[loKyMeHT NoAnucaH NpocToit 3NeKTPOHHOM NOAMUCHI0
NHbopmaums o Bnagenbue:
(®OWO: AbzpaxmaHoB [laHuap Mas

TBCH
[lomxHocTb: pektop [6OY BO "BAFT;’;J’%(&;iZ[aI)C c
[ata nognucanus: 05.06.2026 14:44:38

YHUKaNbHbIA nporpaMMHmF«lﬁ@umKng)CKaﬂ aK
1

1HOE OI0/PKETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIIETO 00Opa30BaHuUs
rajieMusl TOCYy1apCTBEHHOM C1yKObI M YIIPABJIEHHUS

6caf317d71a2¢7d2f749ed2578795b669 SSZdthDH

I'naBe Pecny0smku bamkoprocran»

Kadenpa conmanbHO-TyMaHUTAPHBIX AUCHUIUINH U HHGOPMAIIMOHHBIX TEXHOJIOTHI

PABOYASA ITPOTPAMMA

b51.0.05 MHoCTpaHHBIN SA3BIK

VYpoBeHb BhICIIETO 0OPA30BaHUs

LAKAJIABPUAT

Hanpagnenue moarotoBku
38.03.01 OxoHoMuKa

Hampasnennocts (mpoduiib)

DKOHOMHUKA U yIpaBjieHue GuHaHCaMu

®opma 00yueHust
OuyHo-3a04Has

Vpa 2025



Pabouas mporpamma aucuurumbael b1.0.05 «MHocTpanusiii s3b1k» /coct. 3.P. Upkabaesa
Ypa: T'BOY BO «BAI'CY», 2025 ron

Pabouas nporpamma npennasHauena jiis ooydaronuxcs 38.03.01 Dxonomuka

PEKOMEHJIOBAHA  3acemanmem  kadeapsl  CONMAIbHO-TYMAaHUTAPHBIX  JUCHUIUIMH |
MH(POPMALMOHHBIX TEXHOJIOTUN POTOKOJT No or" " 20 r.

3aBenyromuii kadeapoi conuanTbHO-TYMAHUTAPHBIX AUCIUILINH U WH(OPMAIIMOHHBIX TEXHOJOTUN
AT. Vagesa

HAUMEHOB8AHUe Kaheopbl — IUYHASL NOONUCH PACUUPDPOEKA NOONUCU — 0ama

@ Upkabaesa 3.P., 2025
@ I'bOY BO «BAI'CY», 2025



Conepxanue

1 Iemu v 324241 OCBOCHUS JUCIIMIIIIIHBL .......uvvvereeeeeessssusssseeeseeesssaassrsssesseessssnsssssssessesssanns 4
2 TpeboBaHus K pe3yibTaTaM OOYUCHUS 1O JTUCIIHTIIHHE ....vvveeisvveessreeessveesssreessseesssnesssneenns 4
3 CTpyKTypa U COAEPIKAHNE JUCIIUIIIMHBL. ... .vveuvieiriasriessreesee e essesssneesnes s e snes s s snnesneesnnas 5
3.1 CTPYKTYPA IHUCIIUTIITHBI ... .vvvveesiieeeessstsseeessssseeeesssssseessssseesssssseaessanssseessasssneessnsssseesnnnnns 5
3.2 ConepKaHUE PA3JICTOB TUCIIHIITHHBL . ......eeeiutreaieeeaireesteeessneessseesseeessneesssseesssseesssseesnnns 8
4 Y4eOHO-METOIUYECKOE O0ECIIEYEHUE IUCIIATIIIHBL ... ..eeveerrrrnnnssseesseeesssnnnssseessessssssnnnnreeees 11
4.1 OCHOBHASI JIUTEPATYPA 1. .veeureenrersureesseessreassesasseessesssseessesasseessesssneessesaseessnsareessnsaneessnssnns 11
4.2 JIOTIOTHUTEITBHAS JTATCPATYP@ 1.vvveenvvresssreesstrtesssesessteesssseessssesssssesssssessssseesssessssessssseessssees 11
4.3 VIHTCPHET-PECYPCBL. .. euviteeatiasresteesteaseessee bt assesbe e bt sse e s be e b e aseenb e e bt e se e e b e e n e ase e nb e e e e nbeeaneene s 11
4.4 MeTtoan4ecKue yKa3aHus K MPAKTUYECKUM 3aHATUIM (CEMHUHAPAM) ....eevrvveerruveesrsreessunnss 12
4.5 Meroauueckue YyKa3aHMs K KypCOBOMY IHPOEKTUPOBAHUIO U JAPYTUM BHIAM
CaMOCTOATEJIbHOMN pa6OTI>Il .................................................................................................... 13
4.6 IIporpamMmmMHoOe oOecnieueHune, mpodecCuoHaIbHbIC 0a3bl TaHHBIX U UH()OPMAIIMOHHBIC
CIIPABOYHBIE CHCTEMbI COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOIOTUM ... 58
5 MarepuaibHO-TEXHUYECKOE 00CCTICUECHUE JUCIIUTIITIHBI «..evvvvreisrieessreeesireessineeesineesssseesens 58
JlononHeHys U U3MEHEHUS B paboyeil MPOrpaMMe TUCHUIITIHHDL.....ccvvrrreerieenreenneeareeneeeenns 59

! [pu Hanuawy B CTPYKTYpe AMCHHUILTHEBI (MOYIIS) MPAKTHUECKUX 3aHATHI (CEMUHAPOB)



1 He.]'ll/l U 321241 OCBOCHHA NTUCHHUIIJIMHBI

ean (1e1u) OCBOCHUS IUCUUIIINHBL:

@opMHUpOBaHNE HABBIKOB YCTHOW M IIMCBMEHHOW pEYM HA AHITIMHCKOM SA3BIKE CTYACHTOB
dakynpTeTa TrOCyJIapCTBEHHOIO MYHUIMNAIBHOTO VIPABICHUS U HSKOHOMUKH IO TMpOrpamme
MOJTrOTOBKH aKaJeMUYEeCKOro OakajgaBpuara.

3agaun:

1) cucremaru3anuss W pacHIMPeHHE 3HAHHM 110 OCHOBHBIM pasjejiaM T'PaMMAaTHKH,
HEOOXOIUMBIM I MOHUMAHUS TEKCTOB IO CHEIUAbHOCTH;

2) pa3BUTHE yMEHHW CO3HATENBHO NPUMEHSATH MPONJCHHBIM TIpaMMAaTHUECKHHA U
JICKCUYECKHI MaTepHralibl B YCTHON peuH;

3) 3Hanue Hambosee  ymoTpeOuTerabHOM  (0a30BOM) TpaMMaTHKH W OCHOBHBIX
rpaMMaTHYeCKUX SBJICHUH, XapaKTePHBIX AJIs TPO(heCCHOHATIBLHOM peyn;

4) BnajneHHE JEKCHYSCKUM MUHUMYMOM B oObeMe 4000 y4eOHBIX JCKCHUECKUX CIMHUIY
001Iero ¥ TEPMUHOJIOTHYECKOTI0 XapaKkTepa,

5) BajcHHe HaBBIKAMHU HAJOTHYECKOH M MOHOJOTHYECKOW PEYH C MCIOJIb30BaHUEM
Haubosee YMNOTPEeOUTENbHBIX M OTHOCHUTEIBHO MPOCTBIX JIEKCUKO-TPaMMAaTHYEeCKHX CpPEACTB B
OCHOBHBIX KOMMYHHKATHBHBIX CHTYAIHSIX HEOPHIIMATHEHOTO U OPHUIIHAIEHOTO OOIICHUS;

6) moHMMaHWe IUAJOTMYECKOM W MOHOJOTMYECKOW peun B cdepe OBITOBOH W
podeCCHOHAIbHON KOMMYHUKAIINH;

7) Benenue Gecenpl Ha OBITOBBIE M ITPO(ECCHOHAIBHBIC TEMBIL,

8) noHumanue yCTHOM (MOHOJOTMYECKOW M JHAJIOTMYECKON) pedd Ha OBITOBBIC W
CHeIHalIbHbIE TEMBI.

2 TpeGoBaHus K pe3yJbTaTaM 00y4eHHs 10 JUCHUIIMHE

[Iponiecc mM3yyeHHs AUCUMIUIMHBI HAMpaBieH HAa (OPMHUPOBAHUE CIEAYIOIIUX PE3yIbTaTOB
o0Oy4deHus

[Tmanupyemsle pe3yabTaTel 00yUeHHs O AUCHUILINHE, XapakTepusytomue | DopMupyeMple KOMIETCHIIMN
9Tanbl GOPMUPOBAHHST KOMIIETECHIIUH

3HaTh: YK-4 CriocobeH oCyIIeCTBIATh AETIOBYIO
1) ocHOBHBIE CIOCOOBI PabOTHI HaJ[ A3BIKOBBIM U PEUEBBIM MATEPHATIOM; KOMMYHUKAIIUIO B YCTHOM 1

2) OCHOBHBIE PECYPCHI, C TIOMOIIIBIO KOTOPBIX MOXHO 3P (HEKTHBHO HMHCbMEHHOH GopMax Ha

BOCTIOJIHUTh UMEIOIHECS MTPOOEITHI B SI3BIKOBOM 00pa30BaHUM. rocyIapCTBEHHOM s3bIke Poccuiickoit
Ymers: Denepali 1 THOCTPAHHOM (BIX)

1) BBICKa3bIBaTHCS MO CONCPIKAHUIO IPOYUTAHHOTO WIIM MPOCITYIIAHHOTO sI3bIKE(aX)

TEKCTa C UCIOJIb30BAaHUEM KIIFOUEBBIX CIIOB;
2) BBICKA3bIBATKLCS IO COACPIKAHUIO TEKCTA, OTBEYAs Ha BOIIPOCHI
MPETo/1aBaTes;

3) nmoknaabiBaTh 0 KAKOM-JIHOO COOBITUH Min (akTe;

4) noHuMmaTh 00IIEe COAEPKAHNE TPOUYUTAHHOTO MaTepraa ¢ BbIIEIEHHEM
OCHOBHOI MBICITH, UICH, KIIFOUSBON HH(DOPMAIHK; TOHUMATh MTOJHOE
COJIepXKaHNE MPOYUTAHHOTO C OIIOPOi HA M3BECTHBIC JICKCUICCKHE
€IMHULIEL;

BOCIIPOM3BOANTH MPOYUTAHHBINA MaTepuair;, peeprupoBars 1 aHHOTHPOBATH
TEKCT;

5) packpsiBaTh U 00CYX/IaTh POOIEMBI C OTIOPOIA Ha TEKCT; MepeIaBaTh
COJIepKaHUE TEKCTa;

6) HCIONB30BaTh HOBBIE JIEKCHKO-TPAMMATHYECKHE STUHUIIBI B CUTYAIUSIX
OOIIEHUS; COCTABUTh TEKCT BBICTYIUICHUS HA OCHOBE IIPOYHTAHHOTO
MaTepHaa.

Baanern:

1) BoCHpHUATHS ¥ TMOHHMAHUS YCTHOW pEYM KaK CaMOCTOSTEIILHOTO BHIA
peyeBOi AEATENbHOCTH;

2) T[OUCBbMEHHOW pEYbl0 KaK CaMOCTOSTEIBHBIM  BHIOM  PEUYCBOU




[Tnanupyemsbie pe3yabTaThl 00y4YeHUs 10 AUCLMIUINHE, XapakTepusytonye |DPopMupyemble KOMIIETCHIMN
9Tanbl GOPMHUPOBAHNS KOMICTCHIUH

JCATCIBHOCTH.

3 CTpyKTypa M coaepkaHue THCHMIIHHbI
3.1 CTpykTypa TUCHMILIHHBI
3.1.1 Ounas ¢popma o0y4eHHs

OO6mast TpyI0eMKOCTh JTUCIMIUIMHBI COCTABJISET § 3a4eTHHIX eauHUIl (288 akageMUYecKUx

qaca).
TpynoeMkocTs,
aKaJeMHYECKIX YacOB
Bun pabotst 1 2
CeMecT | ceMecT BCET0
p p
O06mas TpyA0oéMKOCTh 144 144 288
KonrakTHas padora: 40 82 122
Ipaxrraeckue 3ausaTus (I13) 36 46 82
IIpomMexxyTodHas arrecTanus (3a4eT, IK3aMeH) 4 36 40
CamocTosiTebHas1 padoTa: 104 62 166
Cocmasnenue ouanoea 8 napax;
Buinonnenue 3a0anuil, epammamuyeckux ynpajrcHeHull u mecmos u3 y4eoHo-
MemooUecKo20 KOMIIEKCA;
3anoanenue 61anxos, Hanucanue — 0e108bIX NUCEM;
Camonoodzomoska (npopabomxa u no8mMopeHue 1eKYUOHHO20 Mamepuaid u
mMamepuana y4ebHUKo8 u y4eOHbIX nocooull);
Iloozomoeka Kk npaxmuyeckum 3aHsamusim;
Ilodzomoska Kk 3auemy
Buja uToroBoro KoOHTpoJIst 3a4er |9JKk3ame | 3a4er, SK3aMeH
H

Ilpumeuanue: 6 madbauye (pazden «Kowmaxkmmuasa pabomay) nepeyuciaiomcs moabKo
peanusyemvle 8UObL KOHMAKMHOU pabombi.

Paznensl AUCHUIIIIMHBI, U3YYaCMBbIC B 1 CCMECTPE

KonunuectBo yacos
Ne paznena HaumenoBanue pa3esnon scero ayﬂpggg[; :aﬂ BHEay/I.
T m pabora
1 Greetings. Introductions. / TIpuseTcTBHe. 3HAKOMCTBO 9 - 2 7
2 Present Simple / Hacrosiee npocroe Bpemst 9 - 2 7
3 Asking people about themselves / Mupopmarus o cebe 9 - 2 7
4 Small talk / Ceerckas Gecena 9 - 2 7
5 Present Continuous / Hacrosiiee mpo1onkeHHOE 9 - 2 7
BpeMsI
6 Job titles / Mecto pa6oTsl. JIO/KHOCT 10 - 3 7
7 Have got, has got, have / O6opot have got/ has got/ 9 - 2 7
have
8 Past Simple / ITpomeauree mpocToe Bpems 9 - 2 7
9 Company’s structure: structural scheme / Ctpykrypa 10 - 3 7




KonugectBo yacos
Ne pa3nena HaumenoBanue pa3ienos Boero ayJMTOpHAs BHeEayI.
pabota pabora

KOMITAaHUHU: CTPYKTypHas cxema. [IpuTsxaTenbHblil
MaJIeX UMEH CYIECTBUTEIBHBIX

10 Company’s structure: responsibilities within a company| 10 - 3 7
/ CTpyKTypa KOMITAHHHU: OOA3aHHOCTH B KOMITAHUH.

11 Talking about yourself and your company. Presenting 10 - 3 7
yourself / Pacckas o cebe 1 Bamieit koMnanuu.
Camornpe3eHTaIus

12 Present Perfect / HacTosmee 3aK0HYEHHOE BpeMst 9 - 2 7

13 Future Simple / Byaymee npocToe Bpems. 10 - 3 7

Telephoning: taking and leaving messages /
TemedoHHBII pa3roBop: Kak OCTABUTH COOOIICHUE

14 Corporate entertaining / KopriopaTuBHsIii OTIbIX 9 - 2 7
15 Visiting a foreign company/ Busur 3apy6esxHoit 9 - 3 6
KOMITAHUH
3auer 4
HToro: 144 36 104
Bcero:”

3
[IpakTuueckue 3aHATHs (CEMUHAPHI)

No zansitust | Ne paznena Tema Ko:-Bo yacoB

1 1 Greetings. Introductions. / TIpuBercTBre. 3HAKOMCTBO 3

1 Present Simple / Hacrosiiee npoctoe Bpemst

Asking people about themselves / Mudopmarus o cebe

Small talk / Ceerckas Gecena

AlwiN

Present Continuous / Hacrosiiiee mpoIoypkeHHOE Bpemst

4-5 Job titles / Mecto pa6oTs. JIomKHOCTH

Have got, has got, have / O6opor have got/ has got/ have

Past Simple / TIpomemiiee mpocroe Bpemst

O O N[O ~|lWIN
N W N[NNI WN

6-7 Company’s structure: structural scheme / Ctpykrypa komMnaHuu:
CTpyKTypHast cxeMma. IIpurspkarenbHbli nafex UIMEH

CYHECTBUTCIIbHBIX

7-8 10 Company’s structure: responsibilities within a company / 2
CtpykTypa KOMIaHUU: 00sI3aHHOCTH B KOMIIAHHHL.

8-10 11 Talking about yourself and your company. Presenting 3
yourself / Pacckas o cebe u Bareit kommanuu.

CamMornpe3eHTanus

11-14 12 Present Perfect / Hactosiiiee 3akoH9eHHOE BpeMsI 2

15 13 Future Simple / Byaymee mpoctoe Bpems. Telephoning: taking 2
and leaving messages / TenehoHHbIi pa3roBOp: Kak OCTABUThH
coo0IeHune

16-17 14 Corporate entertaining / KopriopaTuHbIi#i 0T/IbIX 3

18 15 Visiting a foreign company/ Busur 3apy6esxHoii koMnanum 3

Hroro: 36

Paznenbl nucuUIUIMHbBL, U3ydaeMble B 2 CEMECTpe

2
Crpoka «Bcero» mpucyTrcTByeT B TabOimie AJS MOCIEIHEr0 CeMecTpa M3y4deHHs OUCHUIUIMHBL Ecim aucuuruimHa

M3ydaeTcsa B OJHOM CEMECTpe, TO 3Ta CTPOKA OTCYTCTBYET

® [Moapas/ien IPUCYTCTBYET [PH HATHYNH STHX BHIOB Y4eGHON paGoThI



KonuuecTBo yacos
Ne paznena HaumenoBanue pa3nenos BCero ayﬂpgé?;:aﬂ BHEayZ.
il e pabota

1 Revision: Grammar, Introductions / TToBTopenue 9 4 5
rpaMMaTUKy U TeMsl “TIpuBercTBue”

16 Presentation: general structure of the presentation, the 9 4 S
structure of the introduction / IpesenTarus: o6mas
CXEMa NPEe3CHTallu, CTPYKTYpa BBCACHUA

17 Modal verbs /MonanbHbIe TIaros! 9 4 S

18 Presentation: the structure of the body and conclusion / 9 4 5
IIpe3eHTanus: CTPyKTypa OCHOBHOM 4acTH U
3aKJIIIOYCHUS

19 Preparing a speech / TloaroroBka mybIuaHOTO 10 4 6
BBICTYIIJICHUSA

20 Qualities of a good manager / Kauecrsa xopoiuero 9 4 5
MCHCKCpa

21 Comparatives / Ctenenu cpaBHEHHs PUIAraTEIbHBIX 10 4 6

22 Business across cultures / Busnec B KoHTeKcTe 9 4 5
Pa3INYHBIX KYJIBTYp

23 Business correspondence: writing a CV / Jleosoe 9 4 S
NUCbMO. HAITUCAHUEC PE3IOME

24 Business correspondence: writing a letter / Jlenosoe 9 4 5
IMUCHhMO. HAITUCAHHUE TUChMa

25 Careers / Kapbepa 8 3 5

26 Travel. Business travel. Hotels. Restaurants/ 8 3 5
ITyremectus. enosle moe3aku. Orenu. PectopaHsl.
DK3aMeH 36
HUroro: 144 46 62
Bcero:*

[IpakTrueckue 3aHATHS (CeMI/IHapBI)5
Ne zansitust | Ne paznena Tema Koi-Bo yacos
1 1 Revision: Grammar, Introductions / [ToBTopeHue rpaMMaTHKK U 4

teMbl “TlpuBercTBue”

2-3 16 Presentation: general structure of the presentation, the 4
structure of the introduction / Tpe3enranus: obmias cxema
NPE3CHTAINM, CTPYKTYPA BBECACHUA

3-4 17 Modal verbs /MomansHBIE THATOIED 4
4-5 18 Presentation: the structure of the body and conclusion / 4
IIpe3enTanus: CTpyKTypa OCHOBHOM YacTU W 3aKIIIOYESHHSI
5-6 19 Preparing a speech / TToarotoBka myoJIMYHOTO BBICTYIIICHUS 4
6-8 20 Qualities of a good manager / Kauecrsa xopomiero 4
MCHCJKEpa
9-11 21 Comparatives/ CteneHu cpaBHEHHS MPUJIAraTeNIbHBIX 4
12-14 22 Business across cultures / Bustec B KOHTEKCTE Pa3THUHBIX 4
KYyJIbTYD

4
Crpoka «Bcero» mpucyTrcTByeT B TabOimie AJS MOCIEIHEr0 CeMecTpa M3y4deHHs OUCHUIUIMHBL Ecim aucuuruimHa

M3ydaeTcsa B OJHOM CEMECTpe, TO 3Ta CTPOKA OTCYTCTBYET

® [Moapas/ies IPUCYTCTBYET MPH HATHYHHE STHX BHIOB Y4eGHON paGoTHI



No zansitust | Ne paznmena Tema Koin-Bo yacos

15-17 23 Business correspondence: writing a CV / JlesioBoe MHCHEMO: 4
HannCaHne pEe3roMe

18-19 24 Business correspondence: writing a letter / Jlenosoe 4
MNHUCHMO. HAaITUCAaHHUE MUCbMa

20-22 25 Careers / Kapnepa 3

23 26 Travel. Business travel. Hotels. Restaurants/ ITyremectus. 3

Henosrie moe3nku. Otenn. PecropaHsl.
HUroro: 46

3.2 Conepxxanue pa3iejioB QM CHUANINHbBI

Ne 1 Greetings. Introductions. / IlpuBercrBre. 3HaKOMCTBO

Dopmynvl  obpaweHull 6 OQuUYUATLHBIX U  HeoPUYUATLHLIX cumyayusx. Bexciusoe
npusemcmeue. Popmvl npueemcmeull U npeocmasienus ceds 6 oPUYUATLHLIX U HEODUYUATLHBIX
cumyayusax. Cnocobvl 3HaKoMcmeda, npeoCmasieHusi O00HO20 Yelo8eKd OpY2OMy, HpocbOa
npeocmasums ceost Komy-mo.

Ne 2 Present Simple / HacTosiniee npocroe Bpemsi

@OPMbl 06pa30661H1/l}1 npocmoco HacmoAuwezco BpEMEHU 6 noeecmeoeameilbHom,
B0NPOCUMENLHOM U OMPUYAMETLHOM Npednodcenusx 8 3 1. ed. u. Popmbl 06pa3068anus NPOCMozo
HacmoAaweco 8peMeHU 6 no6eCcmeosameylbHomM, 60NPOCUMeEIbHOM U ompuyameilbHom npedﬂoofceHuﬂx
6 ocmanbHulx auyax u yuciax. Ciyyau ynompebaeHuss npocmoeo Hacmosiye2o epemenu. Hapeuus,
ynompe@m;omuecg C qbopmamu npocmoco Hacmosuieco 6pemeru.

