alr pCyu. Hamune HCKOTOPLIX JICKCMYCCKHUX U I'PAMMAaTUICCKHUX
OIINOOK.

4
(ueTnipe)

HenocraTtouHo noiaHoe Bocpou3BeaeHue 00bIIei 4acTH MPOrpaMMHOTO
yuebHoro Marepuaina. Hemomnnas peanusanusi KOMMYHUKaTHBHOTO HAMEPEHUSI.
OrpanundeHHbIl 00bEM BbICKa3biBaHUs. Hannune ommOok B ynoTpedieHun
CJIOBaps U TPAMMATUYECKUX CTPYKTYP. 3HAUNUTEIBHOE HAPYILIEHUE
MIPOM3HOCUTENIbHBIX HOPM, 3aTPYAHSIONINX TOHUMaHUE.

(Tpm)

OrpaHu4eHHbIN CIOBapHBI 3anac U HEAOCTATOYHOE BJa/IcHUE TPaMMaTHUYECKUMHU
CTPYKTYpaMHU 3aTPYAHSAIOT PEAIU3aLUI0 KOMMYHUKATUBHOTO HAMEPEHHUS.
OrpanudeHHbIl 00bEM BbICKa3bIBaHUs. HapyllieHne JJIOruku 1 KOMITO3UITMOHHOMN
opranuzaiuu peun. Hanuume nekcMueckux, rpaMMaTHUECKUX U (POHETHUECKUX
OLIMOOK CHIIBHO 3aTPYIHSIOT TOHUMAHUE PEYH.
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2 HecooTBeTcTBHE BBICKa3bIBaHUS YUaIETOCS KOMMYHUKATHBHOH 3a/1a4e, 00bEM
(182) BBICKa3bIBaHUS OTPAaHUYCH HAOOPOM KPaTKUX MPEIOKEHHH, HapyIlIeHa CBA3HOCTD
peun. Hannume nekcu4eckux, rpaMMaTHYeCKUX U (JOHETUYECKUX OIUOOK CHIILHO
3aTPYIHSIOT TOHUMAHHUE PEYH.
1 [TonHast HECTIOCOOHOCTH peaTi30BaTh KOMMYHHKATHBHYIO 3aj1a4y. [IponsHeceHue
(omuH) OeccBs3HBIX (Dpa3 v OOJIBIIOE KOJIMYECTBO OIHOOK.

14




ITPUMEPHBIE KPUTEPUU OLIEHKU

INHOHUMAHUA TPOYNTAHHOI'O (HI/ICLMEHHI)IFI KOHTPOJII))

Cmanoapmmuutit mexcm oovemom 100-1200 cnoe
evinoanaemcs 3a 45 munym, 20 nynkmoe 3a0anui

bana Ioka3aTein oLleHKH
10 Bce 3amanus BeIMOTHEHBI 0€3 OMMOOK, TaHbI MOJIHbIE Pa3BEPHYTHIC
(1ecATh) | OTBETHI.
9 Bce 3a1anus BIOJIHEHBI, JOMYIIIEHA OJIHA HETOYHOCTb, CBSI3aHHAS C
(1eBSAITH) | MOJTHOTOM OTBETA.
8
JonyiiieHa oJlHa HETOYHOCTh B IOHUMAaHUHU.
(BoceMb)
7
(cem) Jlomymiena oHa hakTUYEeCcKas OMMOKa WK JBE HETOYHOCTH.
6 Jomyiens! 1Be pakTudecKkrue OMMOKN WK OHA (paKTUYecKas U B
(1IecTb) | HETOYHOCTH.
5 Homnyiensl Tpu (hakTUUecKue OmMOKU UiIu ABE (PaKTUYECKUE U ABE
(mATh) | HETOYHOCTH.
4
JomytieHsl Tpu (aKTHUECKUE OMUOKYA U HETOYHOCTH.
(4eTnIpe)
3
JlonyuieHsl yeTbipe (PaKTUUECKUE OIUOKH.
(Tpm)
2 .
(182) Homnyieno 6onee 4 pakTuueckux ommOOK U HETOUHOCTEH.
1
He nonsaTO conep:xaHue MpoYnuTaHHOTO.
(oaun)
Opdorpaduueckue, rpaMMaTHUYECKUE€ U  JIGKCUYECKHE OLIMOKH  HE

YUHUTBIBAIOTCS, €CJIM OHU HE HAPYILIAIOT CMBICIT BHICKAa3bIBAHUSI.
3a monyueHHble (paKTUYEeCKUe OIIMOKM cHUMaetcs -1 0an.
3a HamMyMe HECYLIECTBEHHBIX OUIMOOK B M3JI0KEHHUU COOBITUH, (PAKTOB U
MIOCJIEIOBATEIBHOCTH JielicTBUI cHuMaeTcs- 0,5 Oaa.
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Cmanoapmustii mexcm om 1200 oo 1500 3nakos, koi1uuecmeo nynkKkmoes

ITPUMEPHBIE KPUTEPUU OLIEHUBAHUS
YYEBHBIX IOCTUKEHUIA YYAIIAXCH 11O AYJIMPOBAHUIO.
(MMCHbMEHHBIN KOHTPOJIb)

00 20
OrmeTka
IMoka3zaresin OneHKH
B 0asiax
10 Bce 3a1anus BBINOJIHEHBI MPABUIIBHO, JIAHBI MTOJIHBIC, Pa3BEPHYTHIC
(mecsiTb) | OTBETHI.
9 Bce 3aganus BBIMOTHEHBI MPABUIILHO, IOMYIIIEHA OJHA HETOYHOCTb,
(1eBSITB) | CBSI3aHHAA C MOJHOTOW OTBETA.
8
JomnyieHa oHa GakTrudeckas OMOKa UK IB€ HETOUYHOCTH.
(Bocemb)
7 Jomytiens! 1Be pakTudeckre ommuOKN Ui 0J1HA (pakTudecKas
(ceMb) | ommOKa U IB€ HETOYHOCTH.
6
Jomy1ensl 1Be pakTuyeckue OMMOKH U HETOYHOCTb.
(mecrnp)
5 Jonyiiensl Tpu (pakTUyecKue omMOKU UiIH ABE (PaKTUYECKUE OMHOKN
(mATh) | ¥ IB€ HETOYHOCTH.
4
JonyiieHsl Tpu (pakTUUECKue OMMOKN U IBE HETOUHOCTH.
(ueTnIpe)
3
(TpH) JonyieHsl yeTbipe (PaKTUYECKUE OMMOKN U HETOUHOCTH.
TPH
2 ;
(182) JomytieHo 0osiee 4eThIpEX (PaKTUYECKUX OIMUOOK.
1B
1 CopnepkaHue He MOHATO, HATMYME MHOTOYHCIIEHHBIX CMBICIIOBBIX
(oamH) | omIUOOK.

Opdorpaduueckue, rpaMMaTHYECKHUE U JICKCUUECKUE OIUOKHU HE
YUHUTBIBAIOTCS, €CJIM OHU HE HAPYILIAIOT CMBICIT U3JIaraéMbIX COOBITHH.

3a nonyuieHue paxkTuueckoit ommOku cHumaetcst 1 6an.

3a HaJIM4YKMe HECYHIECTBEHHBIX OUTMOOK B U3JI0KEHUU COOBITUH, (PaKTOB U
MTOCJIEAOBATEILHOCTH JieicTBUM cHuMarorces 0,5 Oana.

16




PCKOMeHIlyeMOC COACPKAHMUE IK3AaMECHOB.

Bropo#u kypc:

1. YteHue TeKcTa U OTBETHI HA BOIIPOCHI 110 COACPIKAHUIO ITPOYHUTAHHOIO.

2. 'oBopeHue 1o cutyauuu oOILIEHUS.
3. IlepeBoa MpeasioAKEHUI C PyCCKOrO HAa aHTJIMMCKUH.

Tpetuit kypc (mucbMeHHast popmMa sK3aMeHa):

1. HpO‘II/ITaTB TCKCT U BBIIIOJJHUTD YIIPAKHCHUA!
1) true/false

2) synonymmatch

3) answerthequestions

2. Hanucatp 1€J10BO€ MUCHMO MO CUTYaLIHH.
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MNepeyeHb CcyLecTBEHHbIX N HeCYLL,EeCTBEHHbIX oWmnbOoK.

Bup peueBoii

CymiecTBeHHBIE OITUOKU

HecymectBennbie ommoku

ACATECIIBHOCTHU
['oBopenue 1. Ucnonb3oBanue A3bika Ha ypoBHE | 1. HeBepHOe MCIIOIB30B.
OT/ICNIbHBIX CJIOB U CJIOBOCOYETAHUM. | MIMOMATHYECKUX PEUYEBBIX 00OOPOTOB,
2. OrpaHuYeHHBIN CIIOBAPHBIN 3amac | 00YCIOBJICHHBIX HHTEPPEPECHITNCH
JUTSL BBIPAXKEHUS MBICITH. POJIHOTO SI3bIKA.
3. ®oHeTH4eCKHE, JIEKCUYECKUE U 2. IIponyck uiau HEBEpHOE
rpaMMaTHYeCKUE OMIMOKH B yrnoTpeOaeHue apTHUKIICH.
M3Y4YEHHOM MaTepHale, 3. HeBepHoe ynotpebiieHue npe/jioros,
3aTPyAHSIONIME TOHUMAHKE HE MCKAKAIOIINX CMBICI BBICKA3bIBAHMUSL.
BBICKA3bIBAaHUS TOBOPSAILETO. 4. HeBepHblii TOPSAIOK CIIOB B
4. CTpyKTYpHO- CTUITUCTUYECKUE MPEIJI0KEHUU.
OIIMOKY B OpraHU3aIlKi YCTHOTO 5. CnoBoobOpazoBaTenbHbIE OTHOKH, HE
BBICKA3bIBaHUSI. 3aTPyAHSIONIME TOHUMAHUE
5. Orpanu4eHHbI 00bEM BBICKA3bIBaHUSI.
BBICKA3bIBaHUSI.
YUrtenue 1. Y3HaBaHue OTACILHBIX CIIOB U 1. ®oHeTnyecKue OMMUOKH B
Bocnpusitue ¢dpa3 npu YTEHUU U CIyIIAHUN MPOU3HOIICHUH HE3HAKOMBIX

PC€UH Ha CIIYX

TEKCTa.
2. 3amMelleHue OJJHOTO 3ByKa WU
CIIOBA IPYTM, UCKAKAIOIIUM
CMBICIIOBOE COZIEPKaHNE
HPEeATI0KEHUSL.

3. He3HaHue npaBui 4TeHUS.

4. YacTu4HOE BOCIIPOU3BEIICHHUE
Marepuala Ha ypOBHE OTICIbHBIX
CJIOB M MPEIOKEHUH.

OyKBOCOYETAaHUH, CJIOB U
CJIOBOCOYETAHUU.

2. BocpousBenenrne HHTOHAIUU
HHOA3BIYHOTI'O IMPECATIOKCHUA.

3. [lepedpazupoBanuie yCIbIIIaHHOTO
HJIU ITPOYUTAHHOI'0O KOHTCKCTA I10
MpaBUJIaM POIHOTO fA3bIKA C HEKOTOPBIM
HapYILIEHUEM CTPYKTYPHBIX HOPM
M3Y4aeMOTO0 HH. s3bIKa.

ITucemo

1. BeipaskeHue MBICTTH Ha YPOBHE
OT/EJbHBIX CJIOB M CIIOBOCOYCTAHUH.
2. Ynorpe0OieHue cIoB B
HCHOPMATHUBHBIX 3HAYCHUSX,
HapyIIeHNE JIEeKCUIECKON
COYETaeMOCTH, TOBTOPHI,
TaBTOJIOTHSI.

3. HeBepHoe ynotpebiieHue
TJIaroJIbHBIX GOPM M HECOOTI0IeHe
COIIACOBAHUS BPEMEH.

4. OdopmiieHne MUCHbMEHHBIX
BBICKa3bIBAHUII 110 MPaBHIIAM
POHOTO 53bIKA C HApYLICHUEM
CTPYKTYPHO- CTHJIMCTHYSCKUX HOPM
U3y4aeMOro HHOCTPAHHOTO SI3bIKa.

1. I[TynkTyanus U opranusanus ad3ares.
2. CoryiacoBaHu€ IIOUIEKAIIETO U
CKa3yeMoro.

3. [Ipomyck HEOOXOAUMBIX DJIEMEHTOB,
HE CYIIECTBEHHO 3aTPYIHSIIONINX
IIOHUMAHHUEC HAITUCAHHOT O.
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CNYYAU YINOTPEBJIEHNA OMNPEAENNEHHOITO APTUKIA THE

Ne
n/n

Introductory course

CJIYUAH YIIOTPEBJIEHUSI

Ecnu roBopHTCSl O €TMHCTBEHHOM B MHUPE
peaMeTe

Korpaa roBopurcst o npeamere (Wiu JIUIIE),
€IMHCTBEHHOM B JJAHHOW 00CTaHOBKE

Korna o njanHOM nipeaMeTe ye ynoOMHUHAIOCh B
pas3roBope WJIM MOBECTBOBAHUH

C cylIecTBUTENBHBIM, MIEpe] KOTOPBIM CTOUT
MOPSIKOBOE YUCIUTEIHHOE

C cymiecTBUTENBbHBIM, TIEpEA KOTOPBIM
CTOUT NPHUJIAraTesIbHOE B IPEBOCXOTHON
CTETIEHH

Ecnu roBoputcst 06 onpeneneHHOM (110
KOHTEKCTY) KOJINYECTBE BEIIECTBA,

nanpumep tea uau, milk monoxo, bread xze6 n
T. 0.

Ilepen Ha3BaHMUSIMU MOpEN, TOPHBIX MAaCCHUBOB,
OCTPOBOB, PEK, IYCTbIHb, KOpaOJiel, TOCTHHHII,
KMHOTEaTpOB, TEATPOB; MEPe.

cioBamMu countrysa

2opooom, Sea mope, seaside y

Mopst, mountains zoput (1 Tipu 0000TIIECHIH)

[Tepen cymiecTBUTEIBHBIM B € IMHCTBEHHOM
yucie, 0003HAYAIOIMUM IEIBIA KJ1ace

ITPUMEP

The sun is in the sky.
Connye naxooumcsi na nebe.

The teacher is in the classroom.
Yuumens 6 knacce. (B nannom kiacce
HaXOJUTCS TOIBKO OJIUH YUYUTEIh)

"I’ve got a very interesting book," says
Mike.

"Please show me the book," says Nick.
«Y mens ecmo UHmMmepecrHas Knuea», —
2oeopum Maiixk.

«lloxasicu mue noscanyiicma smy
KHU2y», — 20680pum Hux.

We are on the fourth floor.
Mbl HA nAmMmom smasice.

He is the best student in our group.
On nyuwuti cmyoenm 6 Hawiell epynne.

Is the milk on the table?

Monoxo na cmone? (T. €. UIMEHHO MOJIOKO

(B ompenieI€HHOMN yIakoBKe / B
onpeneaéHHOM 00BEME U T. 11.),
HOJJpa3yMeBaeMoe M0 KOHTEKCTY, a He
IPOCTO MOJIOKO KaK BELIECTBO)

I’m taking a trip to the mountains next
week.
Ha cneoyroweii neoene s edy 6 eopeol.

Did you go to the Black Sea or

to the Volga?

Bul e30unu na Yeproe mope unu na
Boney?

The whale is a mammal, not a fish.
Kum — 9mo mjeKkonumarrwujee, a He
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MPEIMETOB, JIOJCH (T. €. Ipu 0000IIEHUN)

9 [Toce cnos one of ooun (u3), some
of nexomopuie (uz), many of muozcue (u3), each
of kaowcowiit (u3), most of borvuuncmeo
(u3) (aacto nocie cioB all sce, both of 06a)

10 | [lepen Ha3BaHMAMU YETHIPEX CTOPOH CBETA

11 | Ilepen damunueld BO MHOKECTBEHHOM YHCIIS
(mpu 0603HAYEHHUH BCEX YJIICHOB CEMbH)

puioa.

Most of the stories are very interesting.

Bbonvuuncmeo PaccKazo6 o4erdb
UHmepeCcHol.

Give me one of the books.

Jlatime mue 00HY U3 (3mux) KHue.

the Northern part of our country —
cesepHaulelicmpanbl

The Petrovs are at home.
Ilemposwl doma.

CJIYYAH YIHOTPEBJIEHUA HEOIIPEJAEJIEHHOI'O APTUKJIA A/AN

Ne
/o

CJIYYAH YIIOTPEBJIEHUSI IHPUMEP

1 [Tpu ynmomMuHaHUM yero-au0do BrepBbIe A man came up to a policeman.
Yenosex nooowen K NOIUYEUCKOMY.
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2

3

[Tpu 0600ICHNH

ITpu 0603HaueHUN HEONIPEAETICHHOTO
KOJIMYECTBA KOHKPETHOI'O IIpeaMeTa

[Tepen HazBaHusIMU TIpodeccHit mim
MOJHKHOCTEN

B 3HavyeHun oauH nepen
UCUYHCIIICMBIMH CYIIECTBUTEIbHBIMH,
0003HayYaIOMIUMHU BpeMs

A baby deer can stand as soon as it is born.

Onenama MOo2cym CmoAmb HaA Hozax cpasy nocie

POdHCOEHUS.

Pass me a piece of bread.
Ilepeoatime mue (HemHo20) xnebda.

He is a doctor.
Onuspau.

Will you be back in an hour?
Buvi 6epnemecs uepes uac?
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6 [Tepen ucuncnseMbMu He is quite a young man.
CYIIECTBUTEIILHBIMU B €TAHCTBEHHOM On coecem ewye MOIOOOT YeNOBEK.
YHCIIe, ONPEISIIIEMbIMU
cioBamu such, quite, rather, most (8
3HAYEHUHU OYEHb)

It is a most interesting book.
Omo ouenw unmepecHas Knuea.

N.B. | Aprtuxib an ynorpebisiercs Toraa, Korjaa cieayiollee 3a HUM CJIIOBO HAUMHAETCs
¢ macHoro 3Byka: an old woman cmapyxa, an honest man uecmuwiii uenosex.



http://study-english.info/transcription.php

OTCYTCTBHUE APTHUKJIA

Ne

CJIIYUAN
I/

1 [lepen ucurcnsieMbIMU CYIIECTBUTEILHBIMU BO
MHO>KECTBEHHOM YHCIIe (B T€X ClIydasx, KOrja B
€IMHCTBEHHOM YHCJIE CIEAYET YIOTPEOUTD
HeolpeAeNICHHBIA apTUKIIb)

2 [Tpu 060061meHNN (0OOBIYHO UCTIONB3YETCS MHOKECTBEHHOE
YHCII0 WM HEUCUYUCISIEMOE CYIIECTBUTEIbHOE 03
apTUKIIS)

3 B BBIPAKCHUAX C COOCTBEHHBIM CYHICCTBUTCIILHBIM B
IMPUTAKATCIBbHOM IMAACKE

4 Hepez[ CYICCTBUTCIILHBIM B CI)YHKI_[I/II/I OIIpCACIICHUA

5 [lepen Ha3BaHUSAMH KOHTUHEHTOB, CTPaH, IITATOB,
TrOpOJIOB, YJIHIL, O3€P

6 [lepen HencuucasieMbIMU
(aOCTpaKTHBIMU) CYIIECTBUTEIbHBIMU

7 BHeKOTOpBIXCOquaHHﬂX CYIICCTBUTCIIbHOI'O C IIPECAJIOTOM,
KOTJaBcecoueTaHnenmeeTxapakrep Hapeuns. to / at / from
school, university,college; to / in / into / from church; in
time; at / from home; by
car, bus, bicycle, plane, train, metro, boat etc.; for
breakfast ur. 1.

8 [lepen nmenamu U paMUIHSIMHU JTHOIEH

ITPUMEP

My father and my uncle are
doctors.

Moti omey u moti 0505
8pauu.

Carrots are my favourite
vegetable.

Mopxoeb — moti 1r0ouMbLU
060U.

John’s coat
nanomo [icona

guitar lessons
YPOKU ucpsl Ha cumape

I’ve been neither to South
Africa nor to North
America.

A He 6v11 HU 6 FOoicHotl
Agppuxe, nu 6 Cegepnoii
Amepuxe.

This is important
information.
Omosadicnasungopmayusi.

| need advice.

Mue nyorcen cosem.

You can get there in time if
you go by train.

Bul mooiceme 0oopamubcs
myoa 608pemsi, eciu
noeoeme noe30oM.

My name is Bond, James
Bond.
Memns 306ym bono, [xcetimc
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Bowno.

YnpaxKHeHUA apTUKAN

€9

1. IToctaBbTe apTUKIb “a” WK “‘an’.

A 8 AN

VELS |
CONSONANTS VOWELS

A cat An apple

Adog An orange j

.. umbrella

.. idea

.. spider

.. extra cookie
.. toothbrush

.. earphone

.. amazing film
.. octopus

.. minute

0. ... question

. ITocraBbTe APTUKIIA C UMCHaAMU COOCTBEHHBIMHU TaM, Irac HGO6XOIII/IMO.

. We climbed ... Mount Everest in ... Himalayas.

. It is washed by ... Atlantic ocean in ... east.

. She lives in ... Irkutsk, near ... Lake Baikal. It’s ... deepest lake in ... world.
. ... Canada is not in ... USA.

. ... Great Britain is situated to ... west of ... Europe.

. ... Paris is ... very beautiful city.

. ... Germans drink much beer.

.He is in ... Netherlands now.

. I’d like to visit ... North Pole ... next year.

0. ... University of ... Oxford is very famous.

€C.%% ¢¢

3. IToctaBpTe apTukib “a”, “an’” i “the” Tam, rae HeoOXoAMMO.




30

. I'like ... chocolate and ... sweets.

. Does he listen to ... jazz music in ... evenings?

. ... bus over there is moving too fast.

. There is ... oval carpet on ... floor.

.Thad ... lunch in ... café. ... café was quite nice.
.I’dlike ... cup of ... coffee with ... sugar and ... milk.

... David can play ... guitar but he can’t play ... golf.

. She bought ... new pair of shoes.
. Is there ... bookstore near here?

. Helen has got ... parrot. — What’s ... parrot’s name?

. We are going to ... beach by ... car on ... Friday.

. ... weather is nasty today and ... sky is gloomy.

. On ... 14th of February ... lot of people celebrate ... St.Valentine’s Day.
.My ... teacher’s name is ... Robert.

. Do you remember ... woman we saw last week?

. My son is ... schoolboy, he goes to ... school in ... Manchester.
. Can you pass me ... mustard, please?

. People can’t live on ... moon.

. I really enjoyed ... book you gave me.

. What’s ... longest river in ... Russia? — [ don’t know. I’'m not good at ... geography.
. Look! ... cheese costs 50 $ ... kilo.

. This is ... second day of our trip.

. ... carrots are good for your ... eyes.

. ... euro is stronger than ... dollar today.

. Diana has ... sore throat. ... throat makes it hard to talk.

. You should turn ... left and go straight.

. ... Jacksons live next door to us.

. We are meeting ... tomorrow at ... noon.

.I'saw ... elephant at ... zoo.

. ... battery in ... my smartphone is dead.

Present Simple

YTBepKaeHune

Oopasyercs Present Simple ouers nmpocTo, Mbl yOupaeMm y riiaroja 4actuily t0 u ctaBuMm ero Ha
BTOpPOE MECTO B MPEUIOKECHUH, MTOCIIe moaeskaiiero. Present Simple — oqHo U3 HEMHOTHX BpeMeEH,
rac HE UCIIOJIb3YETCA BCIIOMOTaTeILHBIHN IJ1aroj B YTBCPKICHHUU.
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[Moaexarum MoXeT ObITh MECTOMMEHHE WK cylnecTBuTenbHOe. C Mectoumenusimu he, she, it u
CYIIECTBUTEILHBIMU B €IUHCTBEHHOM uHcIie (2 boy — manbuuk, a girl — nesouka, a plant —
pacTeHue) y riaroiia mosBaseTCs OKoHYaHue —S (-es).

I/WelYou/They + riaron He/She/lt + raaron + —s (-eS)

| think. — 5 mymato.

We smile. — Mer1 yibsibaemcs.

You know. — BelI (TbI) 3HaeTe (-€Iib).
Boys jump. — MaJib4uK# IPBITakoT.

He goes. — On xoauT.
She speaks. — Ona pasroBapuBacr.
A boy jumps. — Manp4sK mpeIraer.

OxoHuaHre —€S J100aBJIsIeTCS K TJ1arojiaM, KOTOpbIe 3aKaHUYMBaKTCs Ha —0, —Y, —S, —sh, —ch,
—tch, —X, —2z. D10 nenaercs i TOro, YT00bI B CJIOBE HE CTOSIO PSAIOM JBa
TPYAHOIPOU3HOCHMBIX 3BYKa.
She does (ona genaer).
He teaches (on oOy4aer).
She watches (oxa cmotpwur).
He mixes (oH cMemmBaer).
Crenyer oOpaTUTh BHUMAHUE Ha TJ1aroJibl, OKaHYKBaromuecs Ha —Y. [Tocie —Y ucmnonb3yrores 2
BHUJIa OKOHYAHU:
1. Ecnu cioBO OKaHYMBAETCS HA COTVIACHYIO U —Y, UCIOJIB3YETCSl OKOHYaHUEe —€S. B aToM
cilydae —Y MEHSETCS Ha —I:
e | try (2 craparocs). — He tries (on crapaercs).
e They carry (onunocsr). — She carries (oHaHOCHT).
2. Eciu cioBo OKaHYMBAETCS Ha IVIACHYIO U —Y, UCIOIb3yeTcss —S. B 3TOM ciiydae HUKaKux
W3MEHEHHI C —Y HE IPOUCXOJIUT:
e You buy (Tl nokymnaermis). — He buys (oH mokymaer).
e We play (mb1 urpaem). — She plays (ona urpaer).
OTpuuaHme

J71st TOro 4TOOBI TOCTPOUTH OTPULIATEILHOE MPEIOKEHNUE, MBI 00paIaeMcsi K BCIIOMOTaTeIbHOMY
riaroiy do (does) u oTpuiatenbHON YacTuie NOt. 31ech CHOBA OTIENILHO OT BCEX OYAyT
Mectoumenus he, she, it u cymecTBuTebHbBIC B €IHHCTBEHHOM YHCIIE — C HUMH UCIIOIB3YETCS
dopma does. C ocTanbHBIMU MECTOMMEHHSIMHU M CYIIIECTBUTELHBIME yIToTpeOseTcs do.

Yactuiry NOt Mbl CTaBUM MEX]1y BCIIOMOTATEIBHBIM TJIaroJIOM U OCHOBHBIM.

I/We/You/They + do not + riaron He/She/lt + does not + raaro:n

| do not think. — SInexymaro.

We do not smile. — MbiHeynbioaemcs.

You do not know. — BsI (TbI) He 3HaeTe (-€liib).
Boys do not jump. — ManbuuKy He MPBITAIOT.

He does not go. — OuHexoaurt.
She does not speak. — Ona He pazroBapuBacr.
A boy does not jump. — Mab4uKHENPBITaeT.

Don’t u doesn’t — 310 cokpariennbie Gopmsl oT dO NOt 1 dOES NOt, OHK UCTIONB3YIOTCS B
Pa3roBOpPHOI peyn:

e We don’t smile.

e A boy doesn’t jump.
OG6paruTe BHUMaHKE, YTO IIPH UCITOIL30BaHIK J0ES OKOHYaHHE —S Y OCHOBHOTI'O IJIaroJia
ucueszaer. BermoMorarenbHbIN T1aroi BCera «IepeTsaruBaeT» Ha ceos —s (do + es = does),
[I09TOMY HaM He HaJ0 MCII0JIb30BaTh 3TO OKOHYaHHe BTOPoit pa3. Korma does yxoaur, y OCHOBHOTO
rj1aroja CHOBa MOSIBISIETCS —S.
Bonpoc

B Bompoce Takke uCmonb3yeTcs BermoMmoratenbhblii riaros do (does). UroOsr 3aaaTh BOIpoc

B Present Simple, Mb1 cTaBuM B Havase npespioskeHus do (does), 3atem moasiekaiiee U B KOHIIE
ocHOBHO# ritaroj. He 3a0biBaiiTe, Kak TOJNBKO mosBisiercst does, okonyanune —S (-€S) y OCHOBHOTO
rjiarojia ucues3aer.
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Do + I/we/you/they + riaron Does + he/she/it + riaron

Do | think? — SIxymaro?

Do we smile? — Merynbibaemcs?
Do you know? — BsI (TbI) 3HaeTe
(-emn)?

Do boys jump? — Manbuuku
IPBITaoT?

Does he go? — Ouxoaut?
Does she speak? — OnapasroBapuBaet?
Does a boy jump? — ManpuukmnpeiracT?

lnaron to be B Present Simple

B anrnwmiickom si3bike riaroii to be (ObITh, €CTh) 3aHMMAET 0C000€ MeCTO. Y HEro €CTh HECKOJIBKO
0COOEHHOCTEH, KOTOpPbIE OTJIMYAIOT €r0 OT APYTUX IJIaroJoB:

1. VY aroro rnarosia Tpu Gopmel: am (s mecroumenus 1), s (s he, she, it)

u are (st you, we, they). To be — eanHCTBEHHBI I71aroJ1 B aHTITMHCKOM SI3bIKE, KOTOPBIi
MEHSIETCSI 110 JIUIAM U YHCIIaM.

e | am astudent. — ScryaeHt.

e They are drivers. — OHUBOAUTEIH.

o Her garden is beautiful. — Eecagnpekpaces.

2. C to be He UCTIONB3YIOTCS BCIIOMOTATEIbHBIC [IAr0NIbl. B OTPHIIATEIBHBIX MPEITOKCHHUIX MBI
CTaBUM YacTHIly NOt cpa3y mocie to be. B Bompocax Mbr ieperocuM to be B Havao
MIPEIIOKEHUS.

e Aml late? — dnozauo?

e We are not travelers. — MbI He myTeICCTBEHHUKH.

« Is he your younger brother? — OurBoiiMmaamuitopar?
O npyrux ocodeHHOCTsX {0 be BbI MoXeTe y3HaTh U3 cTaThu «Y1moTpebienue riaroia to be: kak,
[JIe U 3a4eM».
Mpe1 pactipenenunu Bee pynkuuu Present Simple Ha Tpu rpyriisl, 4ToObI BaM ObLIO yI00HEE
3HAKOMUTHCA C 3TUM BpeMeM. B 3eneHoit paMmke Bbl Haiiere To, 4TO HEOOXOAUMO 3HAThH Ha
HadaJIbHOM dTare oOyueHus. B xkenToi pamke npeacTaBieHsl (YHKIMHA, KOTOPHIE U3Y4alOTCs Ha
CpeIHEM YPOBHE, B KPACHOW — HA BHICOKOM.
YMNOTPEBJIEHWE PRESENT SIMPLE

HAYAJBHBIYM YPOBEHB

Present Simple ucmonb3yeTcs, 4T0ObI 0003HAYUTH COCTOSIHUE, IPUBBIYHOE HITH TIOBTOPSIOIIEECS
JIEWCTBHE, €XXETHEBYIO PYTHHY. B 9TOM cllydae B MPeIOKEHHH MOTYT IIPHCYTCTBOBATH

Hapeuust always (Bcerma), usually (o6sruno), often(uacro), seldom (pexnko), sometimes (urormaa), never
(nukorpa), every day / every week (kaxkaplit IeHb / KXKIyIO HEJCIIO) H T. 1.

| always close the window in the evening. — 4 scezoazaxpuwiéaio oknoseuepom. (npueviuka
3aKpLIEANb OKHO NO 6eHepam)
| take a bus to work every morning. — 4 cascyce 6 asmobyc u edy na pabomy kasxicooe
YMpo. (exisceone8Hass pymuna)

He is my cousin. — Ox moti 06010podHbiil bpam. (o 6ce20a mHe 6pam, cocmositue)

Ms1 ucnone3yem Present Simple, korga roBopuM 0 3aKOHaX IPUPOJIbI, HAYYHBIX (aKTax,
OOLIENPUHATHIX YTBEPKICHUAX WIIM BCEM U3BECTHOM IpaBJe.

The sun rises in the east. — Connye scxooum nasocmoxe. (3axkon npupoowi)
Boys don 't cry. — Manvuuxu ne niauym. (obwenpunsimoe ymeepaicoerue)

— Do koalas live inAustralia? — Koanwt orcueym eAscmpanuu?
—Yes, they do. They live in Australia. — /la, koanwt srcusym ¢ Ascmpanuu. (6cem uzsecmuwiil haxm)

Present Simple ucrionp3yercs B penenTax, ”HCTPYKIHSIX U PyKOBOJCTBaX BMECTO MOBEIUTEIHLHOTO
HAKJIOHEHUS IS [IEPEUNCIICHNS HECKOIbKUX JEHCTBU, CAeNYIOMMX APYT 3a JPYTrOM.
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We mix flour and eggs. We add a pinch of sugar. We bake a cake at 200 degrees. —
Cmewusaem mykyuaiya, oobasnsem wenomkycaxapa. Beinexaem nupoenpumemnepamype 200
2paoycos.

Smartphone connects to the Internet using a Wi-Fi connection. You choose a network and your
smartphone connects to this network. — Cuapmepon nooxnouaemces kMnmepnemynpunomowu \Wi-
Fi coeounenus. Bol evibupaeme cemo, u aut cmapmepon coeOuHsemcs ¢ Smoi cemauio.

I'OE ELLLE BCTPEYAETCA PRESENT SIMPLE

CPEJIJHUH YPOBEHb

Present Simple ucnonb3yeTcs B pacnucaHusx aBTOOyCOB, CAMOJICTOB, [TO€3/I0B, CEAHCOB B KHHOTEATPE,
3aHATU# 1 T. 1. B 3TOM ciyuae Present Simple nokassiBaet, 4to aeiicTBHE POUCXOIUT PETYIISIPHO:
MOBTOPSIETCS C KAKOW-TO MEPUOAUYHOCTHIO COIIACHO PACIIUCAHUIO.

The train leaves at 5 a.m. Don’t miss it. — I[loe30 omxooum ¢ 5 ympa. Cmompu ne
onosoaii. (pacnucanue noe30a PUKCUPOBAHHOe, OH pe2yIapHO omxooum 6 5 ympa)
The school classes begin at 8.30. — Illkonbubie 3anamus nauunaromes 6 8:30. (Oeiicmeue
nosmopsiemcsi kaxicowlil oerwv 6 8:30)

Present Simple BcTpeuaercst B CIOPTHBHBIX 0030pax, KOMMEHTAPHSX, YTOOBI 0003HAYNUTH HECKOJIBKO
NENCTBUI, KOTOPBIE MPOUCXOIAT OJTHO 32 IPYTHM.

The forward takes the ball but he misses and hits the post. — Hanaoaowuii npunumaem msu,
HO npomaxueaencs u bvem 6UMAHY .
The horse number 5 overtakes the favourite and enters the homestretch. — Jlowaowsnoonomepom
5 obeonsiem pasopumau 8b1x00UM HAGYUHUUHYIONPAMYIO.

Taxxe Present Simple rcnonb3yroT B HOBOCTHBIX CBOJIKAX U 3aroJioBKax raser. B atom ciydae Present
Simpleucnons3yercst 1151 COKpaIieH st JJTMHHBIX 3ar0JIOBKOB.

Amazon receives Patent for Drone Delivery System. — Komnanuss Amazon nonyuuna namenm na
cucmemy 00CmasKu mosapa ¢ ROMowblo Oporos. (3a201060K)
The Foreign Secretary of England meets the ambassador of France to start the negotiations. —
MunucmpunocmpannvixoenAueruu ecmpemun nociaPpaHyuuonsanepeco8opos. (HO8OCMHAsL
c600Ka)

Kaxk npaBuiio, Present Simple B 3aronoBkax u cBojikax MoKa3bIBaeT, YTO JCUCTBHE YK€ MPOU3O0IILIO
HJIK CeUIC MPOUCXOAUT. TaK, B HallICM NMIPpUMEPC MUHUCTP € ITOCIIOM BCAYT IICPETrOBOPHI ceituac nubo
yKe ux mpoBeinu. Present Simple taxke ynotpeoisiercs st 0003Ha4YeHHs ASHCTBUS B Oy/IyIIeM, HO
ropa3zio peixe u 00s3aTeNBHO C HapeUueM, YKa3bIBArOIIUM Ha BPEMSI:
Next week the Foreign Secretary of England meets the ambassador of France to start the
negotiations. —
Hacneoyroweiineoene munucmpurnocmpanuvixoenAunenuu scmpemumcs cnociom@panyuuoisanepee
080PO8.

C/TIOXHbIE C/TYSAU YITOTPEBJTIEHUA PRESENT SIMPLE

BBICOKHI YPOBEHbB

Present Simple ucronb3yeTcs B yCIIOBHBIX NpeuioskeHusx HyseBoro (Zero Conditional) u mepsoro
tuma (First Conditional):

o Zero Conditional mogpa3ymeBaer yciioBue, KOTOpOe BCera BEpHO. DTO TOT Cllydai
ynotpebiieHust Present Simple, koraa Mbl TOBOPUM 0 3aKOHAX MPHUPOJIbI, HAYYHBIX (aKTax,
OOIENPUHATHIX YTBEPKICHHUIX WA BCEM M3BECTHOM MpaBJIe.

Zero Conditional o6pa3syercs 1o crieayroIei cxeme:

If + Present Simple (ycrmoswue), Present Simple (pe3ynbrar)
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If you freeze water, it becomes ice. — Eciu 3amoposums 600y, ona npespawaemcsi 6 ieo. (600a
CMAHOBUMCSL TbOOM NPU YCIIOBULU, YMO €€ 3aMOPANCUSAION, — HAYUHBIU U 8CEM U36ECIMHbLLL

¢axm)

If it rains, the roads are slippery. — Ecauudem 00scob, 0opoeu ckonvskue. (npu yciosuu, 4mo
uoem 0024c0b, 00PO2U CMAHOBAMCS CKONb3KUMU — 8CEM U3BECMHAS NPABIQ)

o First Conditional orBeuaer 3a «peanbHOE» yCIOBHE — TO, YTO 00SI3aTEIBHO CAYIUTCS B
OmkaiiieM OyyIieM, eciii OyIeT BBIIIOJIHEHO YCIIOBHE.
Kak oopasyercs First Conditional:

If + Present Simple (ycnosue), Future Simple (pe3ysbrar)

If you hear her singing, you will be impressed by her voice. — Ecau 6vt ycaviuwume, kax ona
noem, ee 2010¢ npouszsedem Ha 8ac OoIbULOE eneyamieHue. (MPu YCioeul, Ymo 6bl YCibluiume,
6bl Oydeme eneuamJietvl)

If thismuseum isopen, we willgo onanexcursionthere. —
Ecnu myszeii 6yoemomxpoim, mvl noti0emMmyOanasKcKypcuio. (MoabKo npu yciosuu, 4mo my3el
OMKPOEmcsi, Mbl CMOdCEM MYyO0a Noumu)

B stux tunax npemioxenus nocie if crout Present Simple, naxe xorma neficTBrue OTHOCHTCS K
Oynymemy. Ha pycckuii i3pIk OHO MEPEBOUTCS TJIaroJioM B OyIyIieM BpeMEHH.
The cat will scratch you if you pull her tail. — Kowxa mebs noyapanaem, eciu moi oeprewn ee
3a xeocm.

O npyrux BUAAX YCIOBHBIX MPEIJIOKEHUIN BBl MOKETE TIOYUTATH B CTAThE «Y CJIOBHBIE
IPE/UIOKEHUS B aHTJIUHCKOM SI3BIKE.
Present Simple yrotpebmasiercs B IpUIaTOYHBIX MPEITIOKCHUIX ITOCIIE
coro30B When (koraa), until (moka He) uau as SO0N as (Kak TOJIBKO), €CIHM JEHCTBUE OTHOCUTCS K
Oynymemy BpeMeHH. Takoe IpeIoKeHIE Ha3bIBACTCS IPUIATOYHBIM BPEMEHH (ITPUIATOYHOE — TO,
KoTopoe HaurHaetcs ¢ When, until, as soon as), moTomy 4To OHO yKa3bIBaeT Ha Bpems aeiicTrus. Ha
PYCCKHI SI3BIK CKa3yeMOe B TAKOM IPEIOKECHUN OYICT MePEBOIUTHCS TIIAr0JIoM B OYAyIIeM BPEMCHH.

OTH NIpeUIoKEHUsT 00pa3yIOTCs CICTYIOITUM 00pa3oM:

When / until / as soon as + Present Simple, Future Simple (pe3ysbrar)
When | see Jim, | will say hi to him. — Kozoa s yeuosicy Joicuma, st nepedam emy npusem.
I will stay at home until he comes back. — 5 6yoy ooma, noka on neeepnemcsi.

As soon as | get to the airport, 1/l call you. — Kakmonavko st 0ob6epyco doasponopma,
5 nN0380HI0 mebe.

YnpaxHeHue 1. MocTaBbTe r1arobl B CAeAyoWmX NpeasioxKeH1sX B
yTBEpPAMTENbHYI0, BOMPOCUTE/IbHYIO MOTpULaTenbHyopopmbl Present Simple.

. I (to do) morning exercises.

. He (to work) at a factory.

. She (to sleep) after dinner.

. We (to work) part-time.

. They (to drink) tea every day.

. Mike (to be) a student.

. Helen (to have) a car.

. 'You (to be) a good friend.

. You (to be) good friends.

10. It (to be) difficult to remember everything.
YnpaxHeHue 2. Packpoliteckobku, ynotpebaasrnaronbis Present Simple.

O©Ooo~NOoO ol WwWwN -
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. Alice (to have) a sister.

. Her sister’s name (to be) Ann.

. Ann (to be) a student.

. She (to get) up at seven o'clock.

. She (to go) to the institute in the morning.

. Jane (to be) fond of sports.

. She (to do) her morning exercises every day.

. For breakfast she (to have) two eggs, a sandwich and a cup of tea.
. After breakfast she (to go) to the institute.

10. Sometimes she (to take) a bus.

11. It (to take) her an hour and a half to do her homework.
12. She (to speak) English well.

13. Her friends usually (to call) her at about 8 o’clock.

14. Ann (to take) a shower before going to bed.

15. She (to go) to bed at 11 p. m.

YnpaxHeHune 3. Packpolite ckobku, ynoTpebnssa rnaronbl B Present Simple.

OO ~NO Ol WN -

. My working day (to begin) at six o'clock.

. | (to get) up, (to switch) on the TV and (to brush) my teeth.
. It (to take) me about twenty minutes.

. | (to have) breakfast at seven o’clock.

. | (to leave) home at half past seven.

. | (to take) a bus to the institute.

. It usually (to take) me about fifteen minutes to get there.

. Classes (to begin) at eight.

9. We usually (to have) four classes a day.

10. I (to have) lunch at about 2 o’clock.

O~NOOOTDE WN B

YnpaxHeHue 4. UcnonbsyiiTe cnoBa B CKOBKax ana obpasoBaHua npeanoxeHuit B Present Simple.

ObpaTtnuTe BHMMaHUeE, B KaKon Gopme JOIKHO CTOATb NPeaioKeHne
(yTBEepaAnTENbHOWM, BONPOCUTENBHOW UAM OTPULLATENIbHOMN).

1) They football at the institute. (to play)

2) She emails. (not / to write)

3) ___ you___ English? (to speak)

4) My mother ____ fish. (not / to like)

5) Ann any friends? (to have)

6) His brother in an office. (to work)

7) She ___ very fast. (cannot / to read)

8) they the flowers every 3 days? (to water)
9) His wife a motorbike. (not / to ride)

10) __ Elizabeth coffee? (to drink)

YnpaxHeHue 5. BctasbTe rnaron “to be” BTpebyemoiidopme Present Simple.

1.1... astudent.

2. My father ... not a shop-assistant, he ... a scientist.

... your aunt a nurse? - Yes, she ... .

... they at home? - No, they ... not. They ... at school.
... you an engineer? - Yes, I....

Nookw

... your brothers at school? - Yes, they ... .
8. ... this her watch? - Yes, it ... .

9. Max ... an office-worker.

10. We ... late, sorry!

YnpaxHeHue 6. MNepeseanTe Ha aHINIICKUI A3bIK:

1. OHa3zaHsnTa. (tobebusy)
2. Al He 3aHAT.

... your friend a photographer? No, she ... not a photographer, she ... a student.
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3. BbI3aHATbI?

4. OHnaoma? (to be at home)

5. Ero HeT goma.

6. Al He 3Hato.

7. OHU 3HatOT?

8. OHa He 3Haer.

9. KT10 3HaeT?

10. HMKTO He 3HaerT.

11. OH yMTaeT aHrAniickme KHMrn? (to read English books)
12. OHM HMKOrAa He YuTatoT. (never / to read)
13. Y Heé ecTb KBapTMpa? (to have a flat)
14.Y Hero HMYero Her.

15. 910 KTO?

MHo>KecTBeHHOEe Yncno cyuiecTtBuUTE/IbHbIX B QHIIMCKOM fA3blKe

CYH_ICCTBI/ITGJ'IBHBIG B aHTJIMHCKOM SA3BIKC, KaK U B pPyCCKOM, MOT'YT CTOSTH B (bopMe CAMHCTBCHHOI'O
MJIN MHOXXCCTBCHHOI'O YHCJIa.

EnuncrBenHoe uyncelio (singular) o603HauaeT oJuH MpeaMeT:
CUp — yamka

gun — mmymka

bubble — my3bipéx

MHuo:xecTBeHHOe ynciI0 (plural) o6o3Hagaer qBa u Oosiee mpeameTa:
three cups — tpu yanku

two guns — zBe nyuku

thousands of bubbles — Teicsiun my3bIpEKOB

O6pa3oBaHMe MHOXKECTBEHHOTO YNCIA aHT/IMACKUX CYLLECTBUTE/IbHbIX

AHFJ‘II/IfICKOG CyHIeCTBI/ITeIII)HOG MOKHO ITOCTaBUTh BO MHOXXECTBECHHOEC 4YUCJIO, HpI/I6aBI/IB K HeMy
OKOHYaHUeE -S. OHO YUTACTCA KaK [ Z ] I1IOCJIC T'JIACHBIX U 3BOHKHUX COI'JIACHBIX:

shoe — shoes

hen — hens

HNJIN KaK [ S ] IT0CJIC FJ'IYXI/IX COT'JIaCHBIX:
bat — bats

Ecnu cymecTBuTeIbHOE OKAHUMBACTCS HA CBUCTAIIMHN WIH IIUISIIIAN 3BYK, TO €CTh Ha
OyKBHI S, SS, X, Sh, ch, To a1 Hero opMa MHOKECTBEHHOT'O YHCIIa 00pa3yeTcs PU TOMOIIN
okoHuaHus -€S [ iz ]:

bass — basses

match — matches

leash — leashes

box — boxes

Ecmu CYIICCTBUTCIIBHOC OKAHYNBACTCA HA 6y1<By -y, nepen KOTOpOfI CTOMUT corjiaCHasd, TO BO
MHO>XCECTBECHHOM YHUCJIC -y MCHSICTCA HaA II/I K CIIOBY HpI/I6aBJ'I$IeTCSI OKOHYAaHHE -€S.

lobby — lobbies

sky — skies

Uckrouenus: umena cooctsennbie (the two Germanys, the Gatsbys) u cocraBHbie
cymecTBuTenbHbIe (Stand-bys).

Ecnu nepen OykBO# -y CTOUT IlIacHasi, TO MHOXKECTBEHHOE YHCIIO 00pa3yeTcs o 00IeMy MpaBuiry
IIpH MIOMOIIIM OKOHYAHHUS -S, a OykBa y ocTaeTcsi 03 U3MEHEHHIA:

bay — bays

day — days
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way — ways

K CYIICCTBUTCIIbHBIM 3aKaHUYUBAIOIMIUMCA HA -0 HpI/I6aBJ'I$IeTC5I OKOHYAaHUEC -€S:
potato — potatoes

tomato — tomatoes

hero — heroes

Uckmnrouenus: bamboos, embryos, folios, kangaroos, radios, studios, zoos, Eskimos, Filipines, Kilos,
photos, pros, pianos, concertos, dynamos, solos, tangos, tobaccos.

Ecmu xe CYHICCTBUTCIIbHOC OKAHYUBACTCA HA 6yKBBI -f NN -fe, TO BO MHOXCCTBECHHOM 4YHCJIC OHU
MCHAIOTCS HA -V- U HpI/I6aBJ'I$ICTC$I OKOHYAaHHE -€S.

thief — thieves

wolf — wolves

half — halves

wife — wives

Uckmrouenus: proofs, chiefs, safes, cliffs, gulfs, reefs
UcKkntoyeHma npu OﬁpaSOBaHMM MHOXECTBEHHOro Yncna aHrIMNCKNX CYyLW,eCTBUTE/IbHbIX

HeKOTopBIC CYHICCTBUTCIJIBHBIC 11O UCTOPHUYCCKUM IIPpUINHAM UMCIOT CBOH COOCTBEHHBIE CITOCOOBI
IMOCTPOCHUA MHOXKCCTBCHHOI'O YKCJIaA:

man — men
woman — women
tooth — teeth
foot — feet

goose — geese
mouse — mice
louse — lice

child — children
0X — OXen

J11 HEKOTOpPBIX €I0B (hopMa €JMHCTBEHHOIO YHCIIA COBNAAAET C (POPMOIT MHOKECTBEHHOIO:

sheep — oBI1a, OBIIBI

SWINe — CBUHbBS, CBUHLN

deer — osnensb, onenu

grouse — xypomnaTka, KypornaTKu
series — cepusi, cepun

Species — B/, BU/IbI

COrps — Kkopmyc, KOpmychl (BOEH.)

Taxke 9T0 XapaKkTepHO /Ul Ha3BaHWI HEKOTOPBIX HanMoHaibpHOCTEH — Chinese, Japanese,
Portuguese, Swiss:

a Chinese — (oaun) kuTaerr

a group of seven Chinese — rpyrnnan3ceMukuTaiies

J10BOTBHO OOJIBINIAS YACTh 3aMMCTBOBAHHBIX CJIOB COXPAaHMIIA 33 COOO0M OKOHUAHUS
MHOKE€CTBEHHOTO YHCIIa, 00pa30BaHHBIC IO MMPABUIIAM «CBOETOY SA3bIKa (KakK MPaBUIIO, TPEUECKOTO
U JJAaTUHCKOTO):

basis — bases

Crisis — crises

phenomenon — phenomena
stimulus — stimuli

formula — formulae

datum — data
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index — indices
bureau — bureaux

J1Jis1 HEKOTOPBIX U3 TAKUX 3aMMCTBOBAHUM JOMMYCTUMO 00Pa30BaHHE MHOKECTBEHHOTO YUCIIA TI0
MpaBWjiaM aHTJIMHACKON TpaMMaTUKHU:

formula — formulas / formulae
focus — focuses / foci

OO6b1yHO aHTIUICKas (hopMa UCIOIB3YETCs B IOBCEIHEBHON peyur U XyI0KECTBEHHOH JIuTeparype,
a UCXOJIHAsl — B HAYYHBIX TPYIax.

MHoOXecTBeHHOEe YNCNO B COCTaBHbIX CYLLECTBUTE/IbHbIX

B cocTaBHBIX CyIIECTBUTEIHHBIX (JOPMY MHOKECTBEHHOTO YMCIIa OOBIYHO PUHUMAET TOIHKO
BTOpPOM 3JIEMEHT:

housewives — noMoxo3siiku
schoolchildren — mkonsauKH

B cOCTaBHBIX CYIIECTBUTEIBHBIX C IIEPBBIM JIEMEHTOM Man / woman Bo MHOYKECTBEHHOM YHCIIE
HM3MECHSIOTCS 00¢ YacTH:

women-writers — mucareabHUIbI

gentlemen-farmers — gepmepbi-/PKEHTIBMEHBI

B cioBax ¢ COCT&BJ'IHIOH.IGIZ -Man oHa U3MEHSECTC Ha -IMen:
policeman — policemen

Ecnu wactu coctaBHOTO ClloBa nunryTcs 4epes aeduc, To B popMy MHOKECTBEHHOTO YUCIIA
CTaBUTCSI KJIFOUEBOM IO CMBICTY KOMIIOHEHT:

man-of-war — men-of-war
mother-in-law — mothers-in-law
hotel-keeper — hotel-keepers
gas-mask — gas-masks

Ecnu B cOCTaBHOM CIIOBE HET AJIEMEHTa-CYIIECTBUTEIBHOTO, TO /IS 00pa30BaHUSI MHOKECTBEHHOTO
YHCIIa HY)KHO TIPHOABUTH -S K MOCIICTHEMY 3JIEMEHTY:

forget-me-nots — Hezabyixu

drop-outs — BeInaBime

go-betweens — nocpeauKm

CyLLl,eCTBMTel'IbeIe, ncnoab3yemble TOZIbKO B eUHCTBEHHOM YuUcne

HekoTopble aHMIMHCKUE CYIIECTBUTEIIBbHbBIC, HAIIPUMEP, HEUCUUCIISIEMbIE, HCIIOIb3YIOTCS TOJIBKO B
(bopMe eTMHCTBEHHOTO YNCIIa:

gold — 3omo0TO

silver — cepebpo

oil — nedtn

MUSIC — My3bIKa

B stom oHM MOT'YT OTJIMYATbCA OT PYCCKOI'O A3bIKA, I'’/IC MOT'YT UMCTb (i)OpMy MHOKECTBEHHOI'O
qucja:

information — nadopmanus, ceeneHus
progress — ycrex, J10CTHKEHHs
knowledge — 3nanue, nmozHanwst

34


https://www.native-english.ru/grammar/english-nouns

Takwue cinoBa, kak dozen (maroskuHa), SCOre (mecsaTok), couple, pair (mapa), stone (mepa Beca
croyH), head (ronoBa ckora) UMEIOT 00€ (hOPMBI YKCIIA, HO, €CIIH OHH YIIOTPEOJISIOTCS BMECTE C
KOHKPETHBIM YHCIIUTEIBHBIM, TO OCTAIOTCS B €IMHCTBEHHOM YHCIIE:

four dozen eggs — ueThIpe JHOKUHBI SULL

threepair ofpants — rpunapsidprok

Ecnu »xe oHM ncnonas30BaHbl B 3HAYCHUH «MHOT'0», TO IPUHUMAIOT (bOpMy MHOXXECTBCHHOI'O YHCJIa:

scores of people — mHOMXecTBOIIIO1EH
dozens of boxes — 1r0xHHBIKOPOOOK

CioBo news, works (3aBox), barracks u Ha3BaHust HEKOTOPBIX HAyK Ha -ICS UMEIOT GOpPMY
MHOKECTBEHHOT'O YHCIIa, HO UCITOJIB3YIOTCS B 3HAUCHUH €THHCTBECHHOTO:

This news is horrible.

VYKacHassHOBOCTb.

Physics studies matter and motion.

du3nKa U3yJ4aeT MaTEPHIO U IBHIKCHHE.

Cnioa money u hair (kpome 3HaueHMs «BOJIOCOK») B aHIJIMHACKOM SI3BIKE, B OTJIMYHME OT PYCCKOTO,
YIIOTPEOIISIOTCS TOJIBKO B €IMHCTBEHHOM YHCIIE:

her soft hair — ee markue Bosiocel

this money — stu erbru

CyLLI,ECTBMTEI'IbeIe, ncnosibyemble TOJIbKO BO MHOXXeCTBEHHOM 4YuUcne

Kak 1 B pycckoM si3bIKe, K 3TOH KaTeropuy OTHOCATCS MHOTHE TIapHbIE MPEAMEThI, HEKOTOPbIE
reorpaduuecKe Ha3BaHUS U APYTUe CIO0Ba:

SCiSSOI'S — HOYKHHUIIBI

scales — Bechl

spectacles — ouku

trousers — Oproku, 1ITaHbI

the Netherlands — Huepanisi
the East Indies — Oct-Uuus
customs — TamorKHS

outskirts — okpanna

annals — annanel, neTonucu

U J1p.