Ne 3 Asking people about themselves / Undopmanmus o cede

Kak ysmame y uenogexa eco ums, gamunuro. Kynomypuvie ocoOenHOCmMU UCNONb308AHUSA
UMEHR 6 AH2N02060pAUX CMPAHAX. Kaxk Y3Hambv y HejloeeKka eco eo3pacm, Mecmo NpOos;NCUBAHUAL,
obpazosanue, mecmo pabomwl u Kpy2 UHMepPecos.

Ne4 Small talk / Cerckas Oecena
Kpye mewm, 3ampacusaemvix 6 ceemckou Oecede. Llenv 6edenus ceemckou Oecedvl &
paznuunsix cumyayusx. Cnocodwvl 6edenus c6emckoti beceobi.

Ne5 Present Continuous / Hacrosimmee npoaoJizkeHHOe BpeMst

®0prl 06pa30661HM}1 I’lpOOOﬂDiC@HHOZO HacmoAuleco 6pemMeru 6 noeecmeosaniejlibHoM,
60NPOCUMENLHOM U OMPUYAMENbHOM NpeoNiodceHusx 6o ecex auyax u uwucnax. Cnyuau
ynompebieHus npocmoz20 Hacmosuje2o epemenu. Hapeuus, ynompebnsarowuecs c gopmamu
npocmozo Hacmoawe2o epemenu. Ipynna 2enazconos, HeynompeOnAlowuxcs 6 opmax 2pynnvl
NPOOOIHCEHHBIX BPEMEH.

Ne6 Job titles / Mecto padoTsl. J[0/ZKHOCTD

Cneyugpuxa ynompebnenus anenuiickux cios job u work. Paznuuusi ¢ nocmanoske 6onpocog
0111 Mo20, 4mobOvl Y3HAMb O00JNCHOCIb YeN0BeKd, Op2aHu3ayuro, 8 KOmMopou OH pabomaem,
Mecmopacnonodxcenue oguca, 8 komopom on pabomaem. Hazeanusi paznuunix 6u0os npogeccuil u
doadcHocmeli 06we2o u 0e108020 xapakmepad.

Ne7 'maroua to have u o6opot have (has) got.

Inazon to have u o6opom have (has) got. Ynompebnenue ¢ peuu. Bonpocumenvnas gpopma
obopoma have(has) got, cnocobwl obpazosanus. Ompuyamenvras gpopma obopoma have(has) got.
3nauenue 2nazona to have.



Ne8 Past Simple / [Ipomenmee npocroe Bpemst

Dopmel  06pazoeanuss Npocmo20  Npoueoule20  8peMeHu 8  N0BeCmB08aAmeNbHOM,
BONPOCUMENLHOM U  OMPUYAMENbHOM NPEeONodceHUsx 60 ecex auyax u uyucaax. Cnyuau
ynompeoaeHusi npocmoz0 npowieowe2o 6pemenu. Hapeuus, ynompebnaiowuecs ¢ popmamu
nPoOCmMo2o npouteoute2o 6PemeHiu.

Ne9 Company’s structure: structural scheme / CTpykTypa KOMNaHuH: CTPYKTypHas
cxema

Opeanocpamma.  Opeanuszayuonmvie  ¢opmel  Komnanuu.  Hazeanus — paznuynvix
noopazoeneHutl KOMRAHUuu, a Makice Ha36aHUus OOJIHCHOCIEU PYKOBOOUmenell dmux noopasoeieHull.
Jlexcuka, ucnonv3yemas npu onucanuu opearozpammsi. Onucanue cmpykmypul c8oeti KOMNaHUU.

Nel0 Company’s structure: responsibilities within a company / Ctpykrypa KoMnanuu:
00S13aHHOCTH B KOMIIAHUH

Jlexcuka, omMCHIBaWOIAs OO0SI3aHHOCTH PYKOBOJUTENICH OCHOBHBIX MOAPA3/ICICHUA B
KoMranuu. OnucaHne CBOMX JIOJDKHOCTHBIX O0S3aHHOCTEH, €KEeTHEBHBIX JIElT.

Nell Talking about yourself and your company. Presenting yourself / Paccka3 o cede n
Bameii komnanuun. CamonpeseHrauus

Cnocobvl npeocmagums cebsi, npeocmagums ceoto Komnauuio. Pacckas o ceoetl pabome u
unmepecax.  Pacckaz o  ceoeil  komnawmuu: — Hazeawmue,  OP2AHUZAYUOHHAA  (hopma,
Mecmopacnonodcenue, pazmep (big, small), konuuecmeo pabommuuxos (employees), 2000801
obopom (turnover), 3a0auu u yeau komnanuu (objectives). [uanoeuueckas peus.

Nel2 Present Perfect / Hacrosinee 3akoHYeHHOe BpeMs

@Oprl 06pa306aHuﬂ HacmoAweco 3AdKOHYEHHO2O0 6pPEMEHU 6 NnoeecmeosameylbHOM,
BONPOCUMENLHOM U  OMPUYAMENbHOM npeonodcenusx 6 3 1. ed. 4. Dopmvl 0b6pazosanus
HacmoAweco 3dKOHYEeHH020 8PEMERU 6 NOBECMBOBAMENBHOM, 60NPOCUNENbHOM U OMpPUyUaAmeilbHom
npeonodceHuax 8 ocmanvhblx auyax u yuciax. Cayyau ynompeoienus Hacmosaueco 3aKOHUeHHO20
BPEMEHU. Hapeltu;l, ynompe@mmmuecg C ¢0pMaMM HacmoAauieco 3AKOH4Y€eHH020 6PEMEHU.

Nel3 Future Simple. Ways To Expess Future / Byaymee npocroe Bpemsi. Crioco0sb1
BbIpa:KeHHUsl OyAyIIUX JAeldcTBHIi

@opmbl  00pazoeaHus  npocmozo  Oyoyweeo  8pemMeHu 8  N08ecmBO8AMENbHOM,
B0ONPOCUMENLHOM U  OMPUYAMETbHOM NpeoNiodceHusx 6o ecex auyax u uwucaax. Cnyuau
ynompebaeHus npocmozo 6yoywezo spemenu. Hapeuus, ynompebaaowuecs ¢ hopmamu npocmozo
0yoyweeo epemenu. [lpyeue cnocobwl evipaxcenusi OyOywux Oetucmeull: 6vlpadiceHue going to,
NPOOOJIICEHHOe Hacmosujee 8peMs, npocmoe Hacmoswee epemsa. Crnyuau ux ynompe0ienus.

Nel4 Corporate entertaining / KopnopaTtuBHbIi 0TABIX
Ha3zeanus paznuunvix 6uoos pasenevenuii u omovixa. 3aeedenus,, npeoiazaroujue pasiuyHvle
6u0bl paseneuenuti. Pecmopan: denosoti yacun. Kopnopamuesnvie kiyovl no unmepecam.

NelS Visiting a foreign company./ Busur 3apy0esKHbIX KOMIIAHUI U ONIHCAHHUE UX
JesATeIbHOCTH.

Kax nauame pascoéop npu nocewjeHuu 3apyoedcHvlX KOMNAHuu. 3HAKOMCMEO C
npeonpusimuem. Hcmopusa xomnanuu. Omoenvt komnanuto Buowr oeamenvrocmu. Koukypenmut.
Knuenmur komnanuu. Cmpamezus pazsumus komnanuu. Ilepcnexmugel 0esimenbHocmu.

Nel6 Presentation: general structure of the presentation, the structure of the
introduction / [Ipe3enTanus: o01mas cxemMa npe3eHTALMU, CTPYKTYPa BBeAeHUsI



Ocnoenbie pa30€ﬂbl npesenmayuu.’ 686()€Hu€, OCHOBHAA 4acniv, 8b160ab1, 3AKnrovYumenbHasl
peddb, 60npocsl. Ocobennocmu cocmasienus npesenmayuu Ha auenumckom sazvixe. OcHogHble
pazoenvt 6sedenusi: greeting, name and position, the subject, the objective, the main points, visuals,
time you will take, when you would like questions.

Nel17 Modal verbs /MoaajibHbIE IJIAr0JIbI

Cneyughuka MOOANbHBIX 21A201068 6 omauuue om opyeux enazonos. Popmvl u ciyuau
ynompeobieHus MOOANbHBIX 271a20N08 can, may, must, should, need. Ompuyamenvhvie hopmvr 3mux
enazonos. opmel npoureduieco 8pemeHu 2nazono08 can u may. Buipasicenus, umerowue 3nauenus
MOOANbHBIX 27142008 U 3amewarouue omcymcemeayowue Gopmvl MoOAIbHLIX 21azonos (to be able
to, to be allowed to, to have to).

Nel8 Presentation: the structure of the body and conclusion / Ilpe3enTanus: cTpykTypa
OCHOBHOM YaCTH M 3aKJIIOYEHHUS

Henenue ocHoenoti uyacmu Ha noOnymkmol. Jlocuueckas opeanuzayus CcoOepHCAHUSL.
Buvioenenue 6v160006 u umoeos. 3axnouumenvruasn peus. Bonpocvl 00k1a04uxy.

Nel9 Preparing a speech / Iloaroroska nmy0JJM4HOr0 BoICTYIICHHSA

Coomeemcmeue A3b1Kk08020 CMUS, COOEPAHCAHUSA, OPLAHUIAYUU COOEPIAHCAHUS KOHMUHSEHNM)
Cﬂymameﬂeﬁ. Hcnonvzosanus IKCMPAaIUHe6UCMUYECKUX cﬁaxmopog makKux, Kak c2oJjioc, acecmbyl,
MUMUKA, NO3b.

Ne20 Qualities of a good manager / KauecTBa xopouiero Menea:kepa

Onucanue  nuunvblx  Kauecme  uenosexa.  Onucanue — HABLIKOS, — HEOOXOOUMbBIX
npogheccuonanvHomy menedxcepy. Ilpogheccuonanvhulii meneddncep 8 KommeKcme 21006aiu3ayuu
ousHeca.

Ne21 Comparatives./CTeneHb CpaBHeHHsI PWJIaraTejbHbIX.

Cmenenu cpaenenus npunacamenvhvix. OOHOCIONCHbIE Npunaeamenvhvie O08)CI0NCHbIE
npunazamenvhvle. llpunazamenvhvie 8 NpPegoOCX0OHOU cmeneHu. Ynompebienue apmuxieu co
CPABHUMENbHBIMU NPULALAMENbHIMU.

Ne 22 Business across cultures / BuzHec B KOHTeKcTe Pa3JIM4YHbIX KYJIbTYp
Cmepeomunsi u 06006WeHnnble Xapakxmepucmuka Hayuonanvuocmeu. Obpas meneodicepa 6
pazauunsix Kyremypax. Cmuau 0e106020 00ujeHus 6 pasHvix Kyibmypax.

Ne 23 Business correspondence: writing a CV / /lejioBoe nHUCbMO: HANIMCAHUE Pe3l0Me

Pasoenvt pestome: nuunvie dannvle, 0bpazosanue, onvim pabomvl, HAGbLIKU, KPye UHMEPeCcos,
pexomenoayuu. Hupopmayusa, neobxooumas 6 «radxcoom pasoene. Kpumepuu ombopa u
opeanuzayusi npedocmasisemoul ungopmayuu. Tpebosanus k opopmaenuro pesrome.

Ne24 Business correspondence: writing a letter / [le1oBoe nucbMo0: HanucaHue NMUCbMa
Buowt oenosoco nucvma. Pazodenvt Oenogoeo nucvma: obpawjeHue, OCHOBHOU NYHKM,
3akatoyenue, noonuce. Ogopmunenue 0eno6ozo nucvma. Abopesuamypul, UChoIb3VeMble 8 NUCOMAX.

Ne 25 Careers / Kapbepa

lInanvr pocma 6 npogeccuonanvrom naane. Hedogonbcmeo pabomoti. Cmena mecma
pabomul. Hnmepevio. Tunuunvle 6onpocsl, 3a0asaemvie Ha unmepavio. Omeemvl Ha M 60NPOCHL.

Ne 26 Travel. Business travel. Hotels. Restaurants./ IlyremecrBusi. /lejioBble Moe31KH.
Orenu. Pecropansl.
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Hoe3oxku. Ilymewecmeus. Bponupoeanue o6unemos. Pecucmpayusi 6 asponopmy.
bponuposanue omeneii. Omenu. Pecmopanwl. bponuposanue cmona 6 pecmopate.

4 Y4yeO0HO-MeTOANYECKOE o0ecredeHrue NUCIUIIIHHDI
4.1 OcHoBHAas JuUTEpPaTypa

4.1.1 Grant, D. Business Result = [/IenoBoe uccnenosanue] : Elementary student's book/D.
Grant, J. Hughes, R. Turer.-Oxford:Oxford University Press,2013.

4.1.2 Grant, D. Business Result = [[lenoBoe wuccienoBanue] : Pre-intermediate Student's
Book/D. Grant, J. Hudson & R. McLarty.-Oxford:Oxford University Press,2013.

4.2 JlonoJHUTEIbHAS JIUTEpaTypa

4.2.1 Chapman, R. English for Email = [ AHrmiickuii 1151 37eKTpOHHOMN mouThI]/R.
Chapman. -English:Oxford, 2011.

4.2.2 Clare, A. Speakout = [Beickaxkucs]: Pre-intermediate: Students™ Book with
ActiveBook/A. Clare, JJ Wilson .-England:Pearson Education, Longman,2011.

4.2.3 Clare, A. Speakout = [Beickaxkucs]: Pre-intermediate: Workbook with key/A. Clare,
JJ Wilson.-England:Pearson Education, Longman,2013

4.3 UnTepHeT-pecypchbl

4.3.1 MroxanoBa H.M. AHTIIMICKHIA SI36IK B MEHEDKMEHTE: YueOHoe rmocodue / [[rokanoBa
H.M. M.:HULl UTHD®PA-M, 2015. 256 c.: 60x90 1/16. (Boicmiee oOpazoBanue: bakanaBpuar)
(ITeperér 7BLL) ISBN 978-5-16-009576-9 Pexxum nocryma:
http://znanium.com/catalog/product/448147

4.3.2 ManbkoBckas 3.B. AHTTIHICKUH SI3BIK B CUTYaIUSX MTOBCEIHEBHOTO JIEJIOBOTO
oOmenus : yueO. mocobue / 3.B. ManbkoBckas. — M. : UHOPA-M, 2017. — 223. — (Bricuiee
obpasoBanue: bakanaspuar). Pexxum gocryna: http://znanium.com/catalog/product/752506

4.3.3 ManbkoBckas 3.B. AHMMiCKu sI3bIK U1 A€TI0BOTO OOLIEHHS: POJIEBBIE UIPHI IO
MEHEIKMEHTY : yueb. nocobue / 3.B. ManbkoBckasd. — M. : UHOPA-M, 2017. — 119 c. + Jlom.
MaTepHaisl [ DeKTpoHHbIN pecypc; Pexum goctyna http://www.znanium.com]. — (Bsiciiee
obpasoBanmue: bakanaBpuar). — www.dx.doi.org/10.12737/11161. Pexum gocryna:
http://znanium.com/catalog/product/891762

4.3.4 ManbkoBckast 3.B. AHrIuiickuil SI3bIK AJ11 COBPEMEHHBIX MEHEKEPOB: YueOHoe
nocobue / 3.B. ManbkoBcKas. 2-e u3j., uctp. u pom. M.: @opym: HUL] UHOPA-M, 2015. 152 c.:
70x100 1/16. (Bricuree oopa3oBanue). (00moxka) ISBN 978-5-91134-975-2 Pexxum jgoctymna:
http://znanium.com/catalog/product/486368

4.3.5 ManbkoBckas 3.B. JlenoBoit aHrIMiicKuil sI3pIK: YCKOPEHHBbIN Kype: YueOHoe mocodue /
3.B. ManbkoBckas. M.: HULl UTH®PA-M, 2014. 160 c.: 60x90 1/16. (Breiciiee oOpa3zoBaHue:
bakanaBpwuar). (mepemier)

4.3.6 lleBenena C.A. AHrMiicKUi A1 TyMaHUTapueB: Y4yeOHoe mocoOue JuIst By30B /
[lTeBeneBa C.A., 2-e uzn., nepepad. u non. M.:;FOHUTU-JTIAHA, 2015. 397 c.: 60x90 1/16 ISBN
978-5-238-01303-9 Pexxum nocryma: http://znanium.com/catalog/product/872423
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4.4 MeToan4yeckue yKa3aHusi K NPAKTHYECKHM 3aHATHIM (ceMI/mapaM)6

4.4.1 Pa3BuTHeE BUI0B pedeBOi 1eATEILHOCTH

Y4eOHbIi MaTepuall, ¢ TOMOIIbI0 KOTOPOTO PEIIAOTCs BhIIICHA3BAHHBIC 331a4l, COCTABIISAET
OCHOBY JIJII Pa3BUTHsI OCHOBHBIX BHJIOB PEUCBOM JEATEILHOCTH: TOBOPCHHUS, ayIUPOBAHUS, YTCHHUSI,
IInuchbMa.

["'oBOpeHune BKIIFOYAET B ce0s TMATOTUYECKYI0 U MOHOJIOTHYECKYIO PEUb.

4.4.2 lnanornyeckasi peyb

1. [IpencraBasThCS U MPEACTABIATH APYTUX.

2. 3amaBaTh BOIPOCH! U OTBEYATh HAa BOIIPOCHI.

3. Beipaxkatb mpocbOy, MOXellaHue, COXKaJeHWEe, COIJIache W Hecoryacue, IPUHOCUTH U
MPUHUMATH U3BUHCHHSI.

4. OOMeHUBAThCS BIEYATICHUSIMH O COOBITHSAX, O Oyaymied mpodeccun, 006 00ydeHUHN.

5. [IpencTaBnsTh B pOJSIX Pa3IUYHbIE OBITOBBIC U IIPOU3BOJCTBEHHBIE CUTYAIIHUH.

4.4.3 MoHoJiornyeckasi pedb

1. BpICKa3bIBaThCS MO COACPIKAHUIO MPOYNTAHHOTO WUIM  TMPOCIYIIAHHOTO  TEKCTa  C
HCIIOJb30BaHUEM KIIFOUEBEIX CIIOB.

2. BpIcKa3bIBaThCS MO COACPKAHUIO TEKCTA, OTBEYAsT HA BOPOCHI TIPSO 1aBaTelIs.

3. JlokiapIiBaTh 0 KAKOM-TH00 COOBITUM WU (aKTe.

4.4.4 AynupoBanue

AynupoBaHHe KakK BUJ pPEeYEBOU JESATEIbHOCTH OCYIIECTBISETCS HAa OCHOBE ayTEHTUYHBIX
TEKCTOB PA3JIMYHOTO JKaHpa (MHTEPBHIO, 0OMEH MHEHHUSIMU, TUANIOr-0ece1a u T.1.).

[Ipexxae yeM MPUCTYNMUTh K paboTe HaJl TaKUMH TEKCTaMH, MPEnojaBaTellb Mpejaraet
CTYACHTaM IPOCIYIIATh €T0 TPHXKABI B CIECTYIONIEM MTOPSIKE:

1) TIpocnymatek ¥ MOHATH O0IIEe COoAePKaHUE O€3 OMOPhI HA TEKCT:

- Tema (pobiema);

- KTO YYacCTHHK;

- BO3pacT y4acTHHUKA;

- 0 YeM UJET peub (B O0IINX YepTax).

2) IMpociymaTh TEKCT BTOPUYHO U MPOYHUTATH €0 BCJIEH 33 JUKTOPOM C OMOPOI Ha TEKCT.

3) IlpocnymiaTh TEKCT B TPETHH pa3 M CAMOCTOSTEIBHO MPOYHMTATh IO POJISIM, oOparmast
BHUMAaHHE Ha yJlapeHue, MHTOHAINIO, TPOU3HOIICHHUE.

4.4.5 Ytrenue

UrteHue Kkak BHUJ pEUYCBOM JEATEIBHOCTH OOECIIEUMBACT TOCTEICHHBIM TMEpexo] OT
OTOCPEIOBaHHOTO OOIIeHus: (C OMOpoil Ha TEKCT) K HEMOCPEICTBEHHOMY OOIICHHIO (aKTHBHOE
WCITOJIb30BAHUE SI3BIKOBBIX U PEUEBBIX CPEJICTB B CUTYAIUAX OOIIECHNUS).

K uucny ymenuii, koropsie HEOOX0AUMO C(HOPMUPOBATH B MPOIECCE OOYUECHHSI, OTHOCSTCS
CIEAYIOLIHE:

PenienTuBHBIE yMEHHS: TOHMMATh OOIIee COJAEp)KaHHUE MPOYUTAHHOTO C BBIACIECHUEM
OCHOBHOM MBICIIH, HJICH, KIIOUEBON MH(POPMAIINH; TOHUMATh TMOJTHOE COACPKAHNE MPOYUTAHHOTO C
OMOpOI1 HAa U3BECTHHIE JICKCUYECKUE €TUHULIBI.

PenpoaykTuBHBIE yMEHHS: BOCIPOM3BOJIUTEH IMPOUYHUTAHHOE; pedepupoBaTh U aHHOTUPOBATH
TEKCT.

PenpoaykTHBHO-TTPOJYKTUBHBIE YMEHUS: PACKPbIBATh U 00CYKIaTh IPOOJIEMBI C OMIOPON Ha
TEKCT; MIEpe/laBaTh COAEPKAHUE TEKCTA.

[IponykTUBHBIE YMEHUS: UCTIOJIb30BaTh HOBBIE SI3bIKOBBIE U PEUEBBIC CPEJICTBA B CUTYAIIHSIX
OOIIEHMS; COCTAaBUTh TEKCT BBICTYIIJICHHS] HA OCHOBE TEKCTA.

6 Tlonpasen npucyTCTBYET MPU HAIMYUU MPAKTHUECKUX 3aHATUN
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Yrenue mnpennosaraeT Takke (HOPMUPOBAHHE Y CIIyIIaTeNliel yMEHHUS CaMOCTOSTEIIBHO
YUTATh JIMTEPATYPY MO NPO(UITIO X CIIEHUATBHOCTH.

4.4.6 IIucbmo

CryneHTbl JODKHBI YMETh HamucaTh JMYHOE WIM O(PHUIMAIBLHOE MUCHMO, 3asBJICHHE O
npreMe Ha paboTy, COCTaBUTh aBTOOMOTpadHI0, COCTABIIATE U 3aIllOJIHATH AaHKETY.

OO6yueHue poHEeTUUECKOM, JTIEKCUIECKON U TPaMMaTHUECKOW CTOPOHAM PEYH

Jlist pa3BuTHS (POHETHUECKUX HABBIKOB CTYACHTAM OOBSICHSIFOTCS MIPAaBHUJIA IPOU3HOLICHHS U
TPAHCKPHUIILIUK HEMEIIKOTO SI3bIKa, IPEAIaraeTcsl MpOCIyIIMBaHUE ayAH03aIlCei.