Taxxke cro/1a MO)KHO OTHECTH HEKOTOPBIE CJI0BA, KOTOPBIE B PYCCKOM SI3bIKE UMEIOT (OopMy
€IMHCTBEHHOT0 uncia. Hampumep:

goods — ToBap, ToBapsbI
contents — conepxanue
clothes — onexna

proceeds — 10X0/1, 10XO/IbI
wages — 3apruiata

riches — 6orarcrso, borarcrsa

CYHIGCTBI/ITGJ'II)Hoe people B 3HAUYCHUU WIHOJMW» UMECT 3HAYCHNUEC MHOXXCECTBEHHOI'O JIMI[A:
People are so mean here.
.H}OIH/I 34C€Ch TAKUE 3JIbIC.

O)IHaKO B BHAYCHHU «HAPOJI» OHO MOXKET UCIIOJIB30BATHCA U B €CAMHCTBCHHOM, U B MHOKCCTBCHHOM
qucie.
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UNO helps all peoples of the world.

OOH nomoraet BceM HapojaM MuUpa.

YnpaxHenue 1. O6pa3yiite GopMy MHOKECTBEHHOTO YMCIIAa HIKETPUBEACHHBIX
CYIECTBUTEIBHBIX.

month, horse, flower, potato, book, plan, bridge, match, nose, bus, box, army, carrot, watch, onion,
shop, address, day, fly, hotel, lady, key, gate, clock, office, city.

Ynpaxuenue 2. O0pa3yiiTe MHOKECTBEHHOE YHCIIO CIICAYIONINX CYIECTBUTEIIbHBIX U
ab0OpeBHartyp.

Mouse, deer, foot, woman, sheep, goose, Norman, ox, swine, aircraft, M.P., tooth, child, man,
German, grouse.

Yupa:xkaenue 3. O0pa3yiiTe MHO)KECTBEHHOE YUCIIO CIEAYIONUX 3aMMCTBOBAHHBIX
CYILIECTBUTEIIbHBIX.

Phenomenon, crisis, stimulus, index, antenna, formula, datum, nucleus, criterion, analysis,
apparatus, basis, appendix, tableau, radius, miasma, hypothesis, axis, genus, vertebra.

Ynpaxuenue 4. O6pa3yiiTe MHOKECTBEHHOE YUCIIO CIEAYIOMIUX CIOXKHBIX CYIIECTBUTEIHHBIX.

Boy-messenger, sister-in-law, text-book, pocket-knife, statesman, fellow-worker, merry-go-round,
man-servant, hotel-keeper, forget-me-not, lady-bird, woman-doctor, looker-on, editor-in-chief,
passer-by, commander-in-chief, handful.

YI[paﬂmeHne 5. Hanummre IepeBo/ CJIOB B CKO6K8.X, HCHOJ’IBSyfITC CANMHCTBCHHOC HNJIN
MHOKCCTBCHHOC YHCJIIO.

(detn) should not forget to brush their (3yosr) twice a day.

How many (sysnkanog) are still active in Japan?

(MosicBekposb) always got along with her three (neBecTkamu).

Look! How beautiful the (mapapimu) are!

On your way home buy some (kaptodeins) and (momumopos) and pick up the (pororpadun)
from the photographer’s.

The job of (moxapusIix) is quite dangerous.

(ITouranbonsr) deliver mail early in the morning.

They sailed from India with (rpy3amu) of (menka, yasutabakapasHbBIXCOPTOB).

Laura has always given me good (coBeTsr).

agkrownE

© 0N

Ynpaxuenue 6. Packpoiite ckoOku, ymoTpeOuTe B Hy’)KHOM YHCIIE U COTIIACYHTE MPEIOKEHUE
IIpH OMOIIH Tarosna to be (rae Heo6xoauMo).

All the dirty (onexnma)... in the washing machine.

These two (mepekpectka) ... dangerous places for (soauteneit) and (memrexoa0B8)...
Both the (cpenctsa)... of transport save energy.

(Orumensru)... not mine. I can’t take it.

The bad (HoBocTs)... that the train is delayed by an hour.

Many (BumoB)... of aquatic plants need very little light.

She got some (coseros) ... from the tourist agency. (Oun) ... very useful.
Several (memexomoB)... injured during the accident.

There (MHOrONONE3HBIXCOBETOB) ... IN the book on baby care.

10 (OtuBums)... of birds are very rare.

11. The (momumus) ... investigating a series of attacks in the area.

CoNoOR~wWNE
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12. We found with a sense of relief that there ... no (xkomapos) ... at the campsite.
13. (®usuka) ... her favourite subject.

14. (®oneruka)... a brand of linguistics.

15. In summer (ckot) ... mainly fed on green grass.

IpurszkaTenbHBIA MaAeK

IpursxaTea1bHbINA Majgex (possessive/genitive case) yalie BCero BEIpaXKaeT MPUHAIICIKHOCTh
(oTcro/1a Ha3BaHHE POSSESSive).

[MpuTsbraTenbHBIN Maek 00pa3yeTcs MPH MOMOIIH 3HaKa arnocTpoda 1 OyKBHI S (“S) MU TPOCTO
arnioctpoda (). [Toceannii criocod UCIOB3YETCs JIJIS CYIIECTBUTEIBHBIX BO MHOKECTBEHHOM
gucie (pupils’ work, cars’ colour) u rpedeckix 3aMMCTBOBaHHM, OKAHYMBAKOIIUXCS Ha [ -1Z |
(Xerxes’ army, Socrates’ wife).

Opnnako eciu (hopMa MHOXKECTBEHHOTO YUCIIa 00pa3oBaHa He 10 00BIYHOMY TpaBuiLy (Men,
children), To B mpuTsDKaTEILHOM IaICKe K HEH prbaBIseTcs °s:

men’s wWork — my»xckas pabora

children’s toys — nerckue urpyukm

Eciu CYIICCTBUTCIIBHOC — COCTABHOC, TO ‘s HpI/I6aBJ'I}IeTC}I K ITOCJICAHCMY €T0 DJICMCHTY:
mother-in-law’s advice — coserréin
passer-by’s surprise — yauBIeHUEIIPOX0KUX

WHoraa ‘s MOKET OTHOCHUTBCS K HECKOJIBKUM CYIIIECTBUTEILHBIM HJIH LIEJION (pase:
Peter and Sally’s kids — netu [Turepa u Cauim
the girl I helped yesterday’s face. — nuiio jeByiiku, KOTOpPOii s TOMOT BUepa

HyXHO y4ecTh, 4TO NPUTHAKATEIbHbBIN NaJesK OAYIIEBICHHbIX CYIIECTBUTEIbHBIX B aHIIMICKOM
SI3bIKE CTPOMTCS P MOMOIIY OKOHYAHUS °S, a U1l HEOAYIIECBICHHBIX — IIPH IIOMOILIH Tipe yiora Of:
Kevin’s hat — nuisnaKesuna

income of the company — joxoikoMIIaHuK

OI[HaKO Cpcan HCOAYHICBJICHHBIX CYIICCTBUTCIBbHBIX €CTh UCKIIIOUCHUSA, KOTOPBIC MOXKHO
IIOCTaBUTH B (I)OpMy IMMPUTAKATCIBHOI'O MMaZICKa Y€pPEe3 ‘s:

CyiecTBUTENBbHBIE, 0003HAYAIOIINE BPEMS H PACCTOSIHUE:
today’s newspaper — cero HsIIHss ra3era
a mile’s distance — paccrosiuue B (0J1HY) MUITIO

HasBanus cTpan u TOpoJIOB:
Germany’s industry — nipomsIiiieHHOCTE [ epmManum
New York’s streets — ynunsiHero-Mopka

HaszBanus razet u opraHu3zanuii:
the Guardian’s article — cratesl apuan (razera)
Red Cross’s volunteers — sosionTtépsr Kpacuoro Kpecra

Crnoa nation, country, city, town:
country’s treasures — COKpoOBHUIIIACTPAHbI
city’s streets — ynuisiropo/ia

Croga ship, car, boat:
ship’s name — HaszBanue Kopads
car’s speed — ckopocTh aBTOMOOMJIS

Cinoa nature, water, ocean:

ocean’s temperature — remmnieparypa (BOJIbI) OKeaHa
nature’s beauty — kpacora npupo bl
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HasBanus MecsIieB U BpEMEHH ro/ia:
January’s frosts — suBapckue MOpo3bI
summer’s days — ieTHue IHH

Hazsanus nianer:
Saturn’s rings — kosisiia Carypna

HexkoTtopsle yCcTOWYNBBIEC BBIPAKECHUS:

at death’s door — na mopore cmeptu

at arm’s length — na paccrosiuuu BBITSIHYTOM PYKH
by a hair’s breadth — na Bosocox ot yero-m1bo
atasnail’s pace — yepenanibumIarom

U J1p.

Bblpa)l(eHMe na,u,emeﬁ AHTINNACKUX Cyuw,eCTBUTE/IbHbIX MPXN NOMOLWKM nNpeanoros

XOTs B QaHTJIMMCKOM SI3BIKE M HACUUTHIBACTCS TOJIBKO ABa Maacxa, rnpu rnmoMomu HEKOTOPhIX
IpEeaAIOoroB MOKHO II€pE€AaTh 3HAYCHUC U JPYTrUx naz[emeﬁ.

PonurenbHbIii majexk nepegaeTcs mpu NoMou npejyiora of:

The beginning of the summer was cold.

Hauamo (dyero?) jpera ObLUIO XOJIOIHBIM.

The behavior of this new breed of mice is rather unusual.

[ToBenenue (koro?) 3Toit HOBOM MOPOIBI MBIIIEH TOBOJIBLHO HEOOBIUHO.

JlaTeabHBIM MaJek COOTBETCTBYET npeiory to:

| am going to John.

S uny x (komy?) Ixony.

We sold our house to a family from Canada.

MbI ipoaanu cBoi oM (koMy?) ceMmbe u3 Kanapl.

TBOpI/ITeJIBHLIﬁ majgesk COOTBETCTBYET IIPEAJIOTY With, KOoTraa UMECTCA B BUAY UHCTPYMCHT UJIN
npeaAMET, KOTOPBIM BBITTOJIHACTCSA ]I@ﬁCTBPIGI

I’ve killed two flies with a newspaper.

A yOun (uem?) ra3eToil IByX MyX.

My sister can write with both her hands.

Most cecTpa ymeet nucath (4emM?) 00euMHU pyKamH.

Ecnu B By HMeeTCs ACWCTBYIOIIEE JIMIIO WA CHJIa, TO HCIIOIB3YeTCs mpeyior by:
This machine can be operated only by a professional.

DTO YCTPOMCTBO MOXKET YIPABIATHCS TOJIBKO (KeM?) MpodheCcCHOHATIOM.

We suddenly saw a hat carried by the wind.

Bapyr Mbl yBueIM NUISATIKY, HECOMYIO (4eM?) BETPOM.

YnpaxHenue 1. YkaxuTe eTMHCTBEHHO BEPHBIM BapHaHT YHOTPEOIEHUS IPUTSKATEIBHOTO
nazexa.

1. My ... parents have recently decided to move to the country.
1 sister’s-in-law
2 sister-in-law’s
3) sister-in-laws’
4) sister’s-in-laws
2. Next Tuesday we’ll mark my ... wedding anniversary.

1) sister’s and brother’s-in law
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2) sister and brother-in-law’s
3) sister and brother’s-in-law
4) sister’s and brother-in-law’s

3. Itwas ... idea to celebrate Christmas together with our classmates.

1) Nick’s and Andy
2) Nick and Andy’s
3) Nick and Andy
4) Nick’s and Andy’s
4. 1send you many thanks and the very best wishes on this ... Day.
1) Mother
2) Mother’s
3) Mothers’
4) Mothers’s

5. The ... shouts of excitement started dying down as the other team scored the winning goal.

1) supporter’s
2) supporters
3) supporter
4) supporters’
6. My ... jokes always make us cry with laughter.
1) father-in-law
2) father’s-in-law
3) father’s-in-law’s
4) father-in-law’s
7. Where are ... schoolbags? Have you seen them by any chance?
1) Jane and Claire
2) Jane’s and Claire’s
3) Jane’s and Claire
4) Jane and Claire’s
8. They say that... milk is very useful.
1) goats
2) goat’s
3) goats’
4) goat

9. The painting disappeared from the ... house yesterday evening.

1) owner
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2) owners
3) owner’s
4) owners’s

10. All my ... bicycles are better than mine.

1) friends
2) friends’
3) friend’s
4) friend
11. These are ... cameras. They are expensive, aren’t they?
1) Pete and Tim’s
2) Pete’s and Tim
3) Pete and Tim
4) Pete’s and Tim’s
12. The ... department is upstairs, on the third floor.
1) mens’
2) men
3) men’s
4) man’s
13. The ... area is run by experienced stuff.
1) child’s
2) children’s
3) childrens’
4) children
14. 1t is the ... fault, not the children’s.
1) growns-up
2) growns-up’s
3) growns’-up
4) grown-ups

Yuopaxuenne 2. Transform the following sentences using possessive case of nouns where
possible.

1. I’m a great lover of the music of Mozart and Chopin.

2. The house of my Aunt Mary was surrounded by a beautiful old garden.

3. Manchester United Club spends millions of pounds on the wages of its players.

4. \What do you think of the recent article on the problems of education?
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The bedroom of Paul and Helen was spacious and comfortably furnished.

The favorite opera of my father was the Marriage of Figaro by Mozart.

| asked her for a glass of juice.

We were celebrating the victory of our football team.

© | N o |

I’ll always remember the apple-pies of my mother-in-law.

10.

According to the recipe you must add a spoonful of honey to the dough.

11.

The essays of Kate and Ann were the best in the class.

12.

He gave me a bar of chocolate for a snack.

13.

Isn’t it strange that he enjoys spending money of other people?

14.

When burglars broke into Simon’s house, they stole all the jewellery of his mother.

15.

The house you are looking for is at the end of the road.

OT1BeTbI K YNPAXXHEHUSAM Ha NPUTAXKATE/IbHbIN NagekK.

Yopaxnaeunne 1.

1-22-23-24-25-46-47-28-2,9-3,10-2,11-4,12-3,13-2,14-2

Yupaxuenue 2.

1.

I’'m a great lover of Mozart’s and Chopin’s music.

My Aunt Mary’s house was surrounded by a beautiful old garden.

Manchester United Club spends millions of pounds on its players’ wages.

What do you think of the recent article on the problems of education?

5. Paul and Helen’s bedroom was spacious and comfortably furnished.

My father’s favorite opera was Mozart’s Marriage of Figaro.

| asked her for a glass of juice.

We were celebrating the our football team’s victory.

© | N e | B e

I’ll always remember my mother-in-law’s apple-pies.

[EY
o

. According to the recipe you must add a spoonful of honey to the dough.

-
-

. Kate’s and Ann’s essays were the best in the class.

=
N

. He gave me a bar of chocolate for a snack.

=
w

. Isn’t it strange that he enjoys spending other people’s money?

[N
SN

. When burglars broke into Simon’s house, they stole all his mother’s jewellery.

[EY
o1

. The house you are looking for is at the end of the road.
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Pa3anyHble TUMbl MECTOMMEHWNI B aHIIMMCKOM 3blKE

Mectronmenue - 3TO 4acTh peuu, ynoTpebnsiemast B MIPEI0KEHUHN
BMECTO CYIIIECTBUTEIBHOIO UM IPUIIATraTENIbHOTO, PEkKe - Hapeuus. MecTouMeHue He Ha3bIBaeT

JIMT0, PU3HAK WK TIPEJIMET, a JIHIIb a[pecyeT Hac K Hemy (yxke ynoMmsiHyToMmy padee): Ann asked
Peter a question. He answered her. Auna 3a0ana Ileme sonpoc. On omgemu eil.

JIMYHBIE, IIPUTAXKATEJIBHBIE U BO3BPATHO-YCHUJIMTEJIGHBIE
MECTOUMEHUSA
yucjga JiMao JINMUHBIE ITPUTSIVKATEJBbHBI BO3BPATHO-
(0} MECTOUMEHUSA E YCUWJINTEJBbHBI
MECTOUMEHUSA E
MECTOUMEHUA
HUMEHUM- OBBEKT OCHOB- ABCOJIIO *x
TEJIbHbBI - HAS -
HIAJIEX  HBIH  ®OPMA THAS
MAJEX ®OPMA*
me mens, & .
l-e | 52 my motl mine myself
MHE
i you mebs, | Your meo
2-¢ YOu mpl, 6bl mebe i sauw yours yourself
£ heow | MMe20 1 i g his himself
En. 4. (M. p.) emy
s she ona her ee, e her ee hers herself
(k. p.)
B it ono, on Tt cze,
(HeomymI. S emy, ee, | ItS eco, ee its itself
OHA &
) el
Us Hac,
l-e We mbl our naw ours ourselves
Ham
MH. 4. 2-e YOU 6b1 yo:ajfc’ your eaut yours yourselves
3-e they onu thebrl?dux, their ux theirs themselves

* AOcoJiioTHasi popma IPUTSKATEIHHBIX MECTOMMEHUN TIEPEBOIUTCS TaK ke, KaK M OCHOBHAsS, H

YIOTPEOISAETCSI BMECTO ONPEEIISIEMOT0 CYIIECTBUTENILHOTO BO M30exkanue mosropeHus: This is her
pen and this is mine. Omo ee pyuka, a 5mo mos.

** Bo3BpaTHO-YCHJIMTEIbHbIE MECTOMMEHUSI B 3aBUCMOCTH OT YHUCIIA U POJia MIEPEBOASTCS: CAM,
cama, camo (eouncmeenHoe yucno), camu,

camux (MHONCECMBEHHOe yucno), ceos,
cebe (eOUHCMBEHHOe U MHONCECMBEHHOE YUCLO0) U M. N.

MECTOUMEHHUA SOME, ANY
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HeonpeaeneHubie MECTOMMEHHS SOME 1 any ciykar 0003HAYCHHUS HCOINPCACICHHOI'O

(He00JIBIIOr0) KOJINYECTBA IPEAMETOB WU BEIIECTBA.

JJIA

Some VHOTD€6H${CTC$I, KaK IIPAaBUJIO, B me;ep()umeﬂbﬂblx IPCAJIOKCHUAX Iepeca
HNCUUCIACMBIMHU CYHHICCTBUTCIBbHBIMU BO MHOXKXCCTBCHHOM YHHUCJIC )48 Iepea
HCUCUYUCIIACMBIMHA CYINCCTBUTCIIbHBIMMUA, NMEs SHAUYCHHUEC HECKOJIbKO, HeKkomopuwle.
I've 2ot some interesting books to read.

Y mens ecmo UHMEPECHblE KHU2U (:H€CKO.UbKO UHmMepeCcHbvlx KHM2) ONsL YIMeHUs.

B gonpocumeibHblX 1 ompuuameibHblX IIPCAJIOKCHUAX
got any interesting books?

Any vrorpebisgercsa,  Kak
Have you
Y sac ecmv unmepecuvie knu2u?

IPaBUJIO,

Some u aNy yacTo HE NEPEBOAITCS Ha DVCCKI/Iﬁ A3BIK (OHVCK&I—OTCH opu HCDGBO}]G),

MECTOUMEHUA U HAPEYUS, IPOU3BOJAHBIE OT SOME, ANY, NO, EVERY

OCHOBHBIE IMPOU3BO/JHBIE
MECTOUMEHMUASI NMPOMU3BOAHbIE MECTOUMEHWNA HAPEYUSI
+thing +body +one +where
something somebody someone somewhere
Ymo-mo, KmMo-mo, Kmo-mo, 20e-mo, 20e-HubY0b,
umo-Hu6y v, KMo-HuoOyow, KMo-HUOyO0b, Kyoa-mo, Kyoa-
Some
ymo-1ubo, Kkmo-aubo, Kkmo-aubo, HU6YOb,
Heumo Koe-Kmo, Koe-kmo, Kyoa-1ubo,
HeKmo HeKmo Ky0a y200HO
anything anybody anyone anywhere
umo-HuoOyow, Kmo-mo, KmMo-mo, 20e-HubOy0b,
Any ace, Kmo-1ubo, Kmo-1ubo, KyO0a-Hu6y b,
umo y200HO KMo-HUOyow, KMo-HUOyO0b, 20e y200Ho,
scakull, 1060l | ecakuil, 1000 Ky0a y200HO
No nothing nobody no one nowhere
HUYMO, HU4e20 | HUKMO, HUKO20 | HUKMO, HUKO2O Hueoe, HUKyoa
everything everybody everyone everywhere
Every 6cé ece 6ce, Kastcowlll 6e30e, N06Cr0Y,
8CH00Y

MECTOUMMEHMUA LITTLE, FEW, MUCH, MANY

Mecroumenus little u few moryr BeICTYIaTh B KaUeCcTBE KAK MECTOMMEHUM -IIPUIIATATENbHBIX, TAK U

MGCTOI/IMGHI/Iﬁ-CVHICCTBI/ITGHBHBIX.
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Little u few B kadecTBe MeCTOMMEHHMU-IPUJIAraTeIbHBIX HMEIT 3HadeHue "wmano’. Little, kax
1 much, yriorpebagercs: nepe HeucuucisgemsiMy CYIeCTBUTENbHBIMU, a few, momobuo many, —
[IEPEN UCYUCTACMBIMU

I have very little time. YV mens ouenv mano epemenu.
There is very little ink in the inkpot. B uepnunvhuye ouenv mano uepHul.
He has few friends. YV nezo mano opyseil.

There were very few people there. Tam 6b110 01eHb Mano Hapooy.

B yrBepauTenbHbix mpemutoxkenusx little u few yacro 3amensrores not much u not many, eciau
TOJILKO OHU HE ONPENEIAIOTCS OOHUM M3 CIASAVIOLUX clI0B: VEery, rather, too, so, as, how.

| haven’t got much time. YV mens mano spemenu.

(Bmecto: I’ve got little time)

There aren’t many French books in our library. B naweit bubruomexe mano ¢ppanyysckux knue.
(Bmecto: There are few French books in our

library.)
Little ymorpebGusiercst Takke B KauecTBE MPHJIAraTeIbHOI0 CO 3HAYCHUEM
"Manenvkuil, HebGonbUION" N HAPEUHS CO 3HAUCHUEM "Mmano"".
I want the little box, not the big one. Mne nysicna manenvkas kopooka, a ne
(mpumaraTenbHOE) bonvuasl.
You rest too little. (Hapeune) Bot omovixaeme ciuwikom mano.
N. B.

Little B kauecTBe MeCTOMMEHHUSI-CYIIECTBUTEIBHOIO YIIOTPEOISIETCS CO 3HAUCHUEM
"mano, nemnozoe'", a mecroumenue few — co snauenuem "nemnozue':

Little has been said about it. 06 smom ckasano mano.
Many people were invited but few came. Mmnozo napody 6vi0 npueiauleHo,
HO HEMHO2UE NPUULTU.

Little u few Moryr vmorpebnaTecsi ¢ HeompeneneHHBIM aptukieM: a little - nemnoco ma  few -
HEeMHO020, HECKOJILKO:

Please give me a little water. Hatime mue, noxcanyicma, HEMHOZ0 800bL.
| have a few books on this subject. YV mens ecmb HeCKOIbKO (He MHO20) KHUZ RO
2MoMy 60NpOCY.

A _little - nemnozo u a  few - nemnozo, neckonbko MEPENAIOT  3HAYEHUE HEKOMopoe, Xoms U
Heboabuoe koauvecmso, B 1o BpeMs kax little u few - mano (nedocmamouno, noumu nem):

I’ve got little time. Y mensn mano (nedocmamouno) epemenu.
I’ve got a little time. YV mens ecmv Hemnozo spemenu.

He has few friends. YV neeo mano (noumu nem) opyseii.

He has a few friends. YV nezo ecmv neckonvko opyseil.

Heonpenenennsiit aprukis nepen little u few otHocuTes He K CyIlleCTBUTEIEHOMY,
N. B. OIPEAEIIEMOMY STHMHU MECTOMMEHHSIMH, & K CAMHUM MECTOMMEHHUSAM, C KOTOPBIMH OH
COCTaBJISET CMBICIIOBOE 1emoe: a little - nemnozo, a few - nemnozo, neckonvxo.
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Little u few moryr ymorpe6ustecsi ¢ ompeneneHHbIM aptukieMm — the little co 3nauenuem "mo
Hebowbuloe koauvecmeo", a the few — co 3Hauenunem "me neckonvko, me Hemuoz2ue':

Nearly the whole cargo of wheat has been Tloumu eecv epy3 nuienuybl ObLL PazePyHceH

unloaded today. The little that remains will be ~ cecoons. To nebonvuioe koruuecmeo, komopoe

unloaded tomorrow morning. ocmaemcsi, Oyoem blePyIHCeHO 3a8mpa YMpoM.
On npouen me HeCKOJIbKO aH2IUNICKUX KHUZ,

He has read the few English books he has. KOmMopbule y He20 UMEOMCAL.

YINOTPEBJEHUE MECTOUMEHMI C CYHIECTBUTEJIbHBIMH

C HEUCUYUCJISIEMBIMUA C UCUYUCJISEMBIMUA NEPEBOJ
much many MHO20
little few mano
a little a few HEeMHO020
MECTOUMEHMUE ALL

Mecroumenue all BBICTYIIACT B Ka4yeCTBEC KakK MECTOMMCHMUA-IIPUIIAraTcJIbHOI'O TakK u
MCCTOMMCHMUA-CYIICCTBUTCIIBHOI'O.

B kayectBe MecroumeHus-npuiararesaspsoro all ynorpebiusgercs  co  3mayenueMm  "sce" ¢
MCYUCIIIEMBIMM CYIIECTBUTSIBHBIMUA BO MHOKECTBEHHOM YHCJIE M CO 3HaUCHHUEM "secs, 6cst, 6ce" ¢
HENCYHUCIISIEMBIMH CYIIECTBUTEILHBIMU.  ApTHKIL  the, TpHUTSKATEILHBIE W yKa3aTEJILHLIE
MecTouMeHnus craBarcs nocie all:

All the students have passed the examination. Bce cmyoenmul coanu sxk3amen.
He spends all his free time playing computer On nposodum 6cé ceoe c60600HOE 6peMsl uepas
games. 6 KOMRbIOMEPHbLE USPbL.

[Mepen ucuKCIsIEMBIMU CYIIECTBUTEIBHBIMU B eJMHCTBEHHOM umciie all 00braro
N. B 3zamensierca the whole:

The whole house was destroyed by fire. Becb dom 6vin paspyuen noxcapom.

CocmoBamu morning, day, night unpyrumuo6o3sauesussMuBpeMennynorpedsercakak all,
taku the whole. all (the) morning, the whole morning; all (the) day, the whole day ur. 1.

All Moxer ompenensits cylecTBUTENBRHOE KaK ¢ apTukiem the.tak u 6e3 apTukig. DTOT BOIIPOC
pemaeTcsi HA OCHOBAHUM OOIIMX MMPABWJII YITOTPEOJIEHU apTUKJILSL, HE3aBUCUMO OT Hasmmuus all:

I have read all the books you gave me. A npouen éce knueu, komopule 6bl MHE OAlU.
I have got all the information | want. A nonyuun éce ceedenuist, KOMOPvLe MHE HYHCHBI.
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Bce pacmenus nyscoaromest 6 gooe.
All plants require water. Bce ¢unarncosvie 0okymenmol 00194CHbL ObIMb
All financial documents must be signed by the  noonucanwi enasénvim oyxearmepom.
Chief Accountant.

B kauectBe MecTouMenus-cyuecrsurenbaoro all ymorpebisieres co 3aauenueM "gce, scée'':

All said the same thing. Bce crazanu 00no u mo drce.
I know all. A 3uaro cé.

All (sce) yacTo ucnosb3yercsi B COUETAHUM ¢ MecTonMeHusiMu We, you, they: We all - mw1 sce, you
all - 6ot 6ce, they all - onu sce:

We all know it. Mpi 6ce 3naem smo.
They all went there. Onu éce nowiiu myoa.

Kormga ckazyeMoe BBIPDaKEHO CJIIOKHOM IiIaroJpHOW  ¢GhOopMOM WM COYETaHMEM MOAAIBLHOIO
riaroJia ¢ nHbuanTBoM, all craBuTes mocne BCmOMOraTeapbHOrO WJIM MOJAJIBHOIO TJIAroJia, a He
[ocJje MecTouMenuii We, you, they:

We have all read this article. Mul 6ce yvumanu 3my cmamuio.
You must all go there. Bot éce oonoicnwt notimu myoa.

Ecan nmeercs JiBa BCIIOMOT'aTCJIbHABIX TJIaroja, all crour mocie INEPBOro M3 HUX:

We have all been informed about it. Hac ecex uzgecmunu 06 s3mom.

All cnenver 3a rnaronxom to be, xorma oH cTout B mpocTou hopme:

They are all here. Onu 6ce 30ech.
We are all glad to see you. Mbi 6ce paovl 6udems sac.

Couerannsg We all, you all, they all pasasinosnauennrocoueranusam all of us, all of you, all of
them: We all know it. = All of us know it. They all went there. = All of them went there.

Bwmecro all B 3sauenun "sce" yamie ynorpebisiercsa everybody wim everyone, a smecto all (gcé) —

everything.

" n

Korma all B 3Hauenuu "gce" BBICTYIIAET B POJIM  TOJUIEHKAIIETO, T[JArojd  CTABUTCS  BO
MHOKECTBEHHOM YHCJE, B TO BpeMsl Kak mociie everybody (sce) rmarom cToUT B €IMHCTBEHHOM
qucle:

All were of the same opinion on this question. Bce 6bLiu 00H020 MHEHUsL RO 2MOMY 80NPOCY.
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Everybody was of the same opinion on this
question.

ITocne all u everything B 3Hauennu "ecé" 11ar0JI CTOUT B €AMHCTBEHHOM YHCIIE:

All is ready.

Everything is ready. Bcé 2omoso.

Pycckomy 6cé, umo cootrBerctByet B anrimiickoM si3bike all that wim everything that, a
ue all (everything) what (pactpocrpanenHast ommoKa):

N. B. That's all that I want. Omo ece, umo ymme HYIHCHO.
I told him everything that | knew. A pacckazan emy 6cé, umo s 3HaJl.

[Mpuuém, that oosranoomnyckaercs: That’s all | want. 1 told him everything | knew.

MECTOUMEHHWE BOTH

Mecroumenue both (e6a)  ynorpebnsiercss B KAYECTBE MECHOUMEHUA-NPULASAMENbHO20 U
MECMOUMEHUSL-CYULECIMEUMENbHOZO.

B 1nmepBoM ciayyae onpeaeisieMoe CYIIECTBUTEILHOE MOKET OBITh Kak 0€3 apTHKJIsl, TaKk W
c apruksiem the, xoropeiii  craBurcs  mocae both.  IlpurspkaTenpHoe MM yKa3aTeIbHOE
MECTOMMEHUE TaKKe cieayer 3a both:

Both (the) brothers live in Moscow. Ob6a bpama scusym 6 Mockse.
Both my daughters are married. Mou 06e 0ouepu 3amydicem.
Both these factories were built in 1976. O6a smu 3a800a 6wl nocmpoerst 6 1976 200y.

Bo BTOpOM ciiydae both BBICTYIIACT B KAYECTBC MECMOUMEHUA-CYULECBUMENbHO20.

He gave me two magazines yesterday; | have On mHe 0an 8uepa 06a JHCYypHALA,
read both. 5 npouen ooa.
both yacto  ymorpebisiercs B coYeTaHWW ¢ MECTOMMEHMSIMH _ we,  you, they:

we both wet 06a, you both sur 06a, they both onu oba:

We both participated in this work. Mbwi 06a yuacmeosanu 6 smoti pabome.
They both graduated from the University last Onu 06a OKOHYUNU YHUBEPCUMEN 8 NPOULIOM
year. 200).

Korma ckasyemoe BBIDaKEHO CJIOKHOW IIAaroJpHOH  (OpMOM MM COYETAHHUEM MOJAIHLHOIO
rnarosia ¢ MHGUHUTHBOM, DOth cTouT mocie BCIIOMOraTresbHOr0 WM MOJAJILHOIO IUIATOJIA, 4 HE
[ocjae MECTOMMEHUN We, you, they:

They have both gone to the Caucasus. Onu 06a yexanu na Kaexas.
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We must both go there. Mbi 06a oondicnvl notimu myoa.

Eciiu uMeeTcs ABa BCOOMOraTe/IbHBIX I1arojia, both craBurcs mocae INCPBOI'0 M3 HUX:

We have both been informed about it. Hac oboux uzsecmunu 06 smom.

Both croutr nocne rmaronato be, xorma »ror mimarosn  ymnorpeOieH M B OpOCTOW dopme
MHOKECTBEHHOTO uncia (are, were):

You are both right. Boi 06a npasoi.
They were both there. Onu o6a 6viiu mam.

Coueranus We both, you both, they both pasabino3nauenurocoueranusim both of us, both of
you, both of them:

We both participated in this work. = Mul 06a yuacmeosanu 6 smotui pabome.
Both of us participated in this work.

They both graduated from the University last Onu 06a okoHuUIU YHUBEpCUMEm
year. = Both of them graduated from the 6 NPOULIOM 200).

University last year.

Korz[a both sBisieTcs IMOAJICKAIIIMM ITPCAJIOKECHHU S, IJIaroJl CTaBUTCA BO MHOKCECTBCHHOM YMCJIC.

You have given me two examples; both are Bot 0anu mne 06a npumepa, 06a npasuivhol.
correct.

B orpuiiatenbHbIX npeioxkenusx BMecto both ynorpebaserca mectoumenue neither:

Neither of them recognized me. Onu 06a menst He y3Hanu.

Crenyer oOpaTuTh BHUMaHKE Ha TiepeBoj coro3a both... and (kak... max u, u... u):

N. B. both Peter and Mary were there. Kax Ilemp, max u Mapus 6viiu mam.
The coat is both good and cheap. Ianbmo u xopowee, u deuiesoe.

MECTOUMEHMUA EITHER U NEITHER

MecroumMmenue either orHocuTess K ABYM  JHIAM WIHA OpeaIMETaM W VIIOTPEOJIseTcs  co
3HAUYEHUEM MIOM WU ODY20U, OOUH U3 08YX, TI000I U3 08YX.

Either BeicTyrmaeT B KayecTBe KAk MECTOMMEHMSA-IIPUIATATEIBHOIO, TAK W MECTOMMEHUs-
CVYIIECTBUTEILHOTO.
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B Ka4CCTBC MECMOUMEHUA-NPUTIA2AIMEe/IbHO20 either craBurcs nepea
HCUYHUCIACMBIM CYIIICCTBUTCIIbHBIM B CANMHCTBCHHOM YHCJIC. SIBnssich
onpCACIUTCIICM CYINICCTBUTCIBHOIO, either uckirouaer

VHOTD€6JI€HI/I6 APTUKJIA TIEPEA CYIICCTBUTCIIbHBIM, K KOTOPOMY OTHOCHUTCA .

You may go by either road. Mooiceme uomu no moiu uau Opy2ou dopoze
(1106011 U3 08yX).
Take either book. I don’t mind which. Bosbmume 00ny u3z smux (0syx) xuue. Mnue

6e3pasnuuHo KaKyw.

Korpa either BeicTynaer B KauyecTBE MeCHOUMEHUS-CYUECTNEUMENbHO20, 34 HUM YacCTO CIEAYET
npeior Of:

Here are two dictionaries; you may Bom 06a cnosapsi; bl Modceme
take either (of them). 8351Mb JII000U (U3 HUX).

Either yriorpe0bisercs Takke co 3HAUCHUEM U MOm U Opy2oil, 00a, Kaxcowvlii (U3 08yx):

There were chairs on either side of the table. C moii u opyzoii (c kadxcoou) cmopoHvl cmona
There were many fine houses on either bank of  cmosiu cmynos.
the river. Ha mom u opyzom bepezy pexu 0bi10 MHOO

Kpacuevlx 00MO08.

Korz[a either sBugercs IMOJICYKAIIUM ITPECAJIOKCHU S, TJIaroJl CTaBUTCA B €AMHCTBCHHOM YHUCJIC.

Either of the examples is correct. H mom u opyzoii npumep eepen (0ba npumepa
8epHbL).
Mectoumenue neither (nu mom, HU Opy20it) SIBISETCS OTPHUIIATEIBLHOM bopmoii

MecTonMeHnus either:

We accepted neither offer. Mol He NPUHSTU HU mozo, Hu
0pYy2020 NPeONONCeHU.
Neither of the statements is true. Hu mo, Hu O0pyzoe 3assiieHue He s615€Mcs
NPABUTILHBIM.
NPUMEYAHUSA
Ne
w/n NNPUMEYAHUE NNPUMEP
1 | Either ymotpe6isieTcs B OTpUIIATENbHBIX I haven’t seen him either.
NPEUTOKEHUSIX B KAUECTBE HAPEUHS CO A eco maxace ne suoen.

3HaYeHUEM "makoce" .

2 | Neither BeicTymaer B kauecTBe Hape4Hs B He hasn’t seen this film yet.
obopore THIa: Neither have 1.
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Neither do I. Z moarce. On ewe ne guden smom Quivbm.

— A moorce.
3 Either... or (uau... unu) u neither... He is either in Kiev or in Odessa now.
NOr (Hu... HU) ABJISIFOTCST COIO3aMHU. On Haxooumcs menepv unu ¢ Kuese unu 6
Ooecce.

Neither my wife nor | liked this story.
Omom PACCKA3 He NOHpABUJICAL HU MHe, HU Mmoetl
IHCEHe.

MECTOUMEHUA EACH U EVERY

Mecroumenue each ("kaarcowrit') yriorpebisiercss m0 OTHOLICHHUIO K OTPAHWMYEHHOMY YHCIY JIHULL
I [IPEJIMETOB M MOYET BBICTYIIATh B KAaueCTBE KaK MECTOMMEHHSA-IIPWIAraTeJbHOr0, TaKk U B
Ka4eCTBE MECTONMMEHUSI-CYII[ECTBUTEIHHOTO.

B KAa4CCTBC MEeCMOUMEHUA-NPUIA2amellbHO20 each craBurcs oepea
HCUYHNCIISIEMBIM CYIIICCTBUTCJIBHBIM B CAMHCTBCHHOM YHCJIC. SIBnsIsich
OIpCACINTCIICEM CYIICCTBUTCIBHOIO, each mckmroyaer

VHOTD€6HCHI/IC APTHUKJIIA TIEPEA CYIIECCTBUTCIbHBIM, K KOTOPOMY OTHOCHUTCS.

There are new houses on each side of the street.  Ha kascooit cmopone ynuywr ecms Hogble doma.
Each student in our group has a Russian-English  V kaarcoozo cmyoenma  nawen epynner  ecmo
dictionary. PYCCKO-AH2UUCKULL CLOBAPYD.

Korna each ynorpebisiercss B KaUeCTBE MEeCmOUMEHUS-CYUEeCMBUMEIbH020, 34 HUM YacTO CIIEIYyEeT
npesuior Of:

There were four students in the room, and | gave B komname 6vi10 uemvipe cmyoenma, u s 0a
a ticket to each (of them). ounem kaxcoomy (us Hux).
Each of us received a ticket to the concert. Kasicowtii uz nac nonyuun buiem na Kowyepm.

Each B coueranuu ¢ mecronmenuem other obpasyer B3anMHOe MecToumeHHe each
N. B. other - "opyz opyza".
They see each other very often. Onu uacmo suosmesn (6udsm opye opyea).

Mecroumenue every ("kaxcootit, eécaxkuir"), B orinuue oOT €ach ymorpebisercs B TOM ciydae,
KOrJla He HMEETCs B BHAY OrpaHMYEHHOE KOJWYECTBO JIMI[ WM IIpeaAMETOB. B  KauecTBe
MECTOMMEHHU-IIPIIAraTENLHOr0 EVElY CTaBUTCS nmepesn HCYHUCIIEMBIM CYIIECTBUTEILHELIM B
€JIMHCTBEHHOM YHCIIE. SBassich OIIPEJICIUTEIEM CYIIIECTBUTEILHOI0, EVElY HCKIIFOYAET
yroTpeOIeHIE apTUKIIS IEPET CYIIECTBUTEILHLIM, K KOTOPOMY OTHOCHTCS:

Every big plant in Russia has its polyclinic. YV Kkascoozo 6orvuio2o 3aeo00a 6 Poccuu ecmo
C6051 NOTUKIUHUKA.
I see him every day. A sudicy e2o Kaxcowlit Oetiv.
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Pycckoe BoIpaXkeHUE Kacoblil u3 nHac (6ac, Hux) He MOXKET ObITh IEPEBEICHO HA aHTIUNCKUN S3BIK
nocpeactsoMm "every'. BaroMmcanyuaeynorpebasgercamecronmenune each minm everyone: each of us
(you, them), everyone of us (you,
them). Every Bcouerannuc body, one u thing o6pazyermecroumenus everybody, everyone -
"kaorcowviul, ecakuil, ece” n everything - "scé".

Everybody, everyone u everything seicTynaror TOJILKO B KauyeCcTBE MECTOUMEHHUSI-
CYLIECTBUTEILHOIO M CIY)KAT B NPEUIOKEHWH  NOJIEKAIIMM WM JIONOJHEHHEM.
Korna everybody, everyone u everything cay:kart B Ipe/uUI0yKEHUN O UIEKAIINM, TJIATOJ CTABUTCS
B €IMHCTBEHHOM YHCIIE:

Everybody (everyone) is here. Bce 30¢ecw.
Everything is ready. Bcé comoso.
I saw everybody (everyone) there. A suoen ecex mam.
He told me everything about it. On pacckaszan mHe 8¢é 06 Hmom.
Every B coueranuu ¢ where obpasyer Hapeuue everywhere - "gezoe".
N. B. .
You can get this book everywhere. Bur mooceme docmamo smy knuey eesoe.

+thing +body +one +where
everything everybody everyone everywhere
Every ecé ece 8ce, Kastcowvlll 6e30e, no6cro0y,
8CHO0Y
MECTOUMEHHUE OTHER

Mecroumenue other ("'opyaoit, Opyzue'") MOXET BBICTYIIATH B KAYECTBE KAaK MECTOMMEHUSI -
[IPUJIAraTeNbHOr0, TAK U MECTOMMEHUS-CYIIIECTBUTEILHOTO.

B KauyecTBe  MECTOMMEHUSA-IIpWIArareabHoro Other ctaBurcs  mepej CYIIECTBUTEILHLIMU B
€IMHCTBEHHOM HJIM BO MHOKeCTBEHHOM uyuciae. Ilepen other, kak mepea BCIKMM MPUJIaraTeabHbIM,
OIIPEJICISIONINM CYIIIECTBUTEILHOE, MOKET CTOSITH HEONPEJIEICHHLIN NN ONPEICICHHLINA apTHKIIb.
ApPTHKIbL MOKET M _OTCYTCTBOBATh, B COOTBETCTBHUM C MPABIJIAMU YIOTPEOIEHHS apTUKIIEN.
HeonpeneneHnslii apTUKIL AN nueTcst cautHo ¢ other, o0pasys Mmecroumenue another:

Give me another example. Haiime mne opyzou npumep.

The house is on the other side of the street. Hom naxooumcst na Opyzoii cmopoHe yiuybl.
Where are the other books that | gave you? TI'0e Opyzue xknueu, komopwie s 0an 6am?

He has other intentions. YV nezo opyzue namepenusi.

[Tocne other MokeT cTOATH HEONPEeACICHHOEC MECTOUMMEHHUE ONE BO n30eKAHUE INOBTOPCHUA PAHEC
YIIOMSHYTOT'O CYHIECTBUTEIIbHOTO.

This is not a very good example; | want another Omo ne ouenv»  xopowwuii  npumep; Mmhe
one. HYHCEH OpY2oll.
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B KkauecTBe Mecmoumenus-cyuecmeumensbHo20 BMECTO CYIIECTBUTENLHOTO B €AMHCTBEHHOM YHCIIE
c HEOolIpeeIEHHBIM apTHKIIEM HCIOJIB3yeTcs another, a BMECTO CYIIECTBUTEILHOIO C
onpeaeneHubM aptukiem — the other. Ilpu  3ameHe CyIECTBUTEIBLHOIO BO  MHOYKECTBEHHOM
yucae, other npunumaer okonuanue -S —O0thers u ynorpediisieTcs ¢ onpeieIeHHbIM apTUKIEM WIH
BOBCE 0€3 apTUKIISA:

I have given you one example; now | will give A eam dan ooun npumep, meneps 51 dam

you another. eam opyzoil.
There is only one glove on the table. Where Ha cmone monvko oona nepuamka. I'0e opyzan?
is the other? A 6351 omy KHU2Y, MAK KaK He OblLIo Opy2ux no

I took this book because there were no others on asmomy sonpocy.
this subject.

N. B Other BxoauT B cocTaB B3auMHBIX MecToMMeHHI each other u one another - "opyz
T opyza".
MECTOMUMEHUWE ONE
MectoumMmeHnue one VHOTDe6ﬂﬂeTCﬂ B KaUCeCTBEC MeCmoumerusA-cyuecmeuneibHoco 1Jis1

0003HAYCHHUS HCONPCACICHHOI'O JiMIa B TPCATOKCHUAX, COOTBECTCTBYIOIMMX HCEOMNPCACICHHO-
JUYHBIM INPCAJIOXKCHHUAM B PYCCKOM A3BIKC. One B aTOM CJIydac CIVYKHUT NOJICKAIITMM !

One never knows what his answer may be. Huxozoa ne snaewn, umo on omeemum.

One should be careful when crossing the street.  Credyem b6vims ocmoposichvim npu nepexooe
yepes yauyy.

One B poutu TOJIIEXKAIIETO 4acTo coueTaercs C MOIaIbHBIMU

rimarosiamu Must, should, ought, can, may. B pycckoM SI3BIKE TAKAM COYETAHUSIM COOTBETCTBVIOT
CIIOBA HAOOQ, HYHCHO, C1COVEN, MOIHCHO:

One must observe... Hyaicno cobniooam...
One should take into consideration... Cnedyem npunsimos 60 HUMAHUE. ..
One can find... Mooicno naimu...

One umeeer takxke GopMy NPUTKATEIBHOIO AAeKa — one’s:

One must always keep one’s word. Hyscno 6ce20a oepaicamo ceéoe cogo.

One yrorpebnsercst BO n30exanue IIOBTOPCHUS paHee YOOMSIHYTOT'O
HCYHCIISIEMOr0 CYIIECTBUTEILHOrO B €IMHCTBEHHOM YHCIE, KOIJIa €ro CJIEA0BAI0 Obl IOBTOPUTH C
HEOIIPEJICIIEHHBIM apTUKIEM

I haven’t got a dictionary. I must buy one (= a YV mens nem cnoeaps. A Oondicen e2o kynume
dictionary). (cnosapw).
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One 3amensier  co00#i CYIIECTBUTEILHOE B €IMHCTBEHHOM YHCJIE, KOLJA €ro  CcJeqoBaio Obl
HOBTOPUTH C ONPEJCICHHBIM apTUKJIECM, OPHU HAJIWMYUK UHINBUAYAIIU3UPYIOLIEro onpeaenacHus. B
JTOM ciaydae nepes one crout aprukib the. The one umeer 3uauenue "mom, ma, mo"":

This book is more interesting than the one we Oma KHuea umnmepecHee MOW, KOMOPYIO Mbl
read last week. YUmManu Ha NPOWIoN Heoee.

One VHOTD€6H$IGTC$I IIOCJIC npujaararcjabHbIX JUJIA 3aMCHBI paHEC YIIOMAHYTOI'O
HCYHNCIIICMOI'O CYIMICCTBUTCIBHOI'O, BO n30eKaHue ITOBTOPCHUA. HDI/I 3TOM JId  3aMCHBI
HCYUCIACMOI0 CYNICCTBUTCIIBHOT'O B CAMHCTBCHHOM YHCJIC CIYXKUT ONe, a JJIA
3aMEHBbI CYIIECTBUTEILHOIO BO MHOKECTBECHHOM UM CJIC — ONES:

This is a black pencil and that is a red one. Dmo uepnblil Kapanoaut, a Smo KPAacHbll.
These cases are too small; we need some Omu  suKu  CIUWKOM MATbl,  HAM  HYHCHbL
bigger ones. bonvuue (AWuKu).

One He ynoTtpe0biisieTcst Ut 3aMEHBI IPEIIECTBYIOLIETO
HEUCUYKCIIIEMOT0 CYIIECTBUTENBHOr0. Hencuncrsemple CylecTBUTEIbHBIC TOCTIe
NPUIIAraTe/IbHBIX HAIYEM HE 3aMEHSFOTCSI
| prefer cold milk to hot. 5 npeonouumaro xonoonoe monoko 2opsiuemy.

N. B.

One craButcst _nocne MecrouMenui this, that, which, another, the other qns  3amensl  panee
VIIOMSHYTOI'O HCUHUCIIEMOIO CYIIECTBUTEILHOIO B €AMHCTBEHHOM YHCIIE:

This player is better than that one. Dmom npouepvleamens iyuuie mozo.
I don’t like this pen. Give me another one. Mmne ne npasumcs sma pyuxa. /avime
MHe Opyeyio.

Here are two books. Which one would you like? Bom dse knueu. Komopyto Bei 661 xomenu?

Tlocne 3TX MecTOMMEHHH ONE, OJHAKO, MOYKET U OIYCKAThC:

This player is better than that. Dmom npouepvlieamens ayuuie mozo.
I1 don 't like this pen. Give me another. Mhne ne npasumes sma pyuka. Jlaiime
MHe Opyeyio.

CVIIIECTBUTEIHHOE BO MHOXKECTBEHHOM YMCJIE 3aMEHSIETCSl MECTOUMEHUEM ONES, KOTOPOE CTABUTCS
nocae Which:

Here are some books. Which ones would you Bom neckonvko knue. Kaxue Bot xomume?
like?

ITocae these u those mecTornmeHnue ONES ONYCKAETCS:

These players are better than those. Omu npouzpvieamenu iyuue mex.
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Ones He VHOTDGGHHCTCH TaKKC II0CJIC Other; CYHMICCTBUTCIIBHOC BO MHOXCCTBCHHOM  4YMCJIC

3amensier dhopma others:

| like this pen, but I don't like the others. Mue  upasumcs

Hpagamcs opyzaue.

One unornacaenversa the first, the next, the last:

January is the first month of the year, and

December is the last one. nocneonui.

ama  pyuka,

HO MHE He

Ausapv — nepeviti mecay 2oda, a 0exabopb —

One He ynorpebusiercss mOCiIe IPUTSKATEIbHBIX MecTonMeHuil my, his, her, our, your, their, 3a

KOTOPbIMHM  BCCrjga  AOJIZKHO CJIICA0BATh CYIICCTBUTCIBHOC. Ecau

KC CYIMICCTBUTCIBHOC HC

YIIOMHHAECTCA, TO IIPUTAKATCIbHOC MCECTOMMCHUC HMECT

a0COIIOTHVIO

dbopmy -

mine, his, hers, ours, yours, theirs:

This isn’t my pencil, mine is blue.

Omo He Mol kapaunoawd, MOU — CUHULL.

One ne VHOTD66H71€TC)1 IOCJIC CYINICCTBUTCI/IbHBIX B ITPHUTAXKATCIbHOM IAJCKC!

My pen isn’t very good. Kate’s is much better.
ayuule.

Mos pyuka He ouens xopowas. Kamuna 2opazoo

JPYTUE THUIIbl MECTOUMEHWA

THUIL
MECTOVUMEHHIA L0 ED DEE
this smom, sma, smo, these smu, that mom,
ma, mo, those me,
YKA3SATEJIBHBIE it a3mo, same,

such maxot, maxoii sce

who xmo, whom xozo,
BOITPOCHUTEJIBHBIE  xomy, whose ueit, which komopuwuit, what yumo,
KaKoll, Kakas, KaKue, KaKoe

NO Hu 0oun, Huxakoit, NObody Huxmo,
HUK020, N0 ONE HUKMO, HUKOZ20,

OTPULIATEJIBHBIE none i odus,
nothing ruumo, nuueeo
who xmo,
whom xomy, koeo,
OTHOCUTEJBHBIE whose ueir, which komopuuii,

that xomopwiii

OCOBEHHOCTH
YIIOTPEBJIEHUA

HET

B BonmpocuTenbHbIX
MPEITIOKEHUSAX

B orpurnarensHbIx
MPEITIOKEHUSAX

Jlst cBsizn
ONPEACIUTENBHBIX
MPUIATOYHBIX
MPEJIOKEHUH C
TJIaBHBIM
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who xmo, whom xomy, B nonoaHATENBHBIX

COIO3HBIE k020, Whose uei, which xomopwiii, U IPYTUX UMEHHBIX
what umo MPHUIATOYHBIX
B3AMMHUEIE each other, one another HET
opyeopyea
some, any, every u ux
npousBoansie, all sce, both o6aq,
HEOIIPEJIEJIEHHBIE each xaorcowii, other opyeoi, ewe, HET

another opyeoti, ewe ooumn,
one noboti

=

N —= O 0031 U = W —

O o010 Wn K~ WK —

1
3

01N DN B~ WM
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. Fill the gaps with personal or reflexive pronouns.

. He is quit right, I agree with ... completely.
. I'looked at ... in the mirror and left the house in a very good mood.
. “Who is it?” — “It’s ... may | come in?”
. Mr. Lloyds is very fat ... weighs over a hundred Kilos?
. ... introduced his wife to the quests.
. Where shall ... meet, Bob?
. James took the book and opened ....
. We don’t dress ... for dinner here.
. I taught ... to play the quitar.
0 . Selfish people only care about ...
. Put “some”, “any” or “no”.
. He does his homework without ... difficulty.
. This yeas all the apples are red, we are going out this morning to pick ...
. I’d like ... water, please.
. There weren’t ... tomatoes left.
. Iwon’t go with you. I have ... free time.
. There aren’t ... students at the moment.
. Sorry, I have ... matches.
. Do you have ... money?
. The box was empty. There was apples in it.
0 . Pour me ... milk, please.
. Translate the sentences into English.

. OHa HU4ero He ckazana.

. OH mocMOTpeEN Ha Hee C YAUBIICHUEM.

. OHa He 3axoTesa MOWTH C HUM.

. 51 monpocuI1 ero HaJIMTh HEMHOT'O MOJIOKA.

. Korna emy 65110 3 roa, oH MOT caM OfIeBaThCs.
. [Ipoctute, HO y MEHS HET BpEMEHH.

. Kakas kpacuBas kaptuna! OHa TBOs?

. Bo3pMu cBOIO waniky. Jta yamka — Mosl.

. Ero MHEeHMe oTiIMUaeTcst 0T MOEro.

10 . Ceromnst Be4epoM MPHUAET KTO-HUOYIH?

4

. Complete the sentences using possessive pronouns (my, your, his, her, our, their).

1.1left... car in the garage.
2 . Mary hung ... coat on the peg.
3 . Jack had ... hair cut.
4 . Neil and David ate ... supper.
5. Thope you enjoy ... holiday.
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6 . We’ll invite you round to ... house sometime and complete these by addig a possessive with
own.
7 . You must make up ... own mind.
8 . The children had to cook ... own supper.
9. Bill borrowed Jenny’s car ... own can was being repaired.
10 . I’ll bring ... own sheets and towels.
11 . Every dog had ... own special basket to sleep in.
12 . You should do ... own washing up.

YucaureJabHbIE

B aHTIIMiickoM sI3bIKE, TaK K€ KaK i B PyCCKOM YHCIIUTEIbHBIC ICTATCS Ha KOJTMYECTBEHHBIC
yucnutenbable (Cardinal Numerals) u nopsinkoBsie uncnutenbabie (Ordinal Numerals).

KoanyecTBeHHBIE IHopsiakoBbie
1 one first
2 two second
3 three third
4 four fourth
5 five fifth
6 SiX sixth
7 seven seventh
8 eight eighth
9 nine ninth
10 ten tenth
11 eleven eleventh
12 twelve twelfth
13 thirteen thirteenth
14 fourteen fourteenth
15 fifteen fifteenth
16 sixteen sixteenth
17 seventeen seventeenth
18 eighteen eighteenth
19 nineteen nineteenth
20 twenty twentieth
21 twenty-one twenty-first
22 twenty-two twenty-second
30 thirty thirtieth
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40 forty fortieth

50 fifty fiftieth

60 Sixty sixtieth

70 seventy seventieth

80 eighty eightieth

90 ninety ninetieth

100 a (one) hundred a (one) hundredth

101 a (one) hundred and one a (one) hundred and first
102 a (one) hundred and two a (one) hundred and second
200 two hundred two hundredth

253 two hundred and fifty-three two hundred and fifty-third
1,000 a (one) thousand a (one) thousandth

1,001 a (one) thousand and one a (one) thousand and first

2,250 two thousand two hundred and fiftytwo thousand two hundred and fiftieth

3,000 three thousand three thousandth

100,000 a (one) hundred thousand a (one) hundred thousandth
1,000,0004a (one) million a (one) millionth
2,000,000two million two millionth

Oﬁpa30BaHue KOJUYECCTBCHHBIX YUC/IUTECIBbHbIX

1. KonnuecTBeHHbIE UnCIUTENbHBIE OT 13 10 19 BKITIOUUTENHEHO 00pa3yrOTCs MIPUOaBICHUEM
cyddukca -teen K COOTBETCTBYIOIIMM Ha3BaHUIM EAMHUIL TIepBoro aecsartka: four - fourteen, seven -
seventeen.