OBiajeHne JEKCHUYECKOW CTOPOHOW pEeYM OCYLIECTBISETCS C MOMOILIBI0 Pa3HOOOpa3HBIX
NpOoOJIEMHBIX 3a/laHuil U CaMOCTOSITENIbHOTO 3ay4MBaHUA HaW3ycTh. lIpu STOM BakHO HAy4YUTh
ciymaTteneil paboTaTh Co CIIOBapeM.

Crynentsl, o0yyarouyecss o MporpaMme BTOPOTO BBICIIEr0 00pa3oBaHHWA, KakK IMPaBHIIO,
y)K€ UMEIOT OIpPEACIICHHbIE TEOPETUUECKUE M TMPAKTHUUECKUE 3HAHMS MO TpaMMAaTHUKE HEMEIKOTO
a3bika. [losToMy Ha maHHOM sTame 0Oy4eHHs Ba)KHO HE CTOJBKO PaCIIUPSATh U YIIIYOJSTh 3TH
3HAHUS, CKOJIbKO CUCTEMATU3UPOBATH UX.

4.5 MeToauyeckne YyKa3aHusi K KYypPCOBOMY IIPOCKTHPOBAHMIO W JAPYIHM BHAAM
. 7
CaMOCTOSITEILHOM padoThI

CamocrostenbHas paboTa CTYIEHTOB M0 KypCy JIUCHMIUIMHBI «MHOCTpaHHBIM S3BIK»
BKIIIOYAET HW3YYEHHE PEKOMEHIIOBAHHOM JINTEpaTyphl, MPOCITYIIMBAHUE/TIPOCMOTP ayAuo |
BHJIEOMATEPHUAIIOB, IIEPEBOJ] CIIELIMAIBHBIX TEKCTOB.

Tema 1. I[IpuBercrBue. 3HakoMcTBoO. Greatings. Introductions.

@opmynel  oOpaiieHudi B OQUIMAIBHBIX M HEO(QUIMAIbHBIX CHTyalusiX. BexiuBoe
npuBercTBre. POPMBI PUBETCTBUN U TPEACTaBICHUS ceOs B OQHUIMATIBHBIX W HEODUIIUATBHBIX
curyauusx. CrocoObl 3HAKOMCTBA, IPEACTaBIEHUS OJHOTO 4YEJIOBEKa JpYyroMy, IHpockda
IIpEJICTaBUTh ce0sl KOMY-TO.

Tema 2. Hacrosimee Bpems rpynns! Indefinite. The Present Simple.

B otnuune ot Bpemen rpynnsl Continuous, KOTOpble 0003HAaYaroOT JIeHCTBHE, TPOUCXOIAIIEe
B KaKOW-TO OIpeesIeHHBIi MOMEHT, BpeMeHa rpynnsl Indefinite ¢ ompeneneHHBIM MOMEHTOM HE
cBsizaHbl. OHU JMIIb KOHCTaTUPYIOT (DaKT COBEpLICHUs JIEHCTBHsS 0O€3 yKa3aHMs Ha XapakTep
NPOTEKAHUS ACUCTBHUS U OE30THOCUTENHFHO K APYrOMY JEHCTBUIO WIIM MOMEHTY.

OOpazoBaHue Hacrosimero BpemMeHM rpynmbl Indefinite.  YTBepautensHas ¢opma
HacTodero BpeMenu rpynns! Indefinite mis Bcex nun, kpome 3-ro jiuila €AMHCTBEHHOI'O YHUCIA,
coBmnazaer ¢ popMoii nHGUHUTHBA O€3 to.

I read s ynTaro

you read BBl UMTaeTe

we read mbI yuTaem

you read BbI 4yHTaeTe

they read onn unrtaroT

Bonpocurenshas ¢opma obOpa3yercs Mpu MOMOIIM BCIOMOrareibHOro riaroia to do B
HACTOSIIIEM BPEMEHH W CMBICIIOBOTO Tiaroyiia B ¢opMme WHOUHUTHBA 0€3 YacTUIBI to, MpHUYeM
BCIIOMOTATENbHBIN IJ1arojl CTaBUTCS MEPe]] MOAIeKAIINM:

do I read? yuraro nu 1?7

do you read? ynraere iu BbI?

do we read?  uuTaem U MbI?

do you read? umraere nu BbI?

do they read?  uywmratot it OHU?

7 .
IToapasnen mpuCyTCTBYET MPH HAJTMUUN KYPCOBOTO MPOESKTUPOBAHUS WIIM APYTUX BUIOB CAMOCTOSITEILHON pabOThI
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OtpunarensbHas ¢opma oOpaszyercs NpU MOMOIIM BcriomorarenbHoro I'maronma to do B
HACTOSAIIEM BPEMEHH, YaCTHIBI NOt, KOTOpas CTaBHTCS IIOCIE BCIIOMOTATEIBHOTO TIJaroyia M
CMBICJIOBOTO TJ1aroiyia B popme HHPUHUTUB O€3 to:

| do not read s HE YUTAI0
you do not read BBl HE YUTAETE
we do not read MBI HE YHTAEM
you do not read BbI HE YUTAETE
they do not read OHH HE YUTAIOT

[Ipumeuanue. B pa3roBopHOW peud Tmepel MECTOMMEHHEM Yyou YHoTpeOsercs
penyuupoBaHHas (popMa BcriomoraresiabHoro riaroia d'you.

D'you read English? BbI unTaere mo-aHrIMncKu?

YnotpebieHue.

1. Hacrosimee Bpems rpymmsl Indefinite ynorpeOisiercst st BRIpaskeHUS! TTOBTOPSIOIIETOCS
NeHCTBUS MM JAEUCTBUS, CBOMCTBEHHOIO, NPUCYIIErO JUIYy WM HIpeaMeTy, 0003HaYeHHOMY
nouiexanmM. (CM. XapakTepucTuKy BpemeH rpymmsl Indefinite B cpaBHeHNU ¢ BpeMEHAMHU TPYIIITBI
(Continuous B Ha4aJsie HACTOSAIIETO Maparpada.)

I go to the office every day

(Present Indefinite)

I am going to the blackboard now. (Present Continuous)

These students read a lot. (Present Indefinite)

These students are reading an English text now.

(Present Continuous)

S X0Ky B CBOE yUpeKJIeHUE Kax/Ibli 1eHb. (IIOBTOPSIOLLEECs IEHCTBUE)

Ceituac 51 Uy K 0CKe, (IeiicTBre, IPOUCXOAsIee B MOMEHT peyn)

OTHU CTYAEHTHl MHOTO YHUTAIOT. (JIEHCTBUE, CBOMCTBEHHOE, IPUCYILEE JIULY, 0003HAUEHHOMY
MTOIJICIKAIITIM )

Celiuac 3TU CTYJIEHThl YUTAIOT aHIIMckuil TekcT. ([leiicTBue, mpoucxojsiiee B JaHHBIN
MOMEHT).

C mnacrosmmMm BpemeHeM rpynnbel  Indefinite  uyacTto  ymoTpeOnsAroTCS  Hapeuus
HEOIPEIeIEHHOI0 BPEMEHH, a TaK)Ke CIIOBOCOUYETAHHUs THIA every day KakJblil 1eHb, every morning
KaXJ0€ yTpO, eVery evening KakJplii Beuep, MOCKOJIbKY OHU IO CBOEMY JIEKCHUYECKOMY 3HAUEHUIO
TaKXe BBIPAXKAIOT MOBTOPSIEMOCTb JEHCTBHA. DTHU CIOBOCOYETaHMS CTaBATCS OOBIYHO B KOHIIE
MOBECTBOBATEIBHOIO , @ TAK)KE BOIPOCUTEIBLHOTO MPEAIOKEHUH.

We read newspapers every day. Mbl ynTaeM ra3eThbl KaKIbli JICHb.

Do they go to the office every morning? Onu x0T B CBOE y4pexaeHHe Kaxaoe yrpo? B
NpeUIOKEHNH HapeuMs HeoNpeAeseHHOro BpeMmeHu usually oObruHO sometimes wuHoraa, often
yacTo, seldom pezaxo, always Bcerja Kak npaBuiio, CTOSIT IIEPEJ] CMBICIIOBBIM IJIar0JIOM.

They don't often read English books, OHM He YacTO YHUTAIOT aHTJIMHCKHE KHUTH,
I don't always read in the evening - 51 He Bcer/a YMTaro MO BEYepaM..

OpHako B MOBECTBOBATEIHLHOM MPEIOKEHHIH € TJIarojioM to be 3T Hapeyus CTaBsATCs MOCHe
riarodia to be.

His marks are always good. Ero onienku Bceraa xoporiue.

He is usually at his office in YTpoM OH 0OBIYHO OBIBAET B CBOEM
the morning, YUPEXKICHUU.

Hapeune sometimes MOKET CTaBUTHCS B Hayasie MPeI0KEHUS;

Sometimes we have dictations. MBI MHOTJA IMUIIIEM JUKTAHTEI.
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Hapeune seldom ymoTpebnsieTcst AMIIb NMPH HATUYUHM HApEUHs CTETICHU VEry WM JPYrux
onpenenuteneii. BMecrto seldom st BeIpakeHHsS €ro 3HAYCHHUS MOXKET YIMOTPEOJATHCS Hapedue
often B oTpHLIaTEILHOM NIPEJIOKEHHH.

| very seldom meet him. 51 odeHb peaKO C HUM BCTPEYAIOCh.

| don't often meet them now. Teneps 51 peako (He 94acToO) ¢ HUMU BCTPEYAIOCH.

O6pazoBanue ¢opMbl 3-TO JMIa EAUHCTBEHHOI'O 4YHCIA HACTOSLIETO BPEMEHA TIPYIIIbI
Indefinite.

[. ®opma 3-ro nuIa €IMHCTBEHHOTO 4YHCJIA HACTOAMIETO BpemMeHW rpymmbl Indefinite
o0pasyeTcs MpU MOMOIIM OKOHYAHHSA -S, KOTOPOE YUTAIOTCA 110 MPaBUIaM YTeHUs OyKBBI S B KOHIIE
CJIOB:

He works On paboraer.

She lives Owna xuBer.

It sits On (Hanpumep, peOCHOK) CHJIUT.

2. I'maronbl, OKaHYHMBAIOIIMECSd Ha -0, MPUHUMAIOT B 3-M JIMIE €IWHCTBEHHOrO YHCIa
OKOHYaHUE -€S:

He goes On xoaur.

She does Ona nemaer.

3. I'marosipl, OKaH4YMBAIOIIMECS Ha -S, -S€, -SS, -Sh, -ch, -Xx, mpuHHMMarT OKOHYaHHE es,
KOTOPOE YUTAETCS KaK :

He closes . OH 3akpbIBaer.

She teaches . Ona npenoaer.

4. I'maronbl, oKaHYUBarOUIMeCcs Ha OYKBY y C MPEIIECTBYIOUICH COTNIACHOM, MPUHUMAIOT
OKOHYaHUE -eS, Ipu4eM OyKBa y 3aMeHsieTcsi OyKBOA i:

We copy out. Mel nepenuceiBaem.

He copies out. OH nepenuceIBacT.

Bonpocel k moiexamemMy HIM €ro OIpelesieHHIo. Bompockl K moiexamemMy Wil ero
OIIPEJICTICHNUIO0 HAYWHAIOTCS ¢ BONPOCUTEIBHBIX MecTomMeHHid who kTo, what 4ro, kakoii, whose
yeil, which KOTOpeIi M 1p. W HUMEIOT MNPSIMOM TMOPAJOK CJOB, TO €CTh MOPSAOK CIIOB
MIOBECTBOBATEIBHOTO  MPEAJIOKEHHUs. OTO OOBACHAETCS TeM, UTO MOAJEeKAIIUM B ITHX
NPEUIOKEHUSX WJIM OIpEeNeNieHHeM K IMOJJIeKaIleMy SIBIISTIOTCS CaMH BOIIPOCUTENIFHBIE CIIOBA.
Bonpocurenshbie cnoBa who, what, which cormacytorcs 00BIYHO C IJIaroioM-ckasyembIM B 3-M
JIMIIE €IMHCTBEHHOTO YHCTIa:

Who knows this girl? Kto 3Haer 3Ty neBymky?

Which of you speaks German well? Kro u3 Bac (KOTOpbIii U3 Bac) XOPOIIO TOBOPHUT IIO-
HeMeLKu?

What usually stands here? YTo 0OBIYHO CTOUT 3/1€Ch?
What books are on that table? Kakwue xkHurn Ha ToM cTose?
Which letter comes after "h"? Kakas OykBa uzet 3a OykBoii h?
Whose son knows English? Yeli ChIH 3HACT AHTIMHCKUAN S3BIK?
Whose sisters live here? YbH CeCTPHI )KUBYT 3/1€CH?

[Tpumeuanue. BompocurensHoe mecrouMmenue which ynorpeGusercsi, koraa peus HUAET O
BbIOOpE M3 OrpaHMYEHHOIO YMcia JIML WM npeaMeroB. OueHb 4yacTo 3a MecToumMeHueM which
ClIeZlyeT CYIIECTBUTEIbHOE WJIM MECTOMMEHHME C Mpe;ioroM of u3; mpu 3TOM CYIIECTBUTEIBHOE
BCerja YnoTpeOssieTcs C OINpeleieHHBIM apTUKIEM WU OIpeneiseTcs MPUTSHKATeIbHBIM N
yKa3aTeJIbHbIM MECTOUMEHHUEM.

Which of your sisters lives in Moscow? Kotopast u3 Bamux cectep )xuBet B Mockse?

Which of the engineers speaks KT0 M3 3THX MH)KEHEPOB FOBOPUT
German? O-HEMELKU?
Which of them speaks French? Kt0 u3 HUX TOBOpHT MO-(PppaHITy3CKu?
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Ha BOIIPOCHI K MOAJICKAIIEMY HJIIW K €r0 OIPCACICHUIO O0OBIYHO Aar0TCA KpaTKUEC OTBCTHI,

KOTOpBIE COCTOSIT U3 MONJIEKALIET0 M COOTBETCTBYIOUIETO BCIOMOIATEIbHOIO IJIaroja B
TpeOyromieMcs JUIe, YUClie ¥ BPEeMEHU:

"Whose sister knows French?" — Ubs cecTpa 3HaeT QpaHITy3CKUH S3BIK?

"My sister does." — Mos cectpa.

"Who speaks English well in — KTo0 B BamieM yupexieHun Xo-

your office?" POIIIO TOBOPHT MO-aHTITHHCKH?

"These engineers do." — DTH UHKCHEPBI.

"Which of you works at the — Kro u3 Bac paboraer B MunucrepcTse?
Ministry?"

"I do." s

B KpaTKOM OTBE€TEC Ha BOIIPOC K IOAJICKAINCMY YAAapCHUC IMaJacT Ha IMMOAJICKAIICC (Ha HEM U

MPOUCXOAUT MaJCHUE TOHA), IPU STOM BCIIOMOTATENIbHBIN IJ1arojl Wi TIarojicBs3Ka yIapeHHs He
UMEET, HO COXpaHseT MOJIHYI0 GOpMY IPOU3HOIICHHUS:

SHE. .o

"Who works in this office?" "We do."

VYipaxHeHus Ha 3aKpeIUIeHHE IPaMMaTHYECKOT0 MaTepraia
Write sentences from these words. Put the verb in the right form

1 (always / early / Sue / arrive) Sue always arrives early,

2 (basketball / T/ play /often) I .......cooiiiiiiii e,
3 (work / Margaret / hard /usually') ...,

4 (Jenny / always / nice clothes / wear) ...........coooeviiiiiiiiiiiiiiiiiieeeeen,
5 (dinner / we / have / always / at 7.3)...............

6 (television / Tim /watch /never)............oooiiiiiiiii e,
7 (like / chocolate children usually)............coooiiiiiiii i,

8 (Julia / parties / enjoy / alWays)......oveviiiiiiiiiiiiiii et e

Write the negative.

1 1 play the piano very well. I don’t play the piano very well.
2 Jane plays the piano very well Jane.....cooii
3 They know my phone number.
4 Wework very hard.

5Hehasabath everyday.
6 You do the same thing every day. ..

Write about yourself. Use: | never... or | often ... or | don't... very often.

1 (watch TV) I don’t watch TV very often. (OR I never... OR I often)

2 (g0 tothe theatre)......c.ovvuiii i e
3 (rIde @DICYCIR) ..o

4 (eat in restaurants) TR U PP PRSP ORI
5 (travel DY train).....oeoeecec e

Complete the sentences. All of them are negative. Use don't/doesn't + one of these verbs:
cost go know read see use wear

| buy a newspaper every day but sometimes | don’t read it.

Paul has a car but he ceterteerteeneeseeenee e e e e e e e e eeeeens 1T VETY OftENL

They like films but they .........ccccceeeveeeen.. to the cinema very often. Amanda is married but
aring. Lo, much about politics. I'm not
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interested in it. It's not an expensive hotel. Tt............................ much to stay there. Brian lives
nearus but we . .......ooooviiiiiiiiiiii him very often.

Put the verb into the correct form, positive or negative.

1 Margaret speaks four languages English, French, German and Spanish, (speak)
2 I don’t like my job. It's very boring. (like)

3 'Where's Martin? 'I'm sorry. I . ... ..... " (know)

4 Sue is a very quiet person. She . . ......... . very much. (talk)

5Jim ... . alot of tea. It's his favourite drink, (drink)

6 It's not true! 1 ...it! (believe)

7 That's a very beautiful picture. I .... ..... ... it very much. (like)

8 Mark is a vegetarian. He ..., meat. (eat)

Make a question.

(you / early / always / get up?) ...Do you always get up early ?..
(how often / TV / you / watCh?)........cccccvvevevveieiieceee e

(you / want / what / for dinner?) .........ccoceeienineieee e,
(like / you / Toothall?) .......cccveieeie e
(your brother / like / football?) ...
(what / you / do / in the VeniNgs?) ......ccovveveeieeieeie e
(your sister / WOrk / WNere?) ......coooeveririnieeeeeeee e
(to the cinema / often / YoU / §0?) .cvvoveiveieiiece e
(what / mean / thiS WOrd?) .......ccooeiiiiiiiireee e
(often / SNOW / 1t / NEIE?) .vveeeeeceece e
(go / usuallv / to bed / what time / YOU?) .....ccccoovviiiiiiiniciceeenes
(how much / to phone New York /it / cost?)........cccoviiiiiininnnn.

Complete the questions. Use this verbs:

do do enjoy go like start teach work
1 What do you do? I work in a bookshop.
2 it? It’s OK.

3 What time............. in the morning? At 9 o’clock.

4o, on Saturdays? Sometimes.

SHOW oo, to work? Usually by bus.

6 And your husband. What................ ? He’s a teacher.

7What ......coooiiiiiiiinn ? Science.

B his job? Yes he loves it.

Put in am/is/are or do/don't/does/doesn't.

1. Excuse me, do you speak English?

2. ‘Where is Ann?’ B know.
3. What’s funny? Why ... you laughing?

4. What .......coooiiiiiiii your sister do?”  ‘She is a dantist.’
STt raining. L..............o.. want to go out in the rain.
6. “Where ................. you come from?’ ‘Canada.’
7.Howmuch.................... it cost to phone Canada?

8. George is a good tennis playerbuthe............................ play very often.

Tema 3. Undopmanus o cede. Asking people about themselves.
Bonpocs! 11t 06cykaeHns Ha ypoke
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- Who are you? (What is your name? ( first, middle, family = last name)?
- Where are you from?

- What is your religion?

- Are you ex-serviceman(reservist)?

- What is your sex and citizenship?

- What is your marital status?

- What is your travel passport type, number, date of expiry?

- What is your nationality?

- What is your native place?

- Are you Russian born?

- Where were you born?

- When were you born?

- What is your date of birth (D B)?

- Are you native born?

Task: answer questions and write an essay ...

I

- What is your education?

- What is your educational background?

- What are your past overseas studies?

- What is your foreign language proficiency?

- What is the most recent academic institution attended?
- What did you graduate from?

- When did you finish secondary school?

- Where were you trained? (higher school)

- What is your qualification?

- Have you got any degree?(BA, MA, BSc, MSc)
- Where did you get your degrees?

- Are you in Humanities or Natural Sciences?

- What is your field of knowledge?

- Are you in research or practical work? Task: write an essay .....

Tema 4. CBerckas 6ecexa. Small talk

outside — not inside a building

to drop off — to take someone to a place in a car, usually without getting out of the car
yourself

to freshen up — to wash your hands and face and make yourself cleaner and tidier

to check into — to arrive at a hotel or private hospital where you have arranged to stay and
give your personal details to the person working at the reception desk

Fill in the gaps using the words from above:

1. Wewon’tbeable .......................... the hotel until 3 o’clock.

2 the sun was shining

3. m driving into town —can T ..................... YOU .euvininnne somewhere?
4. Would you like to .............cceennis yourself ........... before dinner?

[Mpocnymarh quaior ¥ BCTaBUTh MporyiieHHbIe Gpaspl. Listen to the conversation and fill in

the gaps:
A — Mr. Okada?
B — Er, yes.

A — Hello. Welcome to London. I’'m Sharon Miller.
B — Er, from Sabre Holdings?
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A — That’s right. I'm ..., of the M&A department — Mergers and
Acquisitions.

B — I see. I was expecting..... Never mind. So, Miss Miller. ....................ooeiiiini.

A — Pleased to meet you, Mr. Okada. Now, I have got a taxi waiting outside. So, why don’t
welet ... take those bags of yours?

B — Oh, thank you very much.

A-Welll ..ol your things ............... at the hotel. We booked you into the
Savoy. I hope that’s ok. I think you’ll be comfortable there.

B — Yes, that will be fine.

A — Great. Then I thought we could meet up with .......................... Geri King and get
some lunch.

B — Geri King? I don’t think I know him.

A — Her, actually. No, she’s just joined us. She’s got a lot of questions she’d like to ask you.

B — Yes, of course.  wonder... Itwasaverylong .................coooiiiiiiin oL Do you
think I could go to my hotel first?
A — Yeah, sure. We booked a table for ................oooiiiit. , but that’s ok. B—I"'m a

little tired and Ineed to..........c.oooeiiiiiiiiiiinni,
A — Of course. We’ll check you into your hotel and then meet in, say, three
............................. of an hour.

Tema 5. Hacrosimuee npoaosxenHoe Bpemsi. Present Continuous. O6opot to be going to
A1 BBIPA’KeHHUs1 HaMepeHusi B OyAyleM BpeMeHH.

1. B aHrmiickoM S3bIKE€ HMEETCS HECKOJIbKO (OpPM sl BBIPAKEHHUS ACUCTBUS WIH
cocTosHus B OyaymeMm BpeMeHH. Hekoropele u3 3THX (GOpPM MOXKHO XapaKTepU30BaTh Kak
«MOJIaJIbHO OKpAIlIEHHBIEY, TAK KaK MIOMHUMO BBIPaKEHHS OyaylIero NEHCTBUS WM COCTOSIHUS OHU
UMEIOT JIOTIOJIHUTEIBHYIO CMBICIIOBYIO OKpAacKy (HaMepeHue, >kellaHue, yBepeHHOCThb). OnHOM u3
HUX SIBIIIETCSI 00OpOT to be going to, KOTOPHI BBIpakKaeT HaMEpEeHHE JIMIA, 0003HAYEHHOTO
HOJUIEeXKAIM, COBEPUIMTD JIeiicTBUE B OmpkaiiieM Oyayuiem. [Ipu 3Tom MokeT nojpazymeBarhces,
YTO BO3MOYXHOCTb COBEPILIEHHS 3TOTO ACHCTBUS YK€ B KaKOH-TO CTEIIEHH 00eCTIeYeHa:

| am going to write to my sister tomorrow,

3aBTpa s Hamuuly (coOuparoch HamucaTb) cBOei cecTpe. (S MpUHsUI pelieHue caenarb 3To
3aBTpa.)

He is going to be a teacher. On Oyner npemnogaBarenem. (OH yduTCs, YTOOBI CTaTh
npernojiaBaTeseM. )

[Tpumeuanue. OOGopoT to be going to MOXKET coderarbCs C JIIOOBIM TIJIarojioM, 3a
UCKJIFOUEHHEM TJ1arojoB to go, to come U HEKOTOPBIX JPYTUX IN1arojoB IBMXKEHUs. B aTHX ciydasx
dopma Present Continuous BbIpakaeT HaMEpPEHHE TOJJIEKAIIETO COBEPIIUTh JCHCTBHE B
ommkaiimem Oynymem. (Cp. ¢ ynoTpeOjeHHEM HACTOSLIET0 BPEMEHM B 3HAUYE€HUM OYAyIero B
PYCCKOM $I3BIKE. )

"Where are you going tomorrow?" - — Kyna BwI uzere 3aBTpa?

"We are going to the park." — MBI uzieM B mapk.

"When is he coming?" — Korna on npuesxaet (npuener) ?
"He is coming tomorrow." — On npueszxaeT (MpUeaeT) 3aBTpa.

2. O6oport to be going to yrmoTpebisieTcs TakKe 711 BRIPAXKESHHUS YBEPEHHOCTH TOBOPSIIETO B
TOM, YTO JCHCTBHE 00s3aTEILHO MPOU30MIET B ONMKaifieM Oyayiiem:
He's going to be a good engineer. OH cTaHeT XOPOIINM HHKEHEPOM.

3. Kak o6opor to be going to, tak u ¢opma Present Continuous, korjga oHa CIIYKHT IS
o0O3HaueHHsI ACWCTBHs B ONwkaiiliem OyaymieM, MOTYT YHOTPEOISATBCS CO  CIEAYIOUMMHU
obcrositenbcTBaMu Bpemenu: tonight (this evening) ceroxns Bedepom, tomorrow 3astpa, the day
after tomorrow nocne3zaBTpa, tomorrow morning 3aBTpa yrpom, tomorrow evening 3aBrpa Be4epoM,
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in two (three, four) days uepes aBa (Tpu, yetbipe) aus, in @ week uepes Henmento, in @ month uepes
MecsIr, in a year gepes roj, next week ma Oyayieii Hezmene, next month B criemyrorem mecsiie, next
year Ha Oymymiuii roma, SOON CKOpPO, BCKOPE | JIp.

"Are you coming tomorrow evening?" - — BuI mpueTe 3aBTpa Beuepom?

"I think I am."” — Jlymaro, 4to npuuy.

VYipaxkHeHus: Ha 3aKpeIuIeHnEe TpaMMaTHUECKOTro MaTepuania

1. Put the verb in the present continuous (I am doing) or the present simple (I do):

1. Excuse me. Do you speak (you/speak) English?

2 "Where's Tom?' ¢ He's having (he/have) a shower.’

3 .I don’t watch (I/not/watch) television very often.

4 .Listen! Somebody ...............ccccevieevreenneee... (SING).

5.Sandrais tired..................... (she/want) to go home now.

6. Howoften......................... (you/read) a newspaper?

7.'"Excuse me but.................... (you/sit) in my place.' 'Oh, I'm sorry.'

8.I'msorry......ccvvviiiiiiin., (I/not/understand). Can you speak more slowly?

9. It’sciiiiiiiiiiiiiin, late. ..o (I/go) home now
(you/come) with me?

10. Whattime.................... (your father / finish) work in tlie evenings?

11. You can turn off the radio. (I/not/listen) to it.

12. 'Where's Paul? 'In the Kitchen. ............ (lie/cook) something.’

13.Martin (not/usually/drive) to work. He ..., (usually/walk).

14.Sue.......covnnnn. (not; like) coffee................. (she/prefer) tea.

2. Put the verb in the correct form, present continuous or present simple.

1. Let's goout. It isn't raining (not/ rain) now.

2. Julia is very good at languages. She speaks (speak) four languages very well.
3. Hurry up! Everybody (wait) for you.

Tema 6. Mecto padothbl. loxHocTs. Job titles.

How is the company structured?

The company is split into two divisions:

chemicals and gas.

The organization is very flat only three levels / layers. Texax Incorporated
There are seven departments.

Finance purchasing customer accounts

Marketing sales after-sales advertising public relations Production packaging distribution
quality maintenance Human Resources [HR] personneltraining salaries — pensions

Computing: Information Systems [IS] Information Technology [IT]

Research and development [R & D]

Legal law lawyer legislation contract

What do you do exactly?

I'm the Managing Director. I'm responsible for managing the company

I'm a public relations manager. | deal with the media. I'm a project leader. I'm involved in
many projects.

I'm a sales manager. I'm in charge of sales. I'm an engineer. | take care of maintenance.

I'm a consultant. My job is to advise companies. | give advice. I'm a supervisor. | supervise
people.

I'm a secretary. | have to handle many telephone calls. I'm a trainer. One of my tasks is to
train managers.
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essay..

Bomnpocs! st o0cyxaenus

“What do you do?

‘What are you?

-What is your occupation?

‘What field of activities are you in?

“Where do you work?

“What is your work experience? (duration of employment, job description)
‘What is your employment history beginning with the most recent?

-Are you in engineering, manufacturing, commerce, medicine, teaching, etc...
-What do you deal with?

“What is your company?

-What is your company’s history?

-What business are you in? (small, middle, big)?

“Where are you located?

-What is your work telephone No, fax No, e-mail address?

-What are dates of employment?

‘What is your employer’s name? (telephone and fax number)

‘How many employees work in your company (are employed, engaged)? Task: write an

Tema 7. I'maroa to have u odopot have (has) got.
1. B pa3roBopHO# peun It BBIPaKEHHS 3HAUYCHUS UMETh, 00JIa1aTh B HACTOSIIIEM BPEMEHH

ymotpebmsiercst ooopot have (has) got, KOTOpbI IEpPEBOAUTCS HAa PYCCKHIA SI3BIK Y MEHs (y HETO H T.
I.) €CTh.

He has got (he's got) an interesting book. -Y Hero ecth nHTEpecHast KHHTA.
1 have got (I've got) two sons. VY MeHs /iBa ChIHA.
She's got new skates. VY Hee HOBBIC KOHBKH.

They've got a lot of English books.Y HuX MHOro aHIMIMHACKUX KHUT.

Bonpocutensnas hopma o6opota have (has) got o6pasyercs myTem mOCTaHOBKH TJia-
ronia have (has) nepen moanexanium:

Has he got this book? y HETo €CTh TaKas KHUra?

Have you got a large family? y Bac OoJIbIIast CeMbsi?

OtpunatensHas ¢popma obopora have (has) got oOpazyercs mpu MOMOITU OTPHUIATEITHHOM

YaCTUIIBI NOt, KOTOpas CTaBUTCA HEIMOCPCACTBCHHO ITOCJIC IJIaroJjia have (has):

I have not got (I haven't got)... VY MeHs HeT...
He has not got (He hasn't got)... V¥ Hero Her...

2. I'maron to have BblpakaeT 3Hau€HUsI UMETh, 00J1a]1aTh, BIAJIETh.

She always has a lot of work to do. VY Hee Bcerjia MHOTO palboTHl.

Ecnu pedb uer 0 HOCTOSHHOM HaJIMYMU KAKOT0-I100 MpeMeTa, sIBISHUS UITH CO-

CTOSIHMSI, TO BOIIPOCUTENbHAsI U OTpulaTenbHast (GopMbl riaroia to have oOpasyrorcs mpu

OOMOIIM BCIIOMOTaTENbHOIO TJ1aroja to do:

9TOrIO0.

"Do you have much time for your lessons?" YV Bac MHOTO BpeMEHH ISl 3aHSITHIA?
(BoOOI1IE, KaK MPaBHUIIO)
"Yes, | usually have a lot of time for them." [la, y MeHs 0OBIYHO TOCTATOYHO BPEMEHH ISt

"No, I don't have much time for them.”  Her, y MeHsI HEOCTATOYHO It TOT'O BPEMEHH.

"Does she always have much work to do?" V nee Bcerna MHOTO paboOTHI?
"She doesn't always have much work to do." ¥V Hee He Bcerma MHOTO pabOTBHI.
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OnHako, ecii pevb UACT O SAUHUYHOM, KOHKPETHOM Cliydae HaJIM4Hs JaHHOTO MPEIMETa,
SIBIICHUST WJIM COCTOSIHWS, TO BOIIPOCHUTENbHAs W OTpUlIaTeNbHas ¢GopMmbl riarona to have
oOpa3yroTcsi 0e3 BcmomorarenpbHOro riaroja to do, IpoCTOW TOCTAaHOBKOW Tiaroja have B
COOTBETCTBYIOIIEH (opme mepen moanexamuM. [Ipu 3ToM ciieayer OTMETHTh, YTO IS Mepeaadn
9TOr0 3HAYECHHS 4Yalle Bcero ymoTrpedisercs obopor have (has) got W COOTBETCTBEHHO
BOIIPOCHUTEINIbHAST W OTpHIaTesibHas (Hopmbl oOpa3yroTcs IyTeM NocTaHOBKM Tiarojia have(has)
nepe MoJyIekKaluM:

Have you got time for a game of chess? (= Have you time for a game of chess?)

V Bac Haiiznercs BpeMs JUIsl MApTUH B IIaXMAaThl?

I haven't got my text-book with me today. (= | haven't my text-book...

CeroaHsi y MEHS HET ¢ cOOOM ydeOHUKA. (BTOPOM BapHAaHT MAJIOYIIOTPEOUTEIICH)

I've got a lot of work to do to day. (=I have a lot of work...]- Y MeHs MHOro paboThI
CeroJTHsI.

CpaBHure:

Do you often have colds  Bsr wacTo mpocryxkaerech (CTpagaere OT MpPOCTY-
JIbI, PACHOJI0XKEHBI K POCTye)?

Have you got a cold? Br1 mpocTyxens? (B JaHHBII MOMEHT)

3. I'maroxn to have B coueTannu ¢ HEKOTOPHIMHU cymiecTBUTENbHBIME (dinner, supper, lesson,
classes W HEKOTOPHIMH JPYrMMH) YTPAauMBaeT CBOC I[EPBOHAYAIBHOE 3HAYCHUE HUMETh W
npuoOperaeT 3HaYeHue o0eaath (to have dinner), yxunHath (to have supper), 3anumarhes (to have a
lesson, to have classes), 0003Hauyas TeM caMbIM MPOIIECC.

I have classes in the morning. Y wMeHs ypoku yrpoMm. (=5 saHUMarOCh
yTpOM.)

He has coffee every morning. On mwet kode Kakaoe yTpo.

BompocurtenbHas u orpunarenbHas (OpMbl HacTosiero BpemeHHu rpymmsl Indefinite
NOJOOHBIX COYETaHHH 00Pa3yIOTCs € TIOMOIIBIO BCIIOMOTaTeIBbHOTO riaroia to do.

We don't have classes every day.  MsI 3aHuMaeMcst He KaXKIbIi ICHb.

What time do you usually have dinner? B kotopom wuacy Bbl 00BYHO o00Oemaere?
VYka3aHHBIC COUYETaHUS MOTYT OBITh YIOTPEOJICHBI BO BpeMeHax rpymisl Continuous:

"Where's your son?" — I'ne Bam cbiH?

"He's having breakfast.” — OH 3aBTpakaer.

Are you having a lesson tomorrow? 'V Bac Oynet ypok 3aBtpa?

4. ®opma npormesmero Bpemenu rpynmnsl Indefinite rmarona to have — had ynotpe6nsercs
JUTSL BRIPQ)KEHUS TIPOIIEIIIET0 BPEMEHHU BO BCEX 000pOTaxX M COYETAHMX C Iiiaroyiom to have.
I had dinner at 5 yesterday. Buepa s ob6enan B msTh 4acoB.

BompocutensHas ¥ oTpunarenbHas (GopMbl B MPOIICANIEM BPEMEHH OOpa3yrOTCsl MpU
MIOMOIIIM BCIIOMOTaTeIbHOTO riiaroia to do B mpoieanieM Bpemenn — did.

Did you have classes yesterday? Bl Buepa 3aHUMaIUCh?

1 didn't have time to ask all my questions YV MeHss He ObIIO BpeMEHH 3amaTh BCE
BOIIPOCHI.

[Mpumeuanue. OTpHIIATEIBHOE MPETIOKESHUE C TIIaroJioM to have MOXKeT ObITh TaKkKe

00pa30BaHO TPU MOMOIIM OTPULATEIBHOTO MECTOMMEHUS MO HHKAKOH, KOTOPOE CTaBHTCS
nepes CyIIeCTBUTEIbHBIM, Yallle BCEr0 HEUCUHCIseMbIM. B 3ToM ciydae riaron have cTouT B
YTBEPAUTENBHON (hopMme:

"Why didn't you do it?" — ITouemy BbI 3TOrO HE Aenamu?

"lI'had notime."  — VY MeHs He ObIJIO BpEeMEHH.
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Tema 8. IIpocToe npomenmee Bpemsi. Past Simple. OcHoBHbIEe (hOpMBI I1ar0JAa.

B aHrnmiickoM s3pIKEe TJIAroJl MMEET YeThIpe OCHOBHBIC (GOpPMBI: TepBas ¢opma —
UHGUHUTHUB, BTOpasi — (opMa nporieaiiero BpeMenu rpymmsl Indefinite, Tpetsst — npuvactue 11,
yerBepras popma — mnpudactue [. DT GOpMBI B COUYETAHHHM C BCIIOMOTATEIBHBIMU TJIaroJaMu
CIIy’KaT JUIst 00pa30BaHuUs BCEX IIaroibHbIX (hopM (BPEMEHHBIX U 3aJI0TOBBIX, IPOCTHIX M CIOXKHBIX).

[IpaBunsHbie H HempaBwibHbIe Tiaroibl (Regular and Irregular Verbs). Ilo cmocoOy
oOpaszoBanus (popm npomenaniero Bpemenu rpymmsl Indefinite nu npuvactus Il rmaronsr gensTcs Ha
JIBE TPYTIIBI-IPABHILHBIC  HENPABUIIbHBIC:

work — worked — worked (mpaBWIBHBIN TJ1AT0N)

write — wrote — written (HenpaBUIIBHBIH II1ar0)

[Tpumeuanue. B nanpHeiimem ¢GopmMbl HEMPaBUIBHBIX TJ1arojoB OyayT 1aBaThCs B CIOBAPSIX
B CKOOKax. DTu GopMBI cienyer 3ayuuBarh. LlenecooOpa3Ho 3amoMuHaTh Tpu (OPMBI Cpasy.

[Tpomenmee Bpems rpynmsl Indefinite (The Past Simple).

1. YTBepaurenbHas hopma npomeaniero BpeMmenu rpymbl Indefinite mpaBUIBHBIX IIAroJ0B
o0pasyeTcs myTeM MpudaBIeHUS OKOHYaHUs -ed K OCHOBE TJIaroia.

[Tpu ob6paszoBanuu npomenmiero BpemeHnu rpymmbl Indefinite cobmronatores crienyromnme
npaBuia opdorpaduu:

a) €CJIM IJ1aroj OKaHYMBAETCSl HA HEMYIO OYKBY -€, TO IIpU NpuOaBICHUN OKOHYaHUs ed, OHa
BBINAJIACT:

to live ~ lived  &uTh — *Kun

0) rnarojmel, OCHOBA KOTOPBIX OKAHYMBAETCS HA -y C MPEAIIECTBYIONICH COTJIAaCHOM, MEHSIOT
y Ha i:

to study — studied  yuuThCcs — yumiics

Ecnu nepen y CTOUT riiacHasi, TO y COXPaHsETCsI, HalpuMmep:

to stay — stayed  ocraBaThCs — OCTaBaJICA

B) IJIaroJibl, OKaHYMBAIOIIMECS HA COTJIACHYIO C TPEANICCTBYIOIIUM KpPAaTKUM TJIACHBIM
3BYKOM, yJIBaUBAIOT KOHEYHYIO COTJIACHYIO:

to stop — stopped  ocTaHaBIMBATHCS — OCTAHOBUIICS

2. HenpaBunpHble Tiarojisl 00pa3yroT (GopMy npoieamnero BpeMenu rpymnmnsl indefinite u
dopmy npuuactus Il He myrem mpubaBieHHs OKOHYaHMSA -€d K OCHOBE IJIaroia, a pa3iIuyHbIMU
JIpYTMMHU CIIocoOamu, Harpumep:

to write — wrote — written to go — went — gone

to sit — sat — sat

3. BorpocutenbHast (popMa Kak MpaBUIIbHBIX, TAaK U HETIPABHJIBHBIX TJIAroJioB 0Opasy-

€TCs TIPU TOMOIIM BCIIOMOTraTelbHOro riarona to do B mpomenmem BpemeHu — did u
UHOUHUTUBA CMBICIIOBOIO IJlarosia 6e3 to, MpUYeM BCIIOMOTATENbHBIM TIJarojl CTaBUTCS Mepen
TIOJITKATITIIM:

Did they work? PaGoranu m oHu?

Did he speak? T'oBopwt i oH?

4. OrpuuatensHast (GopMa Kak NpaBWIbHBIX, TaK W HENPaBWIBHBIX TIJarojoB, o0paszyercs
MpU MOMOINIM BCHoMoraTesnbHoro riarona to do B mpomenmeM Bpemenu (did), oTpumarenbHOU
YacTHUIIBI NOt U MH(GUHUTHUBA CMBICIOBOTO Tjarojia 0e3 to, mpUYeM YacTHIa not CTaBUTCA MOCe
BCIIOMOTATEIHHOTO TJIaroja:

He did not speak. OH He roBopHIL.

I did not work. A He paboTalr.

B pasroBopHoii peun yacto ymoTpeOisieTcsi COKpalleHHas oTpuuarenbHas ¢opma didn't

5. YnorpeGnenue.

[Ipomenmee Bpems rpynnbsl Indefinite cimyXuT a7 BbIpaXXeHUsS JAEUCTBUSA, KOTOpPOE
COBEPIIAIIOCH MJIM COBEPIIMJIOCH B MPONIUIOM. DTO BpeMs YHOTPeOJseTcs] B MOBECTBOBAHUU IS
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KOHCTAaTallud Kakoro-mmOo (akta W A U3IO0XKEHUS TMOCIeN0BaTeNbHBIX CcoObITHI. OHO
NEPEBOJIUTCS HA PYCCKHW SI3BIK TMPOUICAIIAM BpPEMEHEM TJlarojia Kak COBEPIIEHHOTO, TaK M
HECOBEPIIICHHOTO BUA, B 3aBUCIMOCTH OT CMBICTIA TPEIOKCHHUS.

B numanoruueckoil peum B NPEMIOKEHHSIX C TIJIarojjoM B OTOM BPEMEHH YacTo
ymoTpeOIsSIOTCs CIEeMYIONIIe 00CTOsATENbCTBA BpeMeHu: yesterday Buepa, the day before yesterday
no3aBuepa, last week Ha mpomioit Heaene, last month e mpornutom mecsie, last year B mpommiom
rofy, last night Buepa Beuepowm, last time B mpomuisiii pa3, last B mocneanuit pas, two days (three
years) ago ABa JHS (TP rojia) TOMY Hazal,

[Tpomenmee Bpems rpynmsl Indefinite riaromna to be.

I'maron to be B mpomenmem Bpemenu rpynnbl Indefinite umeer dopmy was st
€MHCTBCHHOTO YKCIIA U Were IS MHOXKECTBEHHOTO YUCIIA, & TAKXKe /ISl 2-TO JIMIA eUHCTBEHHOTO
qrcia:

lwas s ObLT

We Were Mol ObLIn

you were Bbl ObL1H

you were Bbl ObUTH

he was ou ObuI

she was (it was) oHa ObL1a (OHO OBLITO)

they were oHu ObUTH

Kak ¥ B HacTOsIIIEeM BpEMEHH, JJIsi 00pa30BaHUS BOIPOCUTEIBHOW (POPMBI B MPOLIE/IIIEM
BPEMEHH IJ1aroi to be B popme was (Were) CTaBUTCS MePeT IO UIEKAIIIM:

Was he there? bbut iu o Tam?

Were you there? Bbutu 1 BeI TAM?

OtpunarensHas GpopMa 00pasyeTcst MpU MOMOIIM YaCTHIBI NOt, KOTOpas CTaBUTCS IOCIIE
raarosna:

| was not there. 51 He ObLI TaM.

He was not there. OH He ObLT TaM.

They were not there. Onu He ObLTH TaM.

B pasroBopHOi#t peur 9acTo YnoTpeOsIFoTCs COKpalieHHbIe (hopMbl wasn't U weren't :
He wasn't there. Ero tam He ObLI0.

They weren't there. Wx tam He ObLIO.

YHpa)KHeHI/ISI Ha 3aKpCIJICHUC I'paMMAaTUYCCKOTO MaTepHraJia.
1. Put in am/is/are (present) or was/were (past). in the garden ten minutes ago.'
1. Last year she was 22, so she is 23 now.

2. Today the weather ...........c.cceunee. nice, but yesterday it.............cc.ce.... very cold.

K IO hungry. Can | have something to eat?

4. | feel fine this morning but I ...................... very tired last night.

5. Where ................. you at 11 o'clock last Friday morning?

6. Don't buy those shoes. They ........c.cccceenee, very expensive.

7. 1 like your new jacket. ............ccc....... it expensive?

8. Thistime lastyear 1 ..................... in Paris.

9. 'Where .......cc........ the children?' 'l don't know. They .

2.Put in was/were or wasn't/weren't.

1. We weren't happywith the  hotel. Our
room.....was.....very small and it.....wasn’t.....very clean.

2. GEOrge ...ooovvvvvenenn at work last week because he ........... ill. He's better now.

3. Yesterday ................. a public holiday so the shops.................... closed. They're open
today.

4. Sue and Bill at the party?' 'Sue ............... there but Bill ....................... S
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5. Where are my keys?' 'l don't know. They ................ on the table but they're not there now.’
6. YOU .cooovvviiciine, at home last night. Where ........ .. you?