[Ipumeuanue. YucnurenbHble ¢ cypdukcom -teen umeroT aBa yaapenus (‘four'teen, 'fif'teen u 1.1.),
npuyéM yapeHue Ha IOCIeJHEM CIIoTe CHIIbHEe, 4YeM Ha repBoM. Korza 3Tu uncnurenbHble
yHOTpeOAI0TCS C CYHIECTBUTENbHBIMU, yIapEHNE MaJaeT Ha IEepBbId CJIOT, a BTOPOU CJI10T

cTaHoBHUTCA HeyaapHbIM: 'fourteen 'pens, 'fifteen 'pencils.

2. Ha3BaHus KOMWYECTBEHHBIX YHCIUTENbHBIX, 0003HAYAIOIINX JIECATKH, 00Pa3yl0oTCs
nobasnenreM cydukca -ty Kk Ha3BaHHIM SAMHUIL: SiX - SIXty, Seven - seventy.

HekoTopsie uncnuTenbHble 00pa3yloTes co CAeAYIOIUMU OTKIIOHEHUSIMH OT 00I1Iero mpaBuia:
two - twelve - twenty

three - thirteen - thirty

five - fifteen - fifty

eight - eighteen - eighty

YucnutensHoe forty otauuaercs B Hanucanuu oT four - fourteen.

3. JlecsATKH ¢ €IMHUAIIAMH 00PA3yIOTCS TAKUM K€ CIIOCOOOM, KaK U B PYCCKOM SI3bIKE:
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21 - twenty-one; 48 - forty-eight

4. HpI/I 0603Ha‘ICHI/II/I KOJIMYCCTBCHHBIX YUCIIMTCIBbHBIX pa3psAbl MHOTO3HAYHBIX YUCCII
pazgenstores 3ansitoi: 7,000; 5,550,000.

5. Mexay coTHAMHE (HJTH THICSYaMH U MUJJTHOHAMH) U CIISIYIOIINMHE 32 HUMH J1eCSITKaMu (HWIN
€IMHUIIAMH, €CITH HET JIECATKOB) B JIIOOOM pa3psjie Bceraa CTaBUTCS coto3 and:

246 - two hundred and forty-six; 206 - two hundred and six
5,050 - five thousand and fifty; 5,005 - five thousand and five
3,525,250 - three million five hundred and twenty-five thousand two hundred and fifty

6. Yucurensasie 100; 1,000; 1,000,000 ymoTpebisroTCHEOPEICICHHBIMAPTUKIIEM a
WIIMCYUCIIATEILHBEIMONE

100 - a hundred / one hundred
1,002 - a thousand and two / one thousand and two

7. Yucnurensasie hundred, thousand, million nenpuxumarorokoHYaHus -S
BOMHOXECTBCHHOMUYMUCIIC.

three hundred

four thousand

five million

3,005,240 - three million five thousand two hundred and forty

[Tpumeuanue. Yncnurtensubie hundred, thousand u million nepexoaar B pa3ps CylnieCTBUTENbHBIX
Y TIPUHUMAIOT OKOHYAHUE €CITH OHM YIOTPEOISIOTCS U1 0003HAUSHHSI HEOTIPEICIIEHHOTO
KOJIMYECTBA COTCH, THICSY WJIM MUJTMOHOB. B 3TOM cilydae 3a HUMHU ClIeyeT CYIIECTBUTEIBHOE C
npeniaorom of.

Thousands of workers were streaming out of the plants. -
TBICSI‘{I/Ipa60‘lI/IXHOTOKaMI/IBHXOI[I/IJ'II/IC3aBOI[OB.

8. CYH_IGCTBI/ITGJIBHOC, KOTOPOC CIIEAYCT 3a YUCIUTCIIbHBIM yrIOTpe6J'I5{eTC$I 0e3 npeajiora u
COOTBCTCTBYCT B PYCCKOM SA3BIKC CYIICCTBUTCIbHOMY B POAUTCIIBHOM MAJCKE:

three thousand books - Tpu Teicsun KHUT
ten students - gecsTh CTYIEHTOB

Oo0pa3oBanue NOPAIKOBBIX YMCIAUTEIbHBIX:

1. ITopsinkoBbIe UnCaUTENbHBIE 00pa3ytoTcs npudaBieHueM cypgukca -th Kk KoTn4ecTBEHHBIM
YHCIUTENbHBIM:

four - fourth
thirteen - thirteenth
seven - seventh
fifteen - fifteenth

O6p8.30BaHI/Ie Tpex HepBBIX YUCIINUTCIILHBIX COCTABJISICT UCKJIIFOUCHUC U3 3TOT'O HpaBI/IJ'IaZ
one - first

two - second
three - third
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[Tpu oOpazoBaHuM MOPSAIKOBBIX YMCAUTENBHBIX fifth - msaTeIil u twelfth - nBenaaaTeIl OykBa v B
Ha3BaHUSAX KOJIMYECTBEHHBIX YHCIUTENbHBIX (five, twelve) Mensiercs Ha f u omyckaercs OykBa €; B
YUCIUTEIILHOM eight BhImaaeT OyKBa t, a B YUCIUTEIIBHOM Nine oryckaeTcst OyKBa e:

five - fifth
twelve - twelfth
eight - eighth
nine - ninth

[Tpu 006pa3oBaHNM TOPSAIKOBBIX YACITUTEIBHBIX, 0003HAYAIONIUX JECATKH, HaunHas ¢ 20, KOHEYHAS
OykBa y MEHsSETCS Ha 1 ¥ jo0aBisieTcs e nepen cydhdukcom -th s 0603HaUCHUSI TOTTOJTHUTEILHOTO

3ByKa [i]:

twenty - twentieth
thirty - thirtieth

2. [Ipu 006pa3oBaHNUU COCTABHBIX MOPSAIKOBBIX YHCIUTENBHBIX, COCTOSIIIUX U3 IBYX WUJIH Ooliee
YHCeIl, TOJIBKO MOoCcTeIHEe YHCIIO0 IproldperaeT GopMy MOPSAKOBOTO YUCIUTEILHOTO, &
MIPEIIIECTBYIOIIUE YNCIIa BBIPAXKAIOTCS KOJIMYECTBEHHBIMH YUCIUTEIHHBIMH, TaK JK€ KaK U B
PYCCKOM $I3BIKE:

twenty-third - aBaguate Tperuii
five hundredth - mstucoTsrit
eighty-seventh - BocembecsT cebMOi

Hmena CYIICCTBUTCIILHBIC, OIPEACTIACMBIC ITOPAAKOBBIM YUCIIMTCIIbHBIM, YHOTp€6JI$IIOTC$I C
OIpCACIICHHBIM apTHKIICM. ApTI/IKHB COXpAaHACTCA ICPCIA ITOPAAKOBBIM YUCIIUTCIIbHBIM, CCIIN OAXKC
CYIICCTBUTCIIBLHOC HC BBIPAXKCHO, a JIMIO IMOAPa3yMEBaCTCH.

The first law of motion has the idea of motion and the idea of force. - [lepBblii3aKoHABHKCHUS
COACPKUTIIOHATUCABUKCHUSUIIOHSTUCCUIIBL.

The second basket was the same size as the first. - Bropast kop3uHa Oblia Takoro e pasMepa, Kak u
nepBast.

HpI/IMe‘laHI/Ie. YHOTpe6HeHI/IC HEOMPCACIICHHOI'O aPTUKIIA C ITOPAAKOBBIM UMCHECM YN CIUTCIIbHBIM
nprUAacT HOPAAKOBOMY YHUCIIUTCIBbHOMY JOIMMOJTHUTCIIBHOC 3HAYCHUEC, COOTBCTCTBYIOIICEC PYCCKOMY
€IC OAUH:

Under certain circumstances, a second electron may enter the outer orbit. - IIpu HekoTOpPBIX
00CTOSITENTLCTBAX BTOPOH (€111€ OJIMH) AIEKTPOH MOXET BOWTH BO BHELIHIOIO OpOUTY.

HEKOTOPBIE OCOBEHHOCTH YHHOTPEBJIEHUA YUCJIMTEJIBHBIX B
AHTJIMMCKOM SA3BIKE IO CPABHEHUIO C PYCCKHUM A3BIKOM

B anrauiickom si3pike pu 0003HAYSHUH HOMEpPA CTPAHMIL, TJIaB, YacTeil KHUT, ayIUTOPHA, JTOMOB,
TpamBaeB M T.I. OOBIYHO YIOTPEOIAIOTCS KOJIMYECTBEHHbIE YHCIUTENbHbIE. B aTOM citydae
KOJINYECTBEHHOE YHCIUTENBHOE CIEAYET 3a ONpeAesIeMbIM UM CYIIECTBUTEIbHBIM, IPUYEM
CYIIIECTBUTEIILHOE yroTpeosieTcst 6e3 apTukis: chapter one - riaBa nepeas; part two - 4acTh
BTOpas; lesson three - ypok Tpetwii; page fifteen - ctpanuma naTHagaras.

Open your books at page 23 (twenty three). - Otkpoiite kHuru Ha 23 cTpaHuie (Ha cTpaHuie 23).
Read paragraph 5 (five). - HuraiiTe nsaTeiii naparpad.
Figure 6 (six) shows an apparatus for counting the number of alpha-particles. - IllecroiiprcyHok

(pucyHOK 6) mOKa3BIBaCTANIIAPATIIAIIOICUYETAUNCITaATb(a-qaCTHII.

HpI/I y1'IOTpe6J'IeHI/II/I MOPAAKOBOI'O YUCIIUTEIIBHOTO B aHAJIOTHYHBIX ClIydadX OHO CTaBHUTCS NIIEPEA
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CYIIECTBUTEIILHBIMU C OTIpeieTIeHHBIM apTukieM: the first chapter the second part - meppas riaBa,
BTOpas 4acth; the third lesson - TpeTuit ypok.

TI'oma 0003HaYaI0TCSA KOJINYECTBCHHBIMH YHUCIUTEIIbHBIMU. HpI/I YTEHUHU 0003HAYCHUI roaa
XPOHOJOIr"u4YcCKasa aaTa ACIUTCA IT0I10JIaM, IPpUYCEM KaXXaas IOJJOBUHA YUTACTCA KaK OTACIIBHOC

yucio: 1917 - nineteen seventeen (OyKB.: IeBATHAALATH ceMHaaLaTh); 1848 - eighteen forty-eight.

A.S. Pushkin was born in 1799 (seventeen ninety-nine) and died in 1837 (eighteen thirty-seven). -
A.C. IlymxunapoawicsB 1799 ronynymeps 1837 rony.

HpI/IMe‘laHI/Ie. O603Ha‘leHI/IeI‘OI[aLII/ITaeTCHTaK)KeCJ'IC,I[y}OHlI/IMO6paSOM:

1917 - nineteen hundred and seventeen
1848 - eighteen hundred and forty-eight

I[aTBIO603Ha‘-IaIOTCSIHOpSII[KOBBIMI/I‘II/ICHI/ITeHBHbIMI/I .

7th November, 1917 (the seventh of November, nineteen seventeen)
November 7th, 1917 / November 7, 1917 - November the seventh, nineteen seventeen

[Ipro6o3HaueHnnapuPMEeTUUECKUX ACHCTBUNTIIAr0J, BhIpAKAIOIIUHPE3yIbTaTACHCTBYA,
MOYKETCTOSITHKAKBEIUHCTBEHHOM, TAKMBOMHOKECTBEHHOMYHNCIIE,

Five and four is (are) nine.
Nine minus five is (are) four.
Three times four is (are) twelve.

KonnuecTBeHHBIC YNCIUTEIBHBIC CBBIIIIC (1070500005 yr[OTpC6JI$IIOTC$I C CYIICCTBUTCIIbHBIMHA B (1)opMe

MHOXCCTBCHHOI'O 4YHMCJIa.

There are three classes of reactors: slow, intermediate and fast. - Imerorcst Tpu Bua peakTOpOB:
peaKTopbl Ha MEAJIEHHBIX, IPOMEKYTOUHBIX U OBICTPBIX HEUTPOHAX.

B aArnmiickoM sI3pIKe ABY3HAYHBIC 1 MHOT'O3HAYHBIC YHCJIa, OKAHYHUBAOIIHUECCA HA CAUHUILY,
yrIOTpe6J'I$IIOTC}I C CYIICCTBUTCIIbHBIMHA B (bopMe MHO>KCCTBCHHOI'O YHcCJja:

There are thirty-one days in January. - B sHBape TpuaiaTh OJMH J€Hb.
JAPOBHBIE U CMEINIAHHBIE BEJINUUHBbI

HpOCTHe ,[[pO6I/I BBIPAXKAIOTCA MTOCPEACTBOM KOJIUYCCTBCHHBIX YHCINUTCIIBHBIX B YUCIIUTCIIC U
MOPAANKOBBIX B 3HAMCHATEJIIC!:

1/3 - a (one) third
1/5 - a (one) fifth
1/6 - a (one) sixth
1/100 - a (one) hundredth

Hpo6ubie BenuuuHbl 1/2 u 1/4 nepenarotcs ocoObimu coBamu: a (one) half (1/2); a (one) quarter
(1/4).

[Ipumeuanue. Eciau uMeHu cyiecTBUTENILHOMY MpeamecTByeT cioBo half, To apTukis craBuTcs
HEIOCPEACTBEHHO IIepe]] CYLIECTBUTEIbHBIM:

half a kilometre - monkumomerpa
half an hour - nosraaca
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half the distance - momoBrHa paccTOsSHUS
Ho:

a kilometre and a half - monTopa kunomerpa
an hour and a half - monropa uaca

Ecnu B yncnuTene CTOUT 4uciio 0oJiee eIMHUIIBI, TO K CIIOBY, 0003HAYAIOIIEMY 3HAMEHATEITb,
MpUOaBIIAETCS OKOHYAHHE -S:

2/3 - two thirds
4/9 - four ninths
3/5 - three fifths
9/10 - nine tenths

Cy1iecTBUTENBHOE, KOTOPOE CIAEAYET 3a IPOOHBIM YUCIUTEIbHBIM, CTOUT B €IMHCTBEHHOM YHUCJIE:

5/8 inch - 5/8 aroitma (unraercs: five eighths of an inch)
3/5 foot - 3/5 dpyra (uuraercs: three fifths of a foot)

CyIecTBUTENBHOE, KOTOPOE CIISYET 32 CMEIIAHHBIM YHCIIOM, CTOUT BO MHOYKECTBEHHOM YHCJIC:
2 1/4 metres - 2 1/4 metpa (untaercs: two and a quarter metres wiau two metres and a quarter).

JlecaTuuHbIe APOOU OTAEISAIOTCS OT LIEJIOT0 YUCIa TOUYKOM, a HE 3allITOM, KaK B PYCCKOM SI3bIKE:
1.34; 0.8 (w1 .8).

JlecsiTU4HBIC APOOH YUTAFOTCS CICIYIOIIAM 00pa3oM:

0.8 mu .8 - point eight (Touka Bocemb) mim nought point eight (HOJIb TOYKa BOCEMb) U O [Ou]
point eight (HOJIb TOYKA BOCEMB)

0.006 - point nought nought six i nought point two oes [ouz] six uau o [ou] point two oes six
1.02 - one point nought two unu one point o [ou] two

4.25 - four point twenty-five wiu four point two five

CylIecTBUTENIBHOE, KOTOPOE CIEAYET 3a ICCTUIHOM APOOBI0, CTOMT B €JMHCTBEHHOM YHUCIIE, €CITH
B IPOOHOM KOJIMYECTBE HET LIENbIX SIMHHUI], U BO MHOKECTBEHHOM YHCIIE, €CJIU B JPOOHOM

KOJIMYCECTBEC €CTh LICIIBIC CAUMHHUIIBI:

0.5 centimetre - gyuraercs: nought point five of a centimetre
5.2 centimetres - unTaercs: five point two centimetres

[Tpumeuanue. [Ipu YTEeHUU TECATHYHBIX IPOOEH MEKITY YUCIUTEILHBIM, 0003HAYAIOIIUM IIEI0e
YHCII0, U CJIOBOM point esiaeTcsi KOpoTKas maysa.

OYHKIUU YUCJTHUTEJIBHBIX B ITPE VIO KEHUU
YucnureabHbIe MOTYT BBIIIOJHATD B MIPCAJIOKCHUN CIICAYIOIINEC (1)YHKIII/H/IZ
1) [Monnesxarmero:

238 is the total number of protons and neutrons in uranium-238. - 238 - o01iee YKCI0 TPOTOHOB U
HEHTPOHOB B ypaHe-238.

2) JlomonHeHust:
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Subtract 92 from 238 and the remainder is the number of neutrons in uranium-238. - Berutute 92 u3
238, nocTaToKOyIeTUNCIOHEHTPOHOBBYpaHe-238.

3) OnpeneneHus:

There are three classes of reactors. - metorcsaTpuTunapeakTopos.
The first class is the slow fission reactor. - [lepBbIiiTHII - 3TOpEaKTOPHAMEIICHHBIXHEHTPOHAX .

4) IMeHHOM Y4acTH COCTaBHOTO CKa3yeMoro:

Five times five is (mmu makes) twenty-five. - 11T yMHOXKEHHOE Ha IIATh PABHSIETCS IBAILIATH
TISATH.

An "oxygen unit™" is 1/16 of the weight of an atom of oxygen. - "Kucnopoanasiequnnna” pasxa 1/16
BECAaTOMAaKHUCIOPOa.

Ynpaxuenue 1

IIpouumatime crneoyrowue cio80couemanus.
1. 150 magazines; 1800 students; 2000 dollars; 12000 specialists; 5640000 books;
2. on page 546; by bus 287; in room 819; 7 o’clock train;
3. hundreds of students; dozens of shops; millions of peoples; thousands of dollars.

Ynpaxnenue 2
Ilepeseoume na anenutickuil a3k
1. 25 xm; 163 teicsun nosutapos; 90 kaptun; 200 muinonos moaei; 3500 aromoduneit; 4
TBHICSIYM MAIIIMH;
2. COTHU aBTOMOOWJICH; IECATKH KYPHAIIOB; THICSYN CTYACHTOB; MUJUTHOHBI JIFOICH.

Yupaxnenue 3

Ilpouumatime oamol:
1. in1965; in 1907; in 1945; in 1998; in 2000; in 2008;
2. at the beginning of 2000; at the end of 1729; by the beginning of 2005; by the end of 2004.
3. 1/2 kilometer; 1/8 ton; 0.5; 4.26; 1.234.

Ynpaxuenue 4
Havioume 14 uuciumenvuvix 8 npedcmagieHHoM Kpocceopoe.

t h 0 u S a n d t

m w n h e i h
i e u e S i X

I n i n e | r

I t d d h r e e t

i w r y v vV y

0 t e i e
d f i f t e e n

Yupaxnenue 5
Haszosume u nanuwume nomepa no nopsoky.

o 1-
o 2-
e 3-
o 4-
e 5-
e 6-
o -
e 8-
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9-
10 -
11 -
12 -
13 -
14 -
15 -
16 -
17 -
18 -
19 -
20 -

Yupa:xxaenue 6
Hanuwume cnedyrowue yughpovi nopsaoxkosvimu yuciumenbHulMu.
10 -

20 -

30 -

40 -

50 -

60 -

70 -

80 -

90 -

100 -

11 -

21 -

32 -

43 -

54 -

65 -

76 -
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SPHERE OF PROFESSIONAL COMMUNICATION

Tema: 3HaKOMCTBO

No. | Greetings. [IpuBeTcTBHSI

1 Good morning. JHob6poe ytpo.
2 Good afternoon. J100OpbIii 1€Hb.
3 Good evening. J1o6OpwIii Beuep.
Kax Bbl moxxuBaeTe?(ipu nepBoii BcTpeye,

4 How do you do? 3HaKOMCTBE)
5 Pleased to meet you. [TpusATHO MO3HAKOMHUTHCH.
6 Nice to meet you. [TpusATHO MO3HAKOMHUTHCS.
7 Good to see you again. [TpustHO cHOBa BUAETH Bac.

It’s been a long time since [ [Tporo MHOTO BpeMEHHM ¢ TeX op, Kak 5 Bujen Bac
8 last saw you. B TOCJICIHUI pa3.
9 How’s business? Kak nena? (kak pabora?)
10  Not bad, thanks for asking. Hemoxo. Cniacu00, 4T0 HHTEpECYETECh.
11  Fine/it’s okay/OK. Bce xopomio.
12 We’re doing quite well. VY Hac Bce JOBOJIBHO XOPOILIO (0 CBOEH KOMITAHUN).
13 And what about you? A xak Hacuet Bac?

Hello, my name is....Nice to meet 3apaBCcTBYTE, MEHS 30BYT... [ [pusiTHO
1 you! MTO3HAKOMUTHCs !
2 And you! U mue ¢ Bamu.
3 And what’s your name? A xak 30ByT Bac?
4 Nice to meet you too! MHe ToXe NpusATHO MO3HAKOMUThCS ¢ Bamu!
5 Where are you from? BbI oTkya?
6 I’'m from... Awus...
7 I’m on business. A (npuexan) mo padore.
8 I don’t think we’ve met. S He 1ymaro, 9YTO MBI BCTPEYAIIUCH.

What company are you from? / What = Ha kakyto kommanuto Beir paboraetre?/ Kakyro

9 company are you with? KomraHuo Bel pescraBnsiere?

10  Who do you work for? Ha xoro Ber paboraere?

11 I work for...(Ha3BaHNE KOMITAaHUN) A pabotarto Ha...

12 What do you do? Uem Brl 3anuMaetecs? (chepa 1esTenbHOCTH)
51 (mocrne TOoro cieayeT Ha3BaHHe

13 I'ma/an... npodeccun)...
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14
15
16

I’m with...

I’m in sales.

What are your job responsibilities?

A (paboraro B...Ha3BaHHE KOMITAaHUH )

A «B mpoaakax».(paboTaro, OTBEUaro 3a)

KakoBel Bamm cinyxe0HbIe 00513aHHOCTH?

Negotiations. IleperoBopsl

1

2

o

\l

9

10

11

12

13

14

15
16

Let’s get started.

Let’s get down to
business.

How is the project
coming along?

Let’s get to the
point.

Go ahead!

Go ahead! Here
you are!

24/7 (twenty-four
seven).

The first item on
the agenda is...

We can then
move to the less
pressing matter.

This is out of the
question!

ASAP (as soon as
possible)

This question is
off the point.

Could you clarify
that?

What are your
feelings about this
project?

I’'m afraid this is
not sufficient
reason for us.

Glad to hear that.

JlaBaiiTe HauHEM.

JlaBaiiTe MpUCTYNIUM K JEIy.

Kaxk o0crosr nemna ¢
IIPOEKTOM?

JlaBaiiTe nepeiieM K CyTH.

[Tponomxaiire!

Bor, noxanyiicra!; Bot T0,
yTo Bam Hyx)HO!

CeMb JHEN B HENEIIO.

IIepBbIil IyHKT IOBECTKH
JHSL.

Torna Mbl MOXKEM NEPENTH K
MEHEE HEOTJIOKHOMY
BOIIPOCY.

00 3TOM HE MOXKET OBITH U
peun!

Kaxk MoxHO ckopee.

DTOT BOIIPOC HE MO
CYLIECTBY.

He mornu 651 Bel nposicHUTH
(0OBSICHUTD) ATO?

KaxoBbI TBOM UyBCTBa 110
MIOBOJY ATOT0 MpPOEKTa?
(peub UIET O IPETUYBCTBUH,
MHTYULIUN).

4 6or0Ch, 9TO ATO HE
SIBJISICTCS JIOCTATOYHBIM
OCHOBaHHWEM JIJIs Hac.

Pan cipimars.

Let’s get our meeting started.

We have little time so let’s get
down to business!

You’ve been working on this
project for three weeks. How is it
coming along?

We’re running out of time. Let’s
get to the point.

There’s no need to explain. |
understand you very well.

You required the report on carrying
out of that survey. Here you are!

I’m ready to provide you with
answer to any question twenty-four
seven.

The first item on the agenda is
modernization of our equipment.

Have we finished discussing the
issue? We can then move to the less
pressing matter.

We can’t afford to donate money to
this hospital. This is out of the
question!

They’re demanding our decision
ASAP.

I can’t answer the question because
it’s off the point.

Could you clarify that item to
avoid misunderstanding?

I’m concerned about profitability of
this project. What are your feelings
about it?

I’m afraid your arguments are not
sufficient for us to bring the idea
into life.

So you’ve made a profitable
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Glad to hear that.
That’s a good

investment.

| agree that buying this company is
a good idea because it would give
us the opportunity to get a long-

17 idea! Oto Xopormas uaes! term profit.
You have a good VY Bac xoporias After all is said and done you have
18  point. (mpaBuibHas) Touka 3penus!  a good point! Nothing left to say.
Let’s have a vote on it. Do we all
19 Do we all agree? Bce nmu cornacHbi? agree?
| have no Y MeHs HeT BO3paKeHUH Since we don’t have any protesters
20  objection to that. IPOTHB 3TOTO. I have no objection to that either.
Easy come easy go. That statement
Easy come easy UYro nerko mocraercs, erko  doesn’t agree with our company
21  go. TPaTUTCSL. policy.
We came to an agreement to go
22 Fifty-fifty. [TaThIECAT HA IATHICCAT. fifty-fifty on the expenses.
In this situation is B 3Toii cuTyaruu, BoJiHe In this situation is quite natural to
23 quite natural ... €CTECTBEHHO. .. admit a claim.
The conclusion The conclusion is we should buy
24 is... BbIBO/ TakoB. .. this company at a specified price.
In summary, don’t freeze your
25  In summary,... B urore... assets.

Gratitude and reaction to it.

BaaronapHocTh M peakiusi Ha Hee.

1 Thank you very much indeed! Ouenb Bawm Garogapen!
2 Thank you for coming! Cnacu60, 4To npunuim!

3 Thank you in advance. Cnacu0o 3apaHee.

4 Very much obliged (to you). Ouenb 00s13aH (Bam).

5 Thanks, | appreciate it! Cnacu06o, 51 11eH10 310!

6 No thanks needed. He cTout 6maromapHoCTH.
7 You’re welcome! [Toxanyiicra!

8 Not at all! He 3a yto!

9

Don’t mention it! He crout 6narogapuoctu!

10  That’s quite all right!

Mpn BegeHUM 4enoBbIX NEPETOBOPOB HA aHIMIMNCKOM NOMHUTE Takke O NPOsiIBNEHNN
yBa)KEHWsI K KOnferam u napTHepam, UCMosb3ys BEXITMBbLIE COBA U CITIOBOCOYETaHUS,
Hanpumep, please (noxanyncra), excuse me (MNPOLLY NPOLLEHUS) N OpYyrue.

He crout 6naronapuoctu!

Polite Forms.
No. | Bexaussbie (popmbl.
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[N

Could you..., Would you...

N

Could you call me later, please?

Excuse me, could you take a look at my
report?

3

4 Who would you like to talk to?
5 Would you like a cup of coffee?
6

Can | help you?
Shall I help you with carrying these

7 documents?
8 May | turn on the lights?
9 Would you mind changing your seat?

Let me start by explaining the reason of
10  this meeting.

11 I’m very sorry about that.

12 DI’m sorry to hear that.

13 Sorry, could you repeat that?

Saying goodbye.
No. | IIpomanmue.

1 See you later.

2 See you soon.

3 It was nice talking to you.
4

It has been a great pleasure to meet you!

5 I’ve enjoyed meeting you too!
6 It has been great!
7 What a pity you have to leave!
Well, all good things must come to an
8 end. But I’'m sure we’ll meet again!

Good luck with your business! I’'m sure
9 it’ll will go well!

10  We should keep in touch.
11 Hereis my card.

12 Well, I"d better get going.

Moriu Os1 Brr...

Moru 05l BBl TO3BOHUTE MHE MO3XKE,
noxkanymcra?

[Ipomry mporieHwsi, MOTJIi Obl Bbl B3rIsIHYTH
Ha MO¥ oT4eT?

C kem Ob1 Bbl X0TENIM TOrOBOPUTH?
Xotwure yamedky kode?
Mory nu s Bam nomoun?

Mory 51 1 Bam moM0O4b IOHECTH ATU
JIOKYMEHTBI?

Mory 11 51 BKIIOYUTH CBET?

Mornu 01 Bel (Bel He Bo3pakaete)
nepececTs?

ITo3BosbTE HAUaTh C OOBSICHEHUS IPUYHUHBI
3TOM BCTPEUH.

MHe odeHb Kajb, COXKaJIEIO.
MHe kajb CAOBINIATE 3TO.

[pomury nporienus, Moriu Obl Bbl MOBTOPHUTH
3T10?

YBHUIUMCS TIO3KE.

Ckopo yBUAMMCSHL.

bb110 puATHO IOrOoBOpUTH ¢ Bamu.

bbu10 oueHb npusATHO BCTpeTUTHCS ¢ Bamu!

S ToXe MOTYy4HI yIOBOJIBCTBUE OT OOIICHHS
¢ Bamu!

9T10 (BCcTpeua) ObUTO MpeKpacHo!
Kaxk xanb, yto Bam HyxHO yiiTH!

Hy, Bce xopolee 0IKHO 3aKaHUYNBATHCS.
Ho s yBepeH, Mbl yBUAMMCS BHOBb.

VY naun Bam B Bamewm Ousnece! YBepeH, y
Bac Bce 6yzaer xoporo!

Ham HeoOXoaumMo moaepKuBaTh CBA3b.
BoT mMos (Bu3HUTHAs) KapTOUKa.

Yro xk, s JIydie nouay.
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13 Goodbye! Until next time!

Ho ceumanus! Jlo cienyromiero paza!

FirstMeetings

TopicalVocabulary

Toexchangebusinesscards

OOMEeHNBAaTHCABU3UTHLIMU KapTOo4YKaMu

Translation services

IlepeBoaueckue yciuyru

To introduce smb to smb

[IpencraBisTh KOro-mmd6o KoMmy-auoo

To arrange a meeting

Opranu3oBbiBaTh  (JOTOBapUBATHCH)
(cobOpanue, 3aceganue)

BCTpEUy

To attend smth

[Tocewars, npuCyTCTBOBATH

A wine producer

HpOI/I3BOI[I/ITCJ'IB BHHA

To be in the wine (translation...) business

boith 3aHATBIM B cdepe MNpoU3BOJACTBA BHHA
(3aHUMATHCS IEPEBOTUECKON JEATEIBLHOCTHIO)

To work for a company / a person

PabGoraTh Ha KOMIIaHUIO / YeJI0BEKA

To meet smb

ITo3HaKOMUTBCS ¢ KEM-JIMOO0

To specialize in smth/in doing smth

Crenanu3upoBaThbCs B 4EM-IN00

A wine-producing country

CTpaHa'HpOI/ISBOI[I/ITeJ'IB BHHA

A key person

Baxuslii yenoBek, kitoueBas purypa (mepcoHa)

Russian cuisine

Pycckast kyxHs (KyJIHMHApHOE UCKYCCTBO)

A business trip

KomanaupoBka

To run a company (a project...)

Boszrnapnare koMnaHuto (pyKoBOJIUTE IPOEKTOM)

To come from

beITE postoMm u3

To commute from...to...

E3nuth u3 npuroposa B ropoji Ha paboTy

To compete with smb

1. CopeBHOBaThCS C KEM-TTHOO.
2. KonkypupoBathb ¢ KeM-1100

To travel on business

E3nuth no padore kyaa-nmmndo

To go out with smb

I'ynsareckem-nmu60o

A visitor profile

WNudopmanus o noceturene

An employer / an employee

PabGoroaarens / pabOTHHK, COTPYIHHK

To make a phone call

CrenaTts 3BOHOK

To make an arrangement

I[OFOBapI/IB aTbCiA

To do activities

3aHUMaThCA Pa3HbIMU BUAAMHU ACATCIIBHOCTU

To have a flexitime

Nwmetsb rulkuit (ckonb3smuit) rpaduk paboTsl

To communicatewith smb

Oo0warecsac keM-JI1u0o

To make an appointment

HaznauuTth (I0TOBOPUTHCS 0) BCTPEUy

To come to visit smb

Hagemarts koro-imm6o

To decreasea risk

YMeHbIaTh(Ccs1) puck

To increasecosts

YBenuuuBath(cs) U3IEPKKH

To look forward to doing smth

XKnats ¢ HeTeprieHneM dero-11udo

An experience in smth/doing smth

OneIT B 4éM-TH00

To attract customers

[IpuBnekars nokymnarenen

To hold an exhibition

HpOBOIII/ITL BBICTaBKY

To take place (a conference, an action...)

HpOI/ICXOI[I/ITB, MpoXoaUuTh

Exercisel. Grammar time: use the Present Simple Tense for the words in brackets.
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Linda and | (to work) for the company which (to produce) automobiles. We both (to work) at an
office which (to be) just in front of the factory where cars (to be made). | (to start) work at 10
o’clock, and Linda (to come) to the office at 9. She (to be) good at typing. She (to write) letters and
reports every day. She (not to know) French very well, so she often (to go) to the sixth floor where |
(to work). |1 sometimes (to help) her translate letters, as | (to know) French rather well. Linda also
(to answer) telephone calls, sometimes she (to show) visitors around the factory. She (to do)
paperwork, she (to write) memos, (to file) reports and (to answer) letters. She always (to arrange)
meetings for her boss and other managers of the company. You (to understand) what her job (to
be)? Yes, she (to be) a secretary. But she (not to like) her job and she (to want) to be a manager.

Exercise 2. Match words 1-15 with their synonyms initalics, translate and memorize them. Think
of sentences with the words from the box.

1) torun (acompany) | 9) toproduce |to fall = an occasion = pricey = to be fond of =
2) to decrease 10) to be from | occupied = a consumer =to manufacture = at the
3) to increase 11) at present Mmoment = a buyer *to come from = to contain * main
4) to include 12) ajob » employment = to socialize = important = to go
5) key (people) 13) to sell down * to enjoy a purchaser = to grow = dear = to
6) to communicate 14) to like manage * to go up * to adore *a post * nowadays *
7) an event 15) expensive | fo mix = to retail = to own = to make * to head * to
8) a customer 16) busy drop = to rise = to have =a position = today

Exercise3. a)match a word from the box with one of the definitions below:

| acustomer an experience unemployment to export an exhibition |

1) the knowledge and skill that you have gained through doing smth for a period of time; the
process of gaining this —

2) the fact of a number of people not having a job; the number of people without a job; the state of
not having a job —

3) to sell and send goods to another country —

4) a collection of things, for example works of art, that are shown to the public —

5) a person or an organization that buys smth from a shop/store or business —

b) fill in the gaps with the words from the box in a) and translate these sentences into Russian.

1 of this supermarket are satisfied with the quality of the products they buy
there.

2. Do you have any previous .................... of this type of work?

3. Australia is a wool-growing country. It........................ its wool and woolen things to
different countries of the world.

4. ltwasatimeofmass..........ccoeviiieininnnnn.

5. She didn't get much money when she Worked in the translation agency but it was all

good................

6. They know me —-I'maregular .....................

7. This .....ooiiiiii takes place twice a year in Italy and is devoted to modern art.

8. If you have any questions about the products and service, gotothe ........................ service
department.

9. What measures does the government take to reduce ................coeennnn.. in this area?

10. Have you seen the Picasso.......................... ?

Exercise 4. Study the table and do the exercise below.

Country Capital Language / People
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Nationality
Australia Canberra English (an) Australian (Australians)
Germany Berlin German (a) German (Germans)
China Beijing/Peking | Chinese Chinese (the Chinese)
France Paris French a Frenchman (-woman), (the French)
Spain Madrid Spanish a Spaniard (Spaniards, the Spanish)
Japan Tokyo Japanese Japanese (the Japanese)
Sweden Stockholm Swedish a Swede (Swedes, the Swedish)
Italy Rome Italian (an) Italian (Italians)

Fill in the gaps using the proper word

Lo are famous for producing very comfortable cars.

2. Thenational ............................ dish is pasta.

3. IKEA IS @it company.

4, and ... wines are popular all over the world

5. My business partner comes from Spain. Heis .............................

T ,
..................... are the five of the six off|C|aI languages of the United Natlons Organization.

T and ... are known as sport-loving nations.

8. Peoplein ...........ooooviiiiiiiii arecalled ........................ and they speak German.

O are easy going.

10. The Eiffel Tower is situated in ..........cooeeveeeena... , the capital of.................

11. Many people enjoy spending their winter vacation at.......................... ski resorts.

Exercise 5 a) translate the dialogue into English; b)think of a similar situation and role play
your dialogue.

Anexc ecmpeuaem epynny UHOCMPAHHBIX MYPUCHIO8

AJIEKC: [Ilpocrture, u3 xakoi Bel crpanbs1?

OPUK: U3 lsenuu.

AJIEKC: Bsl xuBéte B CTOKr0osibMe?

OPUK:  Her, s xuBy B HeOosb1IOM ropojke Ha ceBepe LlIBeruu. [lo3BonabTe MHE NMpeaCTaBUTD
Bawm cBoro noapyry Jlrocu.

AJIEKC: Panx no3HakOMHUTbHCS.

OPUK:  Jlrocu u3 @panuuu, u3 Ilapmxa. Ona ¢paninyxenka. Kcratu, Bsl roBopute mo-
bpaniry3cku?

AJIEKC: botoch, uro Her. S pasroBapuBar0 Ha JIByX HMHOCTPAHHBIX S3BIKAX: AHIVIMMUCKOM M
ucnanckoM. OJTHAKO s MPEANOYUTAI0 UCTIAHCKHUM, TOCKOJIBKY 3HAIO €r0 JIYYIIIE.

OPUK:  O! IlpekpacHo! JIrocu 10BOJBHO XOPOIIO FOBOPUT Ha HcnlaHCKoM. E€ Mama u3 FOxHoi
Awmepuku. Yto kacaercs MeHs, TO s HE YMEI TOBOPHUTH IO-UCHAHCKH, HO MOHUMAIO
IIOYTH BCE.

AJIEKC: BpsI HEe XOTUTE IPUCOEANHUTHCS K OCTAIBHBIM CTYAEHTaM?

OPUK:  CynoBonbscTBHeM!

Exercise 6. Study the following use of “make” and “have” and do the exercise below.

make have
a change BHOCHUTB M3MeHeHus | a break c/IeaTh MepephIB
a choice caenaTh BIOOp fun / a good time MTOBECENUTHCS /X0po1Io
POBECTH BPEeMsl
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a decision | IpUHATH peIICHHE a look (a chat, a smoke, a | B3rmsaHyTb, IOCMOTPETH
drink, a try) (moGonTars, MOKYPUT,

BBIMTUTh, CIICJIATh OMBITKY)

friends /| mogpyxuthcs / | an experience HUMETh OTIBIT

enemies CTaTh Bparamu

a law U3aBaTh 3aKOH a bath / shower NPUHUMATh BaHHY / TyIIT

a list COCTaBHUTbH CITUCOK a feeling UMETH/UCIIBITHIBATE YYBCTBO
(omrymenue)

money 3apabaThIBaTh a problem UMETH TIPodIEMy

JICHbI'H

Choose either “make” or “have” to complete the sentences. Translate the sentences from
English into Russian.

1. Everytimel....................oeele. a business trip, | meet important people.

2. Wearetired. Let’s ........coooiiiiiiiiiin, a break.

3. How much money do you....................... a week?

4. Was it difficult for youto................. friends when you moved to Germany to live?

5. He..oooovviiiiiiiii, no experience in running a large company.

6. In her free time she usually goes out with her friends to .......................... some drinks at a
restaurant.

7. Please........ccoevvvinnnnann. a list of our potential business partners with their contact
information.

8. Thopeto.......oeoevniiiinnis a talk with you when the conference finishes.

9. Ask your colleagues if you ............... any problems with the task the manager gave you.

10. These are some of the exhibitions I recommend you to attend. ......................... your choice.

11. Tneedto .....ccevnvvnnnnnn. a few phone calls before dinner.

12. The manager decided to.................... changes to our working hours.

Exercise 7. Story time: Use the information below to make up a Visitor Profile. Use the Present
Simple Tense. Think of as many sentences as possible.

NICK MARSHAL

WA RN
NENE NN
PR A
SN NN

-

o be a special guest at the international amusement forum e to come from the United States
v -of America, New York e to live and work in Los Angeles « to be in a very successful
N entertalnment business  to know a lot about the cartoon and movie world ¢ to run his own Y
v company Marshal Entertainment ¢ to produce cartoons and movies for children e to have a\
v rlch experience in working with Walt Disney company e to speak Spanish and Japanese e
/to have business partners in Japan e the Japanese to help Nick Marshal with new and:
“ unusual ideas on movie production ¢ to always travel on business ¢ to arrange shows of his v
/amusement products twice a year in different capitals ¢ to meet key people in the\

/entertalnment business all over the world  to enjoy mountain skiing, horse-riding and\
playmg golf between business trips :

P N NN N N N N P N N N Y NN N A P N N N N NN NN N N NN N P PN N

e

s
.

o~

/

A

NN

e
~

Exercise 8. Find English equivalents for the following phrases in Russian.

ITocemare MexyHapoAHbIE KOH(pEPEHIINH, OpaTh HHTEPBbIO Y BAXKHBIX EPCOH, PYKOBOJIUTH OIOPO
IIEPEBOJIOB, CHELUAIN3UPOBAaTBCA B HWTAIBIHCKOM BHHE, IPUHHMATh BAaXKHBIE PEIICHMUS,
JEryCTUPOBATh U 1aBaTh OLICHKY BUHY, y4aCTBOBaTb B KOHKYpCE, TOBOPUTH HAa TPEX €BPOIECUCKUX
s3pIKax Oeryo, clenarb HeoOXOUMble IPUTOTOBICHHS K KOH(EPEHIMH 0 MPOoJakaM, COBEPIIHUTD
omMOKY, MCIOJIb30BaTh UHTEPHET I OOIIEHHS C JIFOJbMH CO BCETO MUPA, MOKUMATh PYKH C KEM-
100, MPEJCTaBUTh CBOET0 KOJUJIETY JIPY3bsM, aHIVIMHCKUM A3BIK KaK MEepBbIil HHOCTPAHHBIN S3BIK,
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MHOTOJIETHUH OMBIT pabOThl B cdepe MpOU3BOJCTBA BHUHA, MOOYXaaTh (yOeKIaTh) MOKyMaTesen
npuodpectu TOBap, OBITH 3aMHTEPECOBAHHBIM B NPOU3BOJACTBE KaYeCTBEHHOIO BHMHA, 00elaTh B
pecTopaHe 1Mo 0COOBIM CITyvasiM, CTpaHa MPOKUBAHUS.

Exercise 9. TranslatethesesentencesintoEnglish.

1. M3 kakux cTpaH Mupa ABCTpaius UMIOPTUPYET BUHA U JPYTUe CIIUPTHBIE HAIIUTKU?

2. Ona Bnazmeer coOCTBEHHBIM OrOpo TepeBonoB. B e€ kommanuu paboOTarOT MEPEBOAYUKH H3
Uranun, ®pannuu, ['epmannu 1 aHTIIOrOBOPSIIIIMX CTPAH.

3. OOBIYHO HAa MEPONPUATHUSAX MEKIYHAPOTHOTO YPOBHS MPHUCYTCTBYIOT JKYPHAIUCTBI U3 PA3HBIX
crpad. OHU OepyT MHTEpBbIO Yy BaXKHBIX JIIOJIEH, OpPraHU3aTOPOB ATOTO MEPOIPHUSITUS U €ro
YYaCTHHUKOB, W3Yy4alOT HWH(GOPMAIMIO O IOCETUTENAX, CMOTPAT MPE3CHTAIMH W IOTOM MHIIYT
CTaTbH 00 TOM COOBITHH.

4. Cekperapu J1eial0T 3BOHKM, HA3HAYalOT BCTPEUYU JUISI CBOETO  PYKOBOJUTEINS, COCTaBISIOT
rpaguk paboTsl cBoero 0oca. OHM penKo e309T B KOMaHAMPOBKM C HadanbHUKOM. Cekperapu
BCErJa TOTOBST Yail WK Kode I MOCETUTEICH.

5. Yem 3annmaercsa Bama komnanusa? — Mbl OKa3bIBaeM MEPEBOTUECKHUE YCITYTH.

6. Kak 9yacTto mpom3BOAMTENIM BUH M JIPYTUX CIHUPTHBIX HANKUTKOB MOCEMIAIOT KOH(EPEHLUH I10
npogaxam?

7. EBponeiickas kommanus QualityWine cnenmanusupyercss B HpOM3BOACTBE (DPAHIY3CKUX M
UTAJIbSHCKUX BUH.

8. BuszuTka — 3TO KapTouyka, KOTOpas COJIEPKUT KOHTAKTHYIO HMH(OPMAIMIO O YEIIOBEKE WU
opranuzaiuu. Ha Bu3nTKe uMs Biajenplia, KoMnaHus (0ObIYHO ¢ JIOTOTUIIOM), aapec, Tene(oHHbIH
HOMEP W/WIJIH AJICKTPOHHBIN aJipec.

9. KoHKypeHIIUsI B CTpaHaX-NPOM3BOAUTEINISAX CIMPTHBIX HAIIUTKOB OYEHb BBICOKA B HACTOSILEE
Bpems. [lo3ToMy npou3BOAUTENN BUH CTAparOTCs YacTO yCTPAauBaTh BHICTABKM CBOEH aJIKOTOJIbHOM
npoayKuuu. Ha 3TUX MeponpusTHsSX JHOAM MOTYT MONpoOOoBaTh(IPOAEryCTUPOBATh) M OLEHHUTH
BUHA.

10. MexayHaposiHasi BbICTaBKa OMOTEXHOJIOTMYECKHUX IPOIYKTOB IPOXOJUT JiBa pa3a B o B
cromuue Snonnmn. B TokWO mNpHe3kaloT MPOU3BOAMUTENHN, TUCTPHOBIOTOPHI, MPOIABIBI ATOH
IPOAYKILUH CO BCEIO MHpA.

11. Dra undopmalus TOIBKO I UHOCTPAHHBIX TOCTEH (TOoceTuTeNe).

12. Kro 3aBenyer B Baleil KOMIaHUH MPOU3BOJICTBEHHBIMOT/AEIOM?

13. AHrImiicKuii — S3bIK MEXIYHAPOIHOTO OOIICHHS.

14. Ha kaxoMm s3bike Bbl pasroBapuBaere ¢ Bammm pe6énkomM, ecnu Bel u3 IlIBennu, a Bam myx
(>xena) u3 Uramuu?

15. Kakwue cTpaHbI-IpOU3BOJUTEIN BUHA BBl 3HaeTe?

Exercisel0. Translate the dialogue into Russian. Learn it and then reproduce it in class. Think of
a similar situation and role play your dialogue.

Waiter serves a drink to Victor

VICTOR: Thank you very much.

SAM: Hello, I don’t think we’ve met. Sam Eriks.

VICTOR:  Victor Tang. Pleased to meet you.

SAM: And what company are you from, Mr Tang?

VICTOR: OceanWide. I’'m the sales representative for this region.

SAM: Ah yes. | know your company. Your business is expanding very rapidly at the
moment.

VICTOR: Yes, we’re doing quite well. And you? Who do you work for?

SAM: Actually I work for myself. I’'m head of a small export and packaging company.

We specialize in seafood.
VICTOR: It’s a growing market.
SAM: Yes, but a very competitive one, Mr Tang.
VICTOR: Please call me Victor.
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SAM: Sam. Victor, let me introduce you to someone. Lin — this is Victor Tang — he’s the
regional rep. for OceanWide. This is Lin Chan, my sales manager.

LIN: How do you do, Mr Tang?

VICTOR: I’'m very well, thank you. Nice to meet you, Ms Chan.
LIN: And you.

VICTOR: Can | get you another drink?

LIN: Thank you.

Exercisell. Readthe script from a BBC programme about formal greetings and comment on
difference between formal and informal greetings.

Hello! I’'m Jackie Dalton. This programme is about greetings and the language you might use if
you’re greeting people in quite formal situations, when you want to sound polite.

The greeting “Good morning, sir/madam” sounds very formal. It gives extra status or importance to
the person you are talking to and there are several situations where you might hear it. One of the
most common situations is in the service industry. It could be a hotel receptionist talking to a guest,
a waiter talking to a customer in a restaurant. Or it could be in a shop — anywhere where people are
dealing with customers or clients.

If a waiter says “good evening, sir/madam” you would just reply with “good evening” but you
wouldn’t say “good evening, sir” back. This is because, in this particular situation, you are the one
with a higher social standing here, so you don’t need to show this extra sign of respect. Likewise, if
you walk into a hotel and the receptionist says “good afternoon, madam/sir”, it would usually sound
strange to say “good afternoon, madam/sir” back. In the service industry there are other situations
where you might hear “sir” and “madam”. For example: “Good morning, sir/madam. It’s a real
honour to have you here”.

The situation that makes me think of is of greeting a VIP — perhaps a very important politician or
leader who you meet. In some cases, people use it when they are greeting someone much older than
they are, as a sign of respect. Or you may occasionally hear it in the workplace, where employees
want to show respect for their superiors.

- Good morning, sir.
- Hello, James.

You use might “sir” or “madam” in the service industry, with VIPs, with much old people and,
sometimes, with bosses at work. But, as well as using these kinds of words, what else is it that
makes language in greetings sound more formal and polite? Here are two different versions of a
greeting between James and his boss Mr Jones.

Dialogue 1Dialogue 2

- Morning! - Good morning, Mr Jones.

- Hi! How’s it going? - Hello, James. How are you?

- Good thanks — you? - I'm very well, thank you. How are
- Yeah, fine. you?

- Fine, thank you.

The second greeting is more formal. One of the most obvious differences is in how long the phrases
are. ‘Good morning’ sounds more formal than “morning” because ‘morning’ is shorter and it’s an
easier way of greeting someone. “Hello” is also a bit more formal than ‘hi’. “I’m very well, thank
you” also sounds more formal than “fine, thanks” or “good, thanks” again, mainly because it takes
longer to say. This doesn’t mean you should never say “hi” in formal situations, it’s just that if you
want to sound more polite, using more complete words and phrases will help.
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Words that are longer tend to sound more formal and polite, while shorter, abbreviated words are
more likely to sound informal and friendly.
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Business Communication

Read the text and say how important English is in one's business career.

English in My Life and in My Future Career

When I think about my future career in business | dream of working my way up to the top from a messenger to a
president of the corporation. Nowadays, however, education plays a central role in the selection of men and
women for management jobs. And, of course, it's impossible to make any career in business without good
knowledge of foreign languages.

With increased global trade more and more businesses are recruiting students who speak foreign
languages. The growing interest of business in foreign languages has driven colleges to expand their
programmes. People realise the importance of foreign language proficiency which enhances a person's
marketability in any field.

English will be required regularly in my future work. I expect to use English in speaking and listening
face to face and in telephone communication. | also expect to use English in reading magazines, professional
journals, reports, newspapers, in reading and writing business letters. | need English for broad socio-cultural
purposes: to obtain information, to convene at multinational gatherings, and to travel.

I know that nowadays at an airport or in a hotel bar a person of any nationality would address me directly
in English without asking whether 1 speak the language: some degree of command is taken for granted.

English is a language of banking and business. Many international firms based in non-English countries
conduct their entire operations throughout the world in English. In commerce a salesman sent to any country
will negotiate the contract in English.

There are some general interests and activities where | need English, such as: entertainment at home
(radio, TV, etc.), friends, social gatherings, films, theatre, music, cultural interests, travel, sports, community
activities, transportation, shopping, reading newspapers and many other needs. In other words, English is a
commodity people seek eagerly to acquire often at great expense.

2. Pronunciation

A. How are the underlined letters in these pairs of words pronounced? Practise saying the words.

1) recruit — require; 2) speak — realize; 3) gathering — think; 4) expand enhance; 5) convene —
central; 6) career — degree.

B. These words contain silent letters. Cross out the letters in the words which are not pronounced. Listen

to the teacher and checkyour answers.
Business, knowledge, foreign, purpose, whether, would.

3. Word Study

A. Find international words in the text and  write them out. Learn
their correct pronunciation.

B. Give Russian equivalents to the following word combina

tions:

to work one's way to the top; selection for management jobs; to be required regularly; to enhance a
person's marketability; speaking and listening face to face; to convene at multinational gatherings; to
address a person directly in English; to be taken for granted; some degree of command; to conduct entire
operations in English; to negotiate the contract in English; community activities; at great expense.

C Give English equivalents to the word combinations:

UrpaTth IJIaBHYIO POJIb; B HACTOALICC BPEMsS 3TO HEBO3MOKHO; XOPOIICC 3HAHNC MHOCTPAHHOTO f3bIKa,
pa3roBapuBaTb Ha HMHOCTPAHHOM S3bIKC; paCTyH.[I/Iﬁ HUHTCPEC IO OTHOMICHUIO K HMHOCTPAHHBLIM S3BIKAM;
HCITOJIb30BaTh aHTJIMHCKUI B TOBOPCHUH,; HEC CIIpalllnBasi, TOBOPIO JIK 1 Ha 3TOM A3BIKE.

D. Find words and expressions in the text with the following meanings:

1) to expect something always to happen or exist in a particular way; 2) this quality makes an employer
want to give you a job; 3) knowledge of a particular subject, especially the ability to speak a foreign
language; 4) something that is useful or necessary; 5) the activities of buying and selling goods or services;
6) a high degree of ability or skill in something; 7) to improve something, or make it more attractive or
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more valuable; 8) to try to reach an agreement by discussing something in a formal way, especially in a
business or political situation.

G. Supply the sentences with required words. If necessary, change their grammatical forms.

increase realise enhance require obtain
address conduct negotiate seek convene

1. She has to ... her manager's permission before she does anything. 2. The measures taken should
considerably ... the working conditions. 3. We do not always find what we ... .4. The interview was ... by
telephone. 5. Our expenses ... dramatically over the last decade. 6. Shouldn't we ... a meeting about this? 7.
The two sides have yet to show their willingness to ... . 8. She turned to ... the man on the left. 9. No
previous knowledge of English is ... for admission to the college. 10. It's important to ... that this situation is
only temporary.

H. Make adjectives from the names of the following countries.
Great Britain (England), the USA, Australia, New Zealand, Canada, the Irish Republic, India, Pakistan,
France, China, Russia, Spain, Germany.

In which countries from the list above is English used as an official language? Where else is it used as an

official language? I. Make nouns from these verbs:
educate, select, manage, know, work, communicate, gather, operate, entertain.

4. Grammar Focus

A. Find in the text "English in My Life and in My Future Career" sentences with the infinitive and
translate them.

B. Finish the sentences. Use the infinitive. Say when the infinitive is used with and without the particle
"to".

1. I'learn English to ... . 2. To get a good command of the English language | would advise to .... 3. To
improve my language skills I'm willing to .... 4. If you want to have a successful career, it is necessary to ...
. 5. If you want to get promotion, you must .... 6. No one will ever make me ... . 7. In my childhood | was
often made to ... . 8. The company simply cannot afford to ... . 9. Don't press him into making the purchase,
let him ... . 10. It was nice of her to ... . 11. | want to know how to ... . 12. Well, speaking about my future
career, 1 would like to ... . 13. In the next few years | would like to ... .

C. Find in the text "English in My Life and in My Future
Career" sentences with the gerund and translate them.

D. Finish the sentences. Use the gerund.

1. When | think about my future career in business | dream of ... . 2. | expect to use English in ... . 3. |
am interested in ... .
4. 1am looking forwardto .... 5.l can't get used to .... 6. lamused to .... 7. | enjoy ... . 8. | have difficulty
in .... 9. I have no experience in ... . 10. When | was a child, | was terrified of ... . 11. | am surprised at ....
12. lavoid .... 13. I am afraid of ... .