3. Complete the sentences. Use one of these verbs in the past simple:
clean die enjoy finish happenopen rain  start
stay want

1. I cleaned my teeth three times yesterday.

2. It was hot in the room, SO | ............c.ee. the window.

3. The concert.......cccocvvcvvvienenieiieins at 7.30 and .....cccceveeiiin e, at 10 o'clock.

4. When Iwasachild,1 ... to be a doctor.

5. The accident.........ccccovvviiiicicnenen, last Sunday afternoon.

6. It's a nice day today but yesterday it..........c.cccceveeveiiinieenenn, all day.

7. WE i, our holiday last year. We ........cccoovveiieineninennnnn at a very
nice place.

8. Ann's grandfather ...........ccccocovvninininnnn. when he was 90 years old.

4. Write the past simple of these verbs.

1. get. got......... 4.pay...cceiininnn. 7.20........... 10. know......

2.5€€ e Svisite....o.o..n. 8.think........ Il.put.......

3.play e, 6.buy.............. 9.copy........ 12.speak...

5. Write sentences about the past (yesterday / last week etc.).

1. Jim always goes to work by car. Yesterday he. went to work by car.

2. Rachel often 10ses her Keys. She ... e last
week.

3. Kate meets her friends every evening. She ..........cccccocevvennne. yesterday evening

4. | usually buy two newspapers every day. Yesterday I ............

5. We usually go to the cinema on Sundays. Last Sunday we ......

6. I eat an orange every day. Yesterday I .............ocoiviiiiiienninns

7. Tom always has a shower in the morning. This morning lie ....

8. Our friends come to sec us every Friday. They ................... last Friday..

9. Complete these sentences with the verb in the negative

1. I saw Barbara but I didn’t see. .Jane.

2. They worked on Monday but they ...................... on Tuesday.

3. We went to the post office but we ................ to the bank.

4. She had a pen but she ................. any paper.

5. Jack did French at school but he ............... German.

10. Write questions with Did ...?

1. I watched TV last night. And you? Did you watch TV last night?...

2. | enjoyed the party. And you?
3. I'had agood holiday. And you?
4.1 finished work early. And you?
5. Islept well last night. And you?

11. What did you do yesterday? Write positive or negative sentences.

1. (watch TV) I watched TV. OR I didn’t watch TV................oooini,
2. (getup before 7 0'clock) T ....uviieeiieeie e e
3. (NAVE @ SNOWE)....ciiiiiie e
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4. (DUY @ MAGJAZINE)....eeiteiiiiie ittt sttt sre e enes
ST (=T L =T U S
6. (g0 t0 bed DEfOre 10.30).....ccuiiiiieerieeie et

Tema 9. CTpykTypa KOMNIaHMHU: CTPYKTYpHas cxema. Company’s structure: structural
scheme ITpuTsKaTeJbHBIN MATEK.

1. CymectBurenbHbie B 00mieM najaexe (a man, a child, etc.) ynorpebusirorest B pyHKIHSIX
HOJISKAIET0, MMEHHON YacTH COCTaBHOTO CKa3yeMOro, 0eCIpeIoKHOTO (TIPSIMOTO U KOCBEHHOTO)
U TIPEIJIOKHOTO JIOTIOJHEHUH, a Takke 00CcTosTenbCTBa. OTHOIIEHHE CYIIECTBUTEIBHOTO B 00IIEM
najgexe K APYIMM CJIOBaM B TPEIUIOKECHHH ONPEACIAETCS €ro MECTOM B MNPEMIOKCHHU WIH
IPEJIOTOM:

Ann loves children. Auna grobut mereit. (MeCTO B MPEIIOKEHHH ITOKA3bIBAET, YTO 3TO
nOpsIMOE JIOTIOJIHEHHE, KOTOPOE COOTBETCTBYET B PYCCKOM SI3bIKE JOIMOJIHEHHIO B BHHHUTEIBHOM
Majexe)

the workers of this factory paboume sToro 3aBoma (mpemior of mepenaer OTHOLICHUE,
BBIPAYKAEMOE B PYCCKOM SI3bIKE POIUTEIBHBIM T1aJIEKOM )

2. CyliecTBUTENbHOE B MPUTSKATEIBHOM IaJie)Ke 0003HAaYaeT NMPUHAAICKHOCTh IIPEeaMETa,
oTBedaeT Ha Bompoc whose? uyeil?, ymoTtpeOisercss B (QYHKIMU OINpPENENCHUS W CTOUT Tepen
OTIpeNeNIIeMbIM CYIIECTBUTEIbHBIM. CyIIECTBUTEIIFHOE B MPUTSDKATEIFHOM MAAEKe MPUHHUMACT
OKOHYAHHME -'S, KOTOPOE MMPOU3HOCHUTCS T10 MTPABUIJIAM YTEHUsI OYKBHI S B KOHIIE CIIOBA

Kak mpaBuno, B ¢dopMe mNPUTSHDKATENBHOTO  Tajeka  yHnoTpeOsIoTcs  MUMEHa
CYIIECTBUTEIIbHBIE, 0003HAYAIOIINE OTYIICBICHHBIC TIPEIMETHI:

this man's newspaper rasera 3TOro 4eiaoBeKa

[puTspKaTenbHBIA MaeX MMEH CYIIECTBHTEIFHBIX BO MHOXXECTBEHHOM YHCIE 00pa3yercs
MOCPEICTBOM IpHOaBiIeHus: Ha nmuckMe anoctpoda ('), a B UTEHUH M PeYH HUYEM HE OTIMYACTCS OT
€IMHCTBEHHOTO YHCIIA:

my friend's sister  cectpa moero apyra

my friends' sisters  cectpbl Moux apy3eit

[TpuTskaTeNnbHBINA Majex CynIeCTBUTENBHBIX men, women, children obpa3yercst Tak xe, Kak
U B €IMHCTBEHHOM 4YHCJIe, TO €CTh NPUOaBICHUEM OKOHYAHHUS -'S:

these men's newspapers  raseTsl 3THX JIIOJCH

his children's names HMEHA ero nerei

Kak mpaBmio, B 3THX CIIOBOCOYETAHHMSX aPTUKIb OTHOCHTCS K CYIIECTBUTEIHHOMY,
CTOSIILIEMY B TPHUTSDKATEIFHOM MaJieKe, MOATOMY, €CIH B NPUTSDKATEIBHOM IafekKe CTOUT HMS
COOCTBEHHOE, apTHKJIb OTCYTCTBYET:

Peter's room xomHata [lerpa
Mary's children et Mapuu
Mary Brown's children netu Mapuu Bpayn

3. Ilpu Hanuuuu mepes CyIIeCTBUTENbHBIM OB , Mr (Mister) U np. B NPUTSHKATEILHOM
naJjie’ke CTOUT TOJIBKO TO CYIECTBUTEIBHOE, K KOTOPOMY OTHOCHUTCSI YKa3aHHOE CJIOBO:
We liked Petrov's talk. Hawm nonpaswics mokman [letposa.

Bomnpocs! st 06cyxaeHns Ha ypoke

- What is the structure of the company?

- Describe the Company’s business.

- What is your present rank and position?

- What are your direct responsibilities?

- What is appointment date to the present position?

- How many employees are subordinated to you?

- What is your Company’s market?

- What share of the market does your Company occupy?
- What is the Company’s segment of the market?
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- What type of business are you in? How is your business registered (general partnership,
individual-owned, joint-stock closed, joint-stock open, joint venture, limited liability Company, non-
commercial, state-owned)?

- What is Company’s market: local, regional, national, international?

- Why do you want to work for this Company?

- What are your customers: state, private, individual, others?

- How many people work in the firm: full-time, part-time, management,
nonmanagement?

- What is annual growth revenue, expenditures?

- What percentage of revenue is from a secondary business?

- What types of goods and services do you provide/ produce? Task: write an essay....

Tema 10. CtpykTtypa xkomMnanuu: o0si3aHHocTH B komnaHuu. Company’s structure:
responsibilities within a company. Management

I manage fifty people.

I am a manager.

A managerial position / post

Senior

He is her boss

Middle

She is his deputy

Junior

She is deputizing for him

People

He is an executive. This is his assistant.

Colleague

Co-worker

Counterpart

Superior

Subordinate

Board of Directors [A Board Member]

Executive Board [A Board Member]

Chairman

President

Managing Director

Chief Executive Officer /Senior Vice President

Marketing Director

Vice-President

Marketing Sales Manager

Sales Director

The manager

| increase profit.

I improve company performance. | cut costs.

| focus on core business.

I analyse problems. A good analysis. | solve problems. | find a solution to a problem.
| take decisions. | decide.

I motivate people. Motivation is high. I inform. I give information.

I communicate with my staff. Communication is good. | am a good communicator.

| support staff. | give support to staff. | organize and plan.
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Tema 11. Paccka3 o cebe u Bameii komnanmu. Camonpesentamusi. Talking about
yourself and your company.

Read the text and prepare your own presentation. Presentation.

Good morning Ladies and Gentlemen!

Let me introduce myself. My name is _-------- . Today I’d like to speak about my company
and myself. I’ve split my talk into 4 main parts. Firstly, I’ll speak about my educational background
and previous work experience, secondly — about the history of my company, its organizational
structure and my direct responsibilities, thirdly I'd like to tell you what I find rewarding and
frustrating about my job. The presentation will take about 10-15 minutes. If you have any questions,
I’d be glad to answer them at the end of my presentation. I’'m glad to see so many faces! Thank you
that you could all come today!

Ok, let’s start with the first point which is about my educational background and previous
work experience. In ----1 graduated from -------- . My specialty is ------- AN - | graduated from
Ufa Pedagogical Institute. My specialty is teacher of drawing. In 1997 I started working for *“-------
Company as an Administrator.

Now I’d like to tell you about the history of my company, its organizational structure and my
direct responsibilities. In 2003 Limited Liability Company “-----" set up its new division Limited
Liability Company “Business Mebel”. Our office is based in Ufa, on ---------- Str. We sell office
furniture, we are the dealers of Moscow LLC “Solo” (Italian furniture direction). Our company
employs 20 people. We work in a friendly atmosphere. Professional and well educated people work
as a team. It’s very important to have a good team, because a good team is half the battle. There are
5 Departments in our Company, they are: Financial Department, Accounting, Sales Department,
Delivery Department, and Design Department. I’m in charge of Sales Department. 7 people report to
me directly. My direct responsibilities include: sales control, dealing with new customers. We have
branch offices in --------- and -------- . Our annual turnover is ------ RUR.

As a manager | have the following responsibilities:

- | set objectives.

- | have to motivate people and communicate effectively, for this | need social skills.

- Being a leader requires the skills of a leader, because a leader develops people including
himself.

- | organize the working process and delegate responsibilities.

Let’s move on to the third part, which is about what I find rewarding and frustrating about
my job. Meeting people, enriching my experience, making a career, a good salary are rewarding
about my job. Meeting deadliness and lack of time are frustrating about my job.That’s all I wanted
to say today. Thank you very much for your attention. I'm ready to answer your questions!

Tema 12.Hacrosimee Bpems rpynnsi Perfect. The Present Perfect Tense.

I. Bpemena rpymnmsl Perfect (HacTosiiiee, nporeniiee, Oyayiee)

BBIPAXKAIOT JIeWCTBUE, COOTHECEHHOE (CBA3aHHOE) C KAKMM-TM00 MOMEHTOM HJIU JCHCTBUEM,
a IMEHHO JCWCTBUE, TP € I € C T B Y FO 1] € € 3TOMY MOMEHTY WJIH JICHCTBHIO.

Ob6pa3zoBanue BpeMeH rpymnmnsl Perfect.

Bpemena rpynms! Perfect 06pa3yroTcs ¢ moMoIIs0 BCIIOMOTaTeIbHOTO Taroia to have

u npuyactus Il cMbIcioBOrO rM1arona, To €cTh Mo GopmyIe:

to have+ Participle 11

['maron to have sBiseTcs mokaszaTeneM BpEeMEHH, 4YWClia, Jna; nmpudactue I1 sBisiercs
HEU3MEeHseMOoll yacThio 3ToM ¢opMbl. B BompocutenbHoll gopme riaron have craBurcs mnepen
nojnexamumM. B otpuniarensHoi Gpopme not craBuTcs mocie riaroia have:

He has (He's) written to his friend. On nanucan mucbMo CBOEMY APYTY.

Have you written to your friend? Bel Hartucanu cBoemy npyry?
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He had not written the article OH He Hamucall CTaThio K IISITH

by five yesterday, yacam BUepa.

They will have written all the letters by tomorrow Onu  Hamumyr Bce  muchMa K
3aBTpalllHEMY OHIO.

3. Ynorpebnenue.

['maron B HacTosimeM BpeMeHH rpyribl Perfect o603HauaeT neficTBre, y)Ke COBEpIIUBIICECS
B NPEILIECTBYIONMN IIEpUOJ 10 MOMEHTa pe4yd, HO HMEIOIEe HENOCPEICTBEHHYIO CBS3b C
HaACTOsSIIIIUM MOMEHTOM. Ota HCIIOCPCACTBCHHAA CBA3b C HACTOAIIMM MOMCHTOM IIPOABIIACTCSA
JIBOSIKO:

a) B BHJC pE3yjibTara HefICTBI/IH, OoImymamnimerocsis B MOMEHT pC€4YM, OIIbITa WA 3HaHPII>i,
HpI/IO6peTeHHBIX K HACTOAIIEMY MOMCHTY:

He's written a book. On namucan kaury. (Pe3ynbrar—BOT OHa, MOKETE
IIPOYUTATSH €€.)
He's read this book. On npounTan 3ty KHury. (OH 3HAET €€ coAepKaHue. )

0) B BUJIC yKa3aHUs Ha MEPUOJ BPEMEHHU, KOTOPHIN €Ille He 3aKOHYUJIICS, TO €CTh BKIIFOUAET U
HACTOSIIIMI MOMEHT, Hanpumep: today ceromns, this morning cerogus yrpom, this week Ha 3TOH
Hezene, this month B 3Tom Mecstie, this year B 3Tom roay, this winter 3Toit 3uMoi u T. 1.

I have (I've) seen him this week. SI BUEN ero Ha 3TO HenEle.

Kak BuHO M3 mpumepa, HacTosIIee BpeMs rpymnnsl Perfect B 3ToM 3HaYeHUU epeBO-

JITCS] HA PYCCKUI S3bIK MPOIIEAIIMM BPEMECHEM.

CpaBnure:

I've seen him this morning. (pa3roBop mpoucxXoauT yrpom) 51 BUIEN €ro CEeroHs yTpoM.

I saw him this morning, (pa3roBop MpoHCXOAUT BEUEPOM UJIH JTHEM) |

I've been busy this afternoon. I 6wt 3aHAT ceroaHs qHEM. (Tak MOXKHO CKa3aTh 10 6 4acoB
[Beuepa. )

I was busy this afternoon, (Tak MOXHO cka3aTh mocie 6 4acoB Beuepa)

[Tpumeuanue. Crenyer NOTYEPKHYTb, YTO Hacrosulee Bpems rpynnsl Perfect He
y1'IOTpe6J'I$[eTC§I, €CJIM €CTb TOYHOC YKA3aHUC BPCMCHU B IMPOILIOM, TaK KaK 3TO KakK 6BI pa3pbIBacT
HEINOCPEACTBEHHYIO CBS3b C HACTOSIIMM MOMEHTOM (MOMEHTOM pEYd) M MOJAYEPKUBAET, UTO
JeiicTBUE MPOU30ILIO B MPONUUIOM. B Takux ciydasx ynoTrpedisiercs mpolienliee BpeMs TpYIIbl
Indefinite.

Bpemena rpynmnsl Perfect B cpaBHenuu ¢ Bpemenamu rpymisl Indefinite. [Ipomeniee Bpemst
rpynnsl Indefinite Bcerna cBsi3aHO € MPOLIEAIIMM IMEPUOAOM BpeMEHU (KOTOPBIH MOXKET OBITh
YKa3zaH B MNPCIAJIOKCHHUMN WM SACCH U3 KOHTGKCTa), TOrJa Kaxk IIpu y1'[0Tp€6J'ICHI/II/I HACTOSAIICTO
BPEMCHH T'PYIIIIBI Perfect BHuMMaHue 0c000 IPUBJICKACTCA K PE3YJIbTATy HeﬁCTBHH, K
npuoOpeTeHHOMY OnbITY. CpaBHUTE:

We haven't read any books by this writer yet. (Present Perfect)

Mzrr CIIC HC YUTAJIU KHUT 3TOI'0 IMUcaTeisd.

Last year we couldn't read English yet and didn't read English books. (Past Indefinite) B
MMpoHJIOM roay Mol €11€ HE YMECJIN YUTATh HO-aHIVIMHCKH U HE YUTATHU aHTTIMUCKUX KHUT.

Have you ever been to England boumn s Bel Korga-HHOynAp B AHrmn?
(Present Perfect)
When were you in England? Korna Bb1 Obuii B AHTITUHN?

(Past Indefinite)

Hacrosmiee Bpems rpynmbl Perfect wacto ynorpebinsiercst At TOro, 4To0bl Ha4aTh Pa3roBop.
Ecnu pa3roBop mpojo/nkaeTcs Ha yXe YIOMSHYTYIO TeMy, TO OH JaeTCsl B MPOIIC/IIEM BPEMEHU
rpynnbl Indefinite, maxxe ecmu BpeMs HEe YIOMHHAeTCs, TaK Kak JEHCTBHS AaCCOLMHPYIOTCS C
TPOIICIINM BPEMEHEM:

"You look brown, have you been — Bu1 3aropenu. Bol kyna-HuOyap yesxamnu?
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away?"

"Yes, I've been to the South." — Jla, s ObL1 Ha 1OTE.

"Did you have a good time?" — BBl X0pol1110 npoBeu TaM Bpemsi?
"Yes, | had a very good time."” — Jla, st 9yJACCHO MPOBEJ BPEMSI.
"Did you go alone?" — BubI Tyna e3auim ogHu?

"No, my daughter went with me." — Her, ¢ mouepsio.

5. Kak BupHO W3 mpHMeEpoB, HacTosiiee Bpems rpymmbl Perfect dacto ymorpeGnsiercs ¢
HapeuYMsMHU HEONpPEeIeICHHOTO BpEMEHH: ever Koraa-nu0o, never HUKoraa, often yacro, already yxe.
yet emre. just ToibKo 4TO, lately HemaBHO (3a MoOciaeAHUE THU WM HENEH), 3a TMOCIEIHEE BpeMs.
recently HemaBHO (3a MOCIIETHUE MECSIIBI WU TOJBI), 33 TIOCIEAHEe BpeMs, up to now 10 CUX Iop,
seldom penko, once oHaXIBI, KOTJa-TO, Many times MHOTO pa3 u Jp.

OnHako 9TO HE 3HAYUT, YTO C HAPECUUSMHU HEOIPENCICHHOIO BPEMEHH HE MOTYT
yHOTpeOIAThCS U APYTHe BpeMeHHbIC (DOPMBI, HarlpuMep, BpemeHa rpymmsl Indefinite.

CpaBnure:

" I've never seen him. S HUKOT1a HE BUEN €rO0.

I never came late to my lessons last year. B npormuiom rogy s HUKOTa HE OMa3abiBajl Ha
YPOKH.

| often see him in our club. S gacTo BHXKY €ro B HaIlleM Kiryoe.

Hapeuus ever, never, often, seldom, just, kak paBHII0, CTABAT MEPE]] CMBICIIOBBIM TJIaroJioM,
Hapeuwne already Tak)ke CTaBUTCS TEPE] CMBICIIOBBIM IJIar0jOM B YTBEPIUTEIBHBIX MPEIOKEHUSIX,
OIHAKO B BOIIPOCUTCIIBHBIX NPCIIOKCHHUAX OHO UMECT 3HAUYCHNE TaK CKOPO, BBIPAXKACT YAUBIICHHUC U
BCEI'/Ia CTaBATCS B KOHIIE MPEII0KEHUS.

Have you translated the article already? Heyxenu BBl yxke (Tak CKOpO) IepeBelin
craThio?

Hapeuus lately, recently, once u couetanust up to now, many times, Kak IpaBHIIO, CTABSITCS B
KOHIIe mpeioxenns. Hapeune yet ere ynoTpeOseTcsi B OTPHIATEIbHBIX TPEUIOKCHUSIX, TIPUIEM,
KaK TPaBUIIO, CTABUTCS B KOHIIE TPEUIOKEHHs. B BONPOCHTENFHOM MPEIOKEHHH Hapedne yet
COOTBETCTBYET PYCCKOMY HAPEUHIO Y)KE M CTABUTCSI TAKIKE B KOHIIE TIPEIOKEHHS.

He hasn't finished his work yet. OH erie He 3aKOHYMIT CBOIO PadoTy.

Has he come back yet? OH yxe BepHyJICS?

Hacrosimee Bpemsi rpynmsl Perfect ymorpeOinsieTcsi Takxke JUisi BBIpaKEHHUS JIEUCTBUS,
HAuYaBIIErocs B MPEALISCTBYIOIIUN MEPHUO, HO €Ille He 3aKOHYMBIIErocs (4acTo C IjarojiaMu, He
ynotpeositomumucs B popme Continuous). B atom ciyuae rimaron B ¢opme Perfect nepeBoautcst
Ha PYCCKHUH S3bIK, KaK MMPABUJIO, TIAr0JIOM B HACTOSIEH BpEMEHH.

B nmpemnoxeHnn TpE  3TOM HMMEIOTCS  OOCTOSITENILCTBA BpPEMEHH, O003HAYAIOIIHE
HE3aKOHUYEHHBIM OTPE30K BPEMEHHU, B KOTOPOM MPOTEKAET AECUCTBUE;00CTOATENBCTBA C MPEIJIOTOM
for B Teuenue (for a long time nmaBHO, gonro, for years B TedyeHue MHOTUX JieT, for ages menyro
BEYHOCTb M JIPYTHE), C IMPEJIOroM since ¢ (since morning ¢ yrtpa, since nine o'clock ¢ 5 yacos),
NPUIATOYHBIC IPEIOKEHHSI BPEMEHHU C COIO30M Since ¢ TeX Mop Kak.

I've known him for two years. S 3Haro ero jaBa roja (B TeUEHHUE JIBYX JIET).
"How long have you been in Br1 1aBHO B MOckBe? —

Moscow?"

"Forabout a month.” Okoro Mecsina.

Hpe/:[ﬂor for naor Ja MOXKCT OITYCKATbCA:

We've been here an hour. MBI 3/IECh YK€ 1ac.