5. Diving Deeper

Answer the questions. Use the text "English in My Life and in My Future Career" for reference.

1. What's your idea of your future career? 2. Is it possible to make a career in business without good
knowledge of foreign languages? Why? 3. In what professional and general activities will you need English
in your future life and career? 4. How long have you been learning English? 5. Is learning English an easy
thing? 6. How can you improve your knowledge of English? 7. Have you ever learnt English outside the
education system? 8. Is it expensive to learn English? 9. What other languages would you like to know? 10.
Why do the students of your educational establishment learn English? 1. Have you read any books (seen
films) in English? 12. Have you ever been to any English-speaking country?

B. Look at the frequently asked gquestions on the English club's web page and see if you can guess any
of the answers.

1. How many words are there in English? 2. What's the most common letter in English? 3. What's the
longest word in English? 4. Where does English come from? 5. Why do people learn English? 6. How many
people speak English?
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CMatch the English club's frequently asked questions in point B with the following answers.

Welcome to the English Club’s Frequently Asked Questions

a) We can't answer that question exactly, but here's a recipe we came across the other day: 50 grammes
— Greek, 75 grammes — Latin, 400 grammes — Anglo Saxon, 150 grammes — Norse, 300 grammes —
French (flavoured with Latin and Greek), 25 grammes — other mixed languages. Mix all the ingredients
together. Cook slowly for 1,000 years.

b) English is the main language in 30 countries, and there are about 375 million people who speak it as
their first language.

It is also used as an official language in over 70 other countries such as Cameroon, Tanzania, India,
Pakistan, Malaysia and Fiji, and is a second language for about 350 million people.

One in two Europeans can speak English quite well and can have a proper conversation, and in the future
even more Europeans will be
able to speak it. All in all, there are about 1,000 million (a billion) people who can't speak English, but
they're learning it!

c) It's the top language for travel and tourism, and is used in business and science. At the moment, 80
per cent of the world's Internet sites are in English, but this will fall when more countries start using their
own language.

d) There are about 300,000 entries in the Oxford English Dictionary. However, there are many scientific
and technical words that are not in the dictionary (for example, there are over a million types of insect).
An educated English speaker only uses about 30,000 words.

e) According to the Oxford English Dictionary, it is the name for a lung disease caused by breathing in
dangerous dust and is Pneumo-noultramicroscopicsilicovolcanoconiosis.

f) The letter "e" is used more than any other. Ernest Wright was very interested in this fact, and
wanted to see if it was possible to communicate without using this letter at all.

He wasn't able to write very much! In the end, he wrote a 200-page novel, Gadsby, without using any
words containing the letter "e". Sadly, it was not a great success, but here is a bit of it:

A glorious full moon sails across a shy without a cloud. A crisp night air has folks turning up coat

collars and kids hopping up and down for warmth.

D. Talking about your country. In pairs or small groups, discuss the answers to the following
guestions.

1 Do you know where your language comes from?

2. Are there any foreign languages that are very similar to yours?

3. What foreign languages do most people learn at colleges?

4. What language do most tourists use when they come to your
country?

5. Is it important to speak the language of a country you are
visiting? Why (not)?

7. Varieties of English

A. Read what an English writer once said about the English and the Americans. Why is what he said
unusual? Do you agree?

"The English have really everything in common with the Americans except, of course, the language."

B. The words in 1—12 are all used in American English. Match them with their British English
equivalents a)—I).

1) charge account — kpeauTHBIN cYeT
2) bankteller— xaccup (B 6anke)
3) corporation — (kpyrmHast) KOMIaHUS
4) billion— muwmmapa
5) gasoline — Geusun
6) Internal Revenue Service — Hanorosoe yrpasieHue
7) first floor — nepBbrit aTax
8) current account — Tekymuii cuer B OaHKe
9) zip code — mOYTOBBII UHICKC
10) check (from a bank) — 6aukoBsrituek
11) downtown — meHTp ropoza
12) Inc. — obecTBO ¢ orpaHudYeHHO# 0TBeTCTBEeHHOCTHIO (O00)
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C. Replace the words in italics with their lents. Make changes where necessary.

holiday advertisement  Efortnight '@
autumn . shop assistant flat
shop cash dispenser

underground
estate agent

Complaints should be addressed to the store manager. 2. The easiest way to take money out of your bank
account is to use an ATM. 3. If you decide to sell the house, I'll give you a business card of an excellent
realtor. 4. Large supermarkets hire hundreds of salesmen. 5. The company aims to build 1,000 new
apartments at low rents. 6. Mr. Smith is on vacation this week and next. 7. They've been conducting
negotiations since last fall. 8. The fastest way to get lo the city's downtown is by subway. 9. This TV
commercial boosted the company's profits. 10. The meetings are held every two weeks.

1). There are some differences between American and British English spelling. Decide which of
these words are spelled in the American or British way:

1) travelled, quarreled;

2) theatre, center;

3) honor, colour.

E. Now complete the missing information in 1—3:
D oris...butouris...;

2) eledis ... butelledis ... ;

3) reis...buteris....

8. Discussion

In pairs or small groups, discuss the answers to the following
guestions.

1L We learn to swim by swimming, to play ball by playing  ball,
and to speak English by speaking English. Say what opportunities
for learning languages you have and what you do to enrich your
speech.

2. Suppose you are trying to persuade another person that learning foreign languages is necessary in
modern life. What would you say?

3. Express your opinion on the importance of the English language in your future work. Do you think
that English will help you make your career in business?

9. Writing

Write a short essay on the topic ""English in My Life and in My Future Career™. Use the following
plan:

1 English as a "world language".

2. The importance of foreign languages proficiency.

3. The importance of English in my future career.

4. My English classes at college.

The following words may be useful for:

* introducing arguments: to begin with, first of all, on the one hand, particularly;

« continuing your argumentation: also, in addition, on the other hand, however, another point is, you

can also say;

 writing the concluding paragraph: in my opinion, to sum up, finally.

MEETING, PARTING, MAKING INTRODUCTIONS
Active Vocabulary List

Words
UM
name [neim]
syn. first name surname ['s3:neim] n
(havrst
syn. family name, last name  ordectBo
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patronymic[,pa?tra'nimik] n

syn. father's name introduce
['mtra'dju:s] v staff [sta:fj n

syn. personnel ['p3:sa'nel] n
fsQUS3u] a, adv

MIPECTABIIATE, 3HAKOMUTHITITAT,

IE€pCoOHal, CO HHUKH
p TPYA SO-SO

TakceOe, HEBAKHO

Word Combinations
EXxcuse me TIPOCTHTE (0ObIUHASA hoOpMa 0OpalYeHUsl 8 AHSNOA3LIYHBIX CPAHAX,
cayarcawas OJisl npueiedeHus K cebe 6HUMAaHUs) TIPOCTUTE (COKAIICIO)
(8bIpadicene UCNOL3YEeMCs 8 CyYae, eCiiu Yel08eK XOuem
UBBUHUMBCSL 30 CE0U HEAOEK8amHble OeliCMEUsl) KCTATH. ..
JaBaiiTe mepeiinem K (1emy) B BallleM pacTiopsHKEHIH 3aBETyFOITHIA

I'msorry
by the way... OTJIENIOM MPOAAK TeHEPATHHBIN TUPEKTOP TTOKAIYHCTA (6 omeem Ha
let's get down to (business) "cnacubo"), (amep.) HE CTOUT

at your disposal
sales manager
director general Read the dialogue and complete the information about the speakers.
you are welcome

syn. don't mention it

7. General Comprehension

Name Position occupied

John Hartley Sales Manager

Andrei Smirnov
Viktor Smolski
Ann Zhurbenko
Michail Kaminski
Oleg

John Hartley, a Sales Manager for a British company, has just arrived at Minsk Airport from London.
He is visiting a Belarusian company that wants to do business with his company.

At the Airport

Smirnov: Excuse me... Are you Mr. Hartley?
Hartley: Yes.
Smirnov: I'm Andrei Smirnov, from the Machinexport. How do you

do? Hartley: How do you do? Smirnov: Have | kept you waiting? Hartley: Oh, no... the plane's
just arrived. Thank you for coming to

meet me. Smirnov: Not at all. Did you have a good trip? Hartley: Yes. Thank you. Smirnov: My
car's just outside the airport. My driver will take your

suitcase. Hartley: Thank you.

At the Office

Smirnov: I'd like you to meet Mr. Smolski, our Director General.
Hartley: Glad to meet you, Mr. Smolski.
Smolski: Glad to meet you, too. Have you ever been to Minsk before,
Mr. Hartley? Hartley: No, it's my first visit to Minsk. Smolski: What are your first impressions of
Minsk? Hartley: | like Minsk, it's a beautiful city and quite different from
London. Smolski: I hope you'll enjoy your visit, Mr. Hartley.
Meeting People at the Office

Smolski: Let me introduce my staff to you. This is my secretary, Miss Zhurbenko.

Hartley: Nice to meet you, Miss Zhurbenko.

Ann: Nice to meet you, too. Call me Ann.

Smolski: I also want you to meet Michail Kaminski, our Sales Manager. You've already met Mr. Smirnov.
Hartley: What does Mr. Smirnov do?

Smolski: He is our Export-Import Manager... Do take a seat. Would you like something to drink?

Hartley: Er... Yes, please. I'd like a cup of coffee.

Smolski: Ann, could you make coffee for us, please?

Ann: Certainly, sir. How would you like your coffee, Mr. Hartley, black or white?
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Hartley: Black, please.

Ann:  With sugar?

Hartley: No, thanks.

Smolski: By the way, Mr. Hartley, what is your profession?

Hartley: I'm an engineer, but at the British Oil Company | work as a Sales Manager. Here's my card.
Smolski: Thanks. Let's get down to business, Mr. Hartley...

Saying Goodbye
Smolski: Thank you, Mr. Hartley. Our driver is at your disposal during
your visit. His name is Oleg. Hartley: Thank you very much, Mr. Smolski. Smolski: Well, let's call
it a day. Our driver's waiting for you. He'll
take you to your hotel. Hartley: Goodbye, Mr. Smolski. Smolski: Goodbye, Mr.
Hartley. See you tomorrow.

2. Language Functions

A. When in an English-speaking country, it is very important to know the various expressions used to
greet, part, or make introductions. Answer the questions below using the dialogue in ex. 1 for reference.

1. Look through the dialogue and say what formal phrases are used by people who are introduced to each
other. What are the
generally accepted answers to them? What less formal greetings do you know?

A polite way of asking someone you already know about his/ her life is: “"How are you?"/"How are you
getting on?". One can answer by saying: “I'm all right. Thank you", "I'm fine. Thanks", or "So-so".

2. The most universal ways of addressing people in English that
can be used when speaking to strangers as well as to people you
know are: Mr, Mrs, Ms, and Miss. In some cases we can also say:
sir/madam, officer, Your Majesty, and Ladies and Gentlemen.

Which forms of address are used when speaking to

a) aman;

b) an unmarried woman;

c) a married woman;

d) a woman whose marital status is unknown;

e) aKing or a Queen;

f) apoliceman;

g) agroup of people at a meeting, conference, etc.; h) the customers?

However, people in the English-speaking countries prefer calling each other by the first name: Peter,
Ann, etc.

3. What should you say if you wish to attract somebody's  attention
(in the street, in the office, in a shop, etc.)?

a) I'msorry.

b) Excuse me.

c) Good morning.

4. What "neutral” greetings — "Good morning!", "Good after
noon!", or "Good evening!" — are used in the English-speaking
countries

a) from 12:00 to 17:00;

b) until 20:00;

) until 12:00?

What is the usual answer to such greetings?

5. When parting, people in the English-speaking countries often
say: "Goodbye", "Bye-bye", and "So long". Which expression(s):

a) are used when parting with someone you know well;

b) is the most neutral one?

You can also say: "See you later" and ""See you tomorrow".

6. What ways of expressing gratitude are used in the dialogue? Some other ways of expressing gratitude
are: "My pleasure”, "Anytime", "You are welcome”, "Don't mention it", etc.

7. What ways of asking about someone's position / profession are used in the dialogue?
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By saying "Who is he/she?" we ask about the person's'name, surname, job, in what relations one is with
the person, etc.
B. Respond to the following remarks.

1. How do you do? 2. Glad to meet you. 3. Good afternoon! 4. Goodbye! 5. Hi! 6. How are you getting on?
7. Would you like a cup of coffee? 8. How would you like your coffee? 9. What do you do? 10. Thank you

very much.

C You are having an appointment with a foreign company representative. How will you greet him/her if

the appointment is at:
1) 10am,; 3) 3.30 p.m.;
2) 6p.m,; 4) 11.15a.m.?

3. Diving Deeper

Answer the guestions.

1. How did John Hartley arrive in Minsk? 2. Why did he arrive in Minsk? 3. Who was he met by? 4. Did
Mr. Hartley like the capital of Belarus? 5. What do you know about the Machinexport personnel? 6. What
polite offer did Mr. Hartley accept? 7. What is Mr. Hartley's profession and position occupied in the
company? ,8. Where did Mr. Hartley go to after the conversation?

4. Role-Playing
A. Act out the conversation between J. Hartley, A. Smirnov, V. Smol-
ski, and Ann Zhurbenko.

B. With a partner, have conversations using the instructions
below.
1. Two delegates meet at a conference. They do not know each other.

Delegate B
Introduce yourself *,
aply; ask about his/

/ her company
; Say yes

Delegate A

about his/
invite him/

Introduce yourself Ask
her company Reply;

her to dinner o
Agree; ask for directions

to the restaurant
Say thank you and
Decide when and where Give directions ~ goodbye

Say goodbye
2. A business acquaintance visits your office.

The visitor

Greet your visitor Offer

adrink Introduce the | ¢ employee

/ Greet your acquaintance Accept a drink Greet the staff Make an

staff Make an -~ .
appointment Say " appointment Say goodbye
goodbye §

——

The World of Work

Topical Vocabulary
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To travel abroad E3nuth 3arpanuiry

A journey takes one hour [Toe3aka 3aHUMACT Yyac

To spend time (...minutes, ...hours) on | Tpatuth Bpems (...MHHYT, ...9aCOB) Ha 3BOHKH

phone calls

To have time to relax HmeTh Bpemst Ha OT/IbIX

To work full-time (part-time) WmeTh mOMHBIN (HETOMHBIN) pabouwnii 1eHb

To work on a project PaGoTath Ha/ TPOSKTOM

To make plans for Tuesday (holidays) [TnanupoBaTh BTOPHUK (OTIYCK), COCTaBJISATH
IUIAHbI HA. ..

To save money Komuth, 5KOHOMHUTB, OTKJIaJIBIBATh JCHBIH

To do an exam CraaBath SK3aMeH

To do a job Beimonuste paboty (3amanue)

Working hours Yacel paboThI

To go on strike BacToBath, 00BABIATH 3a0aCTOBKY

To be on maternity leave BbITh B ICKPETHOM OTITYCKE; B ICKpETE

Working conditions YcnoBust paboThI

Official retirement age OdurranbHbIN BO3pacT BbIX0/Ia HA TICHCUIO

To increase worldwide revenue VYBeNIMYUBAaTH MUPOBOH JI0XOJI, BBIPYUKY

To take / to leave a message [TpuHuMaTh, IepeaBaTh / OCTaABUTH COOOIIICHNE

To work for a company (a person) PaboraTs Ha KOMITAHUIO (YETIOBEKA)

To deal with a problem Pemate npoGiemy

To deal with people HImMeThb aemo ¢ 0 1pMu

To do research [TpoBOIUTH HCCIIEIOBAHHUE

To put smb through with smb CoenHATH KOro-m1bo ¢ keM-1uoo (1o tenedony)

A range of products Jlunus (paznooOpasue, aCCOPTUMEHT) MPOIYKTOB

To have a demand for HNmerts cripoc Ha

Sales figures JlaHHBIE O TTpOAAYKAX

To expand a company’s activities overseas | PacmmpsTh 1esTelbHOCTh KOMIIAHUH 32 PyOexoM

To speak on the phone ['oBopuTh 10 TENePoHy

To negotiate sales OOcyXIaTh yCIOBUS MPOAAKH

Exercisel. Grammar time: put the verbs in brackets into the Present Simple or the Present
Continuous Tense.

1. The clock (to strike) 5. It is time to finish our work for today.

2. Where (to be) Mr Brown? — He (to prepare) a report about sales figures. He usually (to prepare)
his reports at this time.

| (to be) glad to know that our business partners (to come) to us next week.

Can | see Mr Green? — | am sorry, he (to have) a meeting now.

He often (to change) his political views. Now he (to belong) to the Labour Party.

Look, somebody (to try) to open your car.

Her brother (to work) in Canada at present.

Please, be quiet. We (to work) on a translation and you (to make) much noise.

. The living standards (to change). Every month things (to get) more and more expensive.

10 He (to want) to buy a new car, but first he must learn to drive, so he (to take) his driving
lessons.

11. When they (to fly) to New York? — In a week.

12. What you (to do)? Why you (to put) salt into coffee?

©ooN O AW
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Exercise2. Match words 1-15 with their synonyms initalics, translate and memorize them. Think
of sentences using the words in the box.

1) to employ 9) products merchandise = to hire = a firm = an issue * goods *
2) two weeks 10) an organization | o carry out (on) = to sit an exam = a fortnight =
3) to do an exam 11) a problem to organize » wages * figures " to take on = great *
4) to arrange 12) to deal with to handle = to plan = commodity = to finish = huge »
5) enormous 13) data to tackle = a company = a question = to conduct
6) to complete 14) salary to address = an entity * information * pay = to get
7) to improve 15) to do (research) | better = a matter = an enterprise = to take an exam »
8) to negotiate to solve = to discuss = facts = a business = immense *
an establishment

Exercise3. a) match a word from the box with one of the definitions below:

| demand to retire enquiry receptionist subsidiary |

1) to stop doing your job, especially because you have reached a particular age or because you are
ill/sick; to tell smb they must stop doing their job —

2) arequest for information about smb/smth; a question about smb/smth —

3) abusiness company that is owned or controlled by another larger company —

4) customers’ desire or need of for goods or services which they want to buy or use —

5) a person whose job is to deal with people arriving at or telephoning a hotel, an office building,
a doctor's surgery, etc. —

b) complete the sentences with an appropriate word from the box in a) and translate the
sentences into Russian.

1) I have to makea few ............... (=try to find out about it) and then I will get back to you.
2) There's an increased ........................ for organic produce these days.

3) She's working for an overseas......................... of the company.

4) Shehas gotajobasa.......................... in the Plaza Hotel.

5) All coveviiiiiii are addressed to the customer services department.

6) The official age when employees of this company..................... is 65.

Exercise 4 a) complete the text with the words and word-combinations from the table. Make all
the necessary changes; b) express your opinion on how difficult or easy Bella’s job is and the
reasons for this; ¢) describe the things you do in your job; d) make up a dialogue with your
partner to discuss each other’s work duties.

to make photocopies * to attend = to have a job (2) = to give a presentation * to retire to
make appointments * to make preparations * to keep appointments = to take charge of*to arrange
meetings ® to stop working for = to answer phone calls = to travel on business = to deal with = to run
one’s own company ® to go wrong ® to make a list = to achieve goals

Things You Might Do At Work

Bella ..o, as a Personal Assistant (PA). She........................... her boss who is
not a very organized person. She makes sure that nothing.................................
She...oovviiii for her boss and makes sure her boss............................
She...oooviiiii and ... on his behalf. She spends a lot of time on
it. When her boss has.........c.coooiviiiiiiiiiii . , she makes reservations for him. When her
boss has ...ooooiiiiiii , Bellao...ooooooiiiiiiiii that are required:
she....oooviiviiiii of all the papers that he needs.She............................oo.. for
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him with his business partners and other important people. Bella................................ these
meetings and keeps records at them. Bella is a very well-organized person. She keeps a record of
everything she does at work and sets herself goals. She does her best.............................. Every
morning Bella ............................ of everything she needs to do. Today the first thing on her list
is to inform her boss that she is planning ..................coooiiiis. him. But Bella is not
OING.....ovvvvnnnnnn. soearly. She....................... where she will be the boss and will have her own
PA. Bella is planning................. :

Exercise 5. Translate the following phrases, learn them and complete the exercise below.

A fulfilling job A demanding job
A steady job < 0 To apply for a job
A permanent job To offer someone a job

To have a job

To carry out work

To supervise work
To complete work @

Available to start To work closely with
work
A promising career To have a career in
(medicine)
A brilliant career

At the peak of your career

To ruin someone’s career To make a career A career takes off

Translate the sentences from Russian into English using the phrases above about“work”, “job”
or “career”.

1. OmHa ceiiuac Ha nuke cBoel kapbepbl. OHa pykoBOAUT KoMaH 101 13 200 yenoBex.

2. 51 ycrpamBaioch Ha paboTy B OHOpO IEPEBOJIOB.

3. D10 pabota, KoTOpas TpeOyeT MHOTO 3HAHH, yMEeHU# U cuil. TeMm He MeHee, el HpaBUTCS CBOS
pabora.

4. Ceituac Mbl paboTaeM Haj JU3aifHOM HOBOTO CTaIMOHA.

5. OH nenaet OMUCTaTENBHYIO Kaphepy B IOy OU3HECE.

6. DTOT ckaH1al MOKET pa3pyIIUTh BCIO TBOIO Kapbepy, KOTOpasi Hayajaach Tak yCHEIIHO.

7. Bbl TOTOBBI NMPUCTYNUTH K paboTe B 3ToM roay? — S moka B Jekpere, HO TOTOBa paboTaTh
HETOJIHbIN pabouunii 1eHb.

8. MB&I ¢ koyieramu 3aBepinaeM paboTy HaJl HOBBIM MTPOEKTOM.

9. Kto pykoBoaut Barueii pabortoii?

10. ¥V Heé mocrosiHHas pabora B MecTHOM TeaTpe. OHa JIOBOJIbBHA W HE XOUYET CTPOUTH cebe
MHOT'000€IIAIOIIYI0 U YCHEIIHYIO Kapbepy.

11. C xakumu 3apyOeXHBIMU KOMIaHUSAMHU Bbl TecHO coTpynHudaere?

Exercise 6. Look at the words to do with “money” and“work” on the right and decide which
word best completes each phrase. Think of different situations where these phrases can be used.

Aweekly.........ooooi wage
Anannual....................c benefit
Theratesof.............coeviiiiinn.l. salary
Unemployment........................ pension
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‘2

‘4
‘4
‘4
‘4
‘4
‘4

‘4
B

A retirement..............ooeeinnn..n. pay

Exercise 7. Story time: use the phrases in the box to make up a story about the Nestle Group.
Make necessary changes and if possible add your own information about this company to
complete the story.

T

NESTLE GROUP :
Henri Nestlé, a pharmacist from Switzerland to start his company in the 1860s ¢ to be head ;E

office in a Swiss city Vevey ¢ the world’s largest food and nutrition producer ¢ to produce dairy
products, tea, coffee, cookies, soups, chocolate, petcare, baby foods, ice-cream, breakfast

cereals... * slogan to be To make life better and offer customers quality products ¢ 280 000
employees to work for this Group  to have 456 factories and production plants in 84 countries :

7

: » demand for Nestle products to increase / to grow e to export products to different countries in

‘4
B

‘4

‘4

the world « successful business ¢ to expand its activities e to do research in the area of food and

nutrition ¢ to improve the quality of what they make « sales to grow every year ¢ a range of ;f
products to get bigger .

RN A A A AN A AN NN AR AN NN AN A A AN N AR AN SR AN AN N A AR AN SR AR SR AN N AN RN NS R AN AR AN N AN R AN SR AN AN AN A NN R NS N N

Exercise 8. Find English equivalents for the following phrases in Russian.

HanumaTh nepcoHan M3 eBpOINENCKUX CTpaH, pelaTh (3aHUMaTrhes) mpolsiemy (-oil), paclIupsATh
NeSTeIbHOCTh, COKPAaTUTh CTOMMOCTh OOIIeHUs, o0pabareiBaTh (OTBEYaTh Ha) 3alpOChl
MOKymnartesei, OBICTPO CHpaBIATbCI B OyMakHOW paboTo#, paboTaTh MO-HOBOMY, YBEIWYHTH
IPOAAXH, CIOPOC HA XOpOolIee OJMBKOBOE MAcCJO, MOCIEAHHUE JaHHBIE MO MPOJaKaM, paclIUpsATh
ACCOPTUMEHT TOBapa, IPOBOJAUTH HCCIEIOBAHWE pBIHKA, paboTate MO THOKOMY Tpaduky,
HaXO/UThCS B AEKPETHOM OTIYCKE, OCYILIECTBUTD CIYKEOHYI0O KOMaHAUPOBKY, O0CYX/1aTh YCIOBUS
npojax, JaTh OO0IIee NpPEJCTAaBICHHE O KOMIIAHHUHM, BHOCHTH OOJBIINE HW3MEHEHHUs, HMETh
JIBYXHEJEJIbHBIA OTITYCK B TOJ1, pa0OTaTh HAJl BaXKHBIM ITPOEKTOM, BOCTIOMMHAHUS O BOIHE, C/1aBaTh
9K3aME€H 10 MHOCTPAHHOMY SI3bIKY, OPTaHU30BaTh BCTPEUy JUI1 CBOETO PYKOBOAWTEINS, UATHU Ha
3a0aCTOBKY, TPOU3BOJIUTENh  AJIEKTPOOOOPYAOBAHHS, MHUPOBOW  TOBApOOOOPOT,  BBICOKO
IIpo/iaBaeMble aBTOMOOMIIN, PUHSTH COOOLIEHHUE.

Exercise 9. Translate the sentences into English.

1. Hama xommaHusi ceffuac paciIupsieT CBOIO JESITEIbHOCTh 3apyOekoM. MBI HauWHaeM TECHO
paborath (MMETh J€I0 C) HEMEUKHMH, SMOHCKMMH M KUTAaHCKUMHU IPOU3BOJUTEISIMU
3JIEKTPONPUOOPOB.

2. MHorue KpymHble KOMMaHuu, Takue kak Microsoft, Apple, umeror cBon OGHUCH 3apyOeIKOM.
ITosTOMy OHM HaHMMAIOT Ha paboTy TeX JIOAEH, KOTOPbIE XOPOIIO FOBOPAT MO-aHTIUICKH U 3HAIOT
€€ OJUH UHOCTPAHHBIN SI3BIK.

3. 5l co cBOMM KOJUIEroil IpOBOXKY ceifuac MccleloBaHHe, YTOObI y3HATh, HACKOJIBKO YCIIEIIHO
WIIYT Jejia B 3TOW MHOCTPAHHOM KOMITIAHUH.

4. KoMmaHuu MHOT]a HAHUMAIOT CTYJCHTOB Ha HEMOJIHbIN pabounii 1eHb U IJIATAT UM HEOOJIBIIYIO
3apruiaty. OJHaKO 7Sl CTYACHTOB 3TO XOPOUINH AHC MOJIYYUTh OMBIT PabOTHI.

5. M3BuHUTE, OUpEKTOp 3aHAT. Y HEro cedvac BcTpeda ¢ mapTHEpamu no OuszHecy u3 WMuauwm,
Awmepuku u Knras.

6. CocraBbTe OTUET 11O JAHHBIM O MPOJAXKAX 3a MPEIbIAYIIUN TOI.

7. Ham MeHemxep BeAET MEpPEroBOpPhl ¢ HOBBIMU MOCTaBUIMKAMHU TEKCTHJIBHON MPOIYKIUU W3
AHrIMu.

8. Kommanust DP mpousBomuT OoibIiioe pazHooOpa3ue MOJOYHOW MPOAYKIIUU 110 HU3KUM IICHaM,
[I03TOMY CIIPOC Ha HUX BCE YBEIMYHUBAETCA.

9. Hexotopsie 3apy0exxHbie kKomnanuu (Hanmpumep, B CoeqnHéHHOM KOposeBcTBe) 00padaThIBarOT
(oTBewaroTHa) 3ampockl okynatenei yepes call-uentpsr B Maaum.
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10. Hama xommnaHus oka3bIBaeT KOMIIbIOTEpHBIE yciIyru. HekoTopbie cOTpyAHUKH MOTYT paboTaTh
CO CBOMX KOMITBIOTEPOB JIOMA.

11. Ceiiuac y MHOTHX €CTh CITyTHUKOBBIC TAPEIIKH.

12. Tor yxe mnanupyemb cBoil otmyck? — Her. S Bcerma Gepy cBOi ABYXHEIENBHBIH OTITYCK
3UMOH M MPOBOKY €r0 Ha JILDKHOM KYpOpTe C APY3bIMHU.

13. Tloe3nka Ha METPO 3aHUMAET Y MEHS BCETO Yac.

14. 4 ceiiuac oueHb 3aHAT. Sl paboTa0 HaJ BaKHBIM MPOEKTOM — OPraHU3YK MEXIYHAPOIHYIO
BBICTABKY IPOIYKTOB HOBBIX TEXHOJIOTHH.

15. OdunmansHbIif BO3pacT yXxoja Ha MEeHCUI0 ceifyac YBEIHMUMBAETCS, HO Y MY>KUHH U JKEHIIMH OH
Pa3HBIN.

16. PaGoTHHKHM TEKCTUJIBHOTO 3aBOJa OACTYIOT, TaK KaK XOTSAT MOBBILIICHHS 3apaOOTHOM IIaThl U
JTYYIINX yCIOBHIA PabOTHI.

17. Renault-NissanGroupsisieTcst OAHHM U3 KPYIHEHUIIHX B MHPE IPOU3BOANUTEIICH aBTOMOOHIICH.
18. U3BectHble mnOTpeOUTENBCKHE OpeHAbl KommaHuu Unilever BKIFOYAOT IIUPOKHNA BBHIOOP
TOBapoOB (HampuMmep, ea, TOBapbl JINYHOW TUTUEHBI).

19. Mup Tecen!

Exercise 10. Translate the text about finding a job into English.

Komnanus MadWorks siBisiercst OAHMM M3 KPYIHEHIIHX paboToaaTesiel B aBCTPAIUHCKOM TOPOJIe
N. B neit pabotaer 1200 corpyanukoB. Ceiuac KOMIIaHUS PACHIMPSAETCS, MOITOMY €d HYKHO
HaHATh emé 30 HOBBIX paOOTHHKOB. KoMmaHus pekiiaMUpyeT IMO3WIMU, U COTHHU JIIOJCH MOMaloT
3asBJIeHHE Ha HUX. MeHemKepbl M3y4yaloT 3asBIEHUS M BBIOMpAIOT Jydllero KaHaujgaTa u
npuriiananT ero/e€ Ha codecenoanue. [locime 3TOro OHM pemarT, KOro U3 KaHAWAATOB MPHHATH
Ha pabory.

Exercise 11 a) translate the dialogues,learn and reproduce them in class; b) think of similar
situations and make up your own dialogues.

DIALOGUE 1
MICHELLE: Hello. Marketing department. How may | help?
MALE: Yes, can | speak to Rosalind Wilson, please?
MICHELLE: Who’s calling, please?
MALE: My name is Richard Davies.
MICHELLE: Certainly. Please hold and I’ll put you through.
MALE: Thank you.
MICHELLE: Hello. Marketing department. Michelle speaking. How may I help?
MALE: Could I speak to Jason Roberts, please?
MICHELLE: Certainly. Who shall | say is calling?
MALE: My name’s Mike Andrews.

MICHELLE: One moment please — I’ll see if he’s in the office. Hello, Jason, I’'ve got Mike
Andrews on the phone for you ... Thank you — I’ll put him through. Hang on a
moment, ’m connecting you to Jason now.

DIALOGUE 2

CLAIRE: Hello. Finance department. Claire speaking.

FEMALE: Hello, may I speak to Adrian Hopwood, please?

CLAIRE: TI’'m afraid he’s in a meeting at the moment. May I help?

FEMALE: No I need to talk to Mr Hopwood, I think. What time will he be out of the meeting?

CLAIRE: Inabout an hour. Can you call back later?

FEMALE: Okay, I'll do that.

CLAIRE: Orcan I take a message?

FEMALE: Actually, would you mind? Could you tell him that Jennifer McAndrews called and
that I’'m in the office all day and would he please return my call.
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CLAIRE: Can I take your number, please?

FEMALE: Yes, it’s 5556872.

CLAIRE: 5556872. Okay, I’'ll make sure he gets the message.
FEMALE: Thanks very much for your help, bye!

CLAIRE: Goodbye!

DIALOGUE 3

MICHELLE:  Mr Hibberd’s office! Michelle speaking.

PETER: Hello, may | speak with Brian Hibberd, please?

MICHELLE:  I’m afraid he’s in a meeting until lunchtime. Can I take a message?

PETER: Well, I’d like to arrange an appointment to see him, please. It’s Peter Jefferson
speaking.

MICHELLE:  Could you hold on for a minute, Mr Jefferson. I'll just look in the diary. So
when’s convenient for you?

PETER: Some time next week if possible. I gather he’s away the following week.

MICHELLE:  Yes, that’s right, he’s on holiday for a fortnight.

PETER: Well, 1 need to see him before he goes away. So would next Wednesday be
suitable?

MICHELLE:  Wednesday. Let me see. He's out of the office all morning. But he's free in the
afternoon, after about three.

PETER: Three o'clock is difficult. But | could make it after four.
MICHELLE:  So shall we say 4.15 next Wednesday, in Mr Hibberd's office?
PETER: Yes, that sounds fine. Thanks very much.

MICHELLE:  Okay, then. Bye.

Exercise 12 a) translate the text into Russian and comment on any new information contained in
the text.

COLIN’Sis a family-run clothing company. It is part ofEroglu Holding and was founded in Istanbul
in 1983 by the five Eroglu brothers. COLIN’S alwaysfollows its brand principles and is a
prosperous and caring company.

COLIN’S follows the rules of seven “T”’s: Talk, Trust, Try, Tell, Transparency, True, Test.

“We are COLIN’S and we love fashion” — this is the passion and motivation that makes team work
hard and move forward day after day.

The company makes all the changes to face tomorrow’s global competition and future market
challenges. However, COLIN’S remains true to its mission and values. Although part of Eroglu
Holding, the brand COLIN’S remains independent. The management of the company think that this
independence fosters growth and creativity.

COLIN’S offers real value for money for fashion and up-to-date casual and jeans wear. They have a
wide range of quality clothes both for men and women.

Monitoring, managing and controlling are core activities that ensure the best possible product
quality and meet customers’ expectations. Quality is the cornerstone of their brand promise and a
key to their global competitiveness. COLIN’S imports its products all over the world.

COLIN’S relies on its successful team, years of experience and efficient and sustainable production
process. Respect for everyone in the team is the basis of the positive atmosphere in COLIN’S.

Their team lives and works in the Turkish metropolis, Istanbul — a multicultural melting pot that

provides the optimal conditions to inspire the team’s creativity. They live, work and create in an
open-minded and friendly environment.
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Their multinational team members support each other in picking up trends from all over the world.
Their sales team is in constant contact with their customers and conveys the message to the product
development team. The designers discuss the latest developments with their buyers. The mission of
the logistics team is to make “it” happen. Their customer service team members can share
information about the customers with the rest of the team in order to create a better understanding
of their needs and expectations and provide better service for them.

The company’s team and management do their best to achieve the best possible results. The caring
attitude towards each customer and friendly relationships are fundamental to the philosophy,
corporate culture and success of COLIN’S.

b) what can you say about your company using the information from the text above.
Exercise 13. Answer the questions to the text above.

What kind of company is Colin’s?

Is this a prosperous company? Why?

What makes the company’s team work hard and move forward?
What do seven “T’s” stand for?

What does the company do to face tomorrow’s global competition?
What does Colin’s specialize in?

What does their independence foster?

How many countries does Colin’s import their products to?

. What conditions does the company provide for the work of its team?
10 The company’s team is multinational, isn’t it?

11. What is their customer service policy?

12. Do they manage to meet customers’ needs?

CoNoR~LNE

Exercise 14. Find the equivalents for the Russian phrases in the text.

CJ'IGI[OBaTB IIpUHIUIIaM 6peH,ua, IponBETaroIass KOMIIaHUA, OCIIATh BCE BO3MOXXHOC, ,Z[O6I/IB8.TLC${
HaWJy4dIIuX pe3yJabTaToB, JAPYKeItoOHas atMocdepa, JTydlle MOHITh OKUIAHUSA U MOTPEOHOCTH,
nojraraTeCd Ha KOMaHAOY, MHOT'OJICTHUM OIIBIT , YBAXKCHHUC K J'IIO6OMy YCJIOBEKY, CII0CcO0OCTBOBATH
POCTY U Pa3sBUTHUIO, ACIIATH H€O6XOI[I/IMI>I€ HU3MCHCHUA, ABUTI'aThCA Bnepéﬂ, IIOCTOSITHHO 06HIaTI>C$I C
MOKYIIaTCIIAMU, 00OMEHUBATLCS HH(I)OpMaHHeﬁ C KOM&HI[OIZ, MMPpEAOCTaBJIATL XOpPOIIHE YCJIIOBUA,
OCTaBaThLCA BEPHBIM CBOUM LCHHOCTAM H LEJIH, CTAJIKUBATHCA C MI/IpOBOﬁ KOHKypeHIII/IGI\/JI.
Task 16. Role-play the following situation. You are at a press conference. You and your colleague
are journalists and the rest of the group are representatives of Bosch (or any other company). You
need to write an article about this company. Ask the employees of Bosch:

- when it started;

- where its head office(s) is/are;

- what it specializes in/produces/manufactures;

- how many employees work for this company;

- if they have subsidiaries, divisions and where;

- what countries they export their products to;

- what companies they closely work with;

- what its worldwide turnover is;

- how much it spends on R&D;

- if they are expanding their activities;

- what famous consumer brands it includes;
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1. Personal information

Name

Address

Phone number

Marital status

Date of birth

Email

Personal information

Name
Address

Phone number

Marital status
Date of birth
Nationality
Email

2. Objective

Sales manager.

BUSINESS CORRESPONDENCE. CV

Wwms v pamuiinst Ha aHTTIMICKOM SI3bIKE.

Anpec 00bIYHO MUILETCS B TAKOM IOPSIIKE: HOMEP JOMA U Ha3BaHUE
YJIULbI, HOMEP KBapTUPbI, TOPOJ, IOUYTOBBIA UHAEKC, CTpaHAa.

[Tpumep: 201 Lenina Street, apt. 25, Moscow, 215315, Russia.

Howmep Tenedona. Ykaxxure cBoit HOMEp B MeXIyHapoAHOM (opMmare,

BE€Ib pa60Toz[aTenL MOXKCT 3BOHHUTH BaM U3 ,I[pyl"OI\/'I CTpaHbI.

CemeilHoe nonoxxeHue: 3aMmyxeM/xkeHar (married), He 3aMy»xeM / He

»eHart (single), B pa3Boue (divorced).

Hara poxxaenus. PekomeHnayeM HanmucaTh Mecsll OyKBaMH, Tak Kak 3a
pyOekoM ecTh pa3Hbie popMaThl HaUCcaHus 1aT. UTOOBI HE BO3HUKIIO

MyTaHUIIbI, HanuImmTe, Hanpumep: 25th July 1985.

Anpec 2JIeKTPOHHOW OYTHL: your.name@gmail.com

Ivan Ivanov
201 Lenina Street, apt. 25, Moscow, 215315, Russia

home: +7-XXX-XXX-XXXX
mobile: +7-XXX-XXX-XXXX

Single
25th July 1985
Russian

your.name@gmail.com

Menemxkep Mo npojaxam.

JomKHOCTh TTIaBHOTO OyXrajirepa B

An office accountant position in the Name company.

¢dupme «HazBanue KOMOaHUNY.
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A general office position with a focus on wholesaling.

To contribute professional skills to achieving your
company's goals as an accountant.

To obtain employment in the field of client support that
will allow me to use my ability to communicate with
people and take advantage of my knowledge of English.

I am seeking employment with a company where | can
use my ability to communicate with people and take
advantage of my knowledge of English.

I am seeking a competitive and challenging environment
where | can use my ability to communicate with people
and take advantage of my knowledge of English.

I am seeking a position in the banking sector focusing on
microcredit.

| want to obtain a position as an accountant in your
company.

I am looking for a position as a sales manager for a
distributive company.

3. Education

JloIKHOCTB COTpyIHUKA O(uca co

ClielMaan3aluen B OITOBOM TOPrOBIIE.

Buectu BkJaj B pa3BUTHE KOMIIAHUH,
UCTIOJB3YS PO ECCHOHATFHBIC HABBIKU

Oyxranrepa.

[TonyuuTs AOMKHOCTH B cepe
KIIMEHTCKOM MOAJIEPKKH, YTO TO3BOJIUT
UCIIOJIB30BAaTh MOE YMEHHE OOIIAThCS €

JJIOAbMHU U 3HAHUC AHTJIUMCKOTO SA3EIKA.

MeHns nHTEpECyeT TPy IOyCTPOMCTBO B
KOMIIaHUH, IJI€ 1 CMOTY MCII0JIb30BaTh MOE
yYMEHHUE 001aThCs C JIFOJbMU C
BO3MOYKHOCTBIO IPUMEHATH 3HAHHUE

AHTJIUUCKOTO A3BIKA.

S1 miy nepcnexkTUBHYIO U
KOHKYPEHTOCIIOCOOHYIO JOJIKHOCTb, I/IE 51
CMOT'y UCIIOJIB30BaTh MOE YMEHHUE
00IIaThCS C JOABMHU C BO3MOKHOCTBIO

MPUMCHATH 3HAHUC AHTJIMHCKOTO S3BIKA.

S niy 1omKHOCTH B OaHKOBCKOM chepe
CO crenuain3aiiei B

MHUKPOKPEIUTOBAHUN.

S xoTen Obl MOMYYUTD TOKHOCTh

OyxranTepa B Ballei pupme.

S yiy 10KHOCTh MEHEKepa 110

poJakaM B JUCTPUOBIOTOPCKOM pupme.

B stom pasaciiC HY’>KHO HallnMcCaTh, KakoeC O6p8.30BaHI/IC BbI ITOJTYYHWJIU MMOCJIC IIKOJIbI U I'I€ UMCHHO.

To ecTb HYXXHO yKa3aThb IIOJIHOC Ha3BaHUC y‘IC6HOFO 3aBCACHUA, (I)&KYJ'ILTCT, CIICLIMAJIBHOCTD U CBOM

00pa3oBaTeNbHO-KBATH(PHUKAIIMOHHBIN YPOBEHb.
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Ecnu BB OKOHYHIIM HECKOJIBKO YUEOHBIX 3aBEACHUI, yKa3bIBANTE UX B 0OPaTHOM

XPOHOJOTMYCCKOM MOPAAKE — OT IMOCJIICAHETO K IICPBOMY.

Lomonosov Moscow State University, Economics
department, Master’s degree in Marketing (2001—2006)

September 1999 — May 2001
Krasnodar Marketing College
Marketing analyst — basic

Moscow State University of Instrument Engineering and
Computer Science, department of Computer Science and
computer facilities, Bachelor’s degree in Computer
Science (2001—2005)

2001—2005; department of Computer Science and
computer facilities, Moscow State University of
Instrument Engineering and Computer Science, Moscow,
Russia

Bachelor’s degree in Computer science

Moscow State University of Instrument Engineering and
Computer Science, Moscow

Master’s Degree in Computer science,
2001—2006

2001—2006 Moscow State University of Instrument
Engineering and Computer Science, Master’s Degree in

Computer science

MockoBckuii I'ocynapcTBeHHBIN
YHuBepcurer UMeHU JIOMOHOCOBA,
(bakynbTeT YKOHOMUKH, CTETICHb MarucTpa
10 HAIPABJICHUIO «MapKeTUHT» (2001—
2005)

Centsi6pp 1999 — Maii 2001
Kpacnonapckuit Komnemx Mapkerunra

Munaamumii crienuanucT 10 MapKETUHTY

MOCKOBCKUH TOCY1apCTBEHHBIN
YHUBEPCUTET MPUOOPOCTPOCHUS U
uH(popmaTuku, hakynbTeT UHHOPMATUKU U
KOMITBIOTEPHON TEXHHUKH, CTETICHb
OakaJiaBpa 110 HalpaBJICHUIO
«uadpopmaruka» (2001—2005)

2001—2005; ®akynapTeT HHPOPMATUKHU H
KOMITBIOTEPHOI TeXHUKH, MOCKOBCKHIt
rOCY/IapCTBEHHBI YHHBEPCUTET
npuOOpPOCTpOeHUS U UHPOPMATUKH,
Mocksa, Poccus

Crernenp OakanaBpa Mo HarpaBJICHUIO

«uH(pOpMaTHKa»

MOCKOBCKHUH TOCY1apCTBEHHBIN
YHUBEPCUTET NPUOOPOCTPOEHUS U
nHpopmatuku, Mocksa

Crenenp MarucTpa 1o HarpaBJICHUIO
«uH(pOpMaTHKa»

2001—2006

2001—2006 MockoBCKuit
TOCY/IapCTBCHHBIN YHUBEPCUTET
MpUOOPOCTpOEHUS U MH(DOPMATHKH,
CTETNeHbh MAaruCTpa MO HAIMPABJICHUIO

«uHpOpMaTHKa»
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MOCKOBCKUH TOCY1apCTBEHHBIN

. . . YHUBEPCUTET MPUOOPOCTPOCHHUS U
Moscow State University of Instrument Engineering and

Computer Science, 2001—2006
Degree in Computer Science and computer facilities

undopmartuku, 2001—2006, numiom B
cthepe nHOOPMATHKH U KOMITHIOTEPHOM

, . i TEXHUKHU
Master’s degree in Computer science
Crenenb MarucTpa o HampaBJICHUIO

«uH(popMaTUKa

MoCKOBCKUI TOCY1apCTBEHHbBIN
YHUBEPCUTET PUOOPOCTPOCHUS U
nH(popMaTuKu, HaKyIbTeT SIKOHOMUKH,
JIOKTOP HAYK 10 HAINlPaBJICHUIO
«KOMIIbIOTEpHBIE HayKn» (2006—2009)

Moscow State University of Instrument Engineering and
Computer Science, department of Computer Science and
computer facilities, PhD in Computer science (2006—
2009)

4. Qualifications

Centsa6pp — nexadbps 2014; Kypcsl nporpaMmmupoBanu
Ha s3bIKE Java B oOy4aroniem reHTpe «Perenuey,
Mocksa, Poccus

September — December 2014; Programming in Java
courses at the Solution Training Centre, Moscow, Russia

Marketing Specialist courses in Moscow Marketing Kypchl crienuanucToB mo MapKeTHHTY, MOCKOBCKHIA
College, started in 2014 up to present Komnemx Mapkerunra, ¢ 2014 u 1o HacTosIee BpeMs

Cepruduxar Oyxranrepa (eciy MoTydHIn

Certificate in Accounting CBUJICTENHCTBO HE B By3e)

5. Work experience

Company Name 1, 2012- o Preparing business plans

present « Planning investment activities and budget

Moscow, Russia e Analyzing data sets collected through all departments
Financial analyst « Preparing financial forecasts

« Preparing reports for the board of management

Company Name 2, 2007- « Providing main office with office supplies

2011 « Analyzing large data sets collected through all departments
Krasnodar, Russia e Preparing financial forecasts

Assistant manager o Preparing reports for the board of management

6. Personal qualities

o Dependable
o Determined
o Initiative

e Versatile
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7. Special skills

Language skills

JnaonnucaHnacteneHMBNAAAEHMAA3BIKAMUMOXKHOMCNOIb30BATbCTAaHAAPTHYIOrPa4aLmMIo: Beginner, Elementa

ry, Pre-Intermediate, Intermediate, Upper-Intermediate, Advanced, Proficiency.
AMOKHOUCIIOIB30BATHCIICAYIOIIHECTIOBA!

Native — poHOId.
Fluent — cBoGogHOEBIAACHHE.

Good reading and translating ability — uuTato, mepeBoxxycociaoBapem.

o Basic knowledge — 6a3oBsie 3HaHMS.

2. Computer literacy
3. Driving license
4. Hobbies

Special skills
« Native Russian
e Fluent English
e Working knowledge of German (Basic knowledge)
e Driving License (Category B)
o Computer literacy (Microsoft Office, Outlook Express, 1C: Enterprise)

o Hobbies: foreign languages, chess
8. Awards

9. Research experience
10. Publications

11. Memberships

12. References (pekomeHgaunn)Petr Petrov, Company Name, XXX-X-XXX-XXX-XXXX, name@gmail.com (uma u

d)aMMJ'IMﬂ KOHTAKTHOro anua, HasBaHMe KomnaHuu, Teneq)OH Aana ceA3n, agpec 3!'IEI-(TpOHHOl7I NOYTbl
KOHTAQKTHOTIo nmu,a).
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https://englex.ru/level-beginner/
https://englex.ru/level-elementary/
https://englex.ru/level-elementary/
https://englex.ru/level-pre-intermediate/
https://englex.ru/level-intermediate/
https://englex.ru/level-upper-intermediate/
https://englex.ru/level-advanced/
https://englex.ru/level-proficiency/

COMPANIES

Business Forms

Company is an organization that makes or sells goods or services in order to get money. Business
enterprises usually take one of three forms: individual (sole) proprietorship, partnerships, or limited
companies (corporations).

The legal form of business that has only one owner is known as sole proprietorship. Most businesses are
of this type. When a person decides to start up an independent business that person is entirely responsible for
its success or failure. Any profits go to the owner; any losses are his or her responsibility as well. One of the
advantages of sole proprietorship is that an owner can make decisions quickly and decisively without having
to consult others. However, there are disadvantages to this form of business organization. A sole
proprietorship ends with the incapacity or death of the owner. Also, since it is dependent upon the amount of
money the owner has saved or can borrow, usually it does not develop into a large-scale enterprise.

A partnership is an association of two or more persons to carry on a business for profit. This form of
business is owned by the partners themselves; they may receive varied shares of the profits depending on
their investment or contribution. Whenever a member leaves or a new member is added, the firm must be
reconstituted as a new partnership. Partnerships have more advantages than sole proprietorship if one needs a
big capital or diversified management. Like sole proprietorship they are easy to form and often get tax benefits
from the government. Partnerships have certain disadvantages too. One is limited liability. It means that each
partner is responsible for all debts and is legally responsible for the whole business. Another disadvantage is
that partners may disagree with each other.

The third business form is the limited company which is often referred to as a corporation. A business
corporation is operated by individuals whose shares of ownership are represented by stock certificates. A
person who owns a stock certificate is called a stock-holder. There are several advantages of the corporate
form of ownership. The first is the ability to attract financial resources. The next advantage is that a
corporation attracts a large amount of capital it can invest in plants, equipment and research. And the third
advantage is that a corporation can offer higher salaries and thus attract talented managers and specialists.

Certain very large companies are registered as public limited companies (pic). They raise capital by
selling shares to the general public, and these shares are listed on the Stock Exchange. A company which
cannot offer its shares to the general public is known as a private limited company (Ltd). This category of
companies includes by far the biggest proportion of companies one is likely to come across.

2. Pronunciation

A. Underline the main stress in each word. Practise saying the
words.

Organization, corporation, contribution, diversified, disadvantage.

B. Circle the word in each line which has a different vowel sound.
Listen to the teacher and check your answers.

1) company plant consult  money

2) borrow profit stock order

3) sole loss own whole

4) liability entirely varied proprietor
3. Word Study

A. Find international words in the text and write them out. Learn
their correct pronunciation.

B. Give Russian equivalents to the following word combina
tions:

in order to get money; to take one of three forms; a legal form of business; to be entirely responsible for;
to be one's responsibility; to make decisions without having to consult others; to develop into a large-scale
enterprise; to carry on a business for profit; to be owned by; diversified management; limited liability; a
corporate form of ownership.

C. Match the words from A with their opposites from B.
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A

B

success, constitute, limited,
borrow, save, corporate,
dependent, large-scale, agree,
decisive, profit, buy, legal,
advantage, diversified, end

unlimited, loss, sell, unified,
begin, disadvantage, illegal,
failure, sole, spend, independent,
reconstitute, disagree, lend,
indecisive, small-scale

4. Grammar Focus

Complete the sentences by using one of the words on the left and combining it with one of the
prepositions on the right. Prepositions can be used more than once. If necessary, change the form of the
words on the left.

carry refer own for with
end responsible disagree onto by
offer dependent invest in

1. Sole proprietors are entirely the consequences of thedecisions they make. 2. If the owner of
a sole proprietorship dies, his business him. 3. The profits of business partnerstheirinvestment or
contribution. 4. The business is a sole proprietorship andis ... and run ... my father. 5. He is relying on
his son to thefamily business. 6.1  you — I think she's done a very
good job.7. The term "'limited company"” a company whose owners arelegally responsible for only a
limited amount of its debts. 8. A corporationpossesses enough money to plants, equipment and research.9.
Public limited companies ... their shares ... the general public.

5. Diving Deeper

A. Choose the right word or word combination.
1 ...issimply a one-owner firm.
a) a partnership
b) asole proprietorship
C) a corporation
2. A sole proprietor is responsible for all personal and business ....
a) debts and losses
b) banks
C) enterprises
3. ... are firms owned jointly by two or more persons.
a) enterprises
b) proprietorships
) partnerships
4. .. is an
stock-holders.
a) a partnership
b) a sole proprietorship
) a corporation
5. ... of the corporation are variety of skills, abilities, and ideas.
a) services
b) advantages
c) profits

B. Agree
arguments.

1. A company makes or sells goods or services in order to get profit. 2. A proprietor is an owner of a
business. 3. A partnership is a business owned by two or more partners who share the profits and losses. 4.
Partners share the profits and losses according to the number of stocks they possess. 5. It's easier to make
more money
if you are a sole proprietor rather than a member of a partnership. 6. Stock-holders' shares of ownership
depend on their investment or contribution. 7. Stock certificates show shares of ownership of stockholders.
8. A corporation has more opportunities for attracting experts. 9. Anyone can buy shares of a private
limited company.

C. Give detailed answers to the following questions.

entity formed and owned by a group of people called

or disagree with the following statements. Give your
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1. What is meant by the term "company"? 2. What forms do business enterprises usually take? 3. What
is meant by the term "individual proprietorship™? 4. What is a sole proprietor responsible for? 5. What kind
of a businessman does the sole proprietorship suit? 6. Why may a sole proprietor decide to form a
partnership? 7. What is the difference between a partnership and a sole proprietorship? 8. What advantages
are common both to sole proprietorships and partnerships? 9. What are the peculiarities of a corporation?
10. What is represented by a stock-certificate? 11. Who is a stock-holder? 12. What makes a corporation
different from a sole proprietorship and a partnership? 13. What is the difference between public and
private limited companies?

D. Write out the advantages and disadvantages of each business
form. Can you add any points of your own?

E. Say  which business  form (@ sole proprietorship, a  partnership, or
a limited company) is  described. Decide  what each  point  describes —
an advantage or a disadvantage of a certain business form.

1. A ... is a stronger entity than a proprietorship and can attract new employees more easily. 2. A ...
must send each shareholder an annual report detailing the financial condition of the firm. 3. ... are the least
risky from an owner's point of view. 4. The financial condition of the firm is the same as the financial
condition of the owner. The owner must pay his company's debts from his or her own pocket. 5. A ... and a
... are the easiest forms of business to organise. The only legal requirements for starting such forms of
business are a municipal licence to operate a business and a registration licence to ensure that two firms do
not use the same name. 6. In ..., the unlimited liability is both joint and personal. 7. The owner has absolute
control over the use of the company's resources. 8. ... do not end with the death of owners. 9. ... are subject
to federal and provincial income taxes. 10. A ... offers the owner freedom and flexibility in making
decisions.

6. Speaking

Give a short summary of the text. It is not difficult to sum up the main events described in the text if
you follow the system:

1) read through the text very carefully and underline all the points which should come into your answer;
2) make a list of notes; 3) without looking at the original text, join these points together. To make the
construction more logical use conjunctions and adverbs like "therefore” or "however"; 4) look back at the
text and check that you have produced a good summary of what was said.

7. Reading

A. Read the dialogue and write down the information you get to know about:
a) the International Peterson Organisation

1) basic holding company is ...;

2) most shares owned by ...;

3) three main activities are ... .

b) Peterson Travel

1) owned by ...;

2) consists of ... .