He's known me since 1971. Ou 3nHaer mens ¢ 1971 rona.
Have you seen Petrov since he went to Leningrad? Bsl Bugenuch ¢ IleTpoBeiM ¢ Tex mop,
Kak. oH yexan B Jlenunrpaz?
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['maron-ckazyemoe NPHUIATOYHOTO MPEUIOKEHUS BPEMEHH, BBOJUMOIO COIO30M since, B

ATOM CJIy4ae CTOUT B IpoieaniemM Bpemenu rpynmsl Indefinite.

rJjaroi

people.

yet

[Tpumeuanue. Bo Bpemenax rpymmsl Perfect B coeauHeHuM ¢ MpemioroM HampaBjieHUs to
to be ynorpebiseTcst B 3Ha4YeHUU MOObIBATh, IOCETUTh, ChE3IUTh.

I’ve never been to Kiev before. I eme nukorna ve 6su1 B Kuese (= HUKOrIa HE €3-
i B Kues npex;ie)

VYrpakHEeHUs! Ha 3aKpEIUICHHE TPaMMaTHYeCKOTO MaTeprana.

1. Complete the sentences with a verb from the list.

break buy decide finish forget go go invite

1. 'Can I have this newspaper' 'Yes, | finished with it.'

2. L some new shoes. Do you want to see them?
3.'Where is Liz'-"'She.........coooiiiiiii out.

4. I’m looking for Paula. ........................ (0] P her.

5. Look! Somebody .... .cco.ovviiiiiiiiiii that window.

6. 'Does Lisa know that you're going away?' “Yes, L.................. her.

7. 1 can't find my umbrella. Somebody.......................ooal. it.

8. I'm looking: for Sarah. Where........................ she................ ?

9. T know that womanbut I ..................ooii her name.
10. Sue is having a party tonight. She .....................cooe. a lot of people.
11. What are you going to do? ...................... YOU e, ?

2. You are writing a letter to a friend. In the letter you give news about yourself and other
Use the words given to make sentences. Use the present perfect.

Dear Chris,

Lots of things have happened since | last wrote to you.

1. 1/ buy/ a new car I've bought a new car.

2. My father/ start/ a new job_

3. 1/ give up/ smoking_

4. Charles and Sarah/ go/ to Brazil

5. Suzanne/ have/ a baby

3.Read the situations and write sentences. Choose one of the following:
arrive break goup grow improve lose

1. Mike is looking for his key. He can’t find it. He has lost his key.
Margaret can't walk and her leg is in plaster. She _

Maria’s English wasn’t very good. Now it is much better.

Nim didnt have a beard last month. Now he has a beard.

This morning | was expecting a letter. Now | have it.

Last week the bus fare was 80 pence. Now it is 90.

ook wd

4.Complete B's sentences. Use the verb in brackets + just/ already/ yet (as shown).

1. Would you like something to eat? No, thanks. I've just had lunch. (just/have)

2. Do you know where Julia is? Yes, |

3. What time is David leaving? He

4. What's in the newspaper today? | don't know. |

5. Is Ann coming to the cinema with us? No, she her (just/ see) (already/ leave) (not/ ready/

_the film (already/ see)
6. Are your friends here yet? Yes, they (Just/ arrive)
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7. What does Tim think about your plan?l__(not/ tell/ yet)

5. Read the situations and write sentences with just, already or yet.

1. After lunch you go to see a friend at her house. She says “Would you like something

to eat?” You say: No, thank you. I've just had lunch. (have lunch)

2. Joe goes out. Five minutes later, the phone rings and the caller says “Can I speak to Joe?”
You say: I'm afraid (go out)

3. You are eating in a restaurant. The waiter thinks you have finished and starts to take your
plate away. You say: Wait a minute! _ . (not/ finish)

4. You are going to a restaurant this evening. You phone to reserve a table. Later your friend
says: “Shall I phone to reserve a table?” You say: it. (do)

5. You know that a friend of yours is looking for a job. Perhaps she has been successful. Ask
her. You say: ? (find)

6. Ann went to the bank, but a few minutes ago she returned. Somebody asks “Is Ann

still at the bank?” you say: No, .(come back)

6.Put in been or gone.

1. Jimis on holiday. He's gone to Italy.

2. Hello! I've just_ _to the shops. I"'ve bought lots of things.

3. Alice isn’t here at the moment. She’s -to the shop to get a newspaper.

4. Nom has out. He'll be back in about an hour.

5. “Are you going to the bank?”” “No, ['ve already _to the bank.”

Tema 13. Bynymee Bpemsi Future Simple Tense. TesiedoHHBIIT pa3roBop: Kak 0CTaBUTh
coodmenue. Telephoning: taking and leaving messages.

[TomuMO Tak Ha3bIBAEMBIX MOJAIBHO OKpAIIEHHBIX ()OPM BBIPAKEHUS JCHCTBUS WU
COCTOSIHUSL B OyayIllleM BpPEMEHH, B aHIJIMICKOM s3bIKe CyLIeCTBYeT (popma Oyayliero BpeMeHH,
KOTOPYIO MOXXHO XapaKTepu30BaTh Kak HEHTpalibHYy0. B OTIIMYKMe OT MOJaIbHO OKPAIIEHHBIX (HOpPM
OHa HE BBIpa)KaeT 0cOOOro OTHOIIEHHs TOBOPSAIIEro K OyaymieMmy JeHCTBHIO M, KaK IpPaBUIIO, HE
ymoTpeOseTcs, Korga pedb HIeT O OnmwkaimeMm OymymeM. DJta ¢opma HaspiBaercs Future
Indefinite.

1. YtBepaurensHas popma Oyayuiero Bpemenu rpymnmnsl Indefinite o6pasyercs npu nomoru
BCcrioMoraTenpHbIX riaronoB shall u will u uHpuHMTHBA cMbIciOBOro rinarona 6e3 to. Shall
ynotpeosieTcst ¢ 1-M JTUIOM €IUHCTBEHHOTO M MHOXXECTBEHHOTO uucia, a will — ¢ ocrambHbIMU
aunaMu. B COBpeMEHHOM aHTTIMHCKOM sI3bIKE MMeEeTcs TeHJAEHIMs ynorpeOmnars will takxe u ¢
MIEPBBIM JIULIOM.

I shall work s 6yny paGorath We shall work Ms1 6ynem paborats I will work
a1 0yny paboTarthb We will work  Mu1 6yaem pabotats You will work Bel 6ynere paborats
You will work Ber Oynere pab6orars He will work Own G6yner pabotats They will work Onu

Ooynyt paborats She will work Omna Oynet paboTaTh

B Gernoii pasroBopHoil peun BcriomorarenbHble riaroissl shall u will yacto cnuBatores ¢
JUYHBIMH MECTOMMEHHUSIMH U MECTOMMEHHEM it, 4TO MPUBOJUT K 00pPa30BaHUIO COKPALIEHHBIX (hOpM
', we'll, you'll , he'll, she'll it'll , they'll that'll :

I think I'll do that. [Moxanyii, s 3T0 caenaro.

I hope he'll come tomorrow. Hanerock, oH ipueT 3aBTpa.

2. 1na o6pa3oBaHUs BONPOCUTEIHHOM (hOPMBI BCIOMOTaTeIbHBIN TJIaroj CTaBUTCS Tie-
pel Mo UIeKAIINM:

When shall we begin working? Korna mb1 HauHeM paboTaTh?

When will you begin working? Korna BeI HauHeTe paboTaTh?

3. OrpunarenbHas Gpopma 0O6pazyeTcs mpu MOMOIIH OTPUIIATENILHOM YaCTHIIBI NOt, KO-
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TOpasi CTaBUTCS HEMOCPEICTBEHHO Iocie BeriomorarenbHoro riarona: I shall not work... S
He Oyny paboTars...
You will not work Br1 He Oynere paboTarts.

B  pasroBopHOii peunm  ymoTpeONSFOTCS  COKpallleHHbIE  OTpUIATeNbHBIE  (HOPMBI
BCIIOMOTATENIBHBIX IIarosios: shan't , won't

I shan't see them. 51 ux HEe yBHXKY.

He won't be in till nine. Ero He OymeT 10 AEBSTH 4acoB.

4. VYmnorpebnenue. bynymee Bpems rpymmbl Indefinite ymoTpebisercs B OCHOBHOM B
CJICAYIOUINX CITyYasix:

a) JUIsl OTIMCAHMSI €CTECTBEHHOT'O X0/1a COOBITHIA:

The winter holidays will begin 3UMHHE KaHUKYJIBI B 9TOM TOTy

on the 25th of January this year. HauHyTCs 25 sHBapsI.

0) 175t BBIpKEHUS JIEHCTBUS, KOTOPOE COBEPIIMTCS MPU OMPEIEICHHBIX 00CTOATEIhCTBAX H
ycnoBusx. YacTo 3TH YCIOBUS M OOCTOSITENILCTBA BBIPAKAIOTCS B YCIOBHBIX W BPEMEHHBIX
MPHUIATOYHBIX TMPEIIOKEHUAX ¢ coro3amu If, when u np. B aHrnmiickoM s3bIKe, B OTIHUYHE OT
PYCCKOTO, B ATHX NPUIATOYHBIX MPEIJIOKCHHUIX HHUKOTA HE yrmoTpeOisiercs Oymyimiee Bpems. B
MPHUIATOYHBIX YCJIOBUS W BPEMEHU B 3HAUCHUHW OyIYIIEro BPEMEHH YIOTPEOISETCS HACTOSIIEE
Bpems rpymisl Indefinite.

When | come to see you, I'll bring Korna st npuny k Tebe, st mpuHeCy

you this book. TeOE ITY KHHTY.

I'll do it tomorrow if | have time. S cnenaro 3TO 3aBTpa, €CIIH Y MCHS

OyZIeT BpeMsi.

As soon as you finish work, we Kak tonbko ThI KOHUMIIL padoTy, shall go to
the cinema MBI IIOMJEM B KHHO.

B) OOBIYHO & COYCTAHWUH C MOJATBLHBIMHA BBOJHBIMH CJIOBAMH U BBIPAKCHUSIMU, UMEIOIIIUMHI
3HAYCHHE TPEIIOKCHISI, COMHEHH S, BEPOSITHOCTH, THIIa probably BeposTHO, perhaps MOXeT ObITh
v JIp.:

Perhaps he'll come. MosxeT OBITh, OH IPUJIET.

He probably won't find out. OH, BepOSTHO, HE y3HAET.

r) ¢ rjaroJioM to be W JIpyrHMH TIJIarojamMH, KOTOpble HE YMOTpeOustoTcss B (opme
Continuous:

I'll be back soon. 51 ckopo BepHYCH.

I'm sure you'll tike the play. 51 yBepeH, BaM TIOHPABUTCS TThECa.

I hope we shall soon hear from you. Hanmetoch, MBI CKOpPO TMOJNIyYUM OT Bac
BECTOUKY.

I'll think about it. S momymaro 00 3TOM.

We'll have a lot of work to do VY Hac 3aBTpa OyeT MHOTO Pa0OTHI

tomorrow.

[Tpumeuanue 1. Pycckuii rmaron 6yay (Oyaeins, OyeT U T. J1.) MOKET yNOTPeOIAThCS: a) Kak
BCIIOMOTaTEeNbHBIM TJIaroi Juiss 00pa3oBaHMs OyIyLIero BPEMEHHU TIIaroJioB HECOBEPIIEHHOTO BHJIA.
B arom cnyuae pycckuii rinaron Oyay (Oyzeuib, OyzeT u T. [.) COOTBETCTBYET aHIVIMWCKHUM TJ1arojiaMm
shall wmu will:

S Oyny paborarts. I shall work.

0) Kak CMBICIIOBOM TIJIarojl WJIM TJaroj-cBs3ka. B 3ToM ciyyae pycckuii rimaron Oymy
(bynemb, OyaeT u T. J.) siBisieTcss (popmoil Oyayiiero BpeMEHHU Iiaroyia ObITh U COOTBETCTBYET
dopme Oymyiiero BpeMeHu aHrimickoro rarona to be — shall be, will be:

OH OyzieT TaM B BOCEMb 4acOB. He will be there at eight.

Msi1 Oyniem goma. We shall be in.

CpaBHI/ITe TaKXC:
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VY Hux 3aBTpa Oyzner mHoro padotsl. They will have a lot of work to do tomorrow.

[Ipumeuanue 2. B o6mux Bompocax shall m will yacto He uMeroT 3Ha4YeHHS OymYIIETO
Bpemenu. Shall ymoTtpebnsieTcs ¢ MOAaIbHBIM 3HAYCHHEM JUISI BBIPAKECHUS JKEIaHUS TOBOPSILETO
HOJIYYUTh OT COOECEJHMKA PaclOpsDKEHHE WIIM YKa3aHHE O TOM, KaK IMOCTYHNHTh WJIM YTO Jaiee
CclleNaTh:

Shall I do it in class or at home? DTO chenarh B Kiacce win qoMa?
Will unm won't ynotpeGuisiercst 115l BRIpaXeHHS BEXKIUBOW MPOCHOBI MIIM IPUTIIAIICHUS:
Won't you sit down, please? Caaurecs, moKayicra.

==Sit down, please, won't you?)

Will you open the window. OTtkpoiite, mnoxanyiicra, okHo. please?
==0pen the window, please, will you?)

[Tpumeuanue 3. Future Indefinite nmpeamounTtaercs apyrum ¢opmam BBIPAKEHHS OYIyIIEero
JIEMCTBUS WIIM COCTOSHUS B O(HUIMAIBHON peun (ra3eTHble COOOIEHUS, AeTI0Bas TIepEenucKa u T. 1.).

The Prime Minister will speak B 5 yacoB Beuepa 1o TeIEBUACHUIO

onTVat5p. m BBICTYIIUT IIPEMbEP-MUHHUCTP.

The Prime Minister is going to speak on TV today Cerogdst 1mo TeJIEBUICHUIO BBICTYITHT
MIPEMBEP-MUHUCTP. pa3roBopHas (yCTHas peub)

[Tpumeuanue 4. Bynymee Bpems rpynnsl Indefinite ¢ rmaromom will st Bcex amir MoxxeT
BBIpAXKaTh HAMEPEHHE, PEIIMMOCTh BBIIIOJIHUTH JEUCTBHE, HO B OTJIIMYME OT (opMsl to be going to
HOYEPKUBACT, YTO PEIICHHE MPHHSATO CIIOHTAaHHO, B MOMEHT Pa3roBopa, a He 3apaHee:

"Who will post this letter for me?" KTo MHE OTIpaBUT 3TO MUCHMO?

"Iwill." S

Tak, Ha 3ameuaHue:

"There isn't any coffee in the house" B nome Het xode.

MOeT OBITh JIBa OTBETA B 3aBUCHMOCTH OT CHTYallUH

"I'm going to get some today." S cobuparoch KymuTh Koe  CerojHs.
(o3HauaeT, 4To eIme O 3TOr0 Pa3roBOpa TOBOPSLIMN OOHAPYXKHII, YTO B JIOME HET KO(e, H TPHHSLT
pelieHre KyluTh €ro)

"I'll get some today." S kymmo kode ceromHs. (03HAa4YaeT, YTO
TOBOPSIIUIA HE Aymai 00 3TOM paHbIIE M YTO OH MPHHSI PEHICHUE TOJBKO TOT/IA, KOTIa YCIbIIIAl
3TO 3aMEYaHHe)

5. bynymee Bpems rpynmsl Indefinite mepeBoauTcss Ha pycCKUi s3bIK OYAYIIMM BpeMEHEM
IJIaroJia Kak COBEPILIEHHOI0, TaK U HECOBEPIIEHHOIO BUJA:

It you are going ro read all the Ecnu TB1 Oynienib yutaTh BeCh

evening, I shall go to the cin- BeYep, s MOWy B KUHO.

ema. When they get to the fifth form. Korna oy nepeiayT B msThIi

they will learn foreign lan guages. KJlacc, OHWU OyIyT wu3ydaTb WHOCTPAHHBIC

SA3BIKH.

[Tockonbky Oynymee Bpems rpymisl Indefinite ymoTtpebnsiercs Torna, Korma peds HAET O
Ooslee  OTHAJIEHHOM HEONpENENEHHOM OyaymieM, OHO dYacTO COYeTaeTcsi C  TaKUMHU
00CTOSATENILCTBAMH BpEMEHH, Kak some day korna-HuOyne, one of these days korma-uuGyab u ap.

6. Bce gopmbl, BbIpaxkarolue JIeHCTBUE WIM COCTOSHUE B OyayIlIeM, MOKHO pa3/IeiuTh Ha
JIBE TPYIIIIbL:

a) GopMbl, yroTpeOstonmecs s 0003HAYCHUsT ICHCTBHS WM COCTOSIHUS B OJIVDKalIeM
Oymymiem: to be going to

He's going to see (he doctor OH coOupaeTcst MOUTH K JOKTOPY
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tomorrow, 3aBTpa.
What are you going to do (his Yro BBI coOMpaeTech Jenath ceevening?
TOJTHST BEYEPOM?

Present Continuous
Where are you going in the summer? Kyna Bel moezere erom?
They're leaving Moscow in a week. Uepe3s Hesenro OHU ye3:KatoT U3 MOCKBBI.

Future Simple (Bunp! rinarosos, He ynoTpeomstomuxcs B popme Continuous)

I'll be at home at seven. S O6yny noma B CeMb.

She'll feel well tomorrow. 3aBTpa ona Oyaer 4yBCTBOBAThH Ce0s XOPOIIIO.

0) dopmbl, ymorpeOmstonyecss IS BBIPAXKCHHUS JCUCTBHUS, OTHOCAIIETOCS K Oolee
OTJAJICHHOMY, HEOTIPEACICHHOMY OyayIIeMy:

Future Simple

We shall all die some day. MB&I Bce yMpeM Koraa-HHOY/Ib.

Kpome TOro, B aHTIMiiCKOM S3bIKE eCTh eme ogHa ¢opma Oymaymiero BpemeHu Future
Continuous, KOTOpas OTHOCUTCS K «HCOKpAIICHHBIM», HEHUTPaIbHBIM (QOpMaM U MOMKET
yIOTPEOIATHCS ISl BRIPAKCHUS ISHCTBUS KaK B OJIMDKANIIIeM TaK U B OTJAJICHHOM OyIyIIIeM.

7. Bynymiee Bpemst o6opoTa there is (there are) oOpa3yercs npu MOMOIIN BCIIOMOTaTeIbHOTO
rnarosa will:

If the lecture is interesting’, there will be a lot of people, Ecnu nekiust Oymer uHTEpecHOM
OyIeT MHOTO Hapoay.

Jns oOpa3zoBaHMs BOIPOCHTEIBHON (hOpMBI B OydyiieM BpeMeHH mepen ciioBoM there
craButcs Tiaaron will. ['maron to be, xak u n000# Ipyroi CMBICIOBOM TIJIarol, OCTaeTcs Ha CBOEM
MecTe, TO €CTh Tmociie cioBa there:

Will there be many people at the meeting? Ha cobpanuu 6yaetr MHOTO HapoIy?

OtpunarensHas popma odpazyercs npu nomonm will not (won't):

There won't be many people in the cinema today Ceroans B KuHO He OyaeT MHOTO,
Hapo1y.

8. Jnsg BbIpaXEHHUS CIIOCOOHOCTH, BO3MOKHOCTH COBEPIUIUTH JAEUCTBHE B  Oyayliem
BpeMeHHM ynoTtpebiseTcst 00opor to be able to:

I shall be able to do it tomorrow. 51 cMmory caenarte 3TO 3aBTpa.

When will you be able to come and see us? Korya BbI cMOKETe HABECTHTh HAC?

I won't be able (shan't be able) to go to the cinema $I e cmory moiitu B kuHO today
CEeTOJTHSI.

9. Jlna BeIpaXeHUS JOJDKEHCTBOBAaHHUS, HEOOXOAMMOCTH B OyAylleM BpeMeHHU
ynotpeOiseTcst MoAallbHbIN 060poT to have to:

You can't get the book now. BbI HE cMOXeTe MOTyYHTh 3Ty

you'll have to come tomorrow, KHUT'Y cerdac, BaM IpUIETCs 3ailTu
3aBTpa.

I'm glad I shan't have to do this work again. 51 paa, uTo MHE He MPHUIACTCS JIEIaTh CHOBA 3Ty
paborty.

pra)KHCHI/ISI Ha 3aKpCINICHUC TPaMMATHYCCKOI'0 MaTepuraia.
1.Complete the sentences with I'll + a suitable verb.
1. I'm too tired to walk home. I think I'll get a taxi.

2. “It’s a bit cold in this room.” “Is it? on the hitting then.”
3. “We haven't got any milk.” “Oh, haven't we? and get some.”
4. “Do you want me to do the washing up?” “No, it's all right. it.”
5. “Idon’t know how to use this computer.” *“ OK, you.”
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6. “Would you like tea or coffee?” « coffee, please.”

7. “ Goodbye! Have a nice holiday.” “Thanks. you a postcard.”
8. Thank you for lending me your camera. _ it back to you on Monday, OK?
9. “Are you coming with us?” “ No, I think here.”

2.Read the situations and write sentences with I think I'll... or I don't think I'1l...

1. It's a bit cold. You decide to close the window.

You say: | think I'll close the window.

2. You are feeling tired and it’s quite late. You decide to go to bed. You say: | think

3. A friend of yours offers you a lift in his car but you decide to walk. You say: Thank you
but

4. You arranged to play tennis today. Now you decide that you don’t want to play. You

say: | don't think _

5. You were going to go swimming. Now you decide that you don't want to go.

3.Which is correct?

1. “ Did you phone Ruth?” “Oh no, I forgot. I phone/ I'll phone her now.” (I'll phone is
correct)

2. | can't meet you tomorrow afternoon. I'm playing/ I'll play tennis. (I'm playing is correct)

3. “I' meet/ I'll meet you outside the hotel in half an hour, OK?” “Yes, that's fine.”

4. “I need some money.” “OK, I'm lending/ I'll lend you some. How much do you need?”

5. I'm having/ I'll have a party next Saturday. | hope you can come.

6. “Remember to bye a newspaper when you go out.” “OK. I don't forget/ [ won't forget.”

7. What time does your train leave/ will your train leave tomorrow?

8. I asked Sue what happened but she doesn't tell/ won't tell me.

9. “Are you doing/ Will you do anything tomorrow evening?” ‘No, I'm free. Why?’

10.1 don"t want to go out alone. Do you come / Will you come with me?

11.1t’s a secret between us. | promise | don't tell/ I won't tell anybody.

4.What do you say in these situations? Write sentences with shall I...? or Shall we..?

1. You and a friend want to do something this evening but you dont know what. You

ask your friend. What shall we do this evening?

2. You try on a jacket in a shop. You are not sure whether to buy it or not. You ask a friend
for advice.

3. It’s Ann’s birthday next week. You want to give her a present but you don’t know

what. You ask a friend for advice. What

4. You and your friend are going on holiday together but you haven't decided where.

You ask him/ her.

5. You and a friend are going out. You haven't decided whether to go by car or to walk. You
ask him/ her.  or _

6. Your friend wants you to phone later. You don't know what time to phone. You ask

him/ her.

5.Which form of the verb is correct (or more natural) in these sentences? The verbs are
underlined.