Hugh is Marketing Director of the Holiday Tour Company. This company is part of a much larger
organisation. Susan is a reporter. She is talking to Hugh.

Susan: Can you give me a picture of the structure of your company?

Hugh: Yes.

Susan: You are part of the Peterson Organisation, the main activities of which used to be in newspapers.

Hugh: Yes, the basic holding company is Australian — we are an Australian owned private company. Well,
by "owned" | mean that the majority of the shares are the ownership of the Peterson family. The
British company is the International Peterson Organisation, and that has three main activities: oil,
travel, and publishing, of which newspapers is the major part.

Susan: | see.

Hugh: The Travel group, called Peterson Travel, has four companies: an airline, a retail travel agency,
which own about eight shops
up and down the country, a small hotel company, and then Peterson Holidays and a sister company
called Mortimer Holidays, which is a direct-sell company.

Susan: And all of this are run as independent businesses?

Hugh: Well, no, they have a fair bit of contact. But they are run as independent profit centres.
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Susan: Yeah.
Hugh: Well, 1 report to the Peterson Managing Director. And basically the company is run by the Managing
Director and what is called the Executive Team, of which | am a member.

B. TranslateintoEnglish:

CTPYKTYpa KOMIIAHHWH; OCHOBHAs JIEATCIHLHOCTh OpPraHU3allM{; TJIABHAS KOMIIAHHS, OCYIICCTBIISIONIAL
KOHTpOITh 32 JIEITENIHOCTBIO OCTANTBHBIX; HEPTh, TYPU3M U H3ATENLCKOE JEN0; aBUAIIMOHHAS KOMITAHWS
areHTCTBO TI0 MPOJaXe TYPIHOE3J0K;, HeOONbIIas TOCTUHWYHAS KOMIIAHWS; 10 Bceil cTpane; (uima;
KOMITAaHUS TI0 HETIOCPEACTBEHHOMY COBITY TOBapoB (0e3 IMocpeaHnKa); caMOCTOSATENbHAS KOMIAHUS; OBITh
TECHO CBSI3aHHBIMH, CAMOCTOSITCIBHBIC OTIENbI, OCHOBHAS IIeJb KOTOPHIX — MONYYCHUE NPUOBLIH;
OTYHTBIBATHCS MIEPE JUPEKTOPOM (DUPMBIL; OCYIIECTBISITh PYKOBOJICTBO KOMITAHHEH; TUPEKTOPAT.

8. Role-Playing

Student A: Get ready to take an interview. What questions will you ask a representative of the Vacation
Travel Agency to find out about:

1) the structure of his/her company;

2) the main activities of the company;

3) the company's management?

Student B: You are a representative of the VVacation Travel Agency. Answer the interviewer's questions.

9. Reading

A. Study the following words and expressions:

exploration of oil — passeakanmoObiuanedru; offshore — BopuOpexHbIXBOAAX; pipeline —
tpy6onposox; load into a tanker — 3arpyxxarsBrankep; dealing (with) — sanumaronmiics (uém-i1.); area —
obnacts; refining — ouncrka (uedtn).

B. Read how Richard is describing a multinational oil company he works for and complete the chart.

Company Where based Responsibilities
SOTEX
Vector Petroleum
Vector Tankship Greece

Vector Oil (UK)
Vector Oil (Europe)

Richard is Public Relations Manager of the British Oil Company, part of one of the largest companies in
the world.

Richard: Vector Petroleum (UK) Limited is the company | work for, and its responsibility is for
exploration of oil in the UK and offshore UK and for production of that oil. The oil is sent down a pipeline
to be loaded into a tanker. The tankship is a separate subsidiary of Vector, Vector Tankship Limited. Vector
Petroleum is in fact a subsidiary of SOTEX, which is Signal Oil Company of Texas, and is the world's
seventh largest company. This company has a lot of subsidiaries around the world each dealing with a
separate activity. So, Vector Petroleum (UK) Limited is responsible for exploration and production of oil
only in the UK. And Vector Overseas Petroleum incorporated, which has its headquarters in Houston, is
responsible for finding oil in all areas outside the USA. And we are a subsidiary of that company and can
have a number of independent Vector companies operating in one country. So that in the UK we also have
Vector Oil (UK) Limited, and they are responsible for marketing petrol and other products like diesel and so
on, in Britain. Vector Oil Europe also based in London, is responsible for refining, wholesaling, and retailing
our products throughout Europe.

C. Look at the following expressions. Write down the words that are actually used in the extract
instead of those underlined:

1) their responsibility is for searching for and finding oil;

2) inthe UK and out at sea near the UK;

3) a separate company owned by Vector;

4) separate companies for cleaning crude oil and marketing;

5) operating in every part of the world;

6) which has its main offices in Houston;
7) marketing petrol and other goods sold in large quantities to a retailer.
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D. Complete the following sentences using suitable words.

directors subordinate colleague
workforce employees managing director
boss / superior staff

1 The group of people working at the company are called ...
2. Their ... is over 5,000 employees.
3. At least 45% of their ... have been with the company over 11 years.
4. A ... is a person of high rank in an organization, usually
next in importance to the Chairman.
5. 1 work with Peter Black. He ismy ... .
6. Tom works under Sheila Fayol. He is her ... . She is his ... (or ...).
7. Bogdan is an important person in our company. He is a member of the Board of ... .

10. Role-Playing

You are Richard and Hugh. Get acquainted at a business meeting. Present your companies to each other.
Tell each other in short about Vector Petroleum (UK) Limited and Holiday Tour Company.

11. Project Work
Prepare a short presentation of one of the companies you work (would like to work) for. The following
phrases will help you:
I'm with...
1 work for...
Our company deals with / manufactures / sells...
The head office is in...
We have branches / subsidiaries / affiliates in...
The company is based in...
It's a partnership / private / public...
Its main activities are...
Our turnover is / profits are...
We have a workforce of...
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SECRETARY JOB DESCRIPTION

Reliability is the name of the game when you're a secretary. Whether you are secretary to a single
boss orto a team, you'll be indispensable to them as you help ease their workload by
providing administrative support and helping them organise their time.

So, what will | actually be doing?

The type of tasks you'll be expected to help out with include:

Managing diaries and making appointments

Booking rooms and travel arrangements

Preparing and distributing papers and documents for meetings

Taking minutes

Dealing with post

Drafting letters and other documents, such as PowerPoint presentations
Maintaining filing systems

Answering the phone and answering queries

Photocopying and printing

Using various computer packages - Word, Excel, PowerPoint

Well-qualified secretaries, including graduates, may also do work like compiling accounts,
controlling budgets, presenting reports and statistics and supervising more junior secretaries and
admin staff.

Find secretary jobs now

See all of our current secretary vacancies or sign up to have new secretary jobs emailed directly to
you.
The finer details...

If you become a secretary you will enjoy a normal working week, 9am to 5.30pm, Monday to
Friday. There will probably be the odd occasion though when you are asked to work flexi-hours or a
few hours overtime.

Most of your day will be spent sitting at your desk but you might have to take minutes in meetings,
attend conferences or run the odd errand for your boss(es).

Part-time, job sharing and temporary work are all widely available.

There are plenty of upward promotional prospects, with opportunities for people of all levels. In
general the more qualified you are, the more likely you are to win a more challenging job with
greater responsibility.

The most common development opportunities come in the shape of promotion to PA, a senior
manager or office manager. You've also got the option of specialising in a certain industry. By
taking a specialist course you can qualify yourself as a legalor medical secretary for example.

An opportunity you might not have considered, is that an increasing number of experienced
secretaries become virtual assistants (VAs) and are able to enjoy working from home as freelance
administrators.
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Money, money, money

Salaries are quite competitive and rise healthily in line with experience. As a new starter you will
probably earn between £11,000 and £14,000 per year. With experience your earning potential
creeps up to nearer £20,000.

PAs and secretaries with specialist skills earn nearer £25,000

See what people are earning in this job

The good points...

You'll be working closely with one boss or a small team who rely on you heavily and who will
regularly tell you that they would be lost without you.

Secretarial is a career path open to everyone. Today, more and more men are joining the profession.

Your skills you learn are also highly transferable and would suit a move into some completely new
areas, like HR, sales, marketing or administration.

...and the bad

You’re going to need heaps of patience in this job as you’ll be dealing with a lot of people.

Is there study involved?

Whilst there are no minimum entry qualifications, if you've got GCSEs or other qualifications don't
be afraid to shout about them as employers do prefer for individuals with a good standard of
education.

If you don't have the advantage of any relevant office experience and really want to impress
potential employers in order to bag a more interesting job, you could take a secretarial course before
looking for work. There are plenty of full time and part time courses including GNVQs and GSVQs
in business administration, NVQs and SVQs or the specialist courses run by Pitman, OCR (RSA)
and the London Chamber of Commerce and Industry.

Two common ways in are via apprenticeships (see www.apprenticehips.org.uk for more
information) and temporary work. Temping often leads to a permanent position.

When you start your job, you will usually be trained by someone senior to you in the company's
procedures and systems.

Further training is important and your employer may also give you the opportunity to work towards
a secretarial qualification, either through work-based training or day-release at a local college.
Courses you'll find most helpful include:

NVQ in Business Administration

Education development International Diploma in Business Administration
OCR Certificates in Administration

OCR Higher Level Diploma in Administrative and Secretarial Procedures
City & Guilds secretarial courses

The role of senior or executive secretary is seen as a prestigious job which can open some exciting
career doors for you. That's why many secretaries now belong to organisations such as the Institute
of Chartered Secretaries and Administrators (ICSA) or have a Chartered Institute of Personnel and
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Development (CIPD) qualification as part of their career development. CIPD qualifications are
highly recognised by employers across the world.

OK, I'm interested... But is it really the job for me?

You'll need a fantastic ability to multi-task and good communications skills to become a secretary.

Employers will be looking for people with good personal qualities and who get on well with people.
The skills that will best prepare you for the job include:

Good organisation skills

Good time management

Good communications skills, written and verbal
Discretion

Confidence with IT and computer packages
Accuracy and good attention to detail

An ability to stay calm and tactful under pressure
Self motivation

A bright and positive attitude

You should also brush up on your computer and telephone skills as these will be important to
employers.

In today's global society it is seen as a real advantage if you speak another language.

The secretary

IN OLDEN DAYS, when a glimpse of stocking was looked upon as something far too shocking to
distract the serious work of an office, secretaries were men.

Then came the first WorldWar and the male secretaries were replaced by women. A man's secretary
became his personal servant, charged with remembering his wife's birthday and buying her
presents; taking his suits to the dry-cleaners; telling lies on the telephone to keep people he did not
wish to speak to at bay; and, of course, typing and filing and taking shorthand.

Now all this may be changing again. The microchip and high technology is sweeping the British
office, taking with it much of the routine clerical work that secretaries did.

"Once office technology takes over generally, the status of the job will rise again because it will
involve only the high-powered work — and then men will want to do it again. »

That was said by one of the executives (male) of one of the biggest secreterial agencies in this
country. What he has predicted is already under way in the US. One girl described to me a recent
temporary job placing men in secretarial jobs in San Fransisco, she noted that all the men she dealt
with appeared to be gay so possibly that is just a new twist to the old story.
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Over here, though, there are men coming onto the job market as secretaries. Classically, girls have
learned shorthand and typing and gone into a company to seek their fortune from the bottom — and
that's what happened to John Bowman. Although he joined a national grocery chain as secretary to
its first woman senior manager, he has since been promoted to an administration job.

"I filled in the application form and said | could do audio/typing and in fact | was the only
applicant. The girls were reluctant to work for this young, glamorous new woman with all this
power in the firm.

"I did typing at school, and then a commercial course. | just thought it would be useful finding a
job. I never got any funny treatment from the girls, though I admit I've never met another male
secretary. But then | joined the Post Office as a clerk and fiddled with the typewriter, and wrote
letters, and thought that after all secretaries were getting a good £1,000 a year more than clerks like
me. There was a shortage at that time, you see.

"It was simpler working for a woman than for a man. | found she made decisions, she told
everybody what she thought, and there was none of that male bitchiness, or that stuff ' ring this
number for me dear," which men go in for.

" Don't forget, we were a team - that's how | feel about it - not boss and servant but two people
doing different things for the same purpose.”

Once high technology has made the job of secretary less routine, will there be a male takeover ?
Men should beware of thinking that they can walk right into the better jobs. There are a lot of
women secretaries who will do the job as well, as they — not just because they can buy negligees for
the boss's wife, but because they are as efficient and well-trained to cope with word processors and
computers, and men.

Questions
Read the text and decide which alternative best completes each sentence, according to the text.
1 Before 1914 female secretaries were rare because they ...

a) were less efficient than men

C b) wore stockings

C) were not as serious as men

‘ d) would have disturbed the other office workers

2 A female secretary has been expected, besides other duties, to ...

C a) be her boss's memory
© b) do everything her boss asked her to

C) clean her boss's clothes

‘ d) telephone her boss's wife

3. Secretaries, until recently, had to do a lot of work now done by...

a) machines

O b) servants
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c) other staff

d) wives

4. A secretary in the future will...

-

a) be better paid

b) have less work to do
c) have higher status

d) have more work to do

5. John Bowman is now a...

a) junior manager
b) member of the administrative staff
c) male secretary

d) senior manager

6. He was given his first job as a secretary because...

a) he had the best qualifications
b) he was lucky
¢) he wanted to work for a woman

d) no one else applied

7. He did a commercial course because he...

8. When he was a post office clerk, secretaries were better paid because...

a) couldn't think of anything else to do

b) thought it would help him to find a job
¢) had done typing at school

d) wanted to become a secretary

a) not many were looking for jobs
b) they were better trained

c) they had greater responsibility
d) they worked longer hours
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9. he found that working for a female boss was less...

a) boring

b) easy

c) Complicated
d) Frustrating

10. The writer believes that before long...

a) men and women will be secretaries
b) men will take over women's jobs as secretaries
c¢) men will be better with machines

d) women will operate most office machines

Secretary: job description

Secretaries and administrators play a supportive role in organisations where they are employed to
undertake a variety of administrative tasks.

An administrative role can sometimes be a way into a profession, particularly in the media or
marketing.

What does a secretary or administrator do?

Secretaries and administrators help to keep an organisation running smoothly, taking care of the
administrative and organisational tasks that make the organisation function. The job title
‘administrator’ and ‘secretary’ can be used interchangeably to describe the same role, or ‘secretary’
can be another, more old-fashioned name for a personal assistant or executive assistant.

Typical responsibilities of the job include:

« answering calls, taking messages and handling correspondence
e maintaining diaries and arranging appointments

o typing, preparing and collating reports

o filing

e organising and servicing meetings (producing agendas and taking minutes)
e managing databases

e prioritising workloads

« implementing new procedures and administrative systems

« liaising with relevant organisations and clients

« coordinating mail-shots and similar publicity tasks

e logging or processing bills or expenses

« acting as a receptionist and/or meeting and greeting clients
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« if more senior, recruiting, training and supervising junior staff

An administrative role can sometimes be a way into a profession, particularly those in the media or
marketing; that is, many professionals in sectors such as marketing and the media start out in an
administrative role and 'work their way' up. Similarly, university students and graduates often do
short-term temp work as an administrator or secretary via a recruitment agency during the holidays
or after graduating. This sort of office experince can be an asset on a CV

However, if you wish to specialise in an administrative role, career progression can come from
taking on more senior administrative positions; what these are exactly will differ according to the
organisation. In some, you might become a senior administrator or team leader; in others, a personal
or executive assistant; in still more, an office manager. It’s also not unknown for secretarial and
administrative staff to specialise in working for organisations in particular sectors: for example,
pharmaceuticals or law.

Typical employers of secretaries and administrators

A huge range of organisations across the public and private sectors employ secretaries and
administrators.

Jobs can typically be found on jobs boards, directly through the employer’s websites, through
recruitment agencies and in the print and online versions of local and national newspapers.

Qualifications and training required

Formal academic qualifications are not always needed, although some employers do require you to
be educated to a GCSE/standards or A level/highers level. A small minority might ask for a degree,
in which case a degree in a English, business, IT or information science may be beneficial.

Most employers require applicants to have office or administrative work experience; relevant
experience can be gained through temping via recruitment agencies. This, in turn, can lead to
permanent work.

Some organisations ask for the ability to type a certain number of words per minute or to have
experience in audiotyping; however, shorthand is no longer asked for as standard. A range or
secretarial training courses are available online or via further education colleges.

Key skills for secretaries

e Good communication, customer service and relationship-building skills
o Teamworking skills

o Organisation and time management skills

e Attention to detail

o Negotiation skills

e Assertiveness

e Flexibility

e Tact, discretion and diplomacy
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BUSINESS APPEARANCE, CLOTHES AND BUSINESS DUTIES OF THE SECRETARY

characteristics
loyalty
trustworthy
3aCITYKUBAOIIN T
HOBCPpU
relationship
involve
responsibility
conscientiousness
prompt

flexible
confidentiality
keyfactor
bededicated
initiative

act

handle

summary
takeminutes
professionalism
tense

work under deadline pressures
be of great value
presentation
appropriately
obpazom
dealwith

KEeM-J1.)

input on the computer
KOMIIBIOTEP
incoming mail
walks of life
outnumber

get through
annoy

frustrating
paccTpanBarOLINN
attire

immaculate
jewelry
YKpalIeHus
well-groomed

Vocabulary

- XapaKTEepHbICUEPTHI
- BEpHOCTh
- HaJIC)KHBIH,

- OTHOIIICHUS
- BoBJIeKaTh ( 3aC0001)
- OTBETCTBECHHOCTb

- TOOPOCOBECTHOCTH

- OIIEpaTUBHBIN , OBICTPBII

- THOKUI

- KOH(UICHIINATBHOCTh
- OCHOBHOMH (akTop

- OBITBIIPEIAHHBIM

- UHUIIMAaTHBa

- HeﬁCTBOBaTL , IOCTYIIATb

- CIIPABIATHCS

- KPaTKO€ U3JI0KEHUE

- BECTHU IIPOTOKOJI

- npodeccuoHanuzm

- HAIPSKEHHBIN

- paboTaTbHANPSKEHHO
- OBITBIIEHHBIM

- YMEHHUEeCceOApenoIHECTH

- COOTBETCTBYIOIIUM
- UMETH JeN0 ( ¢ YeM-11.,
- BBOJIUTH/IAHHBIEB

- BXOJIAIIASATIOUTA
- chepbIKU3HU

- IPEBOCXOAUTHINUCICHHO

- TO3BOHUTHCS
- pa3apaxarb
- pa3apa)karolui,

- HapSI, O/ICXK/Ia
- 0e3ynpedHbIi

- OBCJIIMPHBICU3CIINA,

- YXO0KEHHBIN
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necklace - OJKepeIbe

match - IIOAXOIUTh
nail-varnish - NAKIUISTHOTTEN
heavymake-up - MHOT'O KOCMETHKH
sign - TIOIIMCATHCA
bossyman - 4EeJIOBEK, KOTOPBIN
JTOOUT

KOMaHJI0BaTh
dependon - 3aBUCETH OT KOTO-
nn6o/49ero

100
exacting - TpeOOBaTEIbHEI,

MPUTUPYHUBBIN
punctual - MyHKTYaJIbHBIHA
efficient - KBaTM(PHUIIMPOBAHHBIH (O

paboOTHHUKE)
forgetful - 3a0BIBYNBBII
impatient - HeTEPIICITUBBIH
privatetalk - Tu4Has Oecena,
pasroBop

“c rima3y Ha rnas”
fairandrighteous - YECTHBIN U
CIIpaBEINBbIN
untidy - HEAKKypaTHBIH
bossaround - KOMaHJIOBaTh

Exercise 1. Look at the adjectives below. Decide with your partner
which of them you can use to describe each of the other
members of your group or class — and yourself, too, if you like.

active friendly loyal sincere
calm good-humoured  open-minded sympathetic
capable hard-working nice tactful
careful helpful patient trustworthy
charming intelligent polite wise
cheerful interesting practical witty
clever kind punctual unselfish
efficient lively serious generous

a Try to find at least three adjectives for each person in the class. Use a dictionary to
find the meanings of the words you don't know.

b Write out ten adjectives to describe a good secretary. Compare your list with that of

a new partner.

Exercise 2. Works in pairs. Choose a person to describe.

(a new friend, any member of your family, etc.).
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a Put down as many words as you can to describe the person.
b Compare your words with those of your partner.
¢ Take turns speaking about the persons. You may need the questions:
What does he/she look like?
What’s his/her hair like?
What does he/she usually wear?
What’s his/her favourite colour ?

Exercise 3. What kind of characteristics would you need to be a pilot, a waiter, a
radio reporter, a surgeon, a fisherman, a bank accountant, an actor, a
government

official, a computer specialist, a personnel manager?

Here are some characteristics to help you:
be pretty strong and fit
be trustworthy, persistent and hardworking; be punctual and
careful at work; be well-mannered and tactful; be eloquent and
witty and expressive; be tolerant and attentive; be bright and
intelligent; know local matters quite well; know how to deal
with difficult people; know human nature and personal abilities;
have a dependable and agreeable personality

Exercise 4. Chose two job, the job you would most like to have and the job you
would least like to have. Give the advantages and the disadvantages of the two
jobs you have chosen.

Exercise 5. Here are some questions from an interview for the job of store

detective
in a new supermarket. Put them in the order you would ask them if you were

the
interviewer. Then add two questions of your own. Work in pairs and act in

turn as the interviewer and the interviewee.

... What do you like doing in your spare time?

... Why have you applied for this job?

... What things about this job do you think you would find difficult?
.. Why do you think you are suited for this job?

... Tell me about your family.
.. What would you do if you saw someone stealing in the store?
.. What would you like to be doing in five years’ time ?

Skill developing

What characteristics are important for secretaries?

1. Loyalty: Secretaries must be absolutely trustworthy. NO relationship in business
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involves a higher degree of trust and responsibility between two persons than the
secretary- boss team.

2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite
often they may have to work long hours. Confidentiality is another key factor.
Secretaries must take pride in their work and be dedicated to their boss.

3. Initiative: The secretary should be able to act for the boss in his/her absence. True
Initiative on the secretary's part is the ability to know when to act on one's Own and
when to do as directed.

4. Ability to write: Every secretary should be capable of handling routine
correspondence, reports, summaries and take good minutes at meetings.

5. Professionalism: Business can be tense and people are often under a lot of stress.
A secretary who can work under deadline pressures and produce high quality work is
of great value.

6. Good dress and presentation: This involves looking and behaving appropriately.
People's first impression is important. Their ideas about the company/organization are
influenced by the staff’s appearance.

An experienced secretary speaks about his/her job:

"I'm a secretary at a large business. | deal with people and incoming mail.
Dealing with people is one of the most important parts of my job. | find it very
enjoyable. | also input on the computer, send telexes and faxes.

| meet people from all over the country, all over the world, and all walks of life,
which makes it the most interesting part of my job. They can be very nice. | think the
nice ones outnumber the irritating ones. It's a people-oriented job. It's
communication, whether it’s in person or on the telephone and that can be fun.
Sometimes you have problems getting through, sometimes you get a wrong number,
but it's all part of the job. You don’t often get annoying people face to face. You get
more of them on the phone, because people feel they can say things over the phone

that they perhaps wouldn't say to your face. So | don't find people too frustrating in
person.

As a secretary you must always be professional-looking, your clothes ' should be
Immaculate. It's better to wear skirts than trousers. Your ° attire should be fresh and
clean. It's best to wear simple jewelry small earrings, a matching necklace and rings.
Hands should be well-groomed and you can wear white or soft coloured nail-varnish.
Your shoes should be well-polished, not worn or dirty. Your hair should be clean and
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neat. Heavy make-up is not recommended. You should always look fresh, and use
just a little perfume. "

What are the secretary's tasks?

You must know your boss's whereabouts and timetable so as to provide satisfactory
answers and make appointments. You must know how to answer the telephone, make
long distance and international calls, send faxes, telexes and E-mail. Often you have
to book hotel rooms, theatre tickets and look after official visitors. You have to write
a lot of correspondence business letters, reports, memos, invitations, condolences,
etc. Typing is essential and shorthand useful. These will be covered in the
forthcoming chapters.

How to Be an Efficient Secretary

1. Answer all letters, faxes and telexes promptly, even when the answer is negative.

2. If you cannot give a quotation, you should' still write and thank the sender for
requesting a quotation. You may be doing business with hem later on.

3 Write a short letter to confirm matters that you have agreed on over the
telephone, e. g. appointments.

4 Confirm all orders promptly.

5 If you cannot send a confirmation. or the information asked for right away,
you should notify the other party of the delay.

6 Handle complaints and claims" efficiently and without delay., If the customer
is satisfied, it may mean the beginning of a lasting business relationship.

7 Remember that a thank-you letter is one of the most important letters in
business Don't postpone writing it. It should be written within a week at the
latest after returning from a trip, making a deal or receiving a gift.

Exercise 6. Alice doesnn'tl like her boss. She's telling her friend about that.
Rewrite each sentence or the pair of sentences using the Infinitive or -ing form.
The boss insists on everyone being the office at 9 am.

We aren't allowed to make personal phone calls.

Class communication
Exercise 7. Work in groups
A) Read the text “An experienced secretary speaks about his/her job” and

find the most pleasant sides of a secretary’ s job:
a lot of communication,
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... etc.
B) Write down the problems many secretaries may have:

irritating people,

...etc.
Listening

a) Listen to a conversation between an interviewer and a job applicant.
Check (t) the information that is true. Video\Track 21.mp3
1. The man is a qualified personal assistant. 2. The woman is the human resources
manager. 3. The man is familiar with office software. 4. The man is friendly and
polite on the phone. 5. The man has experience as an office employee.

b) Listen again and complete the conversation.

Interviewer: Good morning, Carl. Please have a seat. My name's Janet Freeman. I'm
the HR manager.

Applicant: Nice to meet you, Ms. Freeman.

Interviewer: | have your application form here. | see that you have some office (1)

Applicant:  Yes, | have three years' experience.

Interviewer: Are you a (2) PA?

Applicant:  No, I'm not. But I'm (3) with office software, and I'm very
4 __

Interviewer: Do you have a good telephone manner?

Applicant:  Yes, I'm always friendly and (5) to customers on the phone.
Writing

Exercise 9. Write a short essay "’If [ were a secretary... ".
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SECRETARY’S WORKING DAY

Exercise 1. a) Read the text.

Philip Blake is Mr Blake’s elder son. He is a manager of a big company. Philip lives
in Bishopton, a small place near London, but he works in London. He goes to London
every morning on working days. He arrives at the office at 8.25 and begins his work.
He looks through the mail, speaks on the phone, meets his customers and has
business talks. He often goes on business to different cities to discuss problems with
the partners of the company. Floy Robinson is a secretary to Philip Blake. When she
comes to the office in the morning she makes a cup of tea for her boss. Then she
looks through the messages, answers the phone and makes appointments for Mr
Blake. Floy usually has lunch in the office, but sometimes she goes out for lunch with
her boyfriend Tom. She stays in the office until 5.30 in the afternoon. In the evening
Floy has French lessons. She wants to know French well to speak with the customers
from France.

b) Agree or disagree.

1. Philip Blake lives and works in London. 2. He is very busy in his office. 3. He
seldom goes on business. 4. Floy doesn’t make appointments. 5. She always goes out
for lunch. 6. Floy studies French and she’d like to speak French well.

Exercise 2. a) Read the text.
LINDA DAWSON
Linda is speaking about her working day.

| work for Marks&Spencer, a big British shop. | work with the suppliers of the goods
which Marks&Spencer sells. | usually get up at 6 and plan my day. | leave the house
at 7 and go to London. I arrive at work at 8.30 and look through my mail. From 9.30
to 12.00 | speak on the phone with our suppliers. | have lunch at 1.30 or at 2.00. We
have a meeting from 3.00 to 5.00 and discuss our problems. | leave the office at 5.30
and arrive home at 7.00. It’s a difficult day, but I like my work. One day I’d like to
have my business or to be a supplier for Marks&Spencer.

(Based on the text from “Business Basics™)
b) Say what Linda is doing if now it is:

* 7.45 in the morning * 8.45 in the morning * 10.00 in the morning ¢ 1.45 in the
afternoon ¢ 4.00 in the afternoon ¢ 6.30 in the evening

c¢) Now speak about Linda’s usual working day.
Exercise 3. Read the dialogue, supply Linda’s words and act out the dialogue.
John Patrick is making an appointment with Linda Dawson.

John: Good morning. This is John Patrick. Is that Linda Dawson?
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Linda: ........

John: I’d like to make an appointment to see you this week.
Linda: ........

John: How about Wednesday?

Linda: .......

John:  No, I’'m busy on Thursday.

Linda: ........

John: Yes, that’s good. Is it morning or afternoon?
Linda: ........

John: At 2.30 or at 3.00?

Linda: .......

John: Ok. See you on Friday at 3.00.

Linda’s words: — 3.00 is very good. worlds: — Yes, that’s me. Good morning, John.
— Oh no. I'm going to a sales conference. How about Thursday? — We could meet
after lunch. — Well, how about Friday? — Good. When could we meet?

Exercise 4. Answer the questions.

1. Where do you work? 2. Your company is large, isn’t it? 3. When do your office
hours begin? 4. Have you got much work to do every day? 5. What do you usually do
in your office in the morning? 6. What problems do you usually discuss at the talks?
7. When do you have lunch? 8. Do you have lunch in the office or do you go out for
lunch? 9. What do you do after lunch? 10. When do you leave the office?

* * *

1. Does your firm receive much or little mail? 2. From what companies do you
receive mail? 3. When do you usually look through the mail? 4. Do you receive many
or few offers?

Exercise 5. Speak on the topics.
1. My work in the office. 2. The secretary of our firm and her work.
Exercise 6 Act out business dialogues. Use the situations:

1. Phone Blake&Co. Make an appointment with Mr Blake. 2. Phone Bell&Co. Speak
to Mr Bell. Say you would like to meet him to discuss their offer for office
equipment.

WRITTEN PRACTICE

Exercise 7 Translate the sentences.
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1. — T'ne r-u JlaBpoB? — OH 3aHAT. Y Hero ceitgac neperoBopb\ 2. S 00bI4HO
IPOCMaTPUBAIO MOYTY MO yTpaM. 3. — Kakoii Borpoc BHI ceituac oocyxmaaere? —
Mg o6cyxnaeM ycnoBus matexa. 4. Hamr mupexTop ceiftuac mpuHUMaeT
OM3HECMEHOB aHTIIMHCKON PUPMBI. 5. MBI yacTo 00CyX1aeM €TI0BbIE BOMPOCHI IO
tenedony. 6. Mbl He Ha3Ha4aeM BCTPEY ¢ MHOCTPAHHBIMU TTApTHEPAMHU Ha Cy00OTYy.
B cy660Ty MbI He paboTtaem. 7. I'-u IletpoB B oduce. O mpocMaTpuBaet
NpeIOKCHIE aHTIIMHCKON pupMbI Ha TenedoHHoe obopyaoBanue. 8. Kaxplii 1eHb
MBI TIOJTy9aeM MHOTO TTOYTHI.

Exercise 8 Translate into English.

A. MoeroapyrazosyrtMaxkc. OH — Ou3HecMeH, paboTaeT B O0JIbIION KOMITaHUH.
Komnanus nponaeT ToBapsl B pa3inyHble cTpanbl. Pabounii 1ens Makca HaunHaeTcs
B 9 yacoB. OH pocMaTpHUBAET 3JIEKTPOHHYIO IIOUYTY, TOBOPUT IO TesIe(hOHY C
3aKa34yrnKaMu, paboTaeT Ha KOMIBbIOTEpE, BeJET neperoBopbl. Ha nmeperoBopax ox
00CyX/1aeT 1IeHbI Ha TOBapbI, yCIOBUS MTOCTAaBKU U miiaTexa. [locne obena on nuoraa
€31IUT Ha 3aBOJ], YTOOBI BCTPETUTHCSI C MOCTABIIMKAMHU, HO YaCTO OH OCTAeTCA B
odrice ¥ TOTOBUT OTUETHI UJIM 0OCYKIAET AETOBBIC BOMPOCH C MEHEKEPAMU
¢upmbl. Makc yezxaeT u3 ouca B 6 4acoB Beuepa U IpUe3KaeT JOMOM B 7 4acoB.
Beuepamu 0oH CMOTpPUT TeNEBU30D, MPOCMATPUBACT ra3eThl, TOBOPUT IO TeIEPOHY C
IPY3bSIMHU.

B. — 3npasctByiite. ['oBoput Anuca Cmurt. S Obl X0TeNa JOrOBOPUTHCS ¢ Bamu o
BcTpede. Korga Mbl MOTIIA ObI BCTPETUTHCA U 00CYAUTH HECKOIBKO BOIPOCOB? —
Kaxk Hacuer cpenpl, B 11 yacoB ytpa? — I[IpekpacHo. YBuauMcsaBcpeny.
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MODERN MEANS OF INFORMATION TRANSMISSION

Communication is a procedure of exchanging information through a channel or
medium. The modern means of communication are invariably outstanding as their
features enable everyone to have awareness on the ways of proper communication.
What are the means of modern communication?

The means of modern communication are mobile phones, internet, satellite TV, GPS
(Global Positioning System), VOIP (Voice Over Internet Protocol), Web or Video
Conferencing etc.

Mobile phones:

Every one of us has heard of mobile phones and using one in our day to day lives.
There are various models of mobile phones available in the market with features like
general purpose phone, camera phone, business executive phones, phones for music
lovers and game lovers etc. This small electronic device is the most demanding item
in the electronic field which helps for a better communication.

Internet:

This is the most popular and favorite means of communication as chatting and e-mailing
have become the part of many lives. With the help of internet services, one can browse
copy or download any number of information. The Internet service provider is the
organization that provides you with Internet access. You register and open an account,
and then they give you an e-mail address so that you can communicate by e-mail with
other users. Some Internet providers have their own content- news, information, etc.-
but many do not. After you log on by entering your user name and password (a secret
word that only you know), you can surf to any site on the World Wide Web. If you are
looking for a site about a particular subject, you can use a search engine like Google or
Yahoo.

VOIP:

VOIP is the abbreviation of VVoice Over Internet Protocol. It has become very popular in
the recent years. It is the transmission of voice through microphones which gets
converted into digital format and reaches the addressee.

Web or Video Conferencing:

Web Conferencing is a meeting that is held over the World Wide Web to enable the
users’ convenience of communicating with others without the need of traveling and
trade within the global market. This is used for faster communication between the
officials of the government of different countries.

Email

E-mail is an electronic mail. You can send an e - mail to someone, and they will reply to
your e-mail or mail you back.
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Exercise 1. Fill in the table, making up different parts of speech:

Verb- Noun - Adjective — mpuaratensroe Participle I, 11
TJ1aroj CYILLIECTBUTEIIBHOE —npuyactue |11

Information
To serve

Communicative

To provide
Attachment
Entered
To
advertise
Expression

Exercise 2. Correct the sentences:

1. Modern means of communication are the features which are unable to use in
everyday life of businessmen.

2. The Internet is the mean which is rarely used.

3. Mobile phone is an electronic device which doesn’t help for a better
understanding of situation.

4. You need not enter the password in order to load you mail box.
5. The login and password protect your personal information from smashing.
6. Video conference does not save time and money of businessmen in their activity.

7. It is impossible to answer immediately using e-mail.
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Email. Fax
Email

E-mail is an electronic mail. You can send an e - mail to someone, and they will

reply to your e-mail or mail you back.

reply to all: send an answcrI

to the person who sent an
email, and everyone who

received a copy of it

reply: send an answer to the

forward: send an email

you have received to
% someone clse

person who sent an email

delete: get rid of an email
you don’t want

¢c: send a copy to ...

bee: send a blind copy 1o ...
(the other people don't know
you're sending this copy)

attach: send a document,
for example a picture,
with an email

send and receive: send all
the emails you've written
and receive all the ones
thar are waiting for you

N

Email expressions

(&]

(_From . J|tina.black@megabook.com
e ) [ruth.mitchell@megabook.com

%o [robert.mcmurdo@megabook.com =54

Robert,
Thanks for your email asking for ways of reducing the sales force. Please find

rest of the board if you feel that's appropriate. Looking forward to your reaction.
Best wishes,

Tina

attached a Word document with specific plans for this, Please let me know if you
can’t read this attachment. I'm copying Ruth Mitche!l in on this. Do forward it to the

N

Email abbreviations
These abbreviations are sometimes used in emails

You can end with:

m Best wishes

m  All best wishes

m Regards

m Best regards
To people you know

well, you can end
with:

m  All the best
Or even just:
m Best

m ———

=——=HH

FRIZET

(o }| simon kenny@megabook.com

1 As far as I know. ([_Fom—___]|kate.burns@megabook.com

2 Hope this helps.

she’s not referring to us, but we'll see. HTH?

Best, Kate

Simon, Have you heard about Tina's plans for sacking salespeople? AFAIK?
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Exercise 1. Listen to a conversation between two co-workers. Choose the correct
answers.

1. What is the conversation mostly about?
A the details of the finance report,
how to create a new email address,
why the man did not receive an emalil,
a mistake the man made on a report.
. What information does the man provide?
his new email address,
how to forward an email,
the name of an attachment,
which employee he sent the report to
Exercise 2. Listen again and complete the conversation.

oo wm® Lou0w

Employee 2: that’s 1 . [ didn’t get an email from you today.

Employee 1: I’'m sure it went out, since I also sent it to Michelle Richards. She
opened it this morning.

Employee 2: Maybe Michelle can just 2

Employee 1: I’d rather 3 __why it didn’t arrive.

Employee 2: Well, what address did you send it to?

Employee 1: Let’s see. It was BillStephenson@cranstonindustries.com.

Employee 2: Oh, that’s it. That’s my old

Employee 1: I didn’t know it had changed. ?

Employee 2: It’s just B.Stephenson@-cranstonindustries 6

Fax is a facsimile copy of a document which is transmitted by normal telephone
lines to another fax machine. Some faxes are exactly like letters, some are printed
on special fax forms rather like memos, others are simply handwritten messages.
The sender of a fax can’t be certain if the message has been received perfectly.
Sometimes lines get missed or a illegible. A fax is not usually a legal binding
document.

This is an example of fax. Let’s study it.
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ADVANCED ENGINEERING

1 cover sheet: the

first page of a fax FAX COVER SHEET! Box 1212, Sydney, Australia
showing who it’s Tel: 61 2 329 9220
from, who it’s to, Fax: 61 2 329 9221
etc. Date: 22 November To [ax number: +1 213 976 3421
2 confidential To: Jaime Vasconcelos From: Anna Friedman

information: things
that others should
not know

Number of pages including this cover sheet: 31

Dear Jaime,

3 intended It was good to hear from you again. The following pages give details of the
recipient: the latest additions to our range. If you require any further information, please
person who should do not hesitate to contact me.

receive the fax Best regards

4 advise the Anna Friedman
sender: rell the
person who sent it This fax may contain confidential information?. If you are not the intended recipient?, advise the

sender* and destroy this document,
If you do not receive all pages, or il any pages are illegible,
please phone +61 2 329 9220 imunediately.

v22711/781+E11:30:142% FROM: €1 2 329 9221 TO: + 213 976 3421

Exercise 3. Read the dialogues, translate them and make up your own
dialogues:

Sending faxes :  Vasconcelos in Los Angeles, USA is on the phone to Anna

Friedman in Sydney, Australia.

Anna: Yes, I think you’ll be interested in our latest designs.
Jaime : Can you send them by fax?

Anna: Sure. I’ll fax you right now. What’s your fax number?
Jaime: 1 for the US, then 213 976 3421.

Anna: OK. I’'ve got that.

Jaime: Can you fax the information you think we need?

Anna: I’11 fax you everything we have. There are about 30 pages.
Jaime: If you could fax it all over to us that would be great!

Receiving faxes.
Anna: Did you get my fax?

Jaime:  You’re not going to believe this, but the paper got stuck and the machine
jammed.

Anna: No problem. I’ll send it through again.
15 minutes later....

Anna: Did the fax go through OK this time?
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Jaime:  Yes, but pages two and three weren’t legible. I couldn’t read them.
Anna: No problem. I’ll resend them.

Exercise 4. Fill in the gaps using the words and word combinations below.
(sender, illegible, advise, cover sheet, confidential, intended recipients, destroy)
Kind Wang sends a fax to Stockholm. The person, receiving the fax phone Kim.

1 ‘Swedish Paper Products here. We’ve received a fax from you to a company called

Moda Fashions. Qur fax numbers are very similar. There must be some mistake.’

Swedish Paper Products (SPP) are not the ...oee e , and so they tell the
person sending the fax: they ..., the e .

2 “The designs you received are top secret. Please could you tear them up and throw
them away.’

The information is ................ . Kim wants SPP to ............... the fax so that no one else

can see it,

3 ‘Don’t worry. There’s something wrong with our fax machine so we can’t read it
anyway, including most of the first page.’

The person can’t read the fax: the fax, including most of the ..coos v

TS i Z
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TELEPHONING

ESSENTIAL VOCABULARY

Answer
answering machine

busy signal
call back/phone back

call display
call to

Call

Caller

cellular phone
cordless phone
cordless phone
dial tone

Dial
directory/phone book
Extension
hang up
mobile phone
Operator

Pager
phone booth/

pick up
public telephone

Receiver

Ring
Videophone

WAP phone

to say “hello” into the phone when it rings.
something that you can record a message on if the
person you are calling isn’t home.

a beeping sound that tells the caller that the other
person is already on the phone with someone else.

to call someone who called you first.

a screen that shows you who is calling.
phone/telephone someone; to give someone a call
(BrE: to ring someone, to ring up someone, to ring
someone up, to give someone a ring.)

a telephone conversation; to telephone.

the person who telephones.

a telephone that you can take with you away from
your house; mobile phone.

a phone that is not attached to the wall (you can walk
short distances with it at home or in the garden.)

an extension not connected by a wire, So you can use
it around the house or in the garden.

the sound the phone makes when you pick it up.

to press the buttons on the phone.

a book that alphabetically lists local phone numbers of
people and businesses.

one of a number of phones on the same line, in a
home or office.

to put the receiver down and a call.

a phone you can take with you and use anywhere.

a person who answer telephone-related questions
when you dial “0”.

allows you to receive written messages.

a place where you can pay to use a telephone in
public.

to answer the phone.

phone in a public place operated with money, a credit
card or a phone card.

the piece on the phone that you speak into and listen
from.

the sound a phone makes when somebody calls.

a special phone with a screen so you can see the other
person. Webcams and videophones enable
videoconferencing: holding a meeting with people in
different locations.

a mobile phone with access to the Internet
(WAP=wireless application protocol.)
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Webcam

a camera attached and phone line, so two people
talking on the phone can see each other.

UEFUL TELEPHONE PHRASES IN ENGLISH

Making contact

e Hello/Good morning /Good afternoon...
e This is John Brown speaking.
e CouldIspeakto...... please?
I"d like to speak to ...... please?
e [’m trying to contract ......

Giving more e [’'m calling from Tokyo/Paris/New
information York/Sydney

e [’m calling on behalf of (Mr.X...)
Taking a call e X speaking

e Can | help you?
Asking for a e Who'’s calling please?

name/information

e Who’s speaking?
e Where are you calling from?
e Are you sure have the ring number/name?

Asking the caller
to wait

e Hold the line please
e Could you hold on please
e Just a moment please

Connecting

e Thank you for holding
e The line’s free now... I’ll put you through

e I’ll connect you now/I’m connecting you
now

Giving negative
information

e [’m afraid the line’s engaged
Could you call back later?
e I’m afraid he’s in a meeting at the moment
e [’m sorry. He’s out of the office today/ He
isn’t in at the moment
e [’'m afraid we don’t have a Mr/Ms/Miss ...
here
e [’m sorry. There’s nobody here by that name
e Sorry. I think you’ve dialed the wrong
number
I’m afraid you’ve got the wrong number

» Telephone

problems

e The line is very bad. Could you speak up
please?

e Could you repeat that please?

e [’'m afraid I can’t hear you

e Sorry. I didn’t catch that. Could you say that
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again please?

e Can | leave/take a message?

e Would you like to leave a message?

e Could you give him/her a message?

e Could you ask him/her to call me back?
e Would you like him/her to call you back?
e Could you tell him/her that I called?

e Could you give me your name please?

e Could you spell that please?

e What’s your number please?

> Leaving/taking a
message

SAYING NUMBERS

When saying numbers, use rising intonation for each group, except for the last group,

when you should use a falling tone. This shows you have reached the end of the
number:
access code —>country code —>area code - number.

Double oh (BrE) 00
Zero zero (AmE)............. 00
Double four 44

one seven four six 1746

eight four five nine two one 845 921
ASKING TO SPEAK TO SOMEONE

Can you put me through to extension 123, please?

Can | have extension 123, please?

Extension 123, please.

123, please.

| phoned a moment ago, but | was cut off.

One moment, please.

I’m putting you through.

The extension/line is ringing for you.

Sorry to keep you waiting.

I think you’ve got the wrong extension. I’ll try and transfer you.
I’m afraid the line’s/extension’s busy/engaged I’m sorry, but there’s no reply I’ll
hold.

Call back later.

Do you want to hold or would you like to call back later?

Exercise 1. Make up and act out the dialogues according to the situations.
Student A:

You want to speak to Ms Braun about your account with her company, W&W.
If Ms Braun isn’t in the office, leave the following information:

e Your name.
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e Telephone number: 347-8910 (or use your own).
e Calling about changing conditions of your contract with W&W.

e You can be reached until 5 o’clock at the above number. If Ms Braun calls

after 5 o’clock, she should call 458-2416.

Student B:

You are a receptionist at W&W. Student A would like to speak to Ms braun, but she
Is out of the office. Take a massage and makes sure you get the following
information:

e Name and telephone number-ask student A to spell the surname.
e Message student A would like to leave for Ms Braun.
e Ask how late Ms Braun can call student A at the given telephone number.

Read this advice on speaking on the telephone in English.

PHONE-ANSWERING TIPS TO WIN BUSINESS

How you answer the phone says a great deal about your business

Phone-answering skills are critical for businesses. The telephone is still most
businesses’ primary point of contact with customers. And the way you answer your
company’s phone will form your customer’s first impression of your business. These
phone-answering tips will insure that callers know they’re dealing with a winning
business.

1.

Answer all incoming phone calls before the third ring. Respond to all your calls
within one business day. The early caller can get the contract, the sale, the
problem solved and reinforce the favourable impression of your business that you
want to circulate.

We say Good afternoon from about 1 p.m., Good evening from about 5.30 and
Good night when going to bed, or not seeing each other again that night — not
generally on the telephone.

When you answer the phone, be warm, enthusiastic and positive. For example
rather than saying I don’t know, say let me find out about it for you. When
speaking to people you know, don’t say I°'m Mark Dunhill. You say My name’s ...
only when you are introducing yourself.

More polite and formal than saying (in Britain) Who's that? and (in the USA)
Who's this? is Who is calling, please? You say this when you connect someone to
a different line. Another way of saying this is Would you like to leave a message?
When you answer the telephone at work, give your name or the name of your
department. If you are taking an external call, give the name of the company. Say
for instance, Good morning, Cypress Technologies. Susan speaking. How can |
help you? No one should ever have to ask if they have reached such and such a
business.

Take telephone messages completely and accurately. If there’s something you
don’t understand or can’t spell such as a person’s name, ask the caller to repeat it

or spell it for you. Then make sure the message gets to the intended recipient.
Always ask the caller if it’s all right to put him or her on hold and don’t leave
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people on hold for longer than it is necessary. If possible, provide callers on hold
with progress reports every 30 to 45 seconds. Offer them choices such as That
line is still busy. Will you continue to hold or should | have Mrs Lee call you
back?

8. Use an answering machine to answer calls when you can’t make sure that you
take messages professionally. Update your answering machine message as
needed. For instance if your business is going to be closed for a holiday, update
your message to say so and to say when it will reopen.

9.Business people are busy, so give the subject of the call. You can also say /'m
calling in connection with ... in other words: Nigel Payne is the person speaking.

10. You can say Hold on or Hang on a minute if you are speaking informally to

someone you know. Native English speakers say please and thank you a lot!

Exercise 2. Read the conversations below and find examples of each piece of
advice.

A

- Christa Schmidt, Marine Division. How can | help you?

- Hello. My name’s Sandra Linkblatter. Can I speak to Paola

- Beluchi, please?

- I’m afraid she’s in a meeting at the moment. Can I take a
message?

- Yes. Could you ask her to phone me urgently when she comes
out?

- Certainly. She should be out in about half an hour. I’ll get her to give you a

ring.

- Thank you. Goodbye.

- Goodbye.

B

— Logistics. Can | help you?
— Good afternoon. Can | speak to Nigel Pain, please?
— Speaking.

— Hello. Mark Dunhill here. I’'m just calling to let you know we have received the
consignment and that everything is in order.

— Good. Thank you for calling. Goodbye.
— Goodbye.

C
— Cranfield Business School. Can | help you?

— Hello. Could I speak to Professor Elgin, please?

— Yes, can you tell me your name, please, and I’ll put you through?
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— This is one of his ex-students, Salome Fuster, from Salamanca, Spain.
— Hold on a moment, please. I’ll put you through.

— Thank you.

VOCABULARY PRACTICE

Exercise 3. Match sentences 1-9 with responses A-I.

1. Could I speak to Diana Wong, please? A.C-1-N-S

2.Can | take a message? B.My name is Phillip Nevill

3. I’'m afraid you’ve got the wrong number C.Yes I'm here all day

4. Can she call you back? D.About 4 o’clock

5. Could you spell that, please E. No thanks. I’ll call back

6. Would you like to hold the line? F. Speaking

7. When are you expecting her back? G.Yes, please. Tell her Tom called
8. Who’s calling? H.That’s OK. I’ll hold

9.I’m sorry, the line is busy |. Oh, no. Sorry

Exercise 4. Complete these telephone conversations by putting one word in each

space.
A.

M. Finance department. _ can | help you?
J: Good morning. Can | speak __ Maribel Arroy, please?

M: :

J: Oh, hello. _ is John Steiner from Arts International.

M: Hello, Mr Steiner. Whatcan ldo __ you?

J: Well, it’s about an invoice — you sent the order we placed, but you forgot to
include the invoice, so we can’t pay you.

M s Oh, that’s not my department, ’'m __, Mr Steiner.
That’s Mary Slade in Invoicing.

J: OK. Can | speak to her then, please?

M Sure. I’ll put you
Ji Thanks very much.

M: Not at

B.

J: Jane Ashley.
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A:  Oh, hello, Jane, I’ve been trying to call Tracy, but she’s not answering the
phone, and it’s rather urgent.

N TR Whois __ , please?

A: _ is Alan Searle.

J e —————— Oh, hello, Alan, I didn’t recognize your
voice. I'm she’s in a meeting at the moment and she’s left instructions that she’s
not to be disturbed. Can1____ a message?

A Yes, can you ask her to call me as soonas

2

i Yes,of

Al _____you very much. Bye.

J: Goodbye.

Exercise 5. Read the passage and answer these questions.
1 What are some things a secretary says when he or she answers the phone?

2 What questions do secretaries ask callers?

Good phone etiquette is very important to a business. Sometimes you may feel
stressed. But don't let the caller know! It is the secretary's job to be courteous and
professional at all times. Please be efficient when answering phone calls. It is our
company's policy to answer all calls before the third ring. Before putting callers on
hold, tell them they can leave a message. Customers like to have a choice. Many
customers dislike being put on hold, so ask first! When transferring a call, always say
the name of the person the caller is going to speak to. And don't forget to announce
the caller's name before you connect them!

Exercise 6. Read part of a company manual. Then, mark the true following
statements as (T) or false (F).

1.The company has a rule requiring employees to transfer calls by the third ring.

2.The manual encourages employees to put callers on hold instead of taking
messages.

3. Employees need to say the caller's name before connecting him or her.
Vocabulary

Exercise 7. Fill in the blanks with the correct words from the word bank.

policy  rings stressed announce caller courteous
1 It is the company's to use good phone etiquette.

2 Helen feels because she has a lot of work to do.

3 Make sure to callers when transferring them.

4 1t is unprofessional to be rude to clients, so always be !
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5 Answer the phone before it four times.
6 What is the name of the ?
Listening

Exercise 8. a) Listen to a conversation between a caller and a secretary. Mark
the following statements as true (T) or false (F). Video\Track 25.mp3

1 _The caller wants to speak to Mr. Owen.
2_ Mr. Owen is not available.

3_ The caller decides to leave a message.

b) Listen again and complete the conversation.

Secretary:  Good morning. Smith-Owen, how can | you?

Caller: Good morning. Could I speak to Brian Owen, please?

Secretary:  Who's please?

Caller: Mary Sullivan.

Secretary: I'm afraid Mr. Owen is on the other ma'am. Would you
like me to put you ? Or would you prefer to leave a
message?

Caller: | need to speak to him . I'll hold.

Secretary:  Okay, ma'am. I'll you as soon as possible. I'm putting you
on hold now.

Caller: No problem. Thank you.

Speaking

Exercise 9. With a partner, act out the roles below based on Task 4. Then, switch
roles.

USE LANGUAGE SUCH AS:

Good morning, how can | help you?

Could I speak to ... please?

Would you like to ... ?

Student A: You are a secretary. Answer a call. Ask Student B:
* their name

« about leaving a message or being placed on hold

Student B: You are calling someone at another company. Talk to Student A and decide whether to
leave a message or hold.
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MAKING APPOINTMENT

Exercise 1. Read the passage and answer these questions.

1 Why do you use the phone for business?
2 What business arrangements can you make on the phone?

Reading

Arranging, booking and rescheduling appointments are important parts of a
secretary's job. But secretaries make mistakes: especially on the telephone. How, then
do you make excellent arrangements? Just follow these easy tips:

* Prepare before making the call. Get any necessary documents and information ready
beforehand.

» Speak clearly, and not too fast. From time to time, make sure the other person
understands you.

* Ask when the person is free, or available. Make note of these times in a schedule
book.

* Clarify information like dates and times.
* Repeat all contact and scheduling details. « Always be polite!

Vocabulary

Exercise 2. a) Match the words with the definitions (A-F).

1 available 2 book 3clarify 4 reschedule 5 scheduling details
6 contact information

A change the time and/or date of an appointment

B to repeat information to make sure

C present or ready for use

D information such as phone numbers,

E information such as a date and day

F to make an arrangement.

b) Fill in the blanks with the correct words and phrases from the word bank.

arrangements ~ makes a call free appointment
1. Mr. Peters is to go to lunch, but is busy this afternoon.
2. Her secretary is responsible for making for the meeting.
3. Oscar picks up the telephone and :
4. Alan was sick and made a(n) to see the doctor.
Listening
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Exercise 3. a) Listen to a conversation between a secretary and customer. Mark
the following statements as true (T) or false (F).

1 The secretary wants to meet Mr. Brown on Friday.
2_ Mr. Brown is available on Friday.
3_ The secretary arranges a dinner meeting.

b) Listen again and complete the conversation.

Business Owner: Hello. Gerald Brown (1)

Secretary: Good morning, Mr. Brown. This is Angela from Berkley's.

Business Owner: Oh, hello. How can I help you?

Secretary: I'm Mr. Fisher's (2) . I'm calling to arrange a(n)
3) with you and Mr. Fisher. Is Friday okay for
you?

Business Owner: Let me (4) . Yes, Friday is fine. At what time?

Secretary: Can you meet at 12:30 (5) . Do you know
Maggiano's Restaurant?

Business Owner: Yes, | do. That sounds fine.

Secretary: Okay. So, you and Mr. Fisher are meeting on Friday at

12:30 at Maggiano’s.
Speaking
Exercise 4. With a partner, act out the roles below based on Task 3. Then switch
roles.
USE LANGUAGE SUCH AS:
How can | help you?
I'm calling to arrange an appointment.
Is (Friday) okay for you?
Student A: You are a business owner. Answer Student B's questions.

Student B: You are a secretary. You are making an appointment tor your boss. Call
Student A and talk about: * day * time
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AT THE AIRPORT

Exercise 1. Read the text

Heathrow Airportl in London is a very large and busy place. Hundreds of planes land
and take off and thousands of passengers get on and off planes at Heathrow every
day. They fly to and from almost all countries of the world. People usually make
reservations for flights in advance, especially in summer time.

* * *

Voronin has been to London for two weeks and today he is going to fly back to
Moscow. He has just arrived at Heathrow. He is speaking to a clerk at the check-in
desk.