1. Ann isn't free on Saturday. She’ll work/ She's working. (She’s working is correct)

2. I'll go/ I'm going to a party tomorrow night. Would you like to come too?

3. I think Jane will get/ is getting the job. She has a lot of experience.

4. | can't meet you this evening. A friend of mine will come/ is coming to see me.

5. A: Have you decided where to go for your holiday? B: Yes, we will go/ we are going to
Italy.

7. There’s no need to be afraid of the dog. It won't hurt/ It isn"t hurting you.

36



6.Complete the sentences with will ("ll) + one of these verbs:

be be come get like look meet pass
1. Don't worry about your exam. I'm sure you'll pass.

2. Why don't you try on this jacket? It

3. You must meet George sometime. | think you

4. 1t’s raining. Don't go out. You

5. Theyve invited me to their house. They nice to you. him. wet. offended if | don't go.
6. Goodbye. | expect we again before long.
7. I've invited Sue to the party but I don’t think shy

8. Write questions using do you think...will...? + one of these verbs:

be back cost finish get married happen like  rain
1. I've bought Mary a present. Do you think she’ll like it?

2. The weather doesn't look very good. Do you

3. The meeting is still going on. When do you

4. My car needs to be repaired. How much

5. Sally and David are in love. Do

6. ‘I'm going out now.” ‘OK. What time

7. The future situation is uncertain. What

2

Tema 14. KopnopatusBusiii orabix. Corporate Entertaining.

Read the text. Understand main idea and give a short summary of the text.

Corporate entertaining in Japan

Hisako Saka, a hostess at a bar called Bouquet in Tokyo's high-class entertainment area, is
complaining. 'Customers go home before the last train and order far fewer drinks. They are less
cheerful and talk about restructuring all 10 the time," she said.

'Fewer girls are deciding to become hostesses. My salary has halved.' Corporate entertaining
is in steep  decline. Newly released figures from Japan's National Taxation Administration have
revealed that Japanese companies spent 13.3 percent less on entertaining and gifts in the year to last
January than in the previous year. The latest figures show spending on entertainment is at its
second lowest level since records began in 1961.

The decline indicates that the high spending days of the 1980s are over and that a new
phenomenon cost control has entered the corporate dictionary. As the credit environment has
tightened, losses have multiplied, restructuring has taken hold and the concept of shareholder value
has crossed the Pacific, leading to entertainment budgets being cut. In the boom days some
executives would think little of running up a £7,000 bill in one night entertaining an important
client.

These days the entertainment still goes on but at more modest establishments. Cheaper
restaurants are busier and karaoke parlous are being chosen over expensive nightclubs.

Kunio Sato, a bar owner for the past 35 years in Ginza, Tokyo's most famous entertainment
area, said sadly, '‘Companies are much stricter these days with what they will let their
employees spend compared with the old days.

From the Financial Times

Hwuanor

Eating out.

convenient a convenient place is one that is near the place where you are. couple — two
things or a small number of things

to end up — to be in a particular place or state after doing something or because of doing it

special — something produced for a particular time or day, for example a type of food in a
restaurant
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light — food or drink that is light has less fat or alcohol than other similar food or drink
allergic — affected by an allergy

pity — a strong feeling of sympathy that you have for someone because they are very
unhappy or in a bad situation

lamb — the meat from a young sheep

cod — a fish that lives in the North Atlantic Ocean sparking — sparkling drinks are full of
bubbles

turn — someone’s turn is the time when they can or must do something, because they are with
other people who are each doing the same activity one after the other

insist — to say very firmly that something must happen or be done

guest — someone you have invited to your home, for a party or a meal, or to stay the night

Fill in the gaps using the words from above:

1. Therewerea ..........ccvvvvennnnn. of things I wanted to discuss.

2. Shelikes ......ccoveiiiiiiiiii.. wine.

3. What did you have for lunch? —Roast........................

4. Ourfish ..., tonight is salmon in a lemon-cream sauce.
S:.TPm. to nuts

6. Somehow theyall .......................... at my house.

7. She looked at him with a mixture of ..................... and disgust.
8. Themost ............cceevinnnnn. parking is in Lenina Street.

9. I've already washed the dishes —now it’s your......................
10.We've got ., staying this weekend.

11.rdlike ..oooooviniiiin.n. cream cheese.

12.You must see a doctor immediately; I .........................

Listen to the conversation and fill in the gaps: Eating out.

A: So, here WE are. Hm, it’sabitmore ...........coooviiiiiiiiinn... than usual.

B. Nice place. Do you come here often?

A: Mm, yes. It's very convenient and the food is ....................cooiiinil. but it looks
like we may have to wait for a table today. This place is getting more and

A: Our table's going tobe in ........ccoevviiiiiiiiinin... of minutes, I'm afraid, but we can
sit at the bar if you like.

B: Oh, OK. I see what you mean about this place being popular.

A: Well, we shouldn’ t have to wait too long. Now, what would you like to drink?

B:Oh,justa ..oooiiiiii or something for me.

A: OK ... er, excuse me.

B: So, I'm not really sure how Iended up in ...l services.

A: Me neither. Istudied ...l at university, but I never wanted to work

for a bank. Right. I'll just see if our table's ready.
A: OK, thisistheirstandard.....................oooiiiiit.
B: Mm. It all looks very good.
A:...andthosearethe.................ooiiiiiiin. . Let me know if you want me to explain
B: Thanks I may need some help. So, what do you...............coooiiiiiiiiiiiiiinn. ?
A: Well, they do a great lasagne. But perhaps you'd like something more typically English.
B: Mm, yes. And perhaps something a bit................cocovviiiiiiininnnnne.
A: Is there anything you don't eat?
B: No, notreally. I'm ..., to mussels, that's all.
A: Oh, that's a pity. The mussels are a speciality. But, erm, you could try the lamb. That's
very good here. It comes with ...

38



B: Mm. That sounds nice. But isn't it a little too heavy?
A: Well, you could have it without the potatoes. Or perhaps you'd prefer

A: Shall we order a bottle of the house red?

B: Well. Maybejusta .............coeevennnnn. for me.

A: Oh, let's get a bottle. We don’t have to finish it.

B: Oh, well, I suppose not. Could we order some mineral water too.

A.Sure. ..o or still?

B: This is absolutely delicious. How’s yours? A: Not bad at all. More......................... ?
B: Not for me, thanks. So, how do you think the meeting went this morning?

A: Quite well, I think. Of course we still have a lot of things to discuss...

A: Now, how about a dessert?

B: Oh, betternot. 'm ...........oooeviiiiiiinnn.

A: Me too. But it doesn’t stop me. How about peaches in wine? That’s not too fattening.
B: More wine! James, we have another meeting this afternoon, remember.

B: Right. I’ll get this.

A: Oh, no, you don’t. I’'m paying.

B: But you paid yesterday, It’'smy ...

A: No, no, | insist. You are my guest.

Tema 15. Buzut 3apy0e:KHbIX KOMIIAHWII W ONMHCaHMe WX JeATejabHocTH. Visiting a
foreign company.

Hwnaror.

The first meeting in a host company.

crowded — containing a lot of people, especially too many a bit — slightly or a little

to expect — to think that something will happen

to suggest — to offer an idea or a plan for someone to consider

raw materials — substances such as coal or iron that are in their natural state before being
processed or made into something

sample — an example or small amount of something that shows you what all of it is like
packaging — the boxes, bottles, plastic, etc used for wrapping products so that they can be sold

stuffs — the things that belong to a particular person or activity or in a particular place drug —
a substance that doctors put into someone’s body to treat a disease or medical problem

bar code — a set of printed lines on a products label that tells a computer information about it
such as its price

to ensure — to make certain that something happens or is done

conversation — a talk between two or more people usually a private and informal one. Fill in
the gaps using the words from above:

1. 'm feelinga ............... tired

2. We had to bring SOme ..........ccccocevviinininen, of our work to the interview.

3. The kitchen ..o is on this shelf.

T L we have a dinner first and then watch the film.

5. She had a long telephone ..................c.oooiniil. with her mother.

6. All this unnecessary ...........ccoovvvviiiiinennnnnn.. creates so much waste.

7. Our new research strategy .............c.cceveviniinnn... that we get the best possible results.
8. Your doctor may prescribe ............ociiiiiiiiiiinn.. for this illness.

9. Weare .........ccoeevvenennn.. good weather at the weekend.

10.Was the pool.............cooviiiinn, ?

[MpocnymaiiTe nuanor u BCTaBbTe mpomyineHHbie (pas3sl. Listen to the conversation and fill
in the gaps.
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The first meeting in a host company.

Balazzo: How do you do, Mr Williams? Welcome to Vicenza and to Flexipak. Williams;
How do you do, Mr Balazzo?

Balazzo; Did you have a good flight?

Williams.It wasn't too bad. Tt Was @ .ooovnneiii e, but, er, the flight
was on time.

Balazzo: Good. You've been to Italy before, haven't you?

Williams: Yes, yes, I've been here once before. On holiday in Rome.

Balazzo: Rome! A beautiful city (yes indeed). Er, how was the weather in Glasgow?
Williams: Well, you won'tbe ..................ooooinii. to hear that it was raining when I left. A bit
different from here!

Balazzo: Uh, yes it's been quite pleasant recently. Er, how long are you going to be in

Italy?

Williams: I expect to be here for........................

Balazzo: Good, good. Well, | suggest we go to my office and continue our conversation
there. It's just down the corridor here.

Balazzo: Mr Williams, I will show you round the factory afterwards but first of all |

would like to give you @ ........ccovviiiiiiiiiiiiiiiiiea, to the company. Williams: Thank
you.

Balazzo: Here in the brochure is a photograph of the plant. Williams: Right.

Balazzo: Here you can see the main plant on this page. The production unit
COVRTS . ettt et et et et e et et eare et enenneanas square metres. Now, one third of this area is for the
storage of ... and finished products. Two thirds is the factory building
itself.

Williams: Yes, yes | see. It looks very impressive. Balazzo: Thank you.

Williams: And, er, how much of your ..., do you export?

Balazzo:  Well, we export about 40% of total production. Last year we had a turnover of
29bn lira. Now let me show you a sample of our product. As you can see, it is, er, really multi-layer
packaging. Laminates, in other words, of various materials such as plastic film, aluminium foil and
paper. Now this is all used for...............ooooiiiiiiiiiii , such as biscuits, coffee, even
chewing gumand also ..., like aspirin.

Williams: Yes, well that's very interesting. It's the sort of packaging we might be looking for.

Balazzo:  Really. Well, now, shall we have a walk around? First we can visit the main
section of our production processes and, er, go on through the warehouse and to finish with we can

VISIEthe ..o lab.
Williams: Mm, well your warehouse certainly seems very modern and efficient. Balazzo: Er,
yes we hope so. Er, the factory of course was completed in...........................o.. The

warehouse is, as you can see, highly automated with a computerised stock control system. And, er,
automated sorting of course (yes, yes). We, we use bar codes.

Williams: Right.

Balazzo: And here is our quality control lab.

Williams: Yes, | see. Er, how long has your company been working in this field? Balazzo:

Since, er, 1971, when the company was established by my brother. We of course use

the most ......ooooiiiiiiii checking instruments to ensure products meet
international standards. Also, we are doing research into new production methods.

Williams: Really.

Balazzo: Well, Mr Williams, it's nearly one o'clock so | would be pleased if you would have
lunch with me in the staff restaurant.

Williams: Oh, that would be a pleasure.

Balazzo: And we can continue OUr ..............cooiviiiiiiiiiiinineaannnnnn. there. Williams:
Thank you.
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Bomnpocs! 11t 00cykaeHus Ha ypOKe.
- What is the structure of the company?
Describe the Company’s business.
What is your present rank and position?
What are your direct responsibilities?
What is appointment date to the present position?
How many employees are subordinated to you?
What is your Company’s market?
What share of the market does your Company occupy?
What is the Company’s segment of the market?

- What type of business are you in? How is your business registered (general partnership,
individual-owned, joint-stock closed, joint-stock open, joint venture, limited liability Company, non-
commercial, state-owned)?

- What is Company’s market: local, regional, national, international?

- Why do you want to work for this Company?

- What are your customers: state, private, individual, others?

- How many people work in the firm: full-time, part-time, management, nonmanagement?

- What is annual growth revenue, expenditures?

- What percentage of revenue is from a secondary business?

- What types of goods and services do you provide/ produce? Task: write an essay....

- What are major problems/ challenges you face in your work?

- What is frustrating/ rewarding about your job?

- What are your frustrations and how do you usually face them/ cope with them?

- How do you confront your challenges?

- What are Company’s rates of growth and expansion?

- Where does your Company face problems: business planning, manufacturing, distribution,
quality control, personnel policies, marketing and sales, finance and accounting, effective
management, administrative structures, R & D (research and development) servicing, PR (public
relations), Customer Service, Transportation, advertising, office management, logistics, budgeting,
taxation, payroll?

Task: write an essay...

Tema 16. [Ipe3enTanus: o6mas cxema npe3eHTaluu, CTPYKTypa BeaeHus. Presentation:
general structure, the structure of introduction.

1. Starting

Key Language for Introductions

Greeting

Good morning/ afternoon/ evening, ladies and gentlemen. Welcome to Ericomm.
Hello/ Hi everyone.

Name and position

Let me just start by introducing myself.

My name is Peter Wong.

As some / most of you already know, | am Peter Wong

I'm in charge of / responsible for production. I'm the new Managing Director.

The classic Introduction Checklist
- greeting

- name and position

- the title/ subject

- the objective

- the main points
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- mention visual aids you will use
- time you will take

- when you would like questions

- refer to your audience

- link to first section

Title / subject The title / subject / topic of today's presentation/ talk is...

Today, I'd like to speak about...

What I'd like to talk about is...

Objective The objective of this presentation is to present... This talk will act as a springboard
for discussion. The aim today is to give background about...

Main parts / outline

I"ve divided / split my talk into four main parts / sections. Firstly, what | want to do is give
you some background... Secondly / Thirdly, we will look at / move on to...

Then / Next / After that / Finally, I will speak about / examine... Visuals

I will be using the whiteboard and flipcharts. 1 will be using the overhead projector.

Verbs to explain objectives

inform introduce

describe outline

show examine focus on look at
discuss persuade convince analyze

Timing The presentation will take / last about...minutes. I will speak for about...minutes.

| plan to be brief. About...minutes.

Questions

If you have any questions, please feel free to interrupt.

Please interrupt me as we go along if you have any questions. 1I'd be glad to take any
questions at the end of my presentation.

Audience | know that you have all travelled a long way. I'm very grateful that you could
come today.

It’s nice to see so many faces.

I look forward to your comments on this.

Link to start

OK. Let’s start with the first point which is... Right. We can begin by looking at...

Tema 17. MogaabHble ri1arouanl. Modal Verbs.

MonanpHbIi TIAroa can u 060poT to be able to.

B anrnmmiickoMm s3pIKe MMEETCsS TpyIa TJIaroyioB, JIEKCHYECKOe 3HAueHHE KOTOPBIX He
0003HauaeT JecTBUs, a BbIpAXKAaeT OTHOLICHHE K JIEHCTBUIO, TO €CTh BO3MOKHOCTh, BEPOSTHOCTD,
HEOOXOIMMOCTh COBEPILICHUS IEHCTBHs. TaKue Ti1aroisl Ha3bIBAIOTCSA M O 1T a JT b H bI M U. Camo xe
JeiicTBUE BBIpaXKaeTcss MHPUHUTUBOM CMBICIIOBOTO TJIaroia, CIeIyIOEero 3a MOIalbHbBIM IJ1aroJIoM.

DTy rpynmny riarojioB 00beIMHAIOT CIEeIyIOIINe 0COOCHHOCTH:

1) y Hux Her ¢opm uHpuHUTHBA M mpuyacTus. OHU YNOTpeOIsI0TCS BCErAa B JMYHOU
dopMe Tpu TOJUIEKANIEM U B COYETAaHWUHU C TIOCIEAYIONIMM WHQHUHUTHBOM SIBISIOTCS CKa3yeMbIM
IPEIOKEHUSL.

2) OHU HE U3MEHSIOTCSI 0 JIMIIaM M YuciiaM (y HUX eArHas popma JUis BCeX JINIL €IUH-

CTBEHHOTO Y MHOXXECTBEHHOI'O YHCJIA).

3) ”HQUHUTHUB CMBICIIOBOT'O TJIAroJIa CielyeT 3a HUM 0e3 to.
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4) MOCKOJIbKY MOJIaTbHBIE TJIATOJIbl BRIPAXKAIOT HE CaMO JIEHCTBUE, 2 OTHOIICHHE K HEMY, OHU
HE ymnoTpeOastoTcss B (opMe TMOBEIUTEILHOTO HAKJIOHEHHUS, TO €CTb HE MOTYT BbIpa)xarhb
noOyxeHue K aeiictBuro. M3-3a orcyreTBus (HemocTaTtka) psja GopM Takue riaroibl Ha3bIBAIOTCS
EIIEHET0OCTATOYHBIMH.

Haubonee ynorpeOWTENsHBIME MOJAIBHBIMH TJArojiaMd B aHTJIMACKOM SI3BIKE SIBJISTFOTCSI:
can MOry, yMero, MOXHO, 0003HaYaro1il BO3MOXKHOCTh, YMEHHE, CIIOCOOHOCTD, pa3pelieHre, must
JIOJKEH, HY>KHO, HaJ10, 0003HAYArOIHi HE0OX0IMMOCTh, 0053aTeTLHOCTD JCHCTBUS .

1. MopganpHblii TJIaron can yHnoTpeOisercss Ui BBIPAKEHUS CIEAYIONMX 3HAYCHHU:
BO3MOXHOCTH, YMEHUS, CIOCOOHOCTH:

He can do this work. On MOXeT BBITIOJIHUTB 3Ty padoOTy

My son can read now. Moii CbIH y)XK€ YMEET YUTaTh.

paspernieHusl.

You can go home. Bsl moskeTe (Bam pa3perraercsi) MOMTH JOMOM.

['maron cam wacto ymoTpeOisieTcss B BONpPOCAaX K MOJUIeKAIIEMY, HAYUHAIOIIUXCA C
BOIPOCUTEIILHOTO MECTOMMEHHUS Who:

Who can core today? Kto npuzaer (= MoxeT npuiitu) cerogss?

Who can speak French? Kto rosoput no-dpanitryscku? Who can core with me? Kro moiiger
CO MHOI1?

dopma nporeanero BpeMeHu riaroiyia can — could

He went to his parents in the OH yexas K CBOMM POAMUTENSM 32
country where he could finish TOpOJ, TJIe OH MOTI 3aKOHYUTH
his work. CBOIO padoTy.

Jlns oOpa3oBaHUs BOMPOCUTENBHOM (hOpMBI MOANIbHBIN riaron can (could) craButcs nepen
TIOJITeKALITIM:

Can you do it now? Ber moskete caenats 31o ceituac? Could you read English books

last year? Bbl MOr/in unTaTh aHIIIMICKUE KHUTH B IPOIILIOM IOy ?

OtpunarenbHas popMa o0pa3yeTcsi Ipy MOMOIIM OTPULIATEIIBHON YacTUIBI not, KOTOpast C
TJIaroJIOM can BCeT/Aa MHUIIETCs CIUTHO — Cannot

My little son cannot write yet. Moii MaieHbKHii ChIH €IlIe He YMEEeT IHCaTh.

My son could not read when he was three Korna moemy cbiHy 6bU10 3 TO/a, OH HE yMen
YHUTATh.

B pasroBopHoii peun ynotpeOisitoTcs CoKpalleHHble OTpULaTeNbHbIe (POPMBI I1arojia can —
can't, couldn't:

You can t take this book. Bam He pa3pemiaercs Opath 3Ty KHUTY.

51 He MoT cienaTh ATOrO Ha MPOIUION Henene, y MeHs He ObIJI0 BpeMEHH.

KpaTkue oTBeThI OOBIYHO CTPOSITCS TaK:
"Can you do it for Te?"— MoskeTe 1 BBI CIeaTh 3TO I MEHs?

"Yes, | think I can." ("Certainly I can.") — Jlymato, uro na. (be3ycinoBHo.)

"No, I’'m afraid I can' t." ("No, I'm sorry I can' t — Bborock, He cmory. (K coxanenuto,
HE CMOTY.)

[Ipumeuanuel.[[ns BelpakeHus pa3pelieHus ynoTpeoiseTcs TakKe Taaroi
may, HO OH HOCUT HECKOJIbKO O(pUIIMAIbHBINA XapaKTep:

You may do it tomorrow. Ber Mmoxxere caenath 310 3aBTpa. May | come in? Paspemute
BOWTH?
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[Ipumeuanue?2. [JngBelpakeHuss 0Oosee BEKIMBONW MPOCHOBI O pa3peIIeHud BMECTO
can MOXeT ynotpeosarbes popma could:

Could I have this book with me? MoxxHo MHe B3Th 3Ty KHUTY ¢ coboit? “Yes , I think you
can”. [{ymaro, uyto MmoxHo. (“Yes, I think you could”™)

Kpome Toro, dopma could moxeT ynmoTpeOnsaThCsi ISl BBHIPAKCHHS BEKJIUBON IMPOCHOBI.
Tak, BMECTO IIPENIIOKECHUS

Please help me. [ToMoruTe MHe , moxanyicra, MOKHO CKa3aTh

Could you help me, please?

CnoBo Please moxer crosate u mnocine couyetanuss Could you, To ecTe B cepeauHe
MPEIUIOKEHUS, M TIPH STOM 3aISITHIMU HE BBIJCIISICTCS:

Could you please tell me the way to Kirov street? Ckaxkute, mokanyiicra, Kak MPOHTH Ha
ynuny Kuposa?

to be able t0 — BO3MOXHOCTBH COBEpIINTH ACHCTBHE B JIAHHOM KOHKPETHOM Ciydae, B
JaHHOE, OTPEICTICHHOE BPEMSL.

BoipaxkeHne 10KEHCTBOBAHHSI B @HIJIMHCKOM SI3BIKE.

1. MopmanbHbIil Traron must B yTBEpAMTENBHOW (hopMe HMMEET CIEAYIOUIHe 3HAYCHUS:
00513aHHOCTbD, MIPUKA3aHKE, MPUKAa3—B ITOM 3HAYCHHUU OH MEPEBOJMTCS HA PYCCKHI A3BIK JOJDKEH,
00s13aH:

I must go to work at eight o'clock. 51 nomxken (00s13aH) yXoauTh Ha pabOTy B BOCEMb YacOB.

You must do as | tell you. BbI 10/DKHBI TOCTYIIUTH TaK, Kak s BAM TOBOPIO

He must see you about it tomorrow. OH J0JKEH MOroBOpUTh C BaMM 3aBTpa.
HACTOSITCIILHBIA COBET WM MPUTJIANICHHE — B 3TOM 3HAYCHHH OH TEPEBOIMUTCS HA PYCCKHUM S3BIK
(00s13aTENBbHO) TOJIKEH, (003aTENbHO) HY>KHO:

You must go and see this film. BbI (00513aTeNIbHO) TOIKHBI IIOCMOTPETH 3TOT (PHIBM

It's very interesting. OH OYeHb HHTEPECHBIN. .