Voronin: Can I check in for the flight to Moscow here?
Clerk: Yes, sir?. Can | see your ticket and passport, please?
Voronin: Certainly. Here you are.

Clerk: Will you put your luggage on the scales? Oh, it’s too heavy. You must pay an
extra charge for overweight, I’'m afraid.

Voronin: I’ll take out a couple of catalogues then. ... Shall I put the suit-case on the
scales again?

Clerk: Do, please. It’s all right now. You can take your ticket and passport and here is
your boarding pass. Have a nice flight4!

Voronin: Thank you.
Now Mr Voronin has come up to the information desk and is speaking to the clerk.
Voronin: Is the plane for Moscow leaving on time?

Clerk: There’ll be a delay, but it probably won’t be over 30 minutes. Will you go to
the departure lounge and wait for the announcement? Thank you. You are welcome.

Voronin: Thank you

Clerk: You are welcome.

Mr Voronin went to one of the airport’s duty-free shops to buy some souvenirs and a
copy of the magazine “Time”. Soon he heard the announcement: “Passengers for
flight 2315 for Moscow please collect your hand luggage and go to gate 3. The
departure time is 14.30.” Voronin flew by an Aeroflot plane. He enjoyed the flight.
Three and a half hours later the plane landed at Domodedovo Airport in Moscow. Mr
\oronin was home again.
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1. Heathrow ['hi:0Orou]Airport — Xutpoy — Ha3BaHue a’pornopra B JloHmone 2.
aclerk [kla:k] m — cnyxamuii 3. Sir— cap, rocnoaud (oOpalleHue, mocie
koToporo ¢amunus He craButcs) 4. Haveaniceflight! — JXemaro xoporero
nojneta! 5. flight 231 — Homep pelica unraercs: two, three, one

Exercise 2. Check how well you remember the text.

Say if the statements are true or false. Give your reasons.

1. At Heathrow you can always buy tickets before the flight. 2. First VVoronin came
up to the information desk. 3. Voronin’s luggage was too heavy and he took out a
couple of catalogues. 4. There was a delay of Voronin’s flight, but it was not long. 5.
In the departure lounge he had a cup of coffee. 6. In the duty-free shop he bought
some books and a bottle of wine. 7. The plane’s departure time was 14.00. 8. The
plane landed at Domodedovo at 17.00.

Exercise 3. Say what you remember about:

1. Heathrow Airport; 2. Voronin’s check-in for the flight; 3. the delay of flight 231; 4.
the departure of the plane.

TENSES
Exercise 4. a) Supply the correct tenses.

Douglas (to arrive) at Kennedy Airport and (to come) up to the check-in desk. He (to
put) his luggage on the scales, but the man at the desk (not to look) at his things.

— You (to go) for a holiday? — he (to ask).
— Yes, — Douglas (to answer).

— You ever (to be) to Switzerland?

— No, I never (to be) out of the United States.
— You (to going) to ski?

— Certainly.

— Why you (not have got) skis with you?

— | (to buy) them there.

— Hope the weather (to be) good.

Douglas (to show) the clerk his ticket and passport and the man (to give) him a
boarding pass. He (to be) early and he (to have) time to drink a cup of coffee and read
the evening newspaper. Half an hour later he (to get on) the plane together with the
other passengers.
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PREPOSITIONS
Exercise 5. a) Supply the correct prepositions where necessary.

1. — Will the train arrive ... time or will there be a delay? — The train will arrive ... a
delay... 40 minutes. 2. The charge ... a room ... this hotel is not very high. 3. — What
are you doing here? — I am waiting ... the director. I’d like to speak ... him ... the
offer of Blake&Co. 4. ... Kennedy airport you can see thousands ... people ... almost
all countries ... the world. 5. If you want to go ... a restaurant... Sidney you must make
a reservation ... a table five days ... advance. 6. The plane ... Rome is leaving ...
Moscow ... time.

SPEECH EXERCISES
Exercise 6. a) Read the text.
FLYING BY PLANE

When you arrive at an airport, you go to the check-in desk where a clerk checks your
ticket and luggage. Your suitcase goes to the plane, but you take your hand luggage
with you. If you are on an international flight you go to the passport control where
they check your passport and x- ray all your things by cameras. Then you wait in the
departure lounge till they call* your flight and say which gate number to go to. After
that you get on the plane and the flight attendant shows you your seat.

* to call — oOBsIBIATEH
b) Say what people usually do when they arrive at an airport.
Exercise 7. a) Read the dialogues.
CHECKING-IN FOR THE FLIGHT
— Can | have your ticket, please?
— Yes, of course. Here you are.
— Have you got only one suitcase?
— Yes. This bag is my hand luggage.
— That’s fine. Would you like a smoking or a non-smoking seat?
— Non-smoking, please. And can | have a window seat?

— Yes, that’s OK. Here’s your boarding pass. Have a nice flight!

MAKING A RESERVATION FOR THE PLANE
— World Travel. Can | help you?

— Yes, please. This is Ann Tapton speaking. | am going to fly to Tokyo next month.
What’s the price of a flight at the moment?
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— It depends. Do you want to fly business or economy class? When will you go?
How long will you stay in Japan?

— I’m going on a short holiday, may be for 10 days or so. I don’t want a package
tour. Just the flight, economy class.

— And when would you like to leave?
— On Friday, the 15th of May.

— | can offer you a flight on Japanese Airlines. The time is very convenient, because
the plane leaves at ten in the morning and lands at about two thirty in the afternoon.
The price is $...

— I’ll think about that. And what about the return flight? Could you tell me..?
b) Say what flight the travel agent offered to Ann Tapton.

c¢) Continue the dialogue and give Ann the information about the return flight.
d) Act out the dialogues.

Exercise 8. a) Read the text.

HEATHROW AIRPORT. THE PAST AND THE PRESENT

During the Second World War Heathrow was a small village in the country, with a
lot of fields, only 15 miles from the centre of London.

The fields were good for planes to take off and land. In this place Heathrow Airport
opened on the 1st of January 1946. At first there weren’t any buildings, just tents for
the passengers. Plane tickets were very expensive and only rich people could travel
by air. By 1950 Heathrow became a busy European airport. There were new planes
which were fast, safe and comfortable and plane tickets were not so expensive. Now
Heathrow is a very large and modem place. It has got many hotels, banks, shops, a
hospital, two underground stations, a bus station, post offices, cafes and an animal
centre. Sixty thousand people work there. At the airport’s duty-free shops the
passengers can buy spirits, cigarettes and perfume. At Heathrow planes can’t take off
or land between 11.00 p.m. and 7.00 a.m., but the airport stays open. It’s a city that
never sleeps.

(Based on “Headway Video”)
b) Speak about the history of Heathrow.
c¢) Say what kind of place Heathrow is at present.

Exercise 9. Watch the video:at the airport

Act out business dialogues. Use the situations.

1. You are in Mr Brown’s office. Speak about your flight to London. Say that you are
interested in buying their video cameras. Discuss the delivery time with Mr Brown.
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2. Mr Jeffry has just come to Moscow. Ask him about his flight. Mr Jeffiy is
interested in books about old Russian cities. Discuss the prices with him. Give him a
5% discount.

WRITTEN PRACTICE

Exercise 10. Translate into English.

1. Moit npyr ye3xkaeT B OTIYCK Ha cieayrolied Hexene. OH cobupaercs moexaTh B
Uranuto. 2. B cienyromiemM Mecsiie Mbl MOJMUIIEM KOHTPAKT Ha MeOelb Jiist oduca ¢
dbupmoii «brneiik sun KO». dupMa HaUHET MOCTaBISATh MeOEb uepes 2 MecsIa.

3. Uepes Tpu HA B HallleM KHUHOTEaTpe OyJeT UJITH HOBbIM PriibM. Mbl coOupaemcs
OCMOTpPETh 3Ty KoMenuto. 4. Ham nupekrop yesxkaetr B Jlonmon nocne3zaBtpa OH
OyIeT BECTH MeperoBopel ¢ HeckoyibkuMu ¢upmamu. OH mpoOyaer B JloHmoHe
Mmecsi. 5. Uepes 2 nHA Hall MEHeKep OyJeT BECTH MEPEeroBOphl ¢ AMEPUKaHCKON
dbupmoii. OHu OyayT 00CYKIaTh YCIOBUS OyayIiero KoHtpakra 6. 3aBTpa cekperapb
3ape3epBUpyeT Owierhl Ha camoieT B llekuH 1y Hamux OusHecMeHOB. 7. B
CJIEIYIOLIEM MECsIe MBI OyJIeM PeKJIaMUpPOBAaTh HOBBIE MOJIEIHN CTUPATIbHBIX MAIllUH
B )KypHajax U Ha TEJICBUIACHUM.
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GOING TROUGH THE CUSTOMS

Exercise 1. Read the text

When you get off the plane you go through passport control, where an immigration
officer asks you to show your passport. He asks you about the purpose of your visit
to the country and the length of your

stay there. If your passport is in order, you go through the customs.

It's not difficult to get through the customs but you'll have to fill in an entry form
(customs declaration, declaration form). The customs officer inspects your luggage
and asks if you have things liable to duty, any presents, things for your personal use
or money about you. As a rule personal things may be brought in duty free. And if
there's some extra weight, you'll have to pay extra taxes.

Two special signs are sometimes used to show passengers which way to go through
the customs hall: "Nothing to declare™ and "Goods to declare”. If the visitor has
nothing to declare, he walks through the green door, if he has goods to declare —
through the red one.

It sometimes happens that passenger's luggage is carefully examined in order to
prevent smuggling. After you are through with all customs formalities, the

inspector will put a stamp on each piece of your luggage and wish you to have a
good stay in the country.

Exercise 2. Give Russian equivalents to the following word combinations:

customs regulations; an immigration officer; to get through the customs; to fill in an
entry form; liable to duty; to bring in duty free; things for personal use; customs
officer; extra weight; to pay extra taxes; to have nothing to declare; to have goods to
declare; to open bags for inspection; to examine; passenger's luggage; to prevent
smuggling; to go through all customs formalities; to put a stamp on each piece of
passengers' luggage.

Exercise 3. Answer the following questions to discuss the details of the
text.

1. Are customs regulations similar in all the countries of the world? 2. In what way
do you have to declare what you have brought into the country? 3. Are travellers
allowed to bring in any items duty free? 4. What articles are strictly forbidden to
bring in any country? 5. Have you ever filled in the customs declaration? 6. Must you
weigh your luggage at the customs? 7. What should you do if your luggage has extra
weight? 8. May the customs officer ask you to open your bags for inspection? Why?
9. What will the inspector do when you are through with all customs formalities?

Role-Playing

Exercise 4. Read the dialogues and complete Viktor Smolski's answers
to the officers' questions.
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This is Heathrow Airport. Smolski has come to London on business. Now he is going
through passport control.

Immigration officer: Your passport, please.

SMOISKI: s

Immigration officer: What's the purpose of your visit to London,

sir?

SMOISKI: s

Immigration officer: How long will you stay here?

SMOISKI:

Immigration officer: Your passport is in order. Please go through the Customs in the
nextroom.

Smolski:

At the Customs House
Customs officer: Is this your luggage, sir? Have you got any
things to declare?
SMOISKi:
Customs officer: You can have them duty-free. Could you open
up your suitcase for me, please?
SMOISKI:
Customs officer: That's fine. Thank you. Have a nice stay in Great
Britain, sir.

Exercise 5. You are a customs officer, think of as many questions to ask
a traveller as you can.Watch the video: at the costoms

Exercise6. Make a dialogue between a customs officer and a traveller.
The expressions given below will help you to do the task.

— Are these articles liable — What duty do | have to pay?

to duty? (Is there duty on — Are you through with my luggage?
these things?)

— Do these articles exceed

the fixed quota?

— What things are duty-free?

— | don't know what | am allowed.

— Have you got anything liable to duty? (Have
you got anything to declare?)

— Would you mind opening your suitcase?
— Have you got any foreign currency?

— | have nothing more to declare. — I'l have to make you pay duty on this.
— This is not allowed to be taken into the
— | have only my own most indispensable country.
things with me. — You may pay the duty right on the spot.
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AT THE STATION

Exercise 1. Read the text

It's common knowledge that nowadays people travel a lot. They travel On business
and for pleasure, about the country and abroad. Those who wish to travel have at
their disposal various means of transport: express trains and big ships, cars and jet
airplanes.

Although aircraft are faster and, some people say, more convenient, the railway is
still one of the most popular means of travel. First of all, the railway tickets are
cheaper. And there are people who don't like flying, and there are others who enjoy
travelling by train more than by plane.

With a train you have speed, comfort and pleasure combined. From the comfortable
corner seat of a carriage you have a beautiful view of the countryside. If you are
hungry you can have a meal in the dining-car or the buffet-car and if the journey is
long you can have a comfortable bed in a sleeper.

A big railway station is a very busy and interesting place. There are a lot of platforms
at which trains come in and go out. A train is standing at one of the platforms ready
to leave. The porters are very busy carrying luggage to the train or pushing it on their
trucks. On another platform a train has just come in. Some passengers are getting out,
others are getting in. Those who haven't bought their tickets in advance are waiting in
queues at the booking-office. At the bookstalls people are choosing books, magazines
and newspapers for the journey. At the cloak-room or luggage office some people are
leaving and taking their luggage.

There are a lot of signs in a big railway station. You may see ENTRANCE and EXIT.
There is also a WAITING ROOM where you can relax until it is time to board your
train. If you are hungry or thirsty you'll go to the REFRESHMENT ROOM. If you
don't know the number of the platform from which your train leaves, look for the
signs ARRIVALS and DEPARTURES. They will tell you the number of the
platform.

When you arrive in a large town you may leave your heavy luggage at the station. In
this case you will look for the CLOAK ROOM or LUGGAGE OFFICE.

If you have lost something you need to find LOST PROPERTY OFFICE. If you find
anything, if it is a small item like glasses or umbrella, you can take them to the lost
property office, too. If it is big, something like a parcel or a suitcase, report it to the
POLICE OFFICE, never touch it yourself.

138



You will also see the sign BOOKING OFFICE. This is where you buy your ticket. If
you don't know the time or the platform your train leaves from you'll go to the

INQUIRY OFFICE or the INFORMATION BUREAU.

Exercise 2. Answer the questions:
« What means of travel are at travellers' disposal?

« Why is railway still a very popular means of transport?
« What is convenient in travelling by train?

« Why is a railway station a busy place?

« What signs can you see at a railway station and what do they mean?

Exercise 3. Watch the video and complete the sentences.video\at the booking office.mp4

At the booking-office
1
-Hello! A to Manchester, please.

- to Manchester. That is pounds.

-Thanks. What time that’s the next train?

-Which platform is it?

-Platform

-Thanks.

-Good-bye!

2

-Good-morning! I’d like a to Cardiff, please. For next
-That’s , the

- Yes, that’s right.

-Right. So, what time do you want to travel?

-1 need to be in Cardift at o’clock. in the morning.

- S0, you need the 8.20.

- What time does it arrive?

-At -Fine.-That is , please.-Thank you very much
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MONEY
Listening: currency

(waste) money on something you've never used
(sell) anything on the internet

(lose) a credt card or your wallet

(save) for something for a long time

(win) any money (e.g. in a lottery)

(be) robbed

(lend) money to someone who didn't pay you back

(buy) anything on the Intemet
be) o a mall or shopping centre

(buy) anyone & present

(use) a credit card

(take) money out of & cash machine

(borrow v) money from someone i your family

Read and translate the text into Russian.

The work which people undertake provides them with money. People buy essential
commodities with money. All values in the economic system are measured in terms
of money. Our goods and services are sold for money, and that money is in its turn
exchanged for other goods and services. Coins are adequate for small transactions,
while paper notes are used for general business. Originally, a valuable metal (gold,
silver or copper) served as a constant store of value, and even today the American
dollar is technically ‘basked’ by the store of gold which the US government
maintains. Because gold has been universally regarded as a very valuable metal,
national currencies were for many years judged in terms of the so called ’gold
standard’. Nowadays national currencies are considered to be as strong as the national
economies which support them.

Valuable metal has generally been replaced by paper notes. These notes are issued
by government and authorized banks, and are knows as °‘legal tender’. Other
arrangements such as cheques and money orders are not legal tender. They perform
the function of substitute money and are known as ‘instruments of credit’. Credit is
offered only when creditors believe that they have a good chance of obtaining legal
tender when they present such instruments at a bank or other authorized institutions.
If a man’s assets are known to be considerable, then his credit will be good. If his
assets are in doubt, then it may be difficult for him to obtain large sums of credit or
even to pay for goods with a cheque.
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The value of money is basically its value as a medium of exchange or as
economists put it, its ‘purchasing power’. This purchasing power is dependent on
supply and demand. The demand of money is reckonable as the quantity needed to
effect business transactions. The demand for money is related to the rapidity with
which the business is done. The supply of money is the actual amount in notes and
coins available for business purposes. If too much money is available, its value
decreases. This condition is known as ‘inflation’.

Exercise 2. Learn the words by heart. Cover the words and test your memory,
while looking at the translation.

Money- neasruCommaodity- ToBapCheque- uex
Goods- roBapeiService- yciayraCoins- MOHETHI
Credit- kpeaur Gold- 3omotoSilver- cepebpo
Copper- menpCurrency- BamroTaAssets-ak THBEI

Gold standard- 3omoroiicrangaprDemand- cripoc

Valuable metal- uennsriimerauiPaper notes- 6aHKHOTHI

Legal tender- 3akoHoAaTEIBHOE MJIATEKHOE CPEIACTBO(JICHBIH )
Money order- miaTexxHoe HOpy4YCeHHE

Purchasing power- nmokymnarenbHas ClOCOOHOCTh

Transaction-caenxaSupply- npemnoxenue Inflation-undusiums

Exercise 3. Study the following expressions.
Toprovidesomebody- o6ecrneunTbKOro-ToieHbraMu
with money

To sell for money- nponaBars3aneHbru

Constant store of value- mocrosHHBI3anaCIEHHOCTEH
To be regarded- cunratbest

Forgery- noanenka, gansiinBeie JeHBTU

Exercise 4. Translate into Russian.

1.The US dollar is a constant store of value.
2.The purchasing power of money depends upon supply and demand.
3.Bank serves as a reservoir of loanable money.
4.Banks have depeloped greatly from their original position as places of security for valuables.
5.Today banks are service industries which handle large sums of money on current and deposit
account.
6.The whole banking system is based on simple acts of trust between all concerned. Without this
trust modern banking would be impossible.

Exercise 5. Read the text below to check on some of the lexical units we use to describe
money.
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Pre-reading
What a procedure of getting a salary increase in your country and abroad?
Read the text and answer the questions

The money move

You want a raise. You deserve a raise. But how do you ask for a 1t? Experts say there are
several ways to make the interchange less stressful and more successful.

The first sign her co-workers noticed was the empty candy bowl. Lisa, an accountant at
aconstruction company, was a cheerful woman who had always kept a dish of goodies on her
desk. When she started removing the pictures and the plants from her office, rumours began to
circulate. She did not explamn her behaviour to anyone. Then the candy dish disappeared. 'She
had been promised a raise* for a long while,' recounts Linda Talley, an executive coach based in
Houston. Removing things from her office was a subtle way of letting her employers know she
wouldn't wait any longer, but it worked. A few months later her salary was boosted by $5000.
There are many ways to risk for a raise, and Lisa's method 18 not for everyone. But experts say
there are some basic ways to enhance your prospects for success.

Adding value

The golden rule 1s to oiler value, based on qualifications and achievements. Forget about
your years of hard work, your experience, your personal needs and expenses, your mortgage,
your ailing grandmother and your Great Dane's dog food bills. The 'dumbest case you can
possibly present 1s one based on pity," warns Howard Figler, a career counselor and author of
The Complete Job-search Handbook.

In the private sector, your contribution probably falls within certain categories. You may
be a key person who attracts new customers or one who 1s skilled at retaning the present
relationships. You may be a cost-cutter, who improves the company's bottom line. Less
quantifiable, but no less important, your reputation might enhance that of your employer or you
could be one of those sunny personalities who boosts the morale of all around them, enhancing
productivity. K&D. It stands for "research and documentation’, which 1s your responsibility. You
must pipoint your worth in the marketplace before entering into any salary negotiation.
Although specific salaries are a taboo topic and . rarely discussed among co-workers, you can

find comparative information on career-related websites and through professional orgamsations.
Brad Marks, CEO of an executive search firm specialising in the entertainment industry, recalls a
cable TV company division head who wanted a 30 percent raise as a good example. When Mr
Marks asked him to make a case for the huge jump, the executive returned armed with details of

his contributions over the years and the statistics to show he was underpaid compared to peers in
the company and the industry. "However, some people just give a number at random,' according
to Mr Marks. Taking the plunge. Now that you have done your homewaork, it 1s time to prepare
yourself mentally for the big day. Few people enjoy the idea of confronting their boss and risking
refusal (which 1s one reason so many companies have built in a structured system of regular
reviews and promotions), but it 18 important to remain calm. Lastly, even 1f your palms are
sweating, don't forget to smile.
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i Read through the whole article. Who are these people?
a) Brad Marks
b} Howard Figler
€) Linda Talley
d) Lisa
2 Find expressions in the article that mean:
a) colleagues. (2, 7 letiers)
b} American English for “sweets”, {5 letters)
c) information that you hear unofficially, that may or may
not be true, (7 letters)
d] the things that someone does or says considered as a
whole. {g leiters)
&) someone whose job is to "train” and advise senior
businesspeopte about their careers. (9, 5 letters)
) increased. (7 letters)

3 Maich the verbs 1-B with the expressions aj-h) from the

article,
i offer a) your experience
z forgel B) your emplayers reputation
3 present €) value
& attract d) present relationships
5 retain #) new customerns
& Iimprove )} morale
7 enhance E) the company's bottom line
8 boost h) adumb case
& Mow match the expressions in guestion 3 with their
meanings.
a) keep on good ferms with current customers and
suppliers

b) use weak or stupid arguments
<) improve the way people fael
d) improve the opinions that people have about your

COmpany
a) abtain new clients
1} add 1o profit because of your qualifications and
experience
g) don't talk about what you hawve done
h) contribute to the company™s profitability

& Look at the expressions in ifalics as they are used In the

article. True or false?

a) R & D (line 62) here means 'Research and
Dewelopment’,

b) If you pinpalat (line é5) something, you identify it.

¢) It Is generally acceptable to talk about a tabao topic
fline &),

d) Ifyou are armed with (line 83) Information, you have it
with you and use It to your advantage.

¢) Your peers (line 87) are the people above and below you
In your organisation,

Listening: money
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Video/34%20money.mp4

Electronic Money
Electronic money (also known as e-currency, e-money, electronic cash, electronic
currency, digital money, digital cash, digital currency, cyber currency) refers to
money or scrip which is only exchanged electronically. Typically, this involves the
use of computer networks, the Internet and digital stored value systems. Electronic
Funds Transfer (EFT), direct deposit, digital gold currency and virtual currency are
all examples of electronic money. Also, it is a collective term for financial
cryptography and technologies enabling it. While electronic money has been an
interesting problem for a number of economists, the use of e-money has been
relatively low-scale. One rare success has been Hong Kong's Octopus card system,
which started as a transit payment system and has grown into a widely used
electronic money system. London Transport's Oyster card system remains essentially
a contactless pre-paid travelcard. Two other cities have implemented functioning
electronic money systems. Singapore has an electronic money program for its public
transportation system (commuter trains, bus, etc.), based on the same type of (FeliCa)
system. The Netherlands has also implemented an electronic money system known as
Chipknip, which is based upon the same system in Hong Kong. In Belgium, a
payment service company, Proton, owned by 60 Belgian banks issuing stored value
cards was developed in 1995. A number of electronic money systems use contactless
payment transfer in order to facilitate easy payment and give the payee more
confidence in not letting go of their electronic wallet during the transaction. In
technical terms, electronic money is an online representation, or a system of debits
and credits, used to exchange value within another system, or within itself as a stand
alone system. In principle this process could also be done offline. Occasionally, the
term electronic money is also used to refer to the provider itself. A private currency
may use gold to provide extra security, such as digital gold currency. Some private
organizations, such as the United States Armed Forces use independent currencies
such as Eagle Cash. Many systems — such as PayPal, WebMoney, cashU, and Hub
Culture's Ven — will sell their electronic currency directly to the end user, but other
systems such as Liberty Reserve only sell through third party digital currency
exchangers. In the case of Octopus card in Hong Kong, electronic money deposits
work similarly to regular bank deposits. After Octopus Card Limited receives money
for deposit from users, the money is deposited into a bank. This is similar to debit-
card-issuing banks redepositing money at central banks. Some community currencies,
like some Local Exchange Trading Systems (LETS) and the Community Exchange
System, work with electronic transactions. (2856.http://en.wikipedia.org/wiki/E-
money)
Notes: 1. scrip, n — nennassOymara 2. direct deposit — mpsimoiinenosur 3. low-scale,
adj — wwm3kuii 4. implement, v — BBoauThBACiCcTBHEe 5. commuter train —
PUrOpOAHLIIIOE3 I, iekTpudka 6. facilitate, v — coaeiictBoBath, criocoOCTBOBATH 7.
payee, N — 1110, NoJay4YarleernjIaTex

Answer the questions : What is Electronic money ?

What is EFT ? Give the meaning.

Talk about electronic money systems in different countries.

What is LETS?

Say in 7-10 sentences the main information from this text in your own words.
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¢ Read the article and answer the questions.
| What was Heidemarie's job?
2 What possessions does she have now!

3 How did the experiment start! ¢

4 Where has she fived since the experiment started?
$ Does she still work?

6 What does she do when she needs something?

7 What s she trying to show with her experiment?

8 What did she do with the money she earned
from her book?

e My brother i going to ... a software compam
- be responsible for somebody or something
e.g Nurses ... people m hogpical

In pairs, answer the questions.
1 Do you agree with Heidemarse that. !
* all jobs are equally important
* most people don't like their jobs
+ people judge you according to how much you earn

2 What do you think of Heidemarie?
Would you like to have her as a friend?

My life without money

t the age of 54 Heidemarie gave up her job as 2
pychotherapet, gave away all her money and her
fat and theew away her credit cards. Today,

apant from a few dothes (three sweaters, o
shirts, two pairs of shoes, and a coat) and 2 few personal
belongungs, she doesn't own anything.

It all began as a one-year experiment. In her home aty of
Dortmund she set up a ‘swapping cirde’ where people swap
services without using maney, for example, & haircut for 3
mathematics class. To prove that this could work she decided
to give up using money for a yeat. But when the year ended
she continued and has not used money since then.

At first she house-sat for fnends who were on holidey, She
stayed in their house in retum for watering the plants and
looking after their animals. At the moment she is staying in 3
student residence where she can sleep, have a shower, or use
a computer in return for cooking for the young people who live
there. She also ‘works' s a psychotherapist. ‘Before | treated
very wealthy people but now | halp anyone who tums up.
_Sometimes they give me something in refurn, but not always.

Heidemarie says, ‘| can live thanks to my contacts.
A lot of people who know me understand what
fm doing and want to help me. When | need 2
bus tcket, lor exampla, or 2 new tube of toothpaste
I think, “Who can | ask? What can | give them in
retum? If | want to g0 o the cinema, | might offer
to look after somebody’s children for the aftemoon.

It is one of the mistakes of our society that most
people do something they don' like just to eam
money and spend it on things they don't need.
Many people judge you according to how much
you eam. In my opirion, all jobs are equally important.
You may not eam 2 lot of money but you may be
worth 2 lot as a person. That's my message”

So what did she do with al the money she camed
from the sales of My fife without money?

b

| gave & all away..’

E
W
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5 VOCABULARY & PRONUNCIATION
saying numbers

a 42 Write the numbers. Then listen and
repeat. Practise saying them.

!

e seven hundred and fifty
—  omnec thousand five hundred
— seven thousand five hundred

Money, percent S,

and hons

£2.50 two ... fifty
$8.99 cight __ =
€320 A s
S50% Y ———=U"cant
os nought five
39 -ESNGN S ———— 1
va L

A “ e

“ e

e three s

&Y R half

¢ In pairs, practise saying these numbers.

5021478

30% £90
- 100%

2,800
€600 “"" 9,250
$200,000 2 nnnnnn
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The Sequences of Tenses

GRAMMAR

Reported Speech. Indirect questions and statements

Reported speech means that someone's words (direct speech) are reported in the form of
indirect speech. Sentences with reported speech are complex sentences with object subordinate
clauses, and the rules of the sequence of tenses govern them in the same way as in other
sentences of this type.

Direct and indirect speech give us a great opportunity to understand how the rules of the
sequence of tenses work. For comparison, the examples in the material below are given in pairs:
the first sentence in each pair 1s in direct speech, and the second sentence 1s the same sentence in
indirect speech.
If the verb in the main clause 1s in the present or in the future, the sequence of tenses in reported
speech shouldn't be a problem because the tense in the subordinate clause doesn't change. But
note that word order in subordinate clauses of reported questions (indirect questions) 1s that of a
statement. The conjunctions "if, whether” are used in reported general questions, while reported
special questions keep as conjunctions those interrogative words (what, who, when, where, why,
how) which they had in questions in direct speech.
He says, "I want to go there with you." — He says that he wants to go there with us.
He says, "I haven't seen her today." — He says that he hasn't seen her today.
He asks, "Does she live in this house?"” — He asks whether she lives in this house.
He asks, "When will she come back?" — He asks when she will come back.
Past tense in the main clause and the changes it requires
If the verb in the main clause is used in the past tense (usually, the simple past of the verbs "say,
tell, ask, answer"), the verb in the object subordinate clause in indirect speech should also be
used in one of the past tenses.
Generally speaking, the tenses in object clauses change in the following way: the simple present
1s changed to the simple past; the present continuous 1s changed to the past continuous; the
present perfect 1s changed to the past perfect; the present perfect continuous is changed to the
past perfect continuous; the simple past i1s changed to the past perfect; the past continuous is
changed to the past perfect continuous; the past perfect and past perfect continuous remain

unchanged: the future tenses are changed to the future in the past (1e., "will" 15 changed to

"would").

In addition, when you change sentences from direct speech to indirect speech, it is often

necessary to replace some pronouns and adverbs in the subordinate clause.

Personal pronouns change depending on the sense of the sentence, and the demonstrative

pronouns "this, these" are changed to "that, those".

Anna said, "I know your sister.” — Anna told me that she knew my sister. Anna told him that she

knew his sister.

She said, "I know this man." — She said that she knew that man.

Adverbs of time and place that are usually replaced

"today" 1s replaced with "(on) that day™;

"this moming, this afternoon, tonight" are replaced with "that morning, that afternoon, that

night";

"now" is replaced with "then";

"tomorrow" 1s replaced with "the following day™;

"next week, next month" are replaced with "the following week, the following month”;

"in a few days" is replaced with "a few days later";

"yesterday"” is replaced with "the day before™;

"last week, last month" are replaced with "the week before, the month before";

"three days ago, a week ago" are replaced with "three days before, a week before";
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"here" 1s replaced with "there".

Exception from the rule

If a general truth 1s expressed in the object subordinate clause, the present tense 1s normally used
in the subordinate clause despite the fact that the past tense is used in the main clause.

The teacher said that water boils at 100 degrees Celsius.

The teacher said that water freezes at 32 degrees Fahrenheit.

Departure from the rules of the sequence of tenses

The above-mentioned changes in the subordinate clause (if the verb in the main clause 1s in the
past tense) are required by the rules of the sequence of tenses, but the changes also depend on the
context and do not take place n all cases. Compare:

He said, "I will visit her tomorrow.”

He said that he would visit her the following day. (If "tomorrow" was in the past at the moment
of speaking, it is replaced with "the following day".)

He said that he would visit her tomorrow. (If "tomorrow" was still in the future at the moment of
speaking, it stays in the sentence as "tomorrow".)

He said that he went to the park vesterday. (If "vesterday"” was still "vesterday"” at the time of
speaking, the simple past and "vesterday" remain unchanged.)

She said, "I like this town."

She told me that she liked that town. (The speaker is in some other town at the moment of
speaking.)

She told me that she liked this town. (The speaker is in this town at the moment of speaking.)

In those cases where 1t 1s necessary to keep the expressions indicating specific time in the past in
the subordinate clause (for example, yesterday, last year, a month ago, in 1995), the simple past
usually remains unchanged in the subordinate clause. This is also true of the other object clauses,
not only of those in reported speech.

[ knew that she left for Tokyo two weeks ago.

{ was sure that he came back last month.

He said, "I visited Paris in 1995." — He said that he visited Paris in 1995.

He said, "I was watching TV when the telephone rang.” — He said that he was watching TV when
the telephone rang.

In some cases, the simple past may remain unchanged in the subordinate clause if a completed
action in the past is meant.

She said that Mike told / had told her about it.

He said that he bought / had bought a car at that car dealership.

He said that he built / had built a house for his son.

He said that he didn't find / hadn't found them.

In everyday speech, if the speaker feels that the action in the subordinate clause 1s still relevant
to the present, the present tense may be used in the subordinate clause despite the fact that the
past tense 15 used in the main clause.

Anna said that she feels tired. Let's go home.

He wrote in his letter that he is going to see Dr. Crosbhy tomorrow, so we will be able to find him
at the clinic.

She repeated several times that she wants to talk to you tonight. Do you know what it is about?
Language learners should follow the rules of the sequence of tenses strictly, especially in formal
speech and writing and in various oral and written tests of English.

Examples of indirect speech in different types of sentences

The examples below show how different types of sentences in direct speech are changed to
indirect speech if the verb in the main clause is in the past tense.

Statements

She said, "I live here." — She said that she lived there.

She said, "I am writing a letter now." — She told me that she was writing a letter then.
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She said, "I have already written three letters.” — She said that she had already written three
letters.

He said, "They will be disappointed when they learn that she has sold her house." — He said that
they would be disappointed when they learned that she had sold her house.

He said, "She was fired last week.” — He said that she had been fired the week before.

General guestions

He asked, "Do you know this man?" — He asked me whether I knew that man.

She asked him, "Have you finished your work?" — She asked him if he had finished his work.

He asked her, "Did you go there alone?" — He asked her whether she had gone there alone.

He asked, "Did you go to Spain in 2005?" — He asked whether she went to Spain in 2003.

Special questions

He asked, "What's the matter?"” — He asked what the matter was.

He asked me, "What are you doing?" — He asked me what I was doing.

He asked her, "How long have you been in Moscow?" — He asked her how long she had been in
Moscow.

[ asked, "When did you visit New York?" — I asked him when he visited New York.

Commands

She said, "Go to your room." — She told me to go to my room.

She said, "Buy some bread, please."” — She asked me to buy some bread.

He ordered, "Stay where you are!” — He ordered them to stay where they were.

Suggestions

He said, "Let's go to the lake.” — He suggested that we go to the lake. / He suggested going to the
lake.

She said, "Why don't you watch a movie?" — She suggested that we watch a movie. / She
suggested watching a movie.

Sentences with modal verbs

Modal verbs in the subordinate clause agree with the past verb in the mamn clause in the
following way: "can" 15 changed to "could”, "may" 15 changed to "might", "will" 15 changed to
"would". "Must" 1s usually replaced with "had to" but may remain unchanged in some cases.

"Could, might, ought to, should, would" do not change.

She said, "I can't find your book." — She said that she couldn't find my book.
She said, "I must go to the bank.” — She told me that she had to go to the bank.
She said, "He may refuse to do it." — She said that he might refuse to do it.
She said, "You should call him." — She said that I should call him.

PRACTICE

Indirect questions and statements

1. Underline the correct words.
1. Sally told/told me that she had lost the catalogue.
2. This is confidential, please don't say/tell anything about it.
3. This is confidential, please don't say/tell anyone about it
4. Chris said/said me he must leave early
5. 1 said/told them about the meal, and they said/told they would come.
6. "You see,' told/said Steve, 'l always told/said you'd get a promotion.
7. "You see,' told/said Steve, 'l always told/said you vou'd get a promotion.'
8. 'Look.' I told to/said to her, 'why don't vou tell/'say me what you mean?'

2. Look at the actual words spoken. Underline the correct words in the reported version.
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1. (Helen's words) 'l won't do it until tomorrow.'
Helen said I/she wouldn't do it until the previous/following day.
2. (Peter's words) 'It's very busy in here. I'll call you later."
Peter said it was very busy here/there, and he'd call me/him later
3. (The sales manager's words) "We received your order last week.'
He said they'd/we'd received our/their order the week after/before.
4. (Mel Bowen's words) 'I'm sorry about the delay, I'll deal with this now'
She said she/I was sorry about the delay, and she'd deal with it right then/later

3. Rewrite each sentence in reported speech.

1 'Are you on holiday for the whole of August?' she asked me.
Sheaskedme ...

2. "What do the letters "URL' mean?' | asked him.

I asked him.. .

3. 'Have you prepared the I' gures"—" my boss asked me.

My boss asked me .

4 "When 1s your bmhda;f"f" [ asked Franceqca

I asked Francesca..

5."Did you rememher to I:-ack up r_he ﬁ]e?' she asked him.

She asked him.. .

6."Why have y{}u lumed {}Il" lhe air condumnmg‘?' Ellen asked me.
Ellen asked me . i

7."Do you speak ]lalmn‘?' lhe;,.r aqked me at the interview.

They asked me at the interview ..

4. A customer came to a Mercedes -s-hnwmnm ina v.er;. old Fiat. There was an old lady in
the back of the car. Look at some of the things the customer and the salesman said. Then

rewrite the sentences in reported speech. (This is based on a true story.)

The customer said, 'T'm lhinking about buying a new car’.
The customer said .. .

The salesman said, 'The new '?5{]{] 15 ver}' gﬂﬂd value
The salesman said. .

The customer said, I hﬂu-ght a Mercedes in 1985 and [ Ilked |l alot'

The customer said . . .
The salesman said, "‘t’{}u can lake it f'{}r a test dnve
The salesman said ..

The customer said, ] dnnt have an:,-r |denl|r cation ...... bul lhe woman in

the car 1s my grandmother'

The customer said .. .

The salesman said, 'That w:l] be ﬁne
The salesman said ..

Two hours later, the va!evman sam’ "r’nur grandqnn 15 Lakmg a ]-:}ng time'.

The salesman said ..

The woman said, 'He 1sn't m;-,f grandq-:m He ﬂl"f'ered to dnve me to the

shops. I have never seen him before'
The woman said ..ot

5. A colleague of yours came back from a business trip, and you asked her the following

questions. Rewrite the questions using reported speech.
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Did you have a good trip?{ asked her if she had had a good trip.

'Have they signed the contract? ... ... ... ...

"Will you need to go back again?. ...
‘Was the hotel OK Y.
'Did you have any time of 7' ... .
'Are you feeling tired?'..

'Did you have any pmhlemq"' e

'Do you feel confident about the pmjecl?'

- -

L

-

-

V00N AW

'Did they hike the 1dea of a joint venture? . ... ...

=1

. Rewrite the following sentences. Use the introductory phrases and either a question
word or if.

Does the bank have a branch in Geneva, | wonder? { wonder if the bank has a branch in Geneva.

When will the plane get in? Do you know?
Do vou know when the plane will get in?

11.How are the negolialions going, I wonder?
I wonder ..

12.1s Peter coming to lhe meelmg‘? D-:} you knﬂw?
Do you know .

13.When is the talk going to start? Could you tell me?
Could you tell me .

14.Should I take the Job? I'm not sure.
I'mnotsure. ...

1 5. Where 1s their head office? I don't know.
I don’t know. .

16.Will lhEy accept our crﬂ"er I wcrnder"—'
I wonder . e
17. Have lhE'}f sent us an l:li‘dEl‘ l"crrm? Cauld you tel] me"—'
Couldvyoutell me ... ... .

18. How did they get this information, [ wonder?
Twonder .
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Business Meeting

1. A committee normally comprises between three and twenty members. It is headed
by a chairperson who has the power to control the discussion. The use of a committee
in business can be advocated whenever the normal chain of command is
inappropriate. The committee is essentially a communication device. 2. The problem
in a large organization is to ensure a two-way flow of instructions (downwards) and
feedback (upwards). It is often possible for a management to delegate the
responsibility for making decisions in noncritical areas to committees, though it is
Important to remember that the Board of Directors is also a committee and functions
accordingly. Minutes are required to be kept of the decisions taken at the meetings
which become a record of the business transacted and the decisions reached. 3. Under
no circumstances can voting take place unless a quorum (a minimum number of
members) is present, the quorum will be laid down in the committee's terms of
reference. A motion (or resolution) is the term used to describe the point in the
meeting when a decision is being considered. One of the members will normally
make the proposition and will then need to find a seconder—someone who supports
it. 4. Another form of meeting used in business is what is sometimes described as a
«command meeting». In this case the manager calls his subordinates together and
uses the occasion either to tell them what he wants from them or to listen and
exchange ideas with them. It is a very effective way of ensuring that the team is kept
fully informed. The meeting can coincide with a tea break and this gives the group an
opportunity to socialize before getting down to the serious business. 5. From the
workers' point of view perhaps the most important meetings are those conducted by
their trade unions. As well as the local branch meetings there are regional and
national executive committee meetings which are all conducted on a formal basis.
Shop stewards committees operate at factory level and play an important role in
communicating workers' grievances to management.

A meeting overview

Read the below introduction in a business meeting, where people who have come to
The meeting is welcomed and then explained what will happen.
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Chair:' Welcome to the latest meeting for the Samuel Project. | appreciate that you're
all busy and thanks for attending. My name is David Mitchell and | will be the
Chairfor today's meeting. Steve Crowther will be taking the minutes. You'll find a
copy of the meeting agenda in front of you on the table. As you can see, there are 7
items which we are going to discuss today.

| updated the agenda this morning, so it should be fine. But if you have any other
issues which you would like to talk about, please do it in the any other business part
of the meeting at the end.

There are two absentees from today's meeting; Peter Jackson can't attend today due to
a prior commitment. He sends his apologies. Also Sarah Campbell can't make it, she's
on holiday. So, John Hopkins is standing in for Sarah today. Does anybody have any
questions?'

Guess the word

The name of the person who runs/is in charge of a meeting, is ........

The record of what was said in a meeting, is called the.........

When something is the latest version, it is.........

A formal way to say that you have plans that can't be changed, is [ have a .........

New subjects which you want to discuss are asked in the part of the meeting called

The document that shows what will be discussed in the meeting, is the called the.....
A formal way to say that you are at an event or meeting is, to be ......

When someone goes instead of another person to a meeting, they are .....
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Conditional sentences

GRAMMAR SPOT

1 Look at the conditional sentences.

If I have time, I'll do some shopping.
If | had £5 million, I'd buy an island.

Which sentence expresses a possible situation?

Which sentence expresses an unlikely or unreal situation?

2 Complete each of these sentences to show the
real situation,

If I had a lot of money, I'd travel around the world.
(But unfortunately, | don't have a lot of money.)

If I had a car, I'd never catch a bus again.
(But unfortunately, . .. )

If | didn’t have to work today, I'd go to the beach.
(But unfortunately, . .. )

b 8.2 Time clauses

Conjunctions of time (when, as soon as, before, until, after) are not
usually followed by will. We use a present tense even though the time
reference is future,

I'll call you when I get home.

As soon as dinner is ready, I'll give you a call.

Can I have a word with you before I go?

Wait until | come back.

We can use the Present Perfect if it is important to show that the action
in the time clause is finished,

When I've read the book, I'll lend it to you.
I'll go home after I've done the shopping.

B 83 zero conditional

Zero conditional sentences refer to ‘all time,' not just the present or
future, They express a situation that is always true. [f means when or
whenever.

If you spend over £50 at that supermarket, you get a five per cent
discount,

B 84 Second conditional

Form
if + Past Simple + would

Positive

If I won some money, I'd go around the world,
My father would kill me if he could see me now.
Negative

I'd give up my job if I didn’t like it,

If I saw a ghost, I wouldn't talk to it.

’ 8.5 First or second conditional?

Both conditionals refer to the present and future. The difference is
about probability, not time. It is usually clear which conditional to
use. First conditional sentences are real and possible; second
conditional sentences express situations that will probably never
happen,

If Ilose my job, I'll .. (My company is doing badly. There is a strong
possibility of being made redundant,)

If Ilost my job, I'd .... (I probably won't lose my job. I'm just
speculating.)

If there is a nuclear war, we'll all ... (Said by a pessimist.)

If there was a nuclear war, ... (But I don't think it will happen.)

would

Notice the use of would in the following sentences:
She'd look berter with shorter hair, (= If she cut her hair, she'd look
better.)

would to express preference

I'd love a cup of coffee.

Where would you like to sit?

I'd rather have coffee, please.

I'd rather not tell you, if that's all right.

What would you rather do, stay in or go out?
would to express a request

Would you open the door for me?

Would you mind lending me a hand?

154



- - -

. R

Question
What would you do if you saw someone shoplifting?
If you needed help, who would you ask?

Note that was can change to were in the condition clause.

g{’ . were rich, ki wouldn't have to work.

I

Use

1

L]

We use the second conditional to express an unreal situation and
its probable result. The situation or condition is improbable,
impossible, imaginary, or contrary to known facts.

If I were the president of my country, I'd increase taxes. (But it’s not
very likely that I will ever be the president.)

If my mother was still alive, she'd be very proud. (But she’s dead.)
If Ted needed money, I'd lend it to him. (But he doesn’t need it.)
Other modal verbs are possible in the result clause.

I could buy some new clothes if I had some money.

If I saved a little every week, I might be able ro save up for a car.

If you wanted that job, you'd have to apply very soon.

If I were you, I'd ... is used to give advice.

If I were you, I'd apologize to her.

I'd take it easy for a while if I were you.

PRACTICE
Another busy day

1 Put if; as soon as, or before into each box. Put the verbs

in the correct form.

David Bye, darling! Good luck with the interview!

Sue Thanks. I'll need it. I hope the trains are
runningontime.[_ _If |I'm  (be)
late for the interview,I ____ (be) furious
with myself!

David Just stay calm! Call me when you can.

Sue Iwill,I ____ (call) you on my mobile
[ J1__ (get) outof the
interview.

David When you (know)

[ ] you've got the job?

Sue They ____ (tell) me in the next few days.

== Tthey (offer) me the job, I

(accept) it. You know that, don’t you?

Of course. But we’ll worry about that later.

OK. Are you going to work now?

Well,1 _________ (take) the children to school

e b (go) to work.

Don’t forget to pick themup [ | you

(finish).

Don’t worry, I won’t forget. You'd better get

going.[  Jyou_______ (nothurry),

you _____ (miss) the train.

P f I
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2 With your partner, ask and answer questions using
the prompts.
+ How/Sue feel if/late for the interview?
+ When/call David?
* When/know if she’s got the job?
+ What/she/do if they offer her the job?
+ What/David do before/go to work?
+ When/David pick up the children?

How will Sue feel if she’s
late for the interview?

( She'll be furious with hersep

THE GLOBAL VILLAGE

Second conditional

1 Read about the global village. Complete the sentences below
with the verbs in the box.

would live -weuld-be- would be would control
wouldn’t have would die wouldn’t know

If the world were a village of 100 people ...

1

U s W N

there __wouldbe 60 Asians, 14 Africans, 12 Europeans, 8 Latin
Americans, 5 North Americans, and 1 from the South Pacific.

51 would be male and 49 female.

80 in poor housing.

50 wouldn’t have enough food.

24 any electricity. (And most of the other 76

would only use it at night.)

6,17 how to read.
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7 7 would have access to the Internet.
8 5 32% of the village’s money.
9 only 1 would have a college education.
10 1 person every year, but 2 babies would be bor.

1 Ask and answer questions about the global village with a partner.

* How many people ... be women?

» How many people... live in poor housing?
v ... everybody have enough food?

o ... most people have electricity?

+ How many people ... be very rich?

» ... most people have access to the Internet?

PRACTICE

Discussing grammar

1 Work with a partner. How many sentences can you make from
the chart?

tell you.
were ‘a politician, travel the world.
had the answer, keep it.

If1 found you, I'd ‘always tell the truth.
knew the time, | wouldn’t | accept the job.
didn’t know | a £50 note, ‘be bored.
didn’t live in a big city, “help you.

“ask the teacher.
2 Put the verbs in the correct form.

T =T (be) rich, I (travel) round the world.
First I (go) to Canada, then I (go) to
New York.

2 Ifhe (work) harder, he (have) more
money.
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....... 7

= i (go) to work if I (feel) better, but I feel

terrible.

4 If1 (can) speak perfect English, I (not
be) in this classroom.

5 What you (do) if a stranger

(give) you £1 million?

6 What you (say) if I (ask) you

to marry me?

If | were you ...

3 We can give advice using If I were you, Id ... .

Work with a partner. Give these people advice.
1 I found a wallet in the street.

If | were you, I'd take it to the |
nearest police station. ‘

Y

2 I don’t like my sister’s boyfriend.
3 I've had a row with my mother.
4 I never have enough money.

5 My neighbours make a lot of noise.
6 I really need to do more exercise.
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First conditional

1 We use conditional sentences when
discussing the terms of an agreement,
making hypothetical proposals, bargaining
and making concessions.

If you order now we will give you a
discount.

We will reduce the price by 10% if you give
us a firm order in advarice.

If we give you go days’ credit instead of 6o,
will you give us the interest you would
have paid?

The use of if + will + base form of the verb

suggests that the acceptance of the

condition is the basis for a deal.

2 We use unless in conditional sentences to
mean if not.
We won’t be able to start construction
unless you train our personnel.

3 As long as and provided that are also used
to state conditions.

We will sign the contract as long as you
guarantee prices for the next eighteen
months.

We can reach agreement on a joint venture
provided that our firm has a
representative on your board.

Second conditional

If the proposal is more tentative and
possibly less feasible we use past verb

forms,

If we said we were prepared to deliver in
March would you make a firm order?

If you agreed to create more jobs we might
think about a productivity deal.

If the Government found some extra money,
would you be prepared to create a
subsidiary in our country?

LANGUAGE FOCUS

Hypothesizing - past and present

1 All of these sentences are hypothetical. That is, they
imagine changing certain facts. What are the facts?

| wish | knew the answer. | don't know the answer.

If only I could come.

If only I'd told the truth.

If | didn’t get so nervous, I'd get better results.

If you'd helped us, we'd have finished by now.

| should have listened to your advice.

I wish | spoke French well.

I wish you would speak to him.

2 Which of the sentences are about present time?
Which are about past time?

3 Look at sentences ¢, d, and e. What are the full forms of
the contractions /'d, you'd, and we'd?

4 Other expressions are also used to hypothesize.
Complete the sentences with the facts.
It's time you knew the truth. The fact is that you ...
I'd rather you didn't smoke. The fact is that you ...
I'd rather they hadn't come. The fact is that they ...
Supposing you'd fallen and hurt yourself? Fortunately

Joe o AN oe

you ...
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PRACTICE

1 Express a wish or regret about these facts. Use the words

in brackets.

1 Idon't speak English fluently. (wish)

I'm an only child. (wish)

W o W

to work. (wouldn’t/if)

You speak very fast. I don’t understand. (If)

We don’t have enough money for a holiday. (If only)
I get up at six o'clock every morning. I have to go

6 1 didn't learn to ski until I was forty. I'm not

very good. (If)

7 My thirteen-year-old sister wants to be older.

( She wishes)

8 My best friend always borrows my things without

asking. (I'd rather)

9 Idon't know anything about computers. I can’t

help you. (If)

10 'We want to have a break. (It’s time)

Talking about you

6 What do you wish was different about your life? Make a wish list
about some of these things and discuss it with other students.

+ home -sodallife ‘W
ofamﬂy « work OI‘hﬁﬂBNPS
« friends « holidays

was/were ...

did/didn’t ...
had/hadn't ...
could ...

If only
| wish

FIZTE

wasn't/weren't ...

would/wouldn't ...

SPOKEN ENGLISH Expressions with if

There are many fixed expressions with if often found in spoken English.

Match a line in A with one in B.
A B
1 Would it be OK if if you've got a minute?
2 If all goes well, Id never forgive myself.
3 If you knew what | know, If anything, he’s a bit shy.
4 Could | have a word with you | left a bit early today?
5 If anything went wrong, we can always postpone it.
6 Win? What do you mean? If you ask me, | youd never go out with him again.
7 It was a Thursday, not a Tuesday, if any at all.
8 Well, if the worst comes to the worst, | they don't stand a chance.
9 You haven't made much progress, we should be finished by Friday.
10 I don't think he's cold or arrogant. if | remember rightly.
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Conditionals Complete the sentences with the correct form of the verbs in brackets.

1 Ifyou offer us a 15 percent discount ............. (we / give) you an order for
50,000 bottles.

2 What discount ............. (you / offer) us if we decided to spend = 1 million
a year with you?

R s ensess (we / improve) the payment terms, would you consider buying
from us?

4 If we meet again next week, ............. (you / change) your position?

5 We could negotiate a better price if ............. (you / shorten) the delivery
time.

[ o s (you be able) to deliver next week if we ordered 100,000 units
today?

ZARyousaiiGs (not offer) such good terms, we wouldn’t do business
with you

CONDITIONALS

0 Conditional

I. Match the parts of the sentences to make one and correct.

f/m/m/m/m/ £ ;"*"’"‘”‘*"’ . 3 e e m”; . r;‘
P, B you heat water, ¢ ia.: itproducesgreenhousegases !
Je——— TSI st | - ‘,
i 2. | HMpeopledon'teat ordrink, | 'b. | the sea levelrises |
a/w/w/w/w/ ' ;W/W/W/f g»y/w/w/j ; . £ g
3. Hramlate, Poe ] theybecomeextinct J
(m/m/m/m/ P ;‘”‘*‘”‘*"’” ng.awmm’ P {f
Y Byouhavea toothache, . d. | the greenhouse effectgetsworse. |
i ooy ;
f/m/m/m/m/'!“ . . [ /qr/m e ‘ . . (]
¢ 5. 1 WN8ffactoriesusefossil fuels, | e.! it boils. !
[— P i s

6. W ouburnoil, f. yousave upenergy
F s P el vy

7. WRBH »coplccut downtrees, g. my fathertakesme to school.
el : fres . . ¢
! 8.1 WRBH: ccbergsmelt, ¢ h. itisdeforestation :
. By eairconditioningwisel A ouvisitthe dentist i
L9 ou us g Yy o i y j

10. [lpeopledon’t protectanimals, Jje eventually they die.
P SEELIELEEL sy sl &
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0 & 1 Conditional

I1. Decide which conditional it is, 0 or 1? Try to put the verbs in the correct
form.

(drop) an apple, it
(get) tired if I .
(boil) if you (heat) itto 100 C
(phone) my friend if I (have time today.

(freeze) water, it (turn) into ice.
(rain) today, I (stay) at home.
(see) you tomorrow, I (buy) you a drink.
(go) to the beach if it (be) warm tomorrow

2 conditional

III1. Match the parts of the sentences to make one and correct.

. j! it didn’t rain.

1. | T wonthe lottery, J j a J
(2. ‘ I were in Brazil, P b. | ' 1 wouldn’t do that. ;
; 3. é They wouldn’t work any more E f c. g I would travel around the ;
$ Pt ;world
' 4. . We could go out ;od. Jyou were me? !
5. “What would you do , ' e. ! they won the lottery.
‘ I were you ) f. Iwould go to Rio de Janeiro.
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IV. Fill in the sentences with the correct form of the given verb.

Type O Conditional

‘ feels ‘ he or she alw ays

| rises | If the sun * (rise) |

‘ becomes ‘ it * (become) ven

| Plants * (die), | (do) not rain.

People * (get) fat
| |

(eat) junk food.

if they

| if they * (eat) jun'| If a person

practises | If a person * (p”"| he or she always

good.

Type 1 Conditional

(cook) the supper, I (wash) the dishes.
(pass) the test if she (study) hard.
(be) sunny, we (go) to the park.

(be) sad if Juan (leave.)

Type 2 Conditional

(have) a million dollars, I (buy)a big house.
If dogs (have) wings, they (be) able to fly.
(be) you, I (drive) more carefully in the rain.
Paula (be) sad if Jan (leave).

V. Which conditional — 0,1,2 ? Decide.
Fill in the sentences with the correct form of the given verb.

CIf you ............ (boil) water, it ............... ( turn) to steam.
S IfI.......... (be) an astronaut, I ................. (take) the photos of Turkey from space.
~Ifyou............ (put) a stone in the water, it .............. (go) down.

~Ifyou ..., (put) oil into water it ..........cc.cu...... (float)

- If there .............. (be) no water on earth, we ...................... (not, exig

I you e, (be) a bird, where. .............. YOU ...ounnee (fly) to?

“ANNA e (pass) the test if she.......... (study) hard enough.

~Ifyou . (heat) iceit ................. (melt) ’
D (not, do) that if T .....oeeeeereeneen.. (be) you. ()—
“Ifhe e, (get) any worse L..........ccoeun.e.e (take) him to the do@@
. If the SNOW ....eeeneeennennee. (get) any worse we............ (have ) stop walking. ;
~ Ifice (melt), it ceoovvveveeeeenenee. (turn) to water
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Pre-reading

Does bribery mean the same thing in every country? Why/Why not?
Read the text

UK government backtracks over bribery

Bribery by UK companies operating abroad 1s being reduced by ‘education rather than
prosecution’ after the government said it would not strictly enforce laws introduced just two
years ago. The World Bank has estimated the annual global cost of corruption at more than
$1500bn (£789bn), although experts say it 1s hard to quantify. But Jack Straw, the Foreign
Secretary, told diplomats last year, in internal advice which has only now come to light, that
business should be ‘sensitised” to its responsibilities. He said the government would ‘prefer to
change behaviour by education rather than prosecution’.

Laws making 1t easier for British companies to be prosecuted in the UK for overseas
corruption came into force two years ago, after the government came under pressure from the
US, which has long had a ban on corporate corruption in the developing world. Only a month
before the new UK laws came into effect, Foreign Office staff were instructed to tell executives
that “bribery 1s bad for business. The payment of bribes is unacceptable.’

But there has vet to be a single prosecution under UK laws. Only four allegations have been
referred to the National Criminal Intelligence Service, and only one 1s under active investigation.
The government’s position appears in tune with companies’ claims that they need flexibility to
operate in countries where small bribes are commonplace. The CBI, the employers” body, said
last night 1t was ‘important to have a sensitive approach, because business has to deal with the
world as 1t 15, not as it would like it to be.”

Some executives complain that First World standards do not suit the realities of doing
business in developing countries. They argue that strict enforcement will deter investment. Susan
Hawley, a consultant to The Corner House, a think-tank, said: *It’s shocking that the government

does not favour prosecutions — the laws are not really going to be taken seriously by the business
community until there are some high-profile cases.”

The Foreign Office has encouraged staff’ to report serious allegations, but in effect
advised them to turn a blind eye to payments of small backhanders to speed up services such as
customs clearance. *Whilst small payments ... are strictly illegal, we do not envisage
circumstances in which there would be a prosecution,” the memo sent by Mr Straw last year
states. The Foreign Office said its policy of educating British companies about corruption
reflected the fact that it took the 1ssue seriously. “It 1s absurd to suggest that we do not treat our
work on enforcement ... with the utmost importance,” an official said.

Reading Comprehension
Task 1. Look through the article. In which order does this information appear?
a) The UK introduced laws against corruption under the influence of the US.
b) The UK Foreign Office will not prosecute in cases of corruption involving small payments.
¢) The cost of corruption to business worldwide 1s nearly £800 billion per vear.

d) Some say that you can’t apply the laws of advanced industrial countries to developing
countries, but others disagree.

¢) No one has been prosecuted under UK anti-corruption laws yet.
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Task 2. Correct the statements about expressions from the article. (Not all the words in
italics below can be found in English.)

a)Persecutionis when the authorities accuse someone of a crime at a trial.
b) If the authoritiesinforce laws, they organize trials for people who break them.
¢) If you esteem an amount, you calculate 1t.

d) If you sensibilise someone to their responsibilities, yvou make them more aware of what they
are and how important they are.

g) The noun related to “corrupt’ 1s corromption.
) When vou tell someone about what they should do, vou give them advise.

g) The way that people behave 15 their behavement.

Task 3. Choose the best alternative to complete the statements about the expressions in
italics.

1. If a law or regulation comes into force or comes into effect, 1t
h) 1s obeyed by everyone.

1) becomes valid.

1) becomes out of date.

2. If you come under pressure from someone, they try to

1) influence you.

11) talk to you.

1) communicate with you.

3. An allegation is an

1) instruction.

1) communication.

111} accusation.

4. If an activity is under investigation by the authorities, it is being
i) examined.

1) ignored.

111) encouraged.

5. If someone’s thinking 1s in fune with someone else’s, they generally
1) disagree with each other.

11) agree with each other.

111) don’t care about each other.

Task 4 Match the verbs 1 — 5 to the ideas a) — e) that they go with in the article.
1. deter a) services

2. favour b) prosecutions

3. report ¢) circumstances

4. speed up d) allegations

5. envisage ) investment

Task 5 MNow match the verbs 1 — 5 in Task 4 to their meanings.
a) tell the authorities about something

b) make something less attractive

¢) make something happen more quickly and easily

d) imagine or foresee something

e) want or prefer something

Task 6.0ver to yvou. What is the key message of the article?
Task 7.Render the article.
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Pre-reading
What measures can be taken agaist bribery?

Siemens Managers Admit Bribing Russian Officials

Representatives of German electronics and engineering group Siemens arrested in a bribe
scandal have confessed to bribing Russian telecoms companies and authorities to win lucrative
contracts, Vedomosti reported Monday, citing German newspaper Stiddeutsche Zeitung.

One of the two former executives questioned by prosecutors last week said he was personally
mnvolved in paying Russians for services disguised as consulting fees. The sums were bribes
meant to ease winning orders, Vedomosti said.

The other suspect, who was for many vears in charge of sales in the CIS, also gave
“exhaustive evidence™ to prosecutors, the newspaper said.

According to the suspects, Siemens spent close to 10 million euros ($13.4 million) per
year on bribes and kickbacks in the CIS, adding that most of the money went to greasing the
palms of officials and even members of the intelligence services.

Stemens” Munich office confirmed that two current and former managers of the company
had been arrested as part of the ongoing investigation, Vedomosti reported.

Employees at Siemens office in Moscow declined to comment Monday.

The German investigation started in November last year, when prosecutors raided the offices
and homes of a number of Siemens employees amid suspicions of creating slush funds used in
bribing to obtain contracts abroad. Siemens reported revenues of more than 1.6 billion euros
($2.1 billion) in Russia last year.
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Reading Comprehension

Task 1.Read the articles and answer the following questions.

1. Who was arrested in a bribe scandal?

2. What have they confessed?

3. How were bribes disguised?

4. How much money did the company spend on bribes in the CIS?
5. Who was the money usually paid to?

6. Where did the investigation start?

Task 2.Find the expressions in the article that mean:

a) to admit that you have done something wrong

b) money or gift illegally given to someone to persuade them to do something for you

¢) to change something so that people cannot recognize it
d) an amount of money paid to a professional for the work done
e) to make a process go on smoothly

f) money paid secretly and dishonestly in return for someone’s help

g) to give someone money 1n a secret or dishonest way 1n order to persuade them to do

something

h) a special fund kept for dishonest purposes

Task 3.Match 1-8 to a)-h) to form partnerships from the article.

1. bribe a) executives

. lucrative b) evidence

. former ¢) manager

. consulting d) investigation
. exhaustive e) fund

. current f) scandal

e = T B CoR PRI o

. ongoing g) fees

8)  slush h) contracts

Task 4.Match each verb 1-6 to the expressions a) —f) from the article.

1. to confess a) winning orders

2. to win b) close to $13.4 mullion per year on bribes and kickbacks in the CIS

3. to ease c) to bribing Russian telecoms companies and authorities

4_to spend d) the offices and homes of Siemens employees

5. to raid e) lucrative contracts
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Hotel service

N:38 HOTEL SERVICE

Nowadays paople traval on businass and as tourists more than in the past.

Mo businessman can avoid being a paving puast avary now and then,

In big cities thara ars a lot of good hotels.

Accommodations as wall as rates vary from hotal to hotel

There are dehuxs hotels, the most luxurious and the most

axpansive, tasort hotels used for entertainment of racraation,

Still, if vou donot wantto zst disappointed, it is advisabla to book accommodationbeforshand by fax or talsphona, 2
spacially if vou ara visiting th town during the summer months,

I vou do not book sccommodation beforshand, voumay have to lzeva the hotel becausa it s fully booked up.

That would be anunplessant exparianca, aspacially if vou artivad late at night

Rooms in most hotels hava all modem eonvanizncas: cantre] hesting sircondtioning, hethroom, hairdrver, trouserp
tass, talephona, and satellite TV and ofhers,

Sarviea is usually quite satisfactory,

Vou can take a singls coom, sdouble soom or a suits, chargas varying accordingly.

[f you can't stand thenoise of the streat, do not take an outsida room, ask foran  inside ome,

Sarviea is supposad to begin st the door,

When your taxi stops at theentrancs to tha hota! the doorman and tha ballboy help vou with the hugzazs.

The doorman is very important during the taception procaduse,

He isstationad at the entranca to the hote] and assists the muasts in and out oftaxis and cars, calls for cabs,

Inthe lobby of a hotl thera s a ragisteation orfront dask whara the suasts check in and out, pick up and deposit ke
vs and 50 00,

The guastis ziven a registration card to fill out the name andpsrmansnt addeass,

The dask clack of raceptionist anters the suast’s roomnumber, the room rate, and the arrival and dapartura dates fnt
o the computar,

Then he asks the guestto sigm his or her name,

When the guasts are through with the formalities, the bellboy takes them and

their lugzazz up {n the lift and shows them to their room,

H shows themwhera tha light switehas ara and explains the use of the room appliances, such as the television set ¢
ooking facilties, if any, and the sir conditioning.

He can also rum ersands for vou,

Now that vou hava bean satflad fn & hotel roomand hava bean siven the key of it you bacome a ragular hotal guast,

At the hotel vou can get various serviess,

If you want to hava your suitprassed or dey cleansd, your shirtironad, or vour laundry done, you shouldring for th
& maid and sha will s22 to it hat everything is dona,

You can also have vour meals sarved in vour room,

Watch the video (at the hotel)

In the lobby of a hotel thers arz a lot of offices: a booking offics, post andtalepraph officas, an information dask sup
arvisad by the conciarge,

At theinformation dask vou can nquirs bout the depar-turas and arrivals offrains and flights, abouttelephons mum
bers and sddrasses of offices endprivats individuals and sbout a lot of other things,

Concisrgas ar alwayssaady to halp the suasts and provide them with ll kinds of usefulinformation.

Basides, thera is a nawsstand, a bookstall, & kiosk selling pictureposteasds and souvaniss,

Cosmatics and liquor ara sold too, but with a sales tex,

At the sirport you can buy them tax-fraa.

Atthe booking offics they canbook for vou seats af the theatra or on the plans, or hotel sccommodation imanother fo

WIL

In the same building thers ars also sastaurants, bars, cafsterias, beautyparlours, saunas, steam rooms and massage £
ooms, along with fullvaquippad supervised evms and swimming pools,

EX: Translata the middle part of the taxt
Ex 2: Maka § questions to this text and lst vour partnar answar them,
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MAKING A RESERVATION

SEA VIEW B&B

www.seaviewb&b.com

1 Janet Cooper wants to go on holiday with her family. She faxes the Sea
View B&B to see if they have the accommodation she wants. Look at the
advert for the Sea View B&B and fill in the details at the top of the fax.

2 Put the words in order, and write them into the message part of
Janet’s fax.

FAX TRANSMISSION

Get away from the city.
To: Page1of 1 Escape to the peace and quiet
From: Janet Cooper Date: of Cornwall!
. . For reservations and enquiries contact
Sub ject: To fax no: S uiries col
From fax no: 01259 67821 Phone/Fax: 01326 230579

email: reservations@seaviewb&b.com

a two / rooms / bed and breakfast / 1/ to/
would like / reserve / at / your

b 27 August / We / on / are / arriving

¢ six / hope / stay / to / We / for / nights / '
departing / 2 September / on

d and / hushand / would like / room / 1 / My / double /
with / en-suite bathroom / an / preferably / a

e also / reserve / two /to/ 1/ a/ room / for /
would / like / teenage / our / daughters

f should / non-smoking / rooms / be / Both

g sea/ the / possible / Would / have / it / rooms /
to / facine / he /2

h available / for / you / Do / have / dates / these /
rooms / ?

i also/ me/ you / Could / tell / room / each / price /
the /of /7

J from/ 1/ forward / look / you / to / hearing

3 Write a reply letter or fax to Janet. Include the following information:

+ thank her for her enquiry

+ say you are pleased to confirm her reservation for the rooms she wants and
for the dates she wants

+ tell her that all the rooms come with en-suite bathroom and a sea view

+ each room is £50 per night

+ end the letter saying that you look forward to welcoming her and her
family to the B&B

+ finish with Yours sincerely, Anne Westcombe
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AT THE HOTEL

Mr Stanley, a British businessman, met Borisov at the airport and took
him to the Hilton Hotel in the centre of London.

On the way to the hotel some things impressed Borisov: a lot of
bright advertisements, red London buses (double-deckers)’, left-hand
traffic and terraced houses®. It took the two businessmen an hour to get to
the Hilton Hotel.

It's a comfortable 5-star hotel with all modern facilities. There are
two restaurants, a bar and a coffee shop downstairs. There is an indoor
swimming pool and a fitness centre. The hotel also has a business centre
with Internet and e-mail service and some conference rooms. In the busi-
ness centre the guests can have cocktail receptions, business meetings,
lunches and dinners.

In the hotel there are 350 rooms. Each room has a refrigerator and a
mini-bar, a satellite TV, an IDD (International Direct Dial) telephone’, an
electronic safe and a bathroom.

(At the reception)

Mr Sianley:  Good afternoon. I'm from Bond&Co. We have re-
served accommodation for Mr Borisov at your hotel.

Receptionist: ~ Wait a minute, please. I'll check it. Yes, that's right. A
single room with a bath from today. The room is on
the third floor, No. 301.

Borisov: | hope the room 1s not noisy.

Receptionist  It's very quiet. It doesn't face the street. Now, sir,
will you fill in the form, please?

(Borisov fills in the form)

Receptionist:  Thank you. Here is the key to your room. I'll call the por-
ter and he’ll take your luggage up to your room in the lift.
[ hope, you'll enjoy your stay at our hotel, Mr Borisov.

Ex. 13. What do you remember about!

The facilities the Hilton Hotel offers to the guests.
The room the British company reserved for Mr Borisov.,

Listening: hotel service
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THE HOTEL STEFANI

Paul came out of the hotel and got into the car.

“No, this hotel hasn't got any rooms.”

“Oh,” said Patricia, “this is the eighteenth, isn't it? Let’s go to a cafe
and have a cup of coffee. We can phone some other hotels from there.”

“That's a good idea,” Paul said. “Let's have some coffee and then
I"1l start telephoning.™ '

Patricia and Paul came to St. [saint] Moritz, a popular holiday place,
for a short rest. It was August, the hotels were full and it was impossible
to find any accommodation.

. Paul stopped the car near a nice building and they came nio the
cafe Thm were a lot of people there. A pleasant-looking man with grey
hair” came up to them and showed Paul and Patricia to the table. They
drank coffee and then Paul began to telephone. He telephoned five ho-
tels but the answer was: “No, we haven’t got any rooms tonight.”

It was the ninth hotel when Paul heard:

“You'd like to have a double room, wouldn’t you?

“Yes. Is there any hope?”

“We've pot a room. The people who reserved it haven't arrived yet.
And it’s half past eleven. I think you can have the room.”

“Oh, thanks' ['ve telephoned so many hotels. You are the Hotel Ste-
fani, aren’t you?"

“That's right. The Hotel Stefani.”

“Where is your hotel 7"

“In the centre of St. Moritz. Where are you speaking from?"

“I really don’t know. But I'll ask the way. And what's your name,
please™ — “My name is Markie.”

Paul came back to the table and called the waiter.

“Do you know where the Hotel Stefani is? It's in the centre, isn't it?

“Yes, it is. And you are in the café of the Hotel Stefani.”

“What did you say?"

“I say this is the Hotel Stefani.”

“Is it really? I'd like to speak to Mr Markie. Where is he?"
~ “One moment, sir. Oh, yes, he is over there.”

Paul looked and saw the pleasant-looking man with grey hair not far

from their table.
(After J. M. Ward)

b) Speak about:

1. the problem Paul and Patricia had when they wanted to get accom-
modation at a hotel;
2. how they found a room.

WRITTEN PRACTICE

Ex. 32. Change the sentences into reported speech.

Mr Blake: “The Hilton Hotel is in the centre of London.”

Mr Voronin: “How long will it take us to get to the hotel, Mr Blake '
The Immigration officer: “What's the purpose of your visit?"

The secretary: “I have made a reservation for Mr Orlov at the Mar-
riot Hotel.”

Pete: “Can I pick you up at the office at 5.30, Mary?"

The manager: “We will discuss the terms of the contract next
week.”

7. Frank: “I spent my winter holiday in the Alps last year.”

8. Mr Bell: “Does our price suit you, Mr Lavrov?™

9. Mr Brown: “We launched this model in Asia half a year ago.”

10. Linda: “Did you go to the swimming pool at the weekend, Mary?™

Calk ol ol

&
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Renting a car
(Car rentals)

Which of these things is
the most dangerous when
you’re driving a car?

e making a call on your mobile

» [(istening to your favourite music

¢ listening to music you don't know

* opening a packet of crisps or a can of drink

® picking up a specific CO from the passenger seat

o talking to other passengers

A car magazine tested car drivers in a driving simulator.
The drivers had to ‘drive’ in the simulator and at the

same time do the things in the list above. The results
of the tests were surprising (and worrying).

RENTING A CAR

d Look at the statements below and decide

whether you agree or disagree, Tick (v} the
oneés you agree with and put a cross (X) next
to the ones you disagree with. Think about
your reasons.

Drivers should not use any kind of phone
when they are driving.

The minimum age for riding a motorbike
should be 25.

The speed limit on motorways should be
100 kilometres an hour.

Cyclists are just as dangerous as car drivers.

Speed cameras do not stop accidents.

In groups, give your opinions on each
sentence. Do you agree?

Travelers cannot always get to the place they want by catching a plane or taking

a taxi.
They need their own means of transport.

Robert Swans wants to rent a car for a four day trip to New York and so he calls

a car rentals firm.

DIALOGUE

George: Welcome to “Star” Rent a Car.
My name is George.

How can | help you?

Robert: Morning, George.

I’d like to rent a car for a four

day trip to New York.

George: You have come to the right place.
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We have a very wide
range of cars.
What kind of car would you like?

Robert: ’m not too sure.
What’s available?

George: Well, we have standard four doors, four by fours,
mini vans, SUVs and convertibles.

Robert: Ok, George, I'll be fine with a standard four door.
What options do you have with those?

George: All “Star” vehicles include automatic transmission and
air conditioning.

Our standard model is Ford Taurus that comes

fully loaded (equipped) with power steering, ABS, and FM radio.

But I guess you will also want GPS.
It’s a long way to New York.

Robert: No, I think I’11 do fine with a map, thanks.
George: Ok, and who will be driving?

Robert: I will.

George: May | have your name, sir.

Robert: Certainly.

It’s Robert Swans.

Here is my international

driver’s permit and my driver’s license.

George: Ok.

Let me just write that down.

Our standard mileage
allowance is 500 miles per day, so, you won’t need to worry about
extra charges for a trip to New York.

What about automobile
collision insurance?

It can get icy on those roads.

Robert: That’s not a bad idea, but my credit card gives me
collision insurance.

George: All right.

Just sign here and here are the keys of your
car.

Ex: Act out the dialogue
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RENTING A CAR

Travelers cannot always get to the place they want by catching a
plane or taking a taxi.

They need their own means of transport.

Robert Swans wants to rent a car for a four day trip to New York
and so he calls a car rentals firm.

DIALOGUE

George: Welcome to “Star” Rent a Car.

My name is George.

How can | help you?

Robert: Morning, George.

I’d like to rent a car for a four

day trip to New York.

George: You have come to the right place.

We have a very wide

range of cars.

What kind of car would you like?

Robert: I’m not too sure.

What’s available?

George: Well, we have standard four doors, four by fours,
mini vans, SUVs and convertibles.

Robert: Ok, George, I’ll be fine with a standard four door.
What options do you have with those?

George: All “Star” vehicles include automatic transmission and
air conditioning.

Our standard model is Ford Taurus that comes

fully loaded (equipped) with power steering, ABS, and FM radio.
But | guess you will also want GPS.

It’s a long way to New York.

Robert: No, I think I’11 do fine with a map, thanks.
George: Ok, and who will be driving?

Robert: I will.

George: May | have your name, sir.

Robert: Certainly.

It’s Robert Swans.

Here is my international

driver’s permit and my driver’s license.

George: Ok.

Let me just write that down.

Our standard mileage

allowance is 500 miles per day, so, you won’t need to worry about
extra charges for a trip to New York.
What about automobile

collision insurance?

It can get icy on those roads.

Robert: That’s not a bad idea, but my credit card gives me
collision insurance.

George: All right.
Just sign here and here are the keys of your

car.
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Ex: Act out the dialogue
A tourist in London decides to skip his tour group and .

wanders around, seeing the sights, occasionally stopping at a quaintBritish pub to soak up

the local culture, chat with the locals, and have a fewpints of stout.

After a while, he finds himself in a very nice neighborhood with big, statelyresidences...

pubs, no stores, no restaurants, and worst of all NO PUBLICRESTROOMS.

He really, really has to go, after all those drinks.

He finds a narrow side street, with high walls surrounding the adjacent buildings
and decides to use the wall to solve his problem.

As he is unzipping, he is tapped on the shoulder by a London police officer, who
says, "l say, sir, you simply cannot do that here, you know."

"I'm very sorry, officer,” replies the tourist,

"but I really, really have to go, and ljust can't find a public restroom."

"Ah, yes," said the policeman.

"Just follow me".

He leads the tourist down aback delivery alley to a gate, which he opens.

"In there,"” points the policeman.

"Go ahead sir, anywhere you like."

The fellow enters and finds himself in the most beautiful garden he has everseen.
Manicured grass lawns, statuary, fountains, sculptured hedges, andhuge beds of
gorgeous flowers, all in perfect bloom.

Since he has the policeman's blessing, he relieves himself and feels much more
comfortable.

As he goes back through the gate, he says to the police officer,

"That was really decent of you... is that what you call Englishhospitality?"

"No sir," replied the police officer, "that is what we call the French Embassy."

Ex: In 2-3 sentences say what it is about.

Find in the text the information about what happened with the tourist, read it and translate.

no
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How to play

just come from.

1 Decide how many players per board (6 maximum)
2 Place counters on WHAT DO YOU SAY?. The first player to throw a six begins.

3 Take turns to throw the dice. When you land on a square, answer the relevant question.

4 If the other players do not accept what is said, the player must go back to the square he or she has

5 The winner is the player who reaches FINISH! first.

What do
you say?

q

You have forgotten the name of
the person you are talking to.
Find out their name politely.

2

You are late for a meeting.

6

You are in an important business
negotiation. The other person asks
you if he/she can smoke.

The waiter in a restaurant has just
given you the bill. You are sure it Is
much too high.

8

You are having dinner with a foreign

colleague in their country. The food

is unfamiliar to you and you do not
know what to choose.

12

An important client invites you to

the theatre. You cannot attend
because you have already accepted
another invitation.

13
At a conference you meet someone
you think you've met before.

14
You have just spilled red wine on a
client's dress.

18

Spell your name.

19

Give your telephone number.

20
In which country is chewing gum
forbidden by law?
a) Iran b) Irag ¢) Indonesia
d) Singapore
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24
Give directions from your office to
the closest station or airport.

25
In which country is it illegal to drink
anything alcoholic and drive?
a) Sweden b) France ¢) the UK
d) the US

26

Recommend a restaurant to a client.

30
In which country is it common to go
out to eat after 10 p.m.?
a) the UK b) Sweden ¢) Japan
d) Spain

31
You arrive for an appointment with
your bank manager. Introduce
yourself to the person at the
reception desk.

32
You are visiting a company and you
want to use their telephone.

You are at a party. You want to get
away from someone who will not
stop talking.

You are offered some food that you
hate.

You should not point the sole of
your foot towards your hosts. Which
area does this refer to?

a) Arab world b) West Indies
¢) Scandinavia d) Australia

You are at a cocktail party and the
host / hostess has just handed you
a glass of champagne. You do not
drink alcohol.

10

In which country would it be a grave
insult to touch someone on the
head?

a) Thailand b) Japan
©) Pakistan d) Iraq

11

You have been invited to your
colleague’s house for dinner.
He/She telephones you to ask if
there is anything you don't eat.

15
in which country is it quite likely
that you will be asked to sing a

16

A visitor wants to buy some local

17

A visitor wants advice on how to

song? .
a) htaly b) Austria o) Japan souvenirs, spend an evening in your town.
d) Germany
22 23
21 You are on the phone. Describe You are at an international

Talk about today's weather.

yourself to someone you are going
to meet at the airport, so they can
recognise you.

conference. Complain about your
hotel room.

27
You are on a plane. Introduce
yourself to the person sitting next to
you.

28

Introduce your boss to a person
visiting your organisation.

29
You are having a small dinner party.
Introduce two of your friends to
each other.

You see an attractive person at an
international conference. Start up a
conversation.

You meet a business contact at a
railway station. Offer to carry some
of his luggage for him.

Finish!
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Excursion
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Minsk was founded in 1067. Its name comes from the word “mena”—in old times it was a market
place where people exchanged things. Minsk has always been an important trading center. In the very early
days the Svisloch River was full-flowing and served as one of the main transport routes by which Minsk
maintained trade and economic ties with other cities. Minsk was not a large and important town till the end
of the 18thcentury when it began to expand. In 1919 it became the capital of Soviet Belorussia and turned
into an industrial and cultural center of the republic.

Here we are in Minsk at last. Let’s get off of the bus and walk for a while. Let’s go along the street. Stop.
The traffic lights show red. It’s green, so let’s cross the street. Now we turn left (right), go past the park and
we’ve come to the centre of the city. Pobeda Square. Pobeda Square is the most beautiful square in the
Belarusian capital. There is an obelisk in the centre of the square. The Eternal flame burns in honour of the
people who died in the defence of the land against the fascists. Troitskoye Suburb. Troitskoye Suburb
appeared in the 15th century. A famous Belorussian poet M.Bahdanovich was born there. It is one of the best
places for visitors from different countries. The Holy Spirit Cathedral. Every visitor should see The Holy
Spirit Cathedral. It was built in the 17th century. It is one of the main churches in the Republic. There you
can see St Mary icon. At the time of Tatar yoke it was thrown into the Dnieper and found in 1500 in the
Svisloch. Opera and Ballet Theatre. In the 19th century there was a Trinity Church, and in front of it there
was a market place. The Theatre was built before the Great Patriotic War. Last year it was reconstructed and
now famous ballet dancers and opera singers appear on its stage. The National Library. The National Library
is a modern building. It has the biggest collection of books. It is one of the most attractive buildings in
Minsk and in Europe. The President of Belarus invites guests here.

Tasks to text

1. Read the sentences and say if they are true or false. If the sentence is false, correct it.

Minsk was founded in 1067.

Minsk has never been an important trading centre.

The word “mena” means “to change”.

Minsk began to expand in the 19th century.

It became the capital of the Republic of Belarus in 19109.

2. What sights would you like to see in Minsk? Why?

I will give you a city map; ask the way to different places of interest. (Pobeda Square, Troitskoye Suburb,
Opera and Ballet Theatre, The Holy Spirit Cathedral, The National Library).
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WORKING ON THE TEXT
Read the text and the dialogue.

WALKING ABOUT LONDON

What is London?

We can say that it is one of the largest cities and ports in the world,
that it i1s one of the most important world’s business, industrial and
cultural centres and that it is the capital of Great Britain.

But these answers don't give a full idea of London.

London is the oldest city in the country. It is two thousand and five
hundred years old. The London underground (or the “tube™)' is the
longest in Europe. The population of London is over 7 million people.

As London is a very old city most of its streets are not very wide
and most of the buildings are not tall, but multi-storey buildings have
also appeared in London and almost all of them are hotels and offices.
One of the tallest buildings in London is the Post Office Tower’ which
is a Telecommunication Centre as well.

Although London is a noisy and crowded city you can find green
squares, gardens and parks there. The largest and the most popular park
18 Hyde park — a favourite place for many people on hot summer days.

The City’ of London is one of the most important commercial centres
of the world. The City has its own govermment and its own police. There
are banks, the Stock Exchange®, the Lloyd's building® (which houses the
famous insurance company) and many offices of intemational companies.
The are places of interest in the City too among which 1s the London
Tower" and the beautiful Tower Bridge.

The most pleasant part of London is the West End’, entertainment
and shopping centre. It is famous for its shops, expensive hotels, restau-
rants, museums, cathedrals and monuments. Only rich people live
there. Westminster, the political centre of Great Britain, is in the West
End too.

For many centuries the Fast End®, the industrial part of London,
with its port, docks and factories was the least pleasant part of London.
The houses there were poor, the streets were narrow and dirty, it was a
home of working-class people. Now the East End has changed. The
old docks closed between the 1960s and the 1980s. In 1991 Canada
Tower, London’s tallest building, appeared in the East End. A big
shopping complex, offices, restaurants and hotels opened in and around
Canada Tower. The East End has an airport, entertainment places, some
galleries of modem art and a lot of sports facilities.

Like many big cities London has problems with traffic and pollution.
« The traffic problem is still there but the air is cleaner now and there are no
smogs’ that London was famous for in the past.

London is a very English city, but it is the least typical of Britain, as it
is very cosmopolitan. In the capital there are goods, food, entertainment
and people from many countries of the world.

There is so much to see in London that even Londoners can always
find new sights. They like to say: “When a man is tired of London, he is
tired of life™.
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ASKING THE WAY

On the first day of his stay in London Borisov went sightseeing. After

a bus tour of the city he decided to visit the British Museum. He asked

a passer-by to show him the way to the Museum from Piccadilly.

Borisov: Excuse me. Can you tell me the way to the Brtish Mu-
seum?

Passer-by: Oh yes. It's a 30 minutes’ walk from here, but if you

want to get there quickly you can go by bus.
Borisov: How do [ get to the bus stop?

Passer-by:  Go along Piccadilly, turn left into Regent Street, g0
straight on, cross Oxford Street at the traffic lights,
and you will see the bus stop.

Borisov: What bus do | take?

Passer-by: ~ Take bus 73 and go as far as New Oxford Street. It will
take you 10 minutes, When you get off you'll see the
Museum. You can’t miss it.

' the “tube” — noaemka (pa3roBOpHOE HaJBAHHE AOHAOHCKON METPO)
" the Post Office Tower — Gauri Ynipanacins nour u Tenerpada, & Takxe

TeACUEHTP

* the City — Cum (crapefimas wacts Jlowzona; oM w3 kpymmeHIHX 1en0-
BLIX UCHTPOB MHpa)

* the Stock Exchange — Bupxa

* Lioyd’s of London — anrx. crpaxosas kosnanis, ocHosaia  xorue XVII 5.

* the Tower — Tayop. C konua XI 8. — 32MOK-KPETOCTS, 018 3 KOPOACBCKAX

peanacumii (20 XVII 8.), roc.miopsma (0 1820 r.), celtvac — myaeil,

the West End — Yacr-Ina (sanamas dewenebennnan vacts Jlowaona)

the East End — Hcr-Oua (Gonwoil npossiuaenuiuiil 1 noprossii pabounit

, Pafion B BocTouHof wacTh Jlowaona)

7
'
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Ex. 13. Check how well you remember the text.

L.

2,

How old is London?

How big is the population of

London?
What is the largest London park?

Where is the Stock Exchange?

In what part of London can people

visit famous museums?

Tn what part of London do work-

ing people live?

What is smog?

Why is London the least typical

city of Britain?

0 2500 years old O 1500
years old [J 2000 years old

[J over 7 min people [J about
7 min people [J about 8 min
people

O Regents’ Park O Hyde Park
[] Green Park

0 in Oxford Street [ in the
country [J in the City

0 in Westminister [J in the
East End [J in the West End
O in the centre of London 0J
in the East End O outside
London

O it's heavy traffic O it's rainy
weather [J it"s fog and smoke
Because: [J it's a very large
city OJ it's a cosmopolitan city
O it's a modem city

Ex. 14. What do you remember from the texi about:
The general information about London.

L ol i

London as a green city.
The City of London,
The West End of London.

The East End of London, it's past and present.

London as a cosmopolitan city.

Ex, 1§.a) Answer the questions.

. What places do you think Borisov saw during his bus tour of London?
. 2. Why did he decide to visit the British Museum?

Listening: excursion about London

Hh it

f'*' 'lhl'l
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The Spirit of London

London often gives the impression of being more comfortable
with its past than its present. From the world-famous landmarks of
St Paul's Cathedral, Buckingham Palace and the Tower of London
to the traditional and well-loved double-decker buses, the
theatres and the many grand hotels, England’s capital offers
visitors a journey through centuries of history. This journey is even
better now that the building works, which covered many historic
sites, have been taken down. Newly cleaned and restored build-
ings are revealed, and the city looks as if it has been revitalised.

The city has also rediscovered its river. The area between the
South Bank Arts Centre, which includes the National Theatre, and
Tower Bridge, has been brought back to life and the city has found
a new heart along the forgotten riverside. As you walk eastwards
along the river from Westminster, you will discover that old ware-
houses have been transformed into galleries, shops and clubs.

Across the river from London Bridge is ‘The City of London’, the
financial district of the capital. The City has its own historic delights
such as the 15th century Guildhall and churches designed by Sir
Christopher Wren. The best way to explore the City is on foot. For
instance, you can “walk through the ages”, starting from Fournier
Street and ending at the modern Lloyd’s building on Lime Street.
Remember, however, that in London you are never far away from
the past; the old-fashioned red telephone boxes are becoming
popular again and many London pubs — where a visitor might ask
fora pint of bitter — have been restored to their original Victorian beauty.

But the capital is not a historical theme park. It is a lively and
exciting metropolis which is well-known for its popular culture,
music, clubs, street fasnion, and visual arts. Today, many of its
wide variety of restaurants claim to be as good as in any other
European capitals. For example, Marco Pierre White's highly re-
commended restaurant at the Hyde Park Hotel is a perfect exam-
ple of new English cuisine — unusual, sophisticated and extremely
expensive. When it comes to shopping, Covent Garden and King's
Road in Chelsea offer a mixture of reasonably priced chainstore
clothing and unique boutiques selling everything from rave gear to
skateboards. Shoppers with full wallets and more sophisticated
tastes should head for Knightsbridge, where Harrods and Harvey
Nichols compete to be the most exclusive department store in
London.

Much of London’s energy and originality is now centred in Soho,
the city’s liveliest and most bohemian area, squeezed in between
the department stores of Oxford Street and the bookshops of
Charing Cross Road. Soho, once considered one of the dirtiest and
most dangerous parts of London, was cleaned up in the early
1980's. Today, with its gurgling cappuccino machines and pave-
ment cafés, it has become a meeting place for all kinds of people
from all over the world, whatever the hour of day or night.

So, even if you are new to the city, you don’t have to try hard in
order to experience the real London. Despite its heavy traffic and
shaking underground railway, it is still one of the world's greatest
and most cosmopolitan cities.

46

Unit 2  Places to Visit

1 According to the first paragraph, what is the
most outstanding characteristic of London?

A the number of hotels

B the number of historic sites
C the number of landmarks
D the number of theatres

2 What has recently happened alongside the
river?
A The area has been redeveloped.
B A new bridge has been built.
C New warehouses have been built.
D Old warehouses have been torn down.

3 The City of London

A was built by Sir Christopher Wren.

B is mainly made up of churches.

C is a museum of architecture.

D contains different styles of architecture.

4 The new English cuisine is

A well represented by White’s restaurant.
B only available at the Hyde Park Hotel.
C available in all London restaurants.
D

not worth the price the diner is expected
to pay.

What does the writer think of London’s
shopping facilities?

(£

A They are too expensive for most people.
B They provide for a variety of tastes.

C They are all quite reasonably priced.

D They don’t have enough customers.

6 Before the 1980’s, Soho was

A neat and tidy.

B popular among foreigners.
C very crowded.

D unsafe and unclean.

7 What does "it" in line 46 refer to?

A Soho

B London

C Oxford Street

D shopping in London



Business meeting

Meetings are an important part of doing business.
And if you're in a multinational company, many of those meetings will be
conducted in English.
Whether you're leading or just attending one, be prepared with these phrases
for each stage of a business meeting:
Greeting/Opening
The structure of a meeting is usually the same, regardless of the language.
And meetings always start with a greeting!
In English, you'll use the moreformal "Good morning" or “Good afternoon™ rather than
"hello."
Then, ifyou're leading the meeting, you'll need to announce that the meeting is starting.
Example: "Good morning.
It looks like everyone's here, so let's get started."
State the Purpose
Next, you have to remind everyone what the purpose of the meeting is, what business needs
to be addressed.
If you're in charge, say: "We're here today to..." Other phrases you might hear are:
"Our goal today is..." or "I've calledthis meeting to..." Then finish with a brief explanation.
Example: "We're here today to discuss last quarter's sales figures."
Review Past Business
Since meetings often deal with ongoing business, you have to review oldinformation before
presenting new.
This happens when someone reads theminutes from the previous meeting.
Minutes are the official notes from a meeting.
Before reading the minutes say,
"To begin, let's quickly go over theminutes from our last meeting."
"Go over" means to review something and iscommonly used in business.
Introducing the Agenda and Discussion
Now it's time to discuss new business!
Usually, you'll follow a list of discussionitems called an "agenda."
The meeting leader will start by drawing everyone’s attention to the agenda.
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They'll say: "Please look at your copy of the agenda.

There are xx items on the list today.

Let's start with number xx."

Then, the key to a successful meeting is keeping it moving forward.

When it's time to move onto the next topic, say,

"Now that we've discussed..., let's moveon to...""Move on" is commonly used in business sett
ings and means to leaveone topic and start another.

Finishing the Meeting

Finishing a meeting requires a few phrases: summarizing everything that'sbeen discussed, th
anking everyone for coming, and then dismissing themeeting.

It's not hard, though!

To summarize, start with: "To sum up..."Example:

"To sum up, we've determined the sales figures could be better anddiscussed solutions."
Then, thank everyone for attending: "Thank you all for attending/coming."

Let everyone know it's okay to leave with, "The meeting is finished."

Finally, if there's a follow-up meeting say, "We'll see everyone next..."

Ex 1: Name all parts of a business meeting.
Ex 2: Make the dialogue “Business meeting” using the information from this text

Reading () Discuss these questions.

Young managers 1 1 In your culture, how usual is it to see young people in management
positions? What do people generally think of them?

2 What challenges do young managers face, compared to older ones?

3 What may be the advantages of being a relatively young manager?

0 Answer these questions about the first part of the article.

1 Why is it important for young managers to make key people believe in them
and trust them?

2 What should young managers do about their weaknesses, according to
Mr Newhall?
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G Find words or phrases in the second part of the article which mean the

following.

1 when one person or group is treated better than others in an unfair way

favouritism

2 asmall group of people who seem unfriendly to other people
3 a group of people who agree to work together to reach the same objective

4 to lose control of yourself because of stress
5 when you think you are better or more important than other people

6 to work more or better than other people expect you to
7 that makes people feel enthusiastic and excited

Q In pairs, discuss and agree on the three most important pieces of advice.

10
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‘If you're good enough, 35 Young managers also

vou're old enough,’ a team
manager once said when
giving Michael Owen, a
world-class goal-scorer, his
first international game at
the age of 18, Is the same
true in business?

Young executives come
back from business school
armed with big ideas, But
these may or may not
win support from -col-
leagues.

So what are the practical
steps that young managers
need to take in order to be
welcomed?

“The biggest challenge is
a basic lack of experience,
says Steve Newhall, a man-
agement consultant. “This
will affect how other peo-
ple see you. You need to
build credibility with your
key stakeholders on a one-
to-one basis in order to
show that you are up to the
job. You have got to have
confidence in your ability
to do the job. But remem-
ber that the people around
you may not share that
opinion.’

4 good mentor

need to recognise their
own weaknesses - and
then do something about
them. ‘You will need a
straight
away, says Mr Newhall,
‘someone who has plenty
of experience and who
gives you support and

45 plenty of good advice.'

Some advice

= Act your age. Do not try
to look like an older per-
son or like a statesman.
Dress your age, too.

+ Avoid favouritism and
cliques. Leaders win
respect by treating peo-
ple the same.

55+ Build coalitions right

away. Show colleagues
you are aware of your
limited experience, And
show that you are inter-
ested in getting advice,
too.

Keep a cool head, even
when you are under a lot
of pressure, Some col-
leagues will expect you
to crack. Do not give
them the satisfaction.

+ Show respect to older

.

colleagues. They may be
70 on a slower (or different)
career path just because
that is where they want
to be. They have seen
many young ambitious
75 people come and go.
Draw on their experi-

ence.
» Find the right balance
between being enthusi-

g0 astic and being over-con-

fident. You have been
selected for your youth
and energy — draw on it.
But don’t overdo it.

Under-promise and over-
deliver. That motivating
speech on your first day
may sound pretty stupid
if the market turns

90 against yow.

FINANCIAL TIMES
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La"guage review (There are a number of ways to report what people say.
Reported speech 1 We often use say, fell and ask to report specch.

“The new job is challenging.” She said (that) the new job was challenging.
* We use tell with an object.
“The new job is challenging.” She told her boss (that) the new job was
challenging.
* We use ask (with or without an object) to report questions.
‘When do you want fo start?" Her boss asked (her) when she wanted to start

2 We usually make the following changes in reported speech.
* The verb goes back one tense (for example, from present simple to |
past simple). g
* Nouns and pronouns may change. !
‘My new sales team is difficult ro manage.’ He said (that) his new sales team was
difficult to manage.

3 When we report things that are either very recent or generally true, we
often use the same tense as the speaker.
‘I want to see Pierre.” Pierre, Susan has just phoned and says she wanis 1o see you.
() Complete these sentences with the correct form of say or tell.
1 He . .. sdid...... that he was finding it difficult to manage people.

2 He i, me that he was finding it difficult to manage people.
3 She.................. him to improve his performance.

4 She . ............... they would never agree.

5 Myboss.................. me not to pay the invoice.

6 He.................. that he worked for General Electric.

@ Use say, tell and ask to report this dialogue between two company directors.
For example, Philip told Amanda/said (that) he wanted to motivate their

manaogers more.
Philip | want to motivate our managers more.

Amanda  Are you delegating the less important decisions?

Philip | think s0. And I'm making more time to listen to their suggestions.
Amanda That's good. Responding to their ideas is really important.

Philip |s the department investing enough in training?

Amanda Yes, it is. This year's budget is bigger than last year's.
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The delivery terms and time

E

Time of Delivery

The time of delivery refers to the time limit
during which the seller shall deliver the goods
to the buyer at the agreed place by the
agreed methods.

= Ways of delivery

@ Physical delivery or actual delivery: the seller

delivers the goods into the actual possession
of the buyer, for example, delivery of the
goods under EXW and DES trade terms.

Read the text and the dialogue.
DISCUSSING THE DELIVERY TERMS AND TIME

A

Rossimport is interested in buying pumps for a shop of a large plant
in Siberia [sar'biora). The shop is under construction and the cus-
tomers require the pumps urgently as they must complete the work
by the end of the year.

Mr Borisov works in the Purchasing Department of Rossimport and
deals in this kind of equipment. He amived in London to make a contract
with Bond&Co, a leading manufacturer of pumps in Great Britain.

The Sales Manager of Bond&Co Mr Stanley invited Borisov for the
talks to his office in the centre of London.

Stanley:
Borisov:
Stanley:
Borisov:
Stanley:

Stanley:
Borisov:

Stanley:

Borisov:
Stanley:

Glad to meet you, Mr Borisov. Will you take a seat, please.
Thank you.

Have you seen any places of interest in London?

Yes, but not many. It has rained all the time since [ amrived.
Oh, I hope the weather will change for the better', It’ll stop
raining and you'll enjoy sightseeing in London. Well, let’s
discuss business now. What can I do for you?

We know you've started producing a new model of pumps.
The quality of the model meets our requirements and we'd like
to place an order with you. Can you make us an offer for 150
pumps?

Sure! When would you like to have them?

The sooner — the better’. Actually, we require the pumps
for immediate delivery.

Well, you see’, Mr Borisov, the demand for this equipment is
great and we are heavy with orders at the moment. | am afraid,
we can offer you only 50 pumps for immediate delivery.
What about the balance of 100 pumps?

I think we can deliver the balance in 4 lots of 25 pumps
cach at regular intervals within 4 months.
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Borisov:

Sranley:

Borisov:

Sranley:

Borisov:

Stanley:

Borisov:

Sranley:

Borisov:

Sranley:

Borisov:

Do you mean to say we'll get the last lot in April?
Exacily.

That's too late. We need the pumps in March at the latest.
Let's leave the matter open until tomorrow. I'll contact
the plant people and talk it over with them. Perhaps we'll
manage to complete the deliveries in March.

That will suit us.

Is there anything else you'd like to discuss, Mr Borisov?
Yes, there's another point [ want to clarify. It's the deliv-
ery terms.

As we can provide shipping facilities we usually sell our
goods on CIF terms.

I think, we can accept your delivery terms. When shall we
meet to discuss the price and terms of payment?

I've got a crowded programme tomomow and the day after.
Let's meet in two days” time. Is that all right with you?*

Yes, of course.

' to change for the better — HIMEHHTBCA K AyHLIEMY

! the sooner — the better — wem GuicTpee — Tem Ayiue
* You see — Buawure am

“Is that all right with you? — Bac 1o ycrpansaer?

Ex. 14. Check how well you remember the texty

1. Rossimport must buy pumps for:
a) aplant in Siberia;
b) a factory in the South of Russia.
2. Bond&Co are:
a) one of the manufacturers of pumps;
b) the leading manufacturer of pumps.
3. The weather in London:
a) has been rainy;
b) has been warm and sunny.
4. Bond&Co can offer:
a) 40 pumps for immediate delivery;
b) 50 pumps for immediate delivery.
5. The company can complete the deliveries:
a) in 4 months;
b) in 2 months.

Listening: Board meeting
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WORKING ON WORDS
[ to deal in smth (with smb) |

Ex. 16.a) Read the example:

With what countries does:

- & & =

The USA deal In sports equipment with many European

countries.
b) Answer the questions:

Russia deal in 0il?

Japan deal in electronic goods?

India deal in tea?

Brazil deal in coffee?

Germany deal in cars?

Switzerland deal in watches?

Holland deal in plants and flowers?
France deal in cosmetics and perfume?

Answer the questions:
When must you make a reservation for a plane
for a hotel in Hel-
sinki
When does the company need the equipment at the latest?
When must you make a contract
When must the Sellers deliver the equipment
When must the shops start selling the equipment

to provide smth for smb

Ex. 18. Agree or disagree.

2

o

=0 ee e

11.

The Moscow Government provides a lot of medical facilities for the
population of the city,

furniture for its employees.

3-, 4 and 5-star hotels provide all possible hotel facilities for their
guests, but not all of them provide business facilities.

The Sellers always provide transport facilities for the Buyers.

Small Russian cities don't provide entertainment facilities for young
people.

Old Russian cities provide a lot of sightseeing facilities for tourists.

Our country provides good sports facilities for young sportsmen.
Parents try to provide everything for their children.

Teachers provide all the necessary materials for their students,

. A lot of cinemas provide translation facilities for people who watch films

in foreign languages.
Al airlines provide food, drinks and good service for passengers.

Ask questions as in the examples:
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Exampile A: = At the party | met Jane.
= Did you meet anybody elseT
= Yes, of course.
When [ was in London | went to the British Museum.
I had some free time yesterday and | watched a new show on TV.
A* the talks the businessmen discussed payment terms,
My friend bought some French cosmetics at the duty-free shop at

ol ol

Sheremetyevo.

In the afternoon Lucy went to the café and had a cup of coffee.
If we go to 5t. Petersburg, we'll visit the Russian Museum.

At the conference [ spoke with the President of GML.

We'll go to the company’s factory outside London tomorrow.

Example B: = Tomorrow we are going to work In the garden.
= What else are you going to do?
= We are golng (to clean the house).

Germany sells cars. (What ...7)
Mr Bell went on business to France. (Who ...7)

Ann bought some interesting books last week. (What ...7)

I'd like to invite Jane to see my new flat. (Who{m)...?)

During our visit to London we went sighseeing in the West End.
(Where...T)

I've worked for ITN and for a TV company. (Where...?)

7. Foreign tourists always visit the Moscow Kremlin. (What...?)

8. ['m going to buy a sofa for my living room. (What...7)

L.

o =

b

Ex. 21. a) Supply the correct tense-forms.
A

1. We(to go sightseeing) when it (to stop) raining.

2. If the British company (to give) a 5% discount we (to agree) to buy
100 machines from them.

3. The Sellers (to start) delivering the goods a month after they (to
sign) a contract.

4. We (to complete) the deliveries sooner if the Buyers (to provide)
transport facilities.

5. Mr Stanley (not to discuss) the delivery time until he (to contact)
the Managing Director.

6. The company (to offer) the goods for immediate delivery if the
Buyers (to agree) to CIF terms.

7. Let’s clarify the payment terms when we (to meet) next time.

8. [Ithink we (to leave) the matter open until we (to meet) next week.

B
Rossimport (to be going) to buy air-conditioning systems for some
restaurants in Sochi.
They (to contact) Tanaka Electronics, a Japanese company which (to
deal in) in this equipment.
Today Mr Cone who (to work) in the Moscow office of the company
(to have talks) with the Export Manager of Rossimport Mr Petrov.

Petrov: Mr Cone, we (to study) your latest catalogues. The air-
conditioning system which you (to launch) to the market
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in December (to meet) our requirements. We'd like to
place an order with your company.

Cone: How many systems you (to want) to buy?

Petrov: 10 systems. If they (to operate) well in our climate and we
(have) no problems with them we (to place) more orders later.

Cone: Fine. When you (to need) the equipment?
Petrov: The sooner — the better. The summer season on the coast
of the Black Sea (to start) in April.

Cone: We can’t promise you immediate delivery now. But I (to con-
tact) our people in Osaka today and (to talk it over) with them.
I hope we (to complete) the delivery by the end of March.
Petrov: Fine.

b) Speak about the businessmen’s discussion of the de-
livery time.

Ex. 22. a) Supply the correct prepositions where necessary.

A large building company _____ Russia was interested ____ buying
lift equipment ____ an American company. They planned to place a big
order ___ the company and required the equipment ___ immediate
delivery. .

The company was heavy _ orders ____ that time and could de-
liver the goods 2 lots 3 months after they signed the contract.
These terms did not suit ____ the Buyers and they decided to contact
____some other company which deals ____lift equipment.

b) Continue the situation. Say what delivery terms and
time the other manufacturer of lift equipment of-
fered to the Russian company.
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The company of Harper & Crant Ltd. was startsd fortv-two vears ago by Ambrose Harpar and Wingats (rant.
Wingats (rant died many vears ago, and his son Haetor, who is in his fifties {aped between fiftv and sixty) is the
prasent Managing Dirsctor. Ambrose Harper is the Chairman. Hs is now an old man, semi-retirad, but he still comes
in to the offics regularly to attend ths board mestings and keep an eve on the businass.

Ths company started by making steel wastspaper bins for offices. With the increase in smoking, these wars
considerad much safer than the old tvpe of baskst made of cans or straw, because thers was less likelihood of firz
(but, strangzlv, we still continus to use the sxpression “wastepaper baskst, as well as bin). Old Mr. Grant, the
prasent Managing Dirsctor's fathar, put the business on its faat when ha captured a big contract to supply soveamment
offices with steal wastapapar bins. Ha always said that luck, or happy coincidence, tumed a businass into sueesss or
failura. Ha was rather liks Napolzon, who always asked if an officer was lucky bafora giving him a higher command.
M. Crant Sanior used to tzll the story that, in the week befors he landad his contract, a cans wastspaper basket had
caught firs in 2 government department, the fire had spread rapidly, and destroved a number of irraplaceabls
documents.

From wastzpaper bins, Harper & Grant besan to manufacture other itsms of office squipment: dasks, chairs,
cupboards, filing cabinets and smaller objects, such as filing trays, stapling machines and so on, until now when
thers ars fiftv-six different items listzd in their catalogue. Todav, nearly all the items produced by this company are
mads of prassad stzel. The steal arrives in shests from a steel works in South Walss, It is then cut by machinarv into
the raquirad piecas; thase piscas ars then pressed into shaps and fixed togsther by walding (joining two matal parts
by heating so that the metals flow togsthar), or by drilling holzs in the metal and securing the two pizcas with a bolt
of a rivat.

The factory consists of workshops whers the actual making of a desk or filing cabinst is done. Thess are dividad
into the Tool Room, Works Storss, Prass Shop, Machine Shops, Assembly Shop, Paint Shop, Inspection, Packing
and Despatch Departmants. Tharz is also the Warshouse whers finished articlss ars storad pending, waiting for, sala.
The firm has a history of slow, steadv rowth. Hactor Grant firmly believes that ha knows the bast way to run a
business. Howevar, his nephew Petar Wilas (son of Mr. Grant's sister), who joined the company six vears ago and is
Production Managsr, and John Martin, appointadtwo vears ago to be Salzs Manager, are mors adventurous.

Thav want to tr=ble Harper & Grant's business over the naxt few vears and arz cartain that, with modem businass
techniquas and incrzasad exports, thev can achizve this.

Modemising a businass to inersase its profitability and competitivensss is a complicated affair. It requires a
manapsment team which is aware of such aids and tools of efficisncy as slectronic data procsssing, OF
(Operational Easearch), D.CF. (Discountad Cash Flow), budgstary control, corporate planning PERT. (Project
Evalnation and Review Tachniqus), automation, etc. Wa shall be dealing with soms of these words and axprassions
as the series goss slong. Business mansgsment is a rapidly developing scisnce (soms call it an art), and naw
techniquas and words, verv often of American origin, ars used mors and mors in evervday business convarsation.

A small business cannot possibly afford to have on its staff experts in every modam managsment tachnique. It
usually hirss expart advice from outsids consultants and bursaux. On the other hand, it is important that members of
a firm's managemeant are awarz of the mors sophisticatad technigues thev might call on to solve particular problams,
Inevitably whils this changaovar from the old way to the naw is taking place, thars ars often difficultizs and conflict.
But Harpar & Grant Ltd., like their rivals, must gat right up-to-date and enlargs their businsss, or thev will be
outpacad by a firm whose business organisation is bettar than their own.
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VOCABULARY EXERCISES

I. Give the English equivalants to the following words and exprassions:
EOPEHHEA J7% OVMAT, TPOCTHHE H COTOME, I2X; ESPOSTHOCTE, SSENKMETE EOHTPAET (1), COEMLISHNE, HesaMaHIMEDT,
tafnoEem mEsd; CESPES; METAMES; COOPES, OEHIANMEGT CENAT, CETOHEEN E DHCEY, VIPOHTE, TEXHONOTHE,
EOHEVPEETOCIOCO DHOCTE, CHOEERH (1), pacmupar: OHIHAC, OMEpeIHTE
I1 What do thess dafinitions stand for?
1) Alargs building whers lares quantity of raw materisls or manufacturad oods are storad until thew are axportad to
othar countries or distributad to shops to be sold (noun)
2) Willing to take risks and to trv new methods (adjective)
3} To become thras times as great in number, smount , or siza (varh)
4) Madz using advanced and complex methods (adjzctive)
5) Chancs occurrenca of two or more things at the same time (noun)
] Short metal pin for fastaning two pisces togather, having a hasd at one end, the other and being hammearad flat
after being passed through (noun)
7} Waiting to be finally settled or dacidad (adjective)
III. Fill in the gaps with the words from the list:
board mesatings; cane or straw, manufacturing; in his fiftiss; irreplacaable; produced; the best way; profitabilitv and
competitivenass; to trable; managsmant,
1) The present DManaging Dirsctor iz aged  between fifty and  sixty, that 5 he i

2) Tha Chairman is 2 parson who attands ........................... and keaps an zve on the businass.

3) Steel wastepaper bins for offices are considersd much safer than the old type of basket mads
4) The firz spread rapidly and destroved a number of ........................... documents,

5) The factorv consists of workshops whars the actual ..o 0f 2 dask or a filing
cabinst is dona.

B) Maarly all the ftams......................bv ths companv ar2 made of prassad stasl.

7} Hactor Grant belisves that he knows, .................... to run & businass,

&) Production Manager and Sales Manager want ............................the

company’s businass over the naxt faw vaars,

) Modemising 2 businass to mersase #5 .ovevicvceecee e, 45 @ complicated affair,

10) Business ..................... is & rapidly developing scisncs.
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Q Think about your company, or any other company you know. Study the Useful

Useful language |

Outlining the presentation Ending the presentation

First, I'll give you some basic information. To conclude, | want to tell you about our future plans.
Secondly, I'll talk about our stores in other countries.  Finally, a few words about our new project.

Next, I'll talk about career opportunities. Thanks very much for listening to my talk.

Last of all, | want to look at our future plans. Thanks for coming to my presentation.

Introducing new information

Here's some basic information.

Let me add a few figures.

Let's have a look at some statistics.

What are our strengths?

Presenting your
company

language below, and use the headings in Exercise B to help you prepare a
presentation about it. Then work in pairs. Make a presentation about the
company. Ask questions after your partner's presentation.

() Which of these suggestions do you agree with?
To make an effective presentation, you should:
1 find out as much as possible about your audience.
2 introduce yourself (name, position, company).
3 start with a joke.
4 outline the structure of your talk.
5 vary the tone of your voice.
6 refer to your notes as often as possible.
7 use clear visual aids.
8 summarise your main points.
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SPEAKING

An advertising campaign

1 Work in groups of six. Your teacher will give you roles.

Students A, B, C, and D work for a company called StayWell.
Student E works for a market research company.
Student F works for an advertising agency.

StayYVell

FEELING GREAT SINCE 1989

StayWell is having financial difficulties. its most
profitable product is a health drink called Sogood.

Sales of this vitamin drink have been declining
steadily for several years.You need to develop
a strategy for the relaunch of the drink.

First look at the chart. It shows how you could structure
your answer. It just shows some of the reasons for one
potential strategy. It is not necessarily the right one.

| Who will you target? What package? What method of distribution? | Price of drink
Over 65s New bottle Stay with pharmacies Increase
Reason1 | They already like Sogood so it It will be noticed more | It is proven that Sogood sells Research has shown
will be easier to get them to like it. | easily on the shelf. in pharmacies. they will pay.
Reason2 | The advertising needed It will show that itisa | We have existing relationships | The new formula
to reach them is cheaper. new formula. with pharmacies. justifies the increase.
Reason3 | It is less risky. It shows that it is a true health

drink, not a gimmick.

Look at your role cards. Discuss what you know, and use
your own ideas to plan a campaign.

2 Present your proposals to the rest of the class.

What do you think?

» What is the role of advertising in our lives? Does it inform
us of what is available, or does it try to make us buy things
we don’t need?

* Does the enormous cost of advertising make goods
more expensive?
» Think of an advertisement that you like or don’t like.
Tell the others about it. Why does/doesn't it achieve its aim?

195



Business dinner at a restaurant

Listening: Business lunch

Usually after the talks our manager invites representatives of other companies to have
dinner at some of the restaurants in our city. There are many kinds of restaurants in
Volgograd. Most of them are traditional restaurants where a waiter serves customers; self-
service restaurants are very rare exception. There are many small restaurants and cafes which
are very popular and crowded especially during the lunch-hour, but it is getting more and
more expensive to have meals there. At self-service cafeterias a customer serves himself and
he can get meal more quickly and less expensive.
When the manager of our company invites an English businessman to a restaurant, he
chooses among different types of VVolgograd restaurants a place similar to the famous English
pub with its cosy and friendly atmosphere. English people go there not only for some beer or
whisky, but to meet their friends and spend the whole evening there till closing time.
So after the talks the two businessmen come into the restaurant, take their seats at a table
near the window and order cocktails. They study the menu to see what's on it. The waiter
comes to their table and asks if they are ready to order. As a rule, businessmen are rather
hungry after the talks and they like a square meal. The choice of dishes on the menu is rich.
They order mushroom soup for the first course and meat with vegetables for the second
course. The vegetables are very good but the meat is a bit dry. The manager likes fried
chicken. The chicken is delicious. The English businessman doesn't like fish and roast beef is
not his idea of a good meal. His favorite dish is steak. They start with sausages with new
potatoes and green salad. They ask the waiter to bring a bottle of red wine. Later they order
dessert: fruit or ice-cream. They finish with black coffee and cheese. The prices on the menu
are not very expensive. The manager pays the bill.
During the dinner the two businessmen don't talk about their business, they prefer to have an
informal chat (talk). They enjoy their dinner at the restaurant and come to better
understanding, feel more confidence to each other.
Task: Make the dialogue “Business meeting”

W.YY Food: fuel or pleasure?
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1 READING & SPEAKING

We talk to women around the world about their relationship with food.

a What kind of food or dishes do you 1 1s food a plezsure for you!
associate with these countres? 2 What do you sormatly eatin » pical day?
The United States  China  France 3 Doyou ever cook?
italy Japan  Mexico 4 Do you ever eat 'unhealthy” lood? How do you foet sbout i

§ Are you (rying 10 cut down on anything at the moment?

b Read the interviews with Allce and Jacqueline. g pre sunola's dists in your country gesting better or worse?
Match the questions with their answers, i s

The United States Alice Freeman ks a lawyer from San Framcisce

A | think people are trying 10 improve their diets, but they are daing it Ihe
wrong way by ollowing déets ke the Atking diet, Persanally, | don't think ity
very healthy to cut oul entire groups of foods like carbolvydrates

B Notvery often. | don't have the time or talent 10 cook full meals. | usually
heat up & frazen meal or cedey 3 Takzaway

€ Sometimes | get fast lood for Junch, | have 1o admit that | love French fries
| beel 1errible about it afterwards, but | don’t do it very often

Dl usually have a bow! of cereal or toast for breakdast, For lunch | eat w3
restaurant near my office, | prefer Japanese or indian food, | usually eat rice
with fish and vegetables, soup or sushi, | don't eat meat, but | ¢at a lot of fish.
In the evening, | just have something light at home.

E 1 am trying 10 cut dawn on the smount of fat | eat. I'm also trying 10 eat
maee wholemeal bread

F [ Not reatly. | enjoy certain kinds of food, but most meals are just fuel to
keep me going throwgh the day,

lacqueline Fabre is an IT consultant from Lyons.

AL Yes, | cook every evening for my familly. | often make soup or traditianal
French dishes ke ‘hoeut bourguignon', which is a kind of beef and red wine

stew, and then we have cheese and salad. It may seem a fot bul we don't eat

big partions. What's impostant for me 15 quality, not auantity.

B! Yos, I'm trying to eat bess chocolate,

C "1 think people’s diets are getting worse and worse. It's quite strange
because we have a lot of information now about how bad fast food is for you.
I'm afraid it's a problem i 3 lot of European countries.

D Not at home. 1 think most of the foed | cook Is healthy, but occasionally
when | eat out | have something unhealthy, but it doesn't woery me.

E | Yes, definitely, For me good meats with the family make me happy!

F | I'm quate traditional and | have three main meals a day. For breakfast, |
like hot chocofate, and bread and butter with honey or jam. For Junch, | often
eat in & restaurant with my colleagues. | usaally have vegetables and meat or
fish but | love pasta and rice 1o, In the aftemoon, | have fruit with biscoits or
a plece of chocolate, bn the evening, | have & proper meal with my family.
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3 VOCABULARY food and restaurants

b ©  pes Vocabelary Bank Food and restmunedts.
€ Ask and answer the guestions below with a pastoer,

6 SPEAKING

& Work in groups of three A, B, and C. First read sentences 1-6 and
decide (individually) whether you agree or disagree. Think about

- e,
A

b Now A say what you think about sentence |. B and C listen and
then agree or disagree with A. Then B say what you think about
sentence 2, etc. Try to use the expressions in Useful language.

;‘:_E '."_':21"“""‘2 ik it e ) don' ik i e > (1 thik) #t depends. >
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| READING

a In pairs, ask and answer the questions.
1 When wis the (st e you bavelled. ?
bytsin bycar Dyplane
Where &d you go?
Mow long dd your joamey take?
Did you have a good poumey?

2 In eneral, which of the three forms
ol tracsport do you preder? Why?

b Read the introduction to the article, Race fo the sun. Answer the questions
with by car, by train, or by plane

Which jeurney do you think was._.)
e quickest the most comfonable

P cheapest ) e most conveninnt

¢ You're going to read sbout the first two journeys, but the paragraphs
are not v the nght order. Find the first paragraph for the plane journcy.
and then the other three Do the same for the tramn journey. Then compare
with a partner.
The plane The trpin
) KU, T— ! 2 . VI

d Now read about the two journeys again carefully (n the right order.
Answer the questions with T (the train) ot P (the planc)

On which joumey...? Which jeerney was, ..}

1 did the traveller have 1o get up earker (J 1 quicker -

2 coukd the ravelier have something to et of drink | N daper

5 was the traveller move stressed 19 more comfortable | Charles ¢
¢ could the traveller see beautiful scenery 10 moro convenient |

S did the traveller have a meal when he arrived |

6 did the traveller amive earber than epecied

HOW WORDS WORK...

The bus ook 45 minutes.

It took me just 30 munutes from home.

How long does it take you to get 10 school?

Use take {+ person} + time ( + %0 get 80)... to talk about the duration
of 3 journey.

B Ask and answer the gquestions in pairs.
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Descr|b|ng a place reIatlve pronouns WHO THAT WHICH WHERE

THE TOWN WHERE | WAS BORN

| was born in Newcastle, a city in the north-east of England.
Newcastle is on the banks of the River Tyne, (1) ,in the
12th century, a ‘new castle’ was built, (2) ’gjage?the city
its name. '

Today Newcastle is one of Britain’s biggest cities, Wtfh a
population of about 260,000. 50 years ago, it was very mdustrial.
The main industry on the Tyne was shipb uxldjgg but now, this

river, (3) ___ once ships and coal barges sailed, is Imed
with fashionable hotels bars, and restaurants _'

Newcastle to the next town, Gateshead The
beautiful Millennium Bridge, (5) = ' > Ilt fn 2001.
Next to it is an old flour mill, now the famous %altic Art Centre,
(6) you can see the work of contempol‘ary artists,
(7) produce many of their palntmg"s and ‘sculptures
on site.

| moved from Newcastle ten years ago but | often return. | miss
the people, (8) are so warm and friendly, and | miss
the wild, beautiful countryside to the north of the{ity. I also miss
my favourite sculpture, ‘The Angel of the North', (9)
greets you as you arrive in the North East.

People (10) are born near the River'Tyne: have a
special name. They are called ‘Geordies’. | am very pleased to
be a ‘Geordie’!

_"

oS
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Would you like to
liveina Slow (ity?

The idea of ‘Cittaslow’ or ‘Slow Citles' was inspired by the
Slow Food movement and it was started by the mayor of the
small Itahian town of Greve in Chianti, The aim of Slow Gities
15 10 make our towns places where people enjoy living and
working, and where they value and protect the things that
make the town different. Towns which want to become
Slow City have to reduce traffic and nolse, increase the
number of green areas, plant trees, build pedestrian zones,
and promote local businesses and traditions.

Many other small towns in Italy have joined the
movement and it has spread to other countries all over
the world, from the UK to Japan and Australia. Aylsham
in the UK recently became a Slow City, and most people
are delighted.

‘Slow Gities are about having a community life in the fown, so
people don't come home from work, shut their doors and
that's it,"said a local resident. ‘It is not "sow” as in *stupid”,
Itis "show” as in the opposite of “frantic” and “stressful®, It is
about quality of life.

But not everybody in Aylsham is happy. For teenagers,

who have to go 25 km to Norwich, the nearest city, 1o buy
trainers or CDs, living in a Slow Gity is not very attractive,
1t's all right here, says Lewis Cook, 16. "But if you want
excilement, you have to g0 to Norwich, We need more things
here for young peaple.

&

attaslow

6 SPEAKING

a Imagine that your town is thinking of becoming a
‘Slow City and is planning to do the following things:
* Ban all fast lood restaurants,
* Promote small family restaurants.
* Ban cars from the city centre.
» (reate more pedestrian zones
+ Create more green areas and plant more trees.
* Reduce the speed limit in the town to 30 km/h,
* Use speed bumps and police cameras to control speed,
* Move al} big supermarkets outside the city.
* Encourage local shops and ban multinational chain stores
* Ban loud music in bars and clubs,

Tick (V) the ones you agree with and cross (X) the
ones you disagree with. Think of reasons.

b Work in groups. Have a ‘meeting’ to discuss each
proposal and then vote for o against it

Useful language
mwwmwl}\ n‘:si\mﬁ:mm;d
A oete

The problem with
(reduckog, isthat.. (1 dou't ik thet weudd wosk. )
T—

mmmmamz

¢ Compare with other groups, Which proposals are the
most popular?
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Interesting facts about the USA

Student A
The United States dollar is the official
currency of the United States of America. It
is divided into 100 cents.
Etymology of this word:
In the 16th century,
Count Hieronymus
Schlick of Bohemia
began minting coins.
The valley where
the silver was mined
is now known as
Jachymov, which was
previously known as Joachimstaler later
shortened to the German Taler. This German
word was eventually transferred into English
dollar.
The word "buck" (doldé, babka) is often used
in colloquial (hovorovad) English.

Student B
The national flag of the United States of
America is often simply called the American
flag. It consists of thirteen horizontal red and
white stripes, with a blue rectangle which has
fifty small, white stars. The 50 stars on the
flag represent the 50 states of the United
States of America and the 13 stripes
represent the thirteen British colonies that
declared independence (vyhldsily nezdvislost)
from the Kingdom of Great Britain. Nicknames
for the flag include the "Stars and Stripes"
and "The Star-  KHIHEN
Spangled Banner" E;

which is also the ]
name of the |

national anthem
(ndrodni hymna). The flag is usually flown at
most public buildings.

Student C

The White Houseis the official residence
of the President of the United States of
America, and is located in Washington, D.C.,
the capital city of the USA (D.C. stands for
the District of Columbia hamed after
Christopher Columbus - it is not a state). The
first US President to live in the White House
was John Adams (the second President of the
USA). However, the construction of the House
had begun during the presidency of George
Washington (the first US president- who had
not lived there) During the War of 1812, the
British set fire to the President’s House in
1814. Nearly all of the interior was destroyed
by the fire. There is a legend that says that
the House was called the White House when it
was rebuilt and when its fire-blackened
surfaces were painted white (over the original

Student D
The Statue of |
Liberty is a huge
sculpture that is
located on Liberty
Island in New York.
This monument was a
gift to the USA from
the people of France.
It represents a
woman who is
escaping the chains
of tyranny (the broken chains lie at her feet).
The statue holds a forch that is a symbol of
liberty. Liberty was designed by the French
sculptor Frederic Auguste Bartholdi. The
statue was built in France and was brought to
the USA in pieces on a French ship. The statue
was re-assembled in the USA .

The seven rays of Liberty's crown symbolize
the seven seas and seven continents of the
world. Liberty holds a tablet in her left hand
that reads "July 4, 1776" (written in Roman
numerals, MDCCLXXVT), which is
Independence Day of the United States of
America.

T/ F statements
1The word .buck" means a .cent" in American

T/ F statements
1The word ,buck" means a .cent" in American
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English.
2 There are 12 horizontal stripes on the flag
of the US and they represent the oroginal
British colonies.
3 The nickname for the flag is the same as the
name of the US national anthem.
4 The White House is located in the state of
Washington.
5 The first president who lived in the White
House was George Washington.
6 The Statue of Liberty was given tp the USA
by the French nation.
7 The date written on the tablet
comemmorates the date of the independence
of the USA.

Answer the questions
1 What is the etymology of the word ,dollar"?
2 What does the American flag look like?
What do the parts represent?
3 Where is the White House located?
4 Why is the White called the White House?
5 Where is the Statue of Liberty situated?
6 What does the Statue represent?

English.
2 There are 12 horizontal stripes on the flag
of the US and they represent the oroginal
British colonies.
3 The nickname for the flag is the same as the
name of the US national anthem.
4 The White House is located in the state of
Washington.
5 The first president who lived in the White
House was George Washington.
6 The Statue of Liberty was given tp the USA
by the French nation.
7 The date written on the tablet
comemmorates the date of the independence
of the USA.
Answer the questions

1 What is the etymology of the word .dollar"?
2 What does the American flag look like?
What do the parts represent?
3 Where is the White House located?
4 Why is the White called the White House?
5 Where is the Statue of Liberty situated?

6 What does the Statue represent?

T/ F statements
1The word ,buck" means a .cent" in American
English.
2 There are 12 horizontal stripes on the flag
of the US and they represent the oroginal
British colonies.
3 The nickname for the flag is the same as the
name of the US national anthem.
4 The White House is located in the state of
Washington.
5 The first president who lived in the White
House was George Washington.
6 The Statue of Liberty was given tp the USA
by the French nation.
7 The date written on the tablet
comemmorates the date of the independence
of the USA.

Answer the questions

1 What is the etymology of the word .dollar"?
2 What does the American flag look like?
What do the parts represent?
3 Where is the White House located?
4 Why is the White called the White House?
5 Where is the Statue of Liberty situated?
6 What does the Statue represent?

T/ F statements
1The word ,buck” means a .cent" in American
English.
2 There are 12 horizontal stripes on the flag
of the US and they represent the oroginal
British colonies.
3 The nickname for the flag is the same as the
name of the US national anthem.
4 The White House is located in the state of
Washington.
5 The first president who lived in the White
House was George Washington.
6 The Statue of Liberty was given tp the USA
by the French nation.
7 The date written on the tablet
comemmorates the date of the independence
of the USA.

Answer the questions

1 What is the etymology of the word .dollar"?
2 What does the American flag look like?
What do the parts represent?
3 Where is the White House located?
4 Why is the White called the White House?
5 Where is the Statue of Liberty situated?
6 What does the Statue represent?
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Describing nationalities

VOCABULARY AND SPEARTNG

Describing nationalities

1 Complete the chart. Use a dictionary if necessary. Add two more

countries of your choice.

Country Adjective | Person | People Language(s)

Britain Britich | a Briton* | the British | English, Welsh, Gaelic |

Scotland

France

Belgium

The Netherlands/
Holland
Denmﬁ Bl =t o V I
Sweden
Polana
Turkey 8 - ] 7
Spainﬁ

' Switzerland
Argentina

' Peru

lceland | = e 7

| New Zealand

Afghanistan

3 Work in small groups. Choose a few nationalities that you
know. First describe them in stereotypical fashion, then discuss
how much your experience of them fits the stereotype.

The British have a reputation

they’re always talking about the
weather because it’s so awful.

for being cold and reserved, and f~ Actually most of my

English friends are
very outgoing, they ...

English food is considered to be w
dreadful — completely tasteless. v

V

4 What is your nationality stereotype?
Are you like that?

X

Well, what I found when
I was in England was ...
... and the weather was ...

~r
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Reading o Work in pairs. Student A: read the articles A and B on this page. Student B:
Cultural advice read the articles C and D on pages 142 and 146. Choose the two most

©

interesting points about each country and tell your partner.

Read your articles again and answer as many of the following questions as
you can.

In which country or countries:

1 do people talk in a lively way? ..................

2 do people ask questions about your personal life? ..................

3 does the host invite you to comment on a previous conversation?

. 4 do the hosts like to hear praise about their country? ..................
6
i

is it important to give a more expensive gift to the most senior person?

..................

w

0 W N

Y g
\x’,,"’l 10

do people like gifts with your company 10807 .......ccceeeeuee.

does your host open your gift immediately? .....ccceceueeee.

is it a mistake to offer an expensive gift? .......c..........

is it bad manners to refuse an invitation to a meal? ..................
is it rude to refuse to sing when asked? ..................

11 isitimportant to be punctual for lunch or dinner? ..................

questions.

12 is it important not to offer food with your left hand? ..................

G In pairs, share your information with your partner so you can answer all the

Q What advice would you give a business visitor to your country? Give a short

presentation. You could mention conversation, gifts, entertainment,
appointments and business dress.

Arucie A: Italy

Lively conversation is common in lt?ly. Welcome topics
of conversation include Italian architecture,

art and films, sports (especially football), opera and
praising the hospitality of the countu:y! It is best to
avoid criticising Italian culture, even if your Italian
counterparts are doing so.

ive a business gift until you receive one. Your
g?f? .sthguld be a well-known brand name. Gifts of
alcohol or crafts from your own country are often good
choices. Other possible gifts are fine pens, a framed
print or picture, silver key rings or calculators. Avoid
giving gifts showing your company’s logo.

i lays a key role in Italian business cgtture.
:gg:t"a‘l;ts\s! gf ls\l;w yzyu feel, refusing an invitation of
any kind may give offence. The business breakfast is
almost unheard of, Rare exceptions may be found u;'
the major cities. Business dinners involve only a small,
exclusive group. If you are the host, ched( with you;;
italian contact before making any invitations. Lunc
is still the main meal of the day in most areas of the
country. It is usually served after 12:30 p.m. and often

has many courses.

Article B: United Arab Emirates

Conversation

The hosts usually set the subject of conversation. They will
normally begin with polite enquiries (How are you? How
are you enjoying your visit? etc.). If others arrived before
you, your hosts will often tell you the subject of the
previous conversation and invite you to contribute.

Gift-giving

Giving gifts in the UAE is more complex than in other
countries. This is partly because of the mixture of
nationalities: each nationality has different tastes and
customs. Also, nearly everything can be purchased in the
UAE less expensively than elsewhere in the world. As a
gesture of respect, your host is likely to open and carefully
examine your gift in your presence. It is important that

your gift is the best you can afford to avoid
embarrassment.

Entertaining

Sharing a meal is considered the best way for people to
get to know one another. Locals often entertain at home
but they will accept a foreigner's invitation to a hotel or
restaurant. Hospitality in the UAE is very important but
should not be interpreted as future commercial success.
There are local customs to be aware of, for example, it is
considered bad manners to either eat or offer something
with the left hand. Adapted from www.executive.com
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(uiture shock'

Good manners are always good manners. That's

He also watched in amazement when, at 2 dinner

what Miranda Ingram, who is English, thought, party in England, we swallowed some really
until she marmied Alexander, who is Russian. disgusting food and | said, ‘Mmm . deficious” In
Russia, people are much more direct. The first
When | first met Alexander and he said to me, time Alexander’s mother came o our house for
in Russian, ‘Nolel mnye chai - pour me dinner in Moscow, she told me that my
some ted’, | got angry and answered, ‘Pour it soup needed more flavouring. Afterwards
yourself’ Translated into English, without a when we argued about it my husband said,
Could you...7* and a ‘please’, it sounded really "Do you prefer your dinner guests to lie?

mude 10 me. But in Russian it was fine - you don't
have to add any polite words.

However, when | took Alexander home to meet my

parents in the UK, | had to give him an intensive course
in pleases and thank yous (which he thought were
completely unnecessary), and to teach him to say sorry

Alexander complained that in England he felt
Tike the village idiot’ because in Russia if you smile
all the tirne people think that you are mad. In fact, this
is exactly what my husband's friends thought of me
_ the first time | went to Russia because | smiled at
everyone, and translated every ‘please’ and

even if someone else stepped on his toe, and ‘thank you’ from English into Russian!

t2 smile, smile, smile. At home We now have an agreement.
Another thing that Alexander just couldn't If we're speaking Russian, he can say
understand was why people sald things like, ‘Pour me some ted’, and just make a noise
‘Would you mind passing me the salt, please?’ like a grunt when | give it to him. But when

we're speaking he has to add a ‘please’

He said, 'It's only the salt, for goodness sake! What a ‘thank you/, and a smile.

do you say in English if you want a real favour”

¢ Read the article again and mark the sentences T (true) or F (false). d Now cover the text. Can you complete
Correct the wrong sentences. the phrases with the mussing verbs?
I Miranda got angry because her busband asked her to make the tea. ! — on someone’s foot or toe

2 Miranda had to teach him to say sorry when something wasn't his fault ; (by sccideot)
3 Her husband thinks English people are too polite. some wine into a glass or
q

. , ; . fea into a cup
Alexander wasn't surprised when people said they liked the food at the 3 a nokee, i 4 grunt

dinner party, |
S The food was delicious, | Ee— t}:'ood (so that it g’:m from
6 Miranda didn’t mind when her mother-in-law criticized her cooking, . e op e y;ugctong;c .) b int
7 Alexander thought his mother was right. Russian 2 word from English into
8 In Russia it 1sn't normal to smile all the time when you speak to someone
9 His Russian friends thought Miranda was very friendly because she e Are people in your country more
smiled a lot. like Miranda or Alexander?

10 Alexander never says thank you for his tea when he and Miranda are
speaking in Russian.
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6 SPEAKING
Look at the five situations. In groups, discuss...
Do people do these things in your country?
Do you think it's good or bad manners to do these things, or doesn't it matter?

In my country, we don't kiss people when
we meet them for the first time.

M ood ?

oo Good manners’
meet them for the first time

' yc:Ill’oIder people by their first names Bad manners,

+ use more formal language when

speaking to an older person Does “ maﬁer?

In a restaurant

* let your children run around and
be noisy

* be very affectionate to your partner

+ talk on your mobile

+ always stop at a pedestrian
crossing

« hoot at someone who's
driving slowly

+ drive with the window down
and your music playing

Men and women - a man’s role

+ take a present if you're invited
to dinner at someone's house

« arrive more than 10 minutes
late for a lunch or dinner

+ smoke in 3 house where the
owners don't smoke

* pay for a woman on the first date
+ wait for a woman to go through
the door first

* make sure a woman gets home
safely at night
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Communicative area: speaking about
Belarusian national character

1. a) Brainstorm a list of character traits typical of Belarusian national character. Justify your
choice.

b) Do you think people visiting Belarus could make a similar or a different list? Discuss with
your partner. Compare your answers with another pair.

2. a) In pairs read one of the texts below. Each of you will read a different text (A or B). Make

a list of character traits as mentioned by the writers. Compare with your list. What makes you
proud? What hurts you?b) Read the text again and complete it:

Character traits Key facts

Hospitable invite into a house for dinner

A. I am a British citizen and have lived in Belarus for many
vears. My wife is Belarusian and our children have both been
educated here. Over the years I have visited all of the country’s
major cities and many of its towns, villages and smaller settle-
ments. Of course people are individuals and have their own
traits but I have found, at the risk of generalisation, that Bela-
rusians have many characteristics in common.
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In my experience, such as it is, Belarusians are extremely
sociable both amongst themselves and with visitors. I remem-
ber meeting a man who travelled throughout the world for the
Ford Motor Company and visited Belarus frequently. He told
me that Belarusians were the most hospitable people he had en-
ecountered. Many is the time that, as a stranger, I have visited a
village and spontaneously been invited into a house for dinner
which was alwavs goenerous.

Compared to the people in many western countries Belaru-
gians are not materialistic. This is not to say that they do not
want a car, good clothes and a nice apartment. Certainly voung-
er people, and many of their elders, have embraced new tech-
nology and have up to date cell phones and computers but con-
sumerism does not come close in scale to what is found, say, in
Europe or the States. Not many people think of shopping as a
leisure activity. Over time though, this may change as the mar-
ket economy develops.

One thing that always impresses foreign visitors to Belarus
is the strong sense of community. Belarus is a country that,
throughout its history has suffered many hardships. People
have survived because of their network of family and friends.
In fact, it often seems to me, that there is little distinetion
made between family and friends. Wherever my wife and I
have travelled throughout the country it seems that we alwavs
find a connection with someone who knows my wife or her fam-
ily and will always put themselves out for us.

There is a high respect for education and culture. Most
houses and apartments I have visited have a large number of
books and conversation is often about complex and intellectual
topics. Teachers are highly respected and viewed as profession-
als. I have visited many schools and am always struck by the
politeness of the students and the good order and discipline of
the classrooms.

The countryside holds a special place in the hearts of Bela-
rusians. Even though Belarus has become increasingly urban-
ised and industrialised there alwawva remainas a link to rural
life. On the weekends during the spring, summer and early au-
tumn Minsk seems to empty out as urbanites go to their dachas.
They garden, fish and the more courageous pick mushrooms.
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Every city apartment seems to have a stock of preserves, the
bounty of their dachas or their country relative’s gardens. The
urban-countryzside divide that one finds in other countries does
not seem so sharp in Belarus.

I have only touched on a few points, I think, which make Be-
larus and Belarusians distincetive. There is much more but that
would take a whole book to describe.

Franklin Swartz

B. To be completely honest, when I was first approached to
write some words about the character traits of Belarusian peo-
ple I was not too happy to do so; the primary reason being that I
dislike it when people categorize and stereotvpe others due to
the colour of their skin, their religious beliefs or nationality.
To say someone has a certain set of characteristics due to the
boundaries they were born within is like sayving Prince Wil-
liam, David Beckham, (Sir) Elton John, Amy Winehouse (RIP)
and myself are all alike simply because we are English! Yet, de-
spite my concerns, here I am attempting to give my best, unhbi-
ased, character analysis of the majority of Belarusians I have
come into contact with during my time in this country.

In order to comment upon the average Belarusian’s charac-
ter, I feel that I need to divide it into three categories: 1. Gen-
eral; 2. Socialising with friends or spending time with family;
3. Workplace environment. The reasoning for this is that I be-
lieve there are some characteristics which most Belarusian peo-
ple possess, probably due to the economie situation within the
country during Soviet times and at present, combined with the
fact that it seems to me many people in this country have two
different personalities — one for at home and when socialising
with friends or family, with another reserved for use within
their workplace.

If I were to be limited to just one overall characteristic with
which to deseribe Belarusians it would be ‘resourceful’. The
next adjective I would choose is ‘peaceful’. I rarely see anyone
loze their temper and feel very safe on the streets here, even at
night. This is a stark contrast to inner-cities in my homeland.
One other characteristic which I feel most here share is that of
being quite careful with their money in their day to day life,
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which is to be expected given the average wage in comparison
to the cost of living.

From my experience, this carefulness is definitely forgot-
ten when Belarusians are celebrating a special occasion, such
as New Year or a birthday, and when entertaining guests. In-
deed, when these events occur I have always found the people
here to be extremely generous. Also, when socialising, Belaru-
sians are fun-loving, outgoing, humorous and very friendly.
Every time I go out socialising I am approached by strangers
who wish to chat with me.

However, this openness and cheerfulness is kept well hid-
den by almost everyone when moving around the city, and es-
pecially so when shopping or travelling on public transport!
But the worst seems to oceur in the workplace. Many people,
who I am certain are happy, cheerful and helpful when at home
or with friends, become rude and unhelpful when at work,
something I have experienced from check-out girls to civil ser-
vants. I feel that all this leads to a lack of customer service
within this country, no matter what that service may be. An
exception to this is those who chose their profession more be-
cause of a desire to care for others than as a means to earn mon-
ey, such as kindergarten teachers and doctors. Having said all
of this, I do also believe that the majority of Belarusians are
very professional and hard-working; they certainly spend far
more hours in the workplace than their British counterparts!

On a personal level, I fully enjoy the company of Belarusian
people. With very few exceptions, I find the people here to be
open, warm-hearted, fun-loving and intelligent. I have also
found the sense of humour of the majority of locals to be very
similar to that of my own. Belarusians are generally very wel-
coming and hospitable to foreigners. I fully enjoy meeting new
people and teaching here. The younger generation, especially,
are always eager to learn as much as they can about different
cultures and to embrace new ideas.

Tan Gowman

c) Talk to your partner and find out the similarities and differences
in describing Belarusian character traits in both texts.
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Additional exercises to prepare for the test

GRAMMAR QUIZ
TENSES REVIEW: Past & Present Simple

Compiete the sentences below.

1. | didin't ... the answer to the last 8. Did Tom and Patrick ... to school
test guestion yestenday. last week?
a1 KMo a) go
b R b weni
C} knows c] goes
2. (&) &re you busy mow? 10. ... you af the company meeting last
(B) Yes, 1 ... Tuesday ¥
ai ae al ‘Was
bl was b1 Ohd
ch am cli Were
3. How many people ... at the meseting 11. Where ... Kelly go to high schoaol
larst wesn i 7 last yoar?
a] wen a) s
b was b was
c} are cl chd
4. ... anew pair of sunglasses on 12. Ithink Tommy ... the last cookie
Saturday. from the cookie jar this monning.
a) bury a) iook
by bought b iakes
C} buys Cli Gake
g. Why ... Mr. and Mrs. Smith at home 13, (&) Were you at work yestorday?
(B) Yo, I ...
a) aren't &) e
b dant b was
C| 1=t c) am
B. Do youw .. it will rain later this 4. Where ... you and your family
afternoon? travel on your holiday?
aj moughl o) wens
b] ink b did
C} thinks Ci wais
T. My little brother ... cartoons on 15. Who ... your science teacher
TV avery weekend. Last yoar?
a) walch 3] wens
b} waldhes b was
C} waiching cli chd
B. | ... goshopping last night because 16, James wasn't on the baskethall
| was too tired. toam before, but e ... mow.
a] wasnt &) Was
b was b does
cj cidn® cl Is
18 — 16 = Excellent 13- 14 = Good 12 or Less = Study Moral

GRAMMAR QUIZ

ALL Things Gramrmar

Leswesd  Irvberrrieciste

Grammar Focus Tenses Review: Past Simple & Present Simple

ANSWER KEY

BHamhun
NOooDrEDRDR
-
i
noomrnnk

OdpUERm-OOD

My MNotes %...

212



TENSES REVIEW:

Past and Present Simple

© ® N O O A W N =

g.s.n.n.n_n-s.s.s_s.s
w O N O O A W N 2 O

Decide which tense to use: Past Simple or Present Simple.
Then, complete the sentences.

. (do) ' d you watch a movie last night?
. |live in a house, but my friend (five) h VGS in an apartment downtown.
. (A) Do you (study) English? (B) Yes, | (do)

What (do) your brother do last weekend?

. Sam and Julie still (like) their jobs at the library.

. Did you (buy) a new television last week?

. Why (be) Stephane late for work yesterday?

. In Canada, it always (snow) in winter.

. Where did you (eat) dinner last Thursday?

. (A) (be) you busy last night? (B) No, | (be)

. The store (do/not) open yesterday.

. Brazil (be) a very large country.

. The train already (leave) an hour ago.

. | (be) twenty years old. Next year, | will be twenty-one.
. Where (be) the coffee cups? | can't find them.

. Sam Is at home. He still (do/not) want to come with us.
. Giraffes (eat) the leaves off tall trees.

. What time (do) you (get up) this moming?
. My family and | (fiy) to Peru last year.

. Thomas always (watch) cartoons on Saturday momings. | do, too!

Grammar Focus Tenses Review: Past Simple and Present Simple
Level Intermediate

ANSWER KEY

1. Did 11. did nat
2. lives 12 is

3. study/ do 13. left

4. did 14, am

5. like 15, are

6. buy 16. does nat
7. was 17. eat

8. snows 18. did / get up
9. eat 19, flew

10. Were / wasn't 20. watches
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ZERO CONDITIONAL with:
'|F'/'WHEN’ + PRESENT SIMPLE ¢

Grammar Focus Jero Conditional
Level Intermediate

“if* / “when" clause

main clause

if/When it rains,

the grass grows.

main clause

“if"" | “when” clause

The grass grows

if fwhen it rains.

o T T T
m e W kR A D

@ m o~ B oBm R W =

The sevo condifions! is used fo tofi about things that are aiways, or generaly, troe; it is

used fio foik ahout scieahfic focts.

Matcl the ciouses balow.

. Il am lale for ol ass ———

. When he stays up very HIE.\I\

Peaogle get hungrny

. I you shudy Fard,

When she walches a mowa,
‘When | crass the steet,

. leant do my homewark,

. He always smiles

. IF I miss the bus,

. Wvhen you maks ok of noise,
. TeEa tasies swaed

. You should eat less

. lalways take my urbelta

. When Im sad,

. When he deans the houss,

i)

if they don't eal

| abways look lef and right.

iy leacher gets angey.

when he is happy.

| bake a taxi fo wark.

he is wery ired the next maming
the: librarian gets angry.

if you weanl fo |ose weighl

she lioas bo &l poDEorm.
when il rains.

| walch & funry masie.

he listens 1o music.

youl et good gradés in Sthodl.
if you add Some Sugar.

if | don't Fave my glassss.

ANSWER KEY My MNotes aiy
ic 8E
2 F 0 G
a3 A M N
4. M 12 H
E | 13. J
E B 14. K
7.0 16. L
B O
Grades as
percentages
18/ 15= 100
14/ 15= 93
12/15= &7
12/15= 80
M= T3
1@ 15= &7
9/15= &0
B/15= 53
Ti15= 47
6/15= 40
§/15= 3
4/15= Z7
IM15= 20
Z2i16= 13
1116= T
o/ia= 0%

Put the verb into the correct form.
.............. (boil) at 100 degrees Celsius.

Examples: Water ......

o bR

o e

George ...@eesr’t.ga.......... (not/go) to the movies very often.

How many languages ..q@.yed. Speak...... (yowspeak)?
The swimming pool ..o {open)at 9:00and ...,
(close) at 6:30 every day.
What time .....coccviniiiiinnn (the banks / close) here?
Thaveacar,butl.......cccccooeeirrviennnenne.. (nOtuse) it very often.
How many cigarettes ..., (you'smoke) a day?
IWHAL ©oveeee e (you/do)?" *“I'm an electrical engineer.”
IWHETE e veeeeeeen (your father / come) from?” “He ....cccooooviiiiiiiiinnn
(come) from Mexico.”
It .. vevciiiiesennne.. (take) me an hour to get to work, Howlong ...,
(lt-"tdke} }'ﬂu'?

: . (play) the piano, but L ... .. (not/play) very well.

Idcn l undarstand thE word “deceive.” What ..........ooocviiiivieiinn, (“deceive” / mean)?

boils
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Use these sentences to make questions. Begin your questions with the word(s) in parentheses

(...)

Examples: Tom plays tennis. (How often?) How eften does Town play tenns.l
I jog in the morning. (What time / usually?) Whaz.time.de ypﬂmnzaffy_m_g

[ write to my parents. (H&w often?)

I have dinner in the evening. {What time / usually"}
Tom works. (Where'?] e
1 go to the movies. (How nften'?}

People do stupid things. (Why?) ...

The car breaks down. (How often?)

Rl o o

Decide whether the verbs in these sentences are right or wrong. Correct the ones that are
WFoHZ.

Examples: 1don’t know your telephone number. AIEHT ...
Please don’t make so much noise. T study. WRONG - am studying

Look! Somebody is climbing that tree over there. ...
Can vou hear those people? What do they talk about? ...
Are you believing in God? o U
Look! That man tries to open the door of yourcar. ..o
The moon goes around theearth. ...
What are you thinking about my idea?

The government is worried because the number of people

without jobs isincreasing. L
8. I'm usually going to work bycar.

I Y R T

You are writing a letter to a friend and giving news about people you both know. Use the
words given to make sentences and put the verb into the correct form.

Example: Phil/ find a new job  Philhas found a N0 Q8. ..............ccccccceevvvrennnnn,

Dear Chris,
Lots of things have happened since I last wrote to you.

1. Fred/ go/ Brazil Fred... e aas

2. Jack and Jill / decide / to get marncd e

3. Suzanne / have [ a baby

4. Liz/ give up/smoking . .
5. George [ pass / his driving test 44 brsSme SR R R R RS R R RSB

I You are asking someone about things she has done in her life. Use the words in parentheses
{...)tomake your quesrmns

1. {yau ever /be / to South A.mtnca‘?]

(you/ read / any English novels?)

3. (you/live /in this town all your life?)

4. (how many times/ you /be /in love?) .-
5. {what s the most beautiful country you / ever / \r131t'3‘)

b

=

(}mu gver f sp-eak a‘ t::- a farru:rus permn‘?]

Ann watches television. (How often?) How often .........cocoevviieiiieiise e
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Make sentences using the words given.

Examples: (1/smoke /20 cigarettes yesterday) ZL.semoked.20.cigareties. yesteraday.. .

Lﬂ-ﬂ-wml—l

;o

(how many cigarettes / you /smoke / today?)
How imany. cagareties Rave. you Smaked Lag@Y. £ ...,

. (I/be/sick twice so far this year) 1 .
. (how many times / be / you / sick last }rear‘?] Hc-w manjr tlmes

. (I/not/ drink / any coffee so far today)

. (he/be/late three times this week) N

. (how many games / the team / win / last seasnn”}

[how manj.r gam&:s ./ the team / win /so far this saason‘.?}

Put the verb into the correct form: present perfect (1 have done) or simple past (1did).

Example: 1 ._.aran’t. gl@y...... (not/play) golf when I was on vacation last summer.
1. Mr. Clark .. veseeeeeeee |work) in a bank for 15 years. Then he gave it up.
2. George lweﬁs in hthcns Hc .................................... (live) there all his life.

3. Bob and Alice are married. They ... {hf:.} married for 20 years.
4. When we were on vacation, the weather ... creceeinns. (be) terrible,

5. The weather ..o (br:) very nice Iatel}r

. My grandfather died 30 years ago. I . . . (never/meet) him.

7. Idon’t know Carol’s husband. I .. {neveﬂmeet}hlm

I

Wﬂmpfete the sentences. Each time use at, on, or in with one of the phrases from the box.

el e ol

Saturdays night the age of five July 21, 1969 the moment

the 1920s 1917  +helStheestury—  about five minutes the same time

Columbus discovered America. /1.the. /52h. deﬂrd.fry ...........................................

The first man landed on the moon .

In Britain soccer matches are u:suail}r p]a}'f:d ..................................................................

You can see the StArS ... ... ..o s if the sky is clear.

In many countries, children have to start school............,

Jazz became popular in the United States ...,
It’s difficult to listen when everyone is *ip:al-:ing............................. o
The Russian Revolution took place ...

Tomisn there oo Hc;ii bE: hack ......................................................
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! Put in the correct prepositions: at, on, or in.

Examples: The concert starts ...@%......... 7:45. Ilearned todrive ...

The course begins ............ January Tthand ends ............ March 10th.
Iwenttobed............ midnight and gotup............. 6:30 the next morning.
We traveled overnight to Paris and arrived............ L5000 the morning.
. Mogzart was born in Salzburg ............. 1756.

. Are you doing anything special ............. the weekend?

Hurry up! We've got to go oo five minutes.

I haven’t seen Ann for a few days. I last saw her ............. Tuesday.

I'llcall you ............. Tuesday morning .............about 10:00, okay?

MO0 1 O LA e W

11. ITgetpaid ........... the end of the month.

12. Jack’s brother is an engineer, but he's unemployed ............ the moment.
13. The price of electricity is goingup ............. October.,

14, Sunday afternoons I usually go for a walk in the park.

15. There are usually a lot of parties ............ New Year’s Eve.

16. Ilike walking around town ............. night. It’s always so peaceful.
17. Tom doesn’t see his parents very often these days — usuallyonly ... Christmas

and sometimes............. the summer for a few days.

1 S the end of a course, the students usually have a party.

19, I've been invited to awedding ............. February 14.

20. I'm just going out to do some shopping. I'll be back .............half an hour.
21. Ann works hard during the week, so she likes torelax ............. weekends.
22. It was a short book and easy to read. Ireadit.......... aday.

23. Carol got married ............ 17, which is rather young to get married.

n FPut in for or during.

Examples: It rained _..#ar........ three days without stopping.

80 =1 Qv LA R 3 P

I fell asleep d‘ﬁfffiﬂf}. ... the movie.

I waited foryou ................. half an hour and then decided that you weren’t coming.
He hasn’t lived in Haiti all his life. He lived in France ................ four years.
Production at the factory was seriously affected ................. the strike.

I felt really sick last week. I couldn’t eat anything ................ three days.

When we were at the theater last night, we met Ann................. intermission.

Sue was very angry after our argument. She didn't speak tome .._............. aweek.
We usually go out on weekends, but we don’t often go out ................. the week.

Jack started a new job a few weeks ago. Before that he was out of work .................six
months.

SB four weeks,

I might not be home ............. the morning. Can you call ............ the afternoon instead?
10. Tom’s grandmother died ............. 1977 s the age of 79.
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Put in while or during,

Examples: We met a lot of people . w/A//E. ... we were on vacation.
We met a lot of people a’ﬂﬂ‘ﬂﬁ ... OUr vacation.

1. I metSue ... e I was waiting for the bus.
2 s we were in Paris, we stayed at a very comfortable hotel.
3. ... Our stay in Paris, we visited a lot of museums and galleries.
4. The phone rang three times ................. we were having dinner last night.
5. I had been away for many vears. ................. that time, many things had changed.
6. What did she say aboutme ._............... I was out of the room?
7. Jack read a lot of books and magazines ................. he was sick.
8. I went out for dinner last night. Unfortunately I began to feel sick ................. the meal.
9. Many interesting suggestions were made ................. the meeting.
10. Please don’tinterrupt me ................. I'm speaking.
11. There were many interruptions ................ the President’s speech.
12. Can you set the table ................. I get dinner ready?

Fﬂmpfe:e these sentences. Use in, at, or on with one of the words or phrases from the box.

bed sea the National Theatre a farm the hospital
school prison the airport the movie theater — -the-station-

My train arrives at 11:30. Can you meet me .84, 6h€ .88 gtionm...."7

I didn’t feel very well when I woke up, so Istayed ...

My favorite movie, Gone With the Wind, is playing ..........ccoooennnnnreee.doWntown.
Many people are ..o for crimes that they did not commit.

I like the country and the fresh air. I think I'd like to work ...
Did you get along well with your teachers when you were reesssssereresssssssssessnnarares
Wewenttoseeaplay ... when we were in London.

Linda was injured in a car accident a few days ago. Sheis still ...
It was a very long voyage. Wewere ... for ten weeks.

Our flight was delayed. We had towait ... for four hours.

SemNaaLawN -

[a—y

E Complete these sentences with in or at.

Example: Were there many people ... at...........the concert?

[ didn’t see you ... the party on Saturday. Where were you?

It was a very slow train. It stopped ............. every little station.

. He speaks French quite well. He studied ............ Paris for a year.

Tom’s sick. He wasn't ............. work today. He was ............ home ............. bed.
The exhibition ............. the art gallery finished on Saturday.

There will be a public meeting ............ the Town Hall next week, to discuss the plan to
build a new highway.

I haven’t seen Ken for some time. I last saw him .............Dave’s wedding.

Paul is a student ............ Central Community College.

Don’t call tomorrow evening. [ won’tbe ... home. I'llbe ............. Ann’s.

. It'salwaystoohot ... Linda’s house. She has the heat on too high.

. Jane is an anthropology student..............college.

o n B

[y
P Swem
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MaTepmanbl ANA TeMaTU4eCKOro KOHTpPOJIA

TemaTn4yeckuii KOHTPOJIb Nel

Tema: At the trade delegation

1 ypoBennb

3aganue 1. HaiinuTe aHrianiickue Y)KBUBAJIEHThHI.

1.00cyxnath 1€10BbIE BOIIPOCHI 1. toreceivecustomers
2.ITpocmaTpuBaThIOUTy 2. to make an offer
3.beITh3anHTEPECOBAHHBIM 3. to discuss business
4.1lenanaToBap 4. price for goods
5./lenaThIpeaaoKeHIE 5. during the office hours
6.HasHauaThBCTpeUyHAITOHEICIbHUK 6. tobeinterestedin
7.3ampoc Ha vaii 7.to make an appointment for
Monday
8.IlpomaBaTh 000OpyIOBaHUE B pa3HBIE CTPAHBI 8. tolookthroughthemail.
9.IlpuHMMAaTh3aKa34YHUKOB 9. to sell equipment to
different countries
10.BreuenunepaboueroHs 10. anenquiryfortea

2 YpoBeHb.
3ananue 2.IlocraBbTe NpeaioKeHHe B OTPULATEIbHYIO U
BOIIPOCUTEIBHYIO (POPMBI (5 BOIIPOCOB)

1.He likes to be at home in the evening together with his family.
2.She is speaking on the phone with her chief.

3 YpoBeHb.

3ananue 3. YnorpeouTe rjiaroJi B Hy’KHOM BpeMeHH.
1.Belov (to work) at the Ministry of Trade.
2. He (to meet) customers every day.
3. She (to make) an appointment with foreign businessman now.
4. What the engineers (to do)? They (to have talks) now
5. The manager (not to discuss) terms of the contract now.

4 YpoBeHb.
3ananmue 4. IlepeBenure.
1.4 O661 XOTENa C BaMU TIOTOBOPUTb.
2.0H paboTaeT B MUHHCTEPCTBE 00pa30BaHUsI.
3.Ee pabouwnii nenp HaunHaeTcs B 8.
4.V Hamero ynpasiisifOIIETo ceilyac MeperoBopsbl.
5. M&bI HEe Ha3Ha4YaeM BCTped B cy000Ty. B cy660Ty MBI HE paboTaem.
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3agaHus TEeMAaTHYECKOr0 KOHTPOJIst Ne2
Tema: OOcyxaeHue yCIOBUN KOHTPAKTA.
I'paMmmaTHKa:MOAAIBHBIETIATOJIbI, IPEJIOTH.

1. YpoBens ll. Ilena 3axanus 4
YnorpebneHue TpedyeMoro 1o CMbICIY CIIOBO.
1. Mr. Ivanov studied ... contract term s and on Monday he came to the
company... them with Mr. Blake.
2. I'd like... some detalils... you.
3. When do you. the goods? We can't.. to your price.

agree, the Buyer's, require, to discuss, with, clarify.

2. YpoBenb l11. Ilena 3ananus 6

YnoTpebiaeHue HyKHbIil IpeIor.

1. They received an enquiry ... compressors.. their custom ers.

2. ... the talks the Seller offered our company a 12 % discount ... the price.
3. The terms ... delivery and the payment ... collection suited the Buyer.

4. When he came ... London he made an appointment ... Mr. Morris ...
Wednesday ... 10.

3. ¥Yposenb |V. Ilenazaganus 8

1. What | (can, to do) for you?

2. We (to receive) your offer 5 days ago, but I (cannot, to study) it as | (to be)
outside London and just (to come back).

3.Mr.Vlasov (to phone) Mr. Hunt lately.

4. Where (to be) the secretary? She (to type) still documents.

4. Yposens V. llena 3aganus 10

1. Ham cexpeTtapb yMeeT TOBOPUTH MO aHTJIMICKUNA, HO OHA HE YMEET

TOBOPUTH O (PpaHIly3CKH.

MHe Hy»HO 3aeXaTh 32 BAMHU? — HET HE HYKHO.

3. MplI He MoriM OBl TOCTaBUTH TOBAp Ha MPOILJION HEAENH, TaK KaK Hall TOBap
MOJIB3YETCs OOJBIIIUM CIIPOCOM.

4. Omna omoznana Ha ypok Ha 10 MUHYT Beuepa.

N

TemaTnyeckuii KOHTPOJIb Ne3
Tema: O06cy:k1eHHe yCI0BHII OCTABKU TOBapa

Bropoii ypoBens. Ilena 3ananus 4 6ana.

3amanue 1. BoiGepurenpaBuibHbIHBAPUAHT.

1.Canyoutellme ... (anything. anybody) about the places of interest in Minsk? Yes,
1 can tell you ... (anything, something), but not very much.
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2.Has (anybody, somebody) phoned me?

-No ... (nobody, nothing) has/

-If (anybody, somebody) does, tell him that 1’ll come back soon.

3. There is ... (nowhere, nobody, anybody) in the street. It is wet and cold/
4. Will you go ... (somewhere, nowhere, anywhere) in July?

Tpernii ypoBeHnb. IleHa 3a1anus 6 0a/Ji0B.

3aganue 2. BcTtaBbTe Npeasior, rjae He00Xo0aAMMo.

1. The plant in Minsk is ... construction now.

2. We deal ... Smith and Co ... lift equipment .

3.Last year we placed an order ... 200 pumps ...Brown and Co.

4.We can deliver the pumps ... four lot ... 25 pumps each ... regular intervals ...

eight months.

YerBepThliiypoBeHb. IleHa 3ajanus 8 6a/1,10B

3ananue 3. IlocTaBbTe 1J1aroJibl, B CKOOKaX, B IPAaBWIbLHYIO hopMy

1.We (to go) sightseeing if it (to stop) raining.

2. When the manage (to come) bask | (to tell) him about Blake and Co's offer.
3. We (to contact) the firms as soon as we ( to study) its enquiry closely.

4 1f Mr. Brow (to be) interested in our latest model of planes we (to send) him our

catalogues.

IIsaThIi YpoBeHb. Ilena 3aganus 10 6aJ1J10B.
3ananmue 4. IlepeBeanTe ¢ pyccKOro Ha AaHIJIMIACKHH.
1. 51 mo3BOHIO BaM, KOTJIa BEPHYCh JIOMOIA.
2. OH HUYETO HE 3HAET 00 PTOM.
3. ®upma ObLIa 3aWHTEpPECOBaHA B TIOKYIIKE JIM(TOB JIJIs 3aBOJIA.
4. MpI MOKEM rapaHTHUPOBATh Ka4€CTBO HAIIIUX TOBAPOB.
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MpumepHbIM NnepeyeHb 3agaHuM K OKP

1. Supply the right word

oakrwnE

We ... many goods to ... companies.

The company is ... in the ... of Otten and Co.
They sell their goods at the ... of 20 dollars.
Our machines are of high ....

They have just started ... a new model of ... .
The Buyer required the ... as soon as ... .

producing, possible, sell, quality, equipment, goods, offer, different, interested,

price

Supply the right word

ook wnE

The shop is already under ... .

Can I check in for the ... to London here?

We can start... the pumps six months after we ... the contract.
Our machines are of high ... .

The company cannot... shipping ... .

The Seller could ... the goods in four ... .

facilities, flight, sign, deliver, quality, shipping, lots, provide, construction

Supply the right word

ok wnE

We can’t agree to your ... .

There is a heavy ... for these ... .

The engineers are having ... in the conference
The secretary looks ... the mail every morning.
They can . payment for ..

. The... recelved a..on the prlce

company, through, prices, goods talks, demand, room, accept, discount, collection

2. Supply the correct prepositions

1
2
3
4.
S)
6
7

. What time is breakfast? Any time ... 7 ... 9.
. 'You must go ... the customs when you go ... a foreign country.
. I reserved two rooms ... your hotel... the weekend.

We hope that the model is ... great demand.

. The train will arrive ... a delay ... 40 minutes.
. I’d like to speak ... the director ... our offer.
. This is an enquiry ... compressors ... their customers.
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1. The engineer went... Great Britain to have talks ... Brown and Co.

2. The secretary made an appointment... Mr Morris ... Wednesday ... 10.
3. Stepanov agreed ... the delivery terms.

4, Their goods were ... great demand and sold very well... that price.

5. They were heavy ... orders.

6. The company guaranteed the delivery ... each lot ... any delay.

7. ... Monday he contacted ... his manager.

8. The price ... books is very high.
Q. We placed a big order ... computers ... this company.
10.  The train will arrive ... time.

11. ... the talks the engineers discussed the terms ... delivery.

Supply the correct tenses.

We (to receive) your offer 5 days ago.

Where you (to go) yesterday?

We just (to study) your contract form.

I (not to like) to go out after office hours.

The secretary (to speak) on the phone now.

Your tools (to meet) our requirements.

7. The manager (to look) through the latest catalogues of the company lately.
8. They (to stay) at the hotel till 9 o’clock yesterday.

Q. The engineers (to discuss) the terms of payment at the moment.
10.  You (to make) a contract with them yet?

11.  We (to do) business with many countries of the world.

12.  She (to send) many faxes to different companies yesterday.

13.  Last year we (to place) an order with this company.

14.  You (to have) a good trip?

15.  They already (to miss) the train.

16. It (not to rain) now.

17.  The company (to deal) in lift equipment.

18.  You ever (to be) to London?

ook wnE
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MEPEYEHb YUEBHBIX U3IAHU 1 THOOPMAIIMOHHO-
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1. «AHTTTUUCKUM S3BIK AJI IEJIOBOTO OOIICHUS
I''A. lynkuna Mocksa, 2001
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Munck, «TerpaCuctemcy, 2012

3. «AHTIIMIUCKUN SI3BIK 17151 IETIOBOTO OOIIICHUS»

T.A.HaasryctoBa Munuck, 2010

Secretarial 1V. Evans  Express Publishing

Secretarial 2V. Evans  Express Publishing

Secretarial 3V. Evans  Express Publishing

Business vocabulary in use B. Mascull Cambridge University Press
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