All of you must read this book. Bsr Bce (00s3aTenbHO) JJOJDKHBI POYUTATH
(HACTOSITENIbHBIN COBET) OTY KHHTY.

You must come and have dinner Ber (00s13aTeNbHO) TOKHBI
with us some day. Kak HUOyIb MPUATH K HAM Ha 00e.
(mpurnamienue)

BHYTPEHHE OCO3HAHHYIO HEOOXOJIUMOCTh — B 3TOM 3HAUYEHUU OH MEPEBOIUTCS HA PYCCKUI
SI3BIK 4aJ10, HY)KHO, HEOOXO0IUMO, JIOJKEH:

I must do it today, | can't leave Mue wHamo caenatb 3T0 ceromus, it till
tomorrow, s1 HE MOT'Y OCTaBUTh 3TO JI0 3aBTpA.

Do it if you must. Cnenaiite 3T0, €ciM HYXHO (€CJIM Bbl CYMTAETE 3TO HEOO-

XOJIUMBIM).

B »Tux 3HaueHusIX must, Kak MpaBUIIO, OTHOCUT JEHCTBHE K OyAYIIEMY.

2. B BOIPOCHUTENIBHOM MPEIUIOKEHUU YIMOTPEeOICHNE Tarojia must OrpaHu4eHO 3HAYCHHEM
00513aTeNIbHO JIM JO/DKEH, TaK Kak B BOIPOCE Must 4aCTO BBIpaXkaeT HEXKeJaHHEe BBIOIHHUTD JaHHOE
NeHCTBHUE, pa3ipakeHUE U T.IT

Must | do it now? 51 00s13aTeIBHO TOJIKEH CIEIaThITO ceryac?

[Mpumeuanue. Eciu ToBOpSIIMN XOUYeT MOJYYUTh OT COOECETHUKA PACIOPSHKEHHE WU
yKa3aHHe, YTO OH JOJDKEH C/eaTh WU KaK MOCTYIUTbh, yrnotpeosercs riaaroi shall: Shall | repeat
the sentence? S momkeH MOBTOPUTH 3TO Tpeaoxkerue? (== [IoBTOpHUTH 3TO mpenioxkeHue?)

3.B OTpPII.[B.TCJ'IBHOfI (popMe rjarojl must UMeeT 3HaUYCHUE KaTCropu4eCKOro 3arpeuiCHusa 1

NEPEBOJIUTCS HA PYCCKUH SI3bIK HENb3s, 3allpeniaercs, He 1o/bkeH. [loaTomy mustn't, kak mpaBuIo,
yIoTpedseTcs I PH 00palieH!H K JeTIM (MHOTa B O0BSABICHUSX):
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You mustn't do that. You mustn't play with matches. Visitors must not feed the animals
Henb3a tak nenats. Henb3st urpars co cnmukamu. [locetuTensm 3ampeniaercss KOPMUTH
JKUBOTHBIX, (OOBSBIICHHE B 30011apPKE)

4.MopnanbHblii Traros must He uMeeT (HOpMBI MPOIIEIIMIETO BpeMeHH. B mpomeamem
BpEMEHHU yIOTpeOIsIeTCs] CHHOHUMHUYECKH 000poT to have to (have got to).

5. O6opotel to have to, have got to ymoTpeOastoTCS JJIs BBIPAKCHHS 3HAYCHUS
HEOOXOJUMOCTH, BBI3BAHHOW OOCTOSTENHCTBAMH, IOKA3bIBAIOT, YTO JHIO, O0O003HAYECHHOE
TIOJICXKAIIUM, BEIHY)KJICHO BBIITOJIHUTH JICHCTBUE:

I can't play chess with you now, Sl He mory ceifuac urparts ¢ Bamu | have to
(have got to) do my B IIIaXMaThl, MHE HY>KHO rotohomework.

BUTh YPOKH.

6. BorpocutenpHas gopma obopota to have to oOpa3yercst mpu -MOIIK BCIIOMOTATEIBLHOTO
rmarona to do, BompocutenbHas (opma h, .. got to — mpu MOMOIIM TOCTAaHOBKM have mepen
noJyiexamuM. OTH J1Be (HOPMBI SIBISIOTCS HauOOJiee PacIHpOCTPAHEHHBIM CIIOCOOOM BBIPAKEHUS
JIOJDKCHCTBOBAHHS U HEOOXOJMMOCTH B BOIIPOCE, TaK KaK HE BBIPAXKAIOT JOTOJHUTEIBHBIX OTTCHKOB
HEXKEJIaHUs, Pa3IPAKEHHS | T. I1., B OTJIMYHE OT MEHEE YIOTPEOUTEIbHON BOMPOCUTEILHOU (DOPMBI
riiaroJsia must.

When do | have to do it? Koraa s mommken sto caenars? (==When have | got to do it?)

7. OrpunarensHas Gpopma obopota to have to oOpa3yercst Mpu MOMOIIX BCIIOMOTaTEIbHOTO
rnarona to do, orpunarenbHas Gopma have got to — MOCTaHOBKOW OTPHUIIATEIBHON YacTHIIBI Not
nociie have. O0e ¢GOpMBI BBIPAKAIOT OTCYTCTBHE HEOOXOMAMMOCTH, pa3pelieHHEe CO CTOPOHBI
TOBOPSIIIETO HE BBITIOIHSTD JACHCTBUE:

You don't have to stay. Bawm He Hy»HO ocTaBaTthes. (==Y ou haven't got to stay). (Bsr
MOJKETE HE OCTAaBaThCH).

[Mpumeuanue. s mepenaur 3TOro 3HAYCHUS YINOTPEOJIACTCS TAaKKE MOJAIBHBIA TJIAroJ
needn't (otpunarensHas Gpopma riarosia need HyKIaTbcs):

You needn't do it today. Bam He Hy)KHO (BBl MOXeTe He)

nenath Toro ceroans. "Shall I do it now?" — Cnaenate 370 ceituac?

"No, you needn't. You can — Her, He HyxHO. Bbl MOKETE

do it tomorrow morning." CIIeNaTh TO 3aBTPA YTPOM.

B yTBepauTENbHBIX U BOIMPOCUTEIBHBIX MPEIOKEHHUIX riaroy need ynotpeOsercss O4eHb
pelKo.

8. ®opma mpomeaiiero Bpemenu obopora to have to — had to ymorpebnsercs nis

BBIpQXEHHS 3HAUYCHUs JOJDKEHCTBOBaHMS M HeoOxoaumoctu B mpouwuioM: I had very little
time, and | had to take a taxi. ¥ MeHs ObUTIO MaJio BpEMEHH, U MHE MPHILIOCH (5 TOJDKEH OBbLIT)B3STh
TaKCH.

BompocurenbHas u otpuiiarenbHas GOpMbl 00pa3yrOTCs MPH MOMOIIM BCIOMOTaTEILHOTO
riarona to do B mpomreaniem Bpemern — did:

Did you have to write to him Bam mpumiock mucaTth emy ere pas3?
again?

I'm glad you didn't have to do it Sl pajx, 4TO BaM HE MPHUIILIOCH

again, JieNIaTh 3TO CHOBA.

9. Obopor to have to ymorpebnsercs ajisg Tepenadyd yKa3aHHBIX BBIINIE 3HAYEHUU W B
OyayieM BpeMEHH .

10. Monanpnsiii rinaron should a coueranun ¢ MHOUHUTHBOM CMBICIIOBOTO Tiaroja 0e3 to
BBIPa)KAET COBET, PEKOMEH/IAIIMIO U NIEPEBOIUTCS HA PYCCKUM S3BIK CIIEAYET, CIeA0BANIO ObI:

You should see a doctor. Bawm crienyer (crnenoBasio Obl) MOWTH K Bpauvy.

He shouldn't work so hard. Emy He cnenyert (He cinenoBaiio Obl)
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TaK MHOTO paboTarTh.

BOHpOCI/ITeJIBHO-OTpI/ILIaTe.HBHBIe MMPpCATIOXKCHUA. OTpI/ILIaTeJIBHaH (bopMa CIIcuaJIbHbBIX
BOIIPOCOB 00pa3zyeTcsi MpU MOMOIIM OTPHUIATEIIBHOW YacTHIBI Not, KOTOpask B Pa3roOBOPHON peuu
OYCHb YaCTO CJIMUBACTCA C BCIOMOT'aTCIIbHBIM WJIHW MOJAJIbHBIM TIJIaroJioM, CTOSAIIUM IICPECa
nomiaexamniuM: don't, doesn't, didn't, hash't, haven't, can't, mustn't:

Why don't you know your lesson?  TloueMy BbI He TOTOBBI K YPOKY?

Why didn't he come to see us yesterday? [Touemy OH HE MPHIIEI K HAM Buepa?
Why isn't he coming to see us? [Touemy oH He mpuAET K HaM?

VYrpakHeHus Ha 3aKpeIlicHre TpaMMmarrudeckoro marepuana. Can, could, and (be) able to

1.Complete the sentences using can or (be) able to. Use can if possible; otherwise use (be)
able to
George has travelled a lot. He can speak four languages.

I haven't been able to sleep very well recently.
Sandra drive but she hasn’t got a car.
I can't understand Martin. I"ve never understand him.
| used to
| can’t see you on Friday but |_stand on my head but I can't do it now. meet you on
Saturday morning.
7. Ask Catherine about your problem. She might help you.

S e

2.Write sentences about yourself using the ideas in brackets.

1. (something you used to be able to do) I used to be able to sing well.
2. (something you used to be able to do) I used

3. (something you would like to be able to do) I'd

4. (something you have never been able to do) I've

3.Complete the sentences with can/ can't/ could/ couldn’t + one of these verbs:
come eat hear run  sleep wait

. I'm afraid I can't come to your party next week.

When Tim was 16, he was a fast runner. He onds.

‘Are you in a hurry?’ ‘No, I've got plenty of time. I 100 meters in 11 sec.’

| was feeling sick yesterday. |

Can you speak up a bit? |

“You look tired.” ‘Yes, I last night.” anything. you very well.

N

4.Complete the answers to the questions with was/ were able to.

1. A: Did everybody escape from the fire

B: Yes. Although the fire spread quickly, everybody was able to escape.
2. A: Did you have difficulty finding Ann’s house?

B: Not really. Ann had given us good directions and we

3. A: Did you finish your work this afternoon?

B: Yes. There was nobody to disturb me, so

4. A: Did the thief get away?

B: Yes. No one realised what was happening and the thief

5. Put in can or could. Sometimes either word is possible.

1. “The phone is ringing. Who do you think it is?” ‘It could be Tim.’
2. I'mreally hungry. |

3. If you're very hungry, we

4. 1t’s so nice here. | eat a horse!

5. ‘I can’t find my bag. Have you seen it?” ‘No, but it
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. Peter is a keen musician. He plays the flute and he
. ‘What shall we do?’ ‘There’s a film on television. We watch that.’
. The weather is nice now but it change later.

o0

6. Put in must or can't

1. You've been travelling all day. You must be very tired.

2. That restaurant be very good. It's always full of people.

3. That restaurant_be very good. It’s always empty.

4. Youre going on holiday next week. You _be looking forward to it.

Tema 18. Ilpe3eHTanus: CTPYKTYpPa OCHOBHOI YacTh M 3aKkiawdeHus. Presentation: the
structure of the body and conclusion.

Classic presentation organization
Greet

Introduce self

Introduce presentation

Present main body (Points I, II, I11)
Explain structure of presentation Conclude
Summarize

Take questions
Closing a presentation
Signalling the end

OK. That brings me to the end of my presentation. Right. That covers everything | wanted to
say about... So, that's all I have to say.

To sum up then,... In brief,...

Before I finish, let me just go over... If I can briefly summarize,...

To conclude, I'd like to say that... I'd like to finish by saying ...

In conclusion,...

Summarizing

Concluding

Final recommendation

It seems to me, then, that we should. ..

I would therefor recommend / advise that...

Support

I have prepared some handouts which I will pass round.

I'll give you my e-mail address in case you want to follow up something | said.

Closing

Thank you for listening so attentively. Thank you for your attention.

I hope that this has been useful.

Inviting questions

I"d be glad to answer any questions. So, do you have any questions?

Avre there any questions?

OK. I think that brings me to the end of the presentation.

Avre there any questions?

Yes, the gentleman / lady sitting there. (points)

Tema 19. IToaroroBka nydJu4HOr0 BuicTyIJIeHus. Preparing a speech.
Starting your purpose
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It is essential to state the purpose of your presentation near the beginning. To do this clearly
and effectively you need a few simple presentation verbs: take a look at (Am. E.), have a look at (Br.
E.), report on, give an overview of

When you give a presentation in English, clarity is very important, particularly if there are
non-native speakers in your audience. It often helps if you state your purpose at each stage of your
talk as well as at the beginning.

Effective Openings

Communications experts are all agreed that the first three minutes of a presentation are the
most important. They talk about “hooks” — simple techniques for getting the immediate attention of
the audience. A good start makes you feel more confident. Here’s how the experts suggest you
“hook” your audience:

1. give them a problem to think about;

2. give them some amazing facts;

3. give them a story or a personal anecdote. Signposting

In a good presentation, what to say — the content — is much more important than anything
else. But a clear structure helps. When you move on to your next point or change

direction, tell the audience. You can do this effectively and easily, using simple phrases as
“signposts” to guide the audience through your presentation:

To move on, to expand on, do digress, to go back, to recap, to conclude, to summarize, to
turn to, to elaborate on

Survival Tactics

Giving a presentation in a foreign language is a challenge. Concentrate too hard on the facts
and you make language mistakes, concentrate too hard on your English and you get your facts
wrong.

Introducing Visuals

Visuals are important in any professional presentation. But when you give a presentation in a
foreign language, they are even more important. Visual information is highly memorable and
reduces the amount of talking you have to do. Good visuals speak for

you. Visuals help you to give a lot of information in a short space of time, they are really
“quick snapshots”™ of situations, developments, events, processes which would take a lot of time to
explain fully in words.

Good visuals speak for themselves and require little or no description, but you often need to
draw your audience’s attention to one or more key points before you discuss them in more detail.

In many professional presentations you need to talk about changes and developments.
Usually a visual will explain these for you. But if you do not have a visual to illustrate a particular
point, you need the specialized language of change and development. Articulation

Make sure you know how to say any long or technical words you may need. In English some
parts of a word sound weak, some strong and some very strong.

Presentation economical productivity technology

Many of the business words you already know will combine to form useful phrases or word
partnerships:

Market share sales forecast bank charges

Learning lots of word partnerships instead of just words, reduces the amount of thinking you
have to do in a presentation. | t also helps you to sound more fluent and businesslike, but it is
important to know which word in a partnership is stressed.

Sound scripting

The ability to chunk your speech in a presentation may seem complicated at first, but it will
quickly become more natural. With practice, you will be amazed at how much clearer and more
fluent you sound. A good way of getting into the habit of chunking is to write out parts of your
presentation as you would present them and then read them aloud.
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Tema 20. KauecTBa xopomero menemkepa. Qualities of a good manager.

Bompock! mist 00Cy)IeHus Ha YpOKe.

‘What are your strengths and weaknesses?

‘How do you assess your strengths:

‘Knowledge-based skills: computer skills, languages, degrees, training and technical ability;

-Transferable skills: your portable skills that you take from job to job, e.g., communication
and people skills, analytical problem solving and planning skills;

-Personal traits: your unique qualities, e.g., dependable, flexible, friendly, hardworking,
expressive, formal, punctual, being a team player;

‘How do you assess your weaknesses?

Select a trait and come up with a solution to overcome your weakness.

-What are positive things your last boss would say about you?

‘What makes you unique?

-When were you most satisfied with your job?

-What do you get satisfaction from?

-What impression do you want to make?

“What is a key success factor for you?

-What can motivate you?

Tema 21. Ctenenb cpaBHeHHs NpUiIararejbHbix. Comparatives.

[IpunaraTtenpHble B aHIVIMMCKOM SI3bIKE HE MMEIOT KaTErOpuHM poja, 4YMcia, MNaaexa.
KauecTBeHHbIE MMEHA MpHJIaraTeIbHbIE B AHTIUICKOM S3bIKE, TaK K€ KaK U B PYCCKOM SI3BIKE,
UMEIOT TPU CTENEHU CPABHEHUS: MTOJIOKUTEIbHYIO, CPABHUTEIBHYIO U IPEBOCXOAHYI0. OHAKO eCIu
B PYCCKOM SI3BIKE KaXKJI0€ IMpHiIaraTelibHOe, KaK MPaBUJIO MMEET CIOXKHYIO0 (COCTOSIIYI0 U3 JABYX
CJIOB) M TIPOCTYIO (OPMBI CTCTICHEW CpaBHEHUWs( HAIpUMEp: MHTEPECHBIC M 00Jiee WHTEPECHBIMH,
WHTEPECHEHIINI U CcaMblii MHTEPECHBII), B AHTJIMHCKOM S3bIKE MpUIaratreiabHoe, Kak MpaBuio,
UMEET TOJIBKO OJHY (GOPMYIHUO0 IPOCTYIO, TUOO CIIOKHYIO.

1. OgHOCIOXKHBIE MTpUIIaraTeIbHbIe U ABYCIOXKHBIE MIPHIIaraTelIbHbIe, OKAHYUBAIOIINECS HA —
Y, -€,-er,-ow, 00pa3yloT CPaBHUTEILHYIO CTCIICHb ITyTeM MPHOABICHUS K TOJOKUTEIBHON CTEIICHU
cypdukca —er, KOTOpHBI YHTaeTCs Kak [ | U MPEBOCXOJHYIO CTENEHb — MyTeM mpubaBiIeHus —€st,
KOTOPBIN yuTaeTcs [ ist |

Small  smaller smallest

Easy easier easiest

Simple simpler simplest

Narrow narrower narrowest

2. TlpaBuna opdorpaduu. Ilpu obpazoBaHuu cTeneHell CpaBHEHUU MPUIIAraTeNbHBIX MPHU
oMoy cyp@puKcoB —er H -est cieayeT HOMHUTD CIEIyIoIIee:

a) ecliy MpUJIaraTebHOE B MOJIOKUTEIHHON CTENEHN OKaHYMBAETCS Ha HEMYIO OYKBY — €, TO
pu puodaBiIeHUN —er U —est OyKBa 3Ta OIyCKaeTcs:

large  larg +er larg+ est

0) ecnu mpuiiaraTeIbHOE B MOJIOXKUTEIBHON CTETIEHW OKAaHYMBAETCS Ha COIJIaCHYIO OYKBY C
MPEIIeCTBYIONIEH TIacHOW, HWMEIolell KpaTKkoe UTeHHEe, TO KOHEYHas corjacHas OykBa
yIABauBaeTcs:

big big+g+er big+g+est

B) €CIIM [MpWiarareJbHO€ B TOJOXKUTEIbHOM CTENEeHW OKaH4YMBaeTcs Ha y  C
IPEIIECTBYIOIEH COrIacHONH OYKBOM, TO B CPAaBHUTEIBHON M MMPEBOCXOAHOM CTETIEHU Y TEPEXOIUT
B i

busy  busier busiest
Onnako, ecn B OyKBe y NMPEANIECTBYIOINIAs TIacHas, TO Y OCTaeTcs 0€3 N3MEHEHUSI:
Gay  gayer gayest
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3. AHrnumiickue npuiararenbHeie  good bad little many much, Ttak ke kak u
COOTBETCTBYIOIIME CJIOBA B PYCCKOM SI3bIKE, OOpa3ylOT CTENEHW CPAaBHEHHS HE IOCPEICTBOM
cyhdukcos, a oT APyroro KOpHs

HpI/IMe‘IaHI/IeZ B PYCCKOM A3BIKE CJIOBO MCHBIIC IIEPEBOAUTHCA HA AHTIIUICKUH S3BIK CIIOBOM
less B ToM cjiydac , KOoraa OHO OTHOCHUTCA K HCHUCUHHCIIKICMOMY CYHICCTBUTCIBHOMY, M CJIOBAMHU
smaller fewer, Koraga OHO OTHOCHUTCS K HCHHUCIAEMOMY CYHICCTBUTCIBHOMY.

This room is smaller than that one.

Today we have less free time than yesterday. | make fewer mistakes now than last year.

4. BoJNBIIMHCTBO JIBYCIIOKHBIX MpUJIaraTesbHbIX, a TaK)Ke MpHiarareabHble, COCTOSIINE U3
Tpex u Ooiyiee cIOroB, 0Opa3ylOT CTEIEHU CPaBHEHUS NPH MOMOIIM CIOB more Oomnee wimm less
MeHee, most camblii, HaumboJee wim  least HauMeHee, KOTOpble CTaBATCSA IIpell
MPWIAraTeJIbHbIMUA B MOJOXUTEILHOW CTENCHH, T.C. 3TH NPUIIAraTelbHbIe HMEIOT CIOXKHBIC ()OPMBI
CTEMEeHEN CPaBHEHUS.

Active more active most active
less active least active
interesting more interesting most interesting
less interesting least interesting

[lpumeyanune: CymECTBUTENFHOE C ONPENEICHHEM, BBIPAKCHHBIM MpPUIAraTeIbHBIM B
NPEBOCXOTHOW CTENEeHH, YIOTPEOJSeTCS C ONMPEACICHHBIM apTHKiIEeM the, eciim 1Mo cMbICITy He
TpedyeTcsi Kakoe-Tu00 MECTOMMEHHE.

Moscow is the largest city in our country. My best friend lives in Chicago.

Ecnu nocrne coroza than yem crenyer TMYHOE MECTOMMEHHE 3 —
muna (he, she, they), To 00bIYHO TOBTOpPSIETCS TJIAroj B COOTBETCTBYMoMmIeH ¢opme. | have more
English books than she has.

We’re taller than they are. I’m busier than he is.

VrpaxHeHus Ha 3aKpeIUIeHHE IPaMMaTHYECKOT0 MaTepHaa.

1. Look at the information below and answer the questions.

We compared three everyday activities in Europe to find exactly who paid the most. The
results make interesting reading. A cinema ticket costs 8.1 euros in France, 6.60 in Belgium and
only 5 euros in Spain. For a quick meal after the film however you will pay 3.31 in Madrid for a Big
Mac, whereas in Brussels and Paris you will pay only 2.95 for the same thing.

And if you want to send a letter to your grandmother to tell her about your evening, a stamp
in France is only 46 cents compared with 50 in Spain, with Belgium slightly higher at 52 cents. So
where is the cheapest place in Europe?

Tema 22. Bu3Hec B KOHTEKCTe Pa3JIMYHBIX KYJbTYp. Business across cultures.

Read the text, translate and give the main idea.

The International Manager

IN RECENT YEARS, many companies have expanded globally. They have done this
through mergers, joint ventures and co-operation with foreign companies. Because of this
globalisation trend, many more employees are working abroad in managerial positions or as part of a
multicultural team.

Although it is common nowadays for staff to work abroad to gain experience, many people
have difficulty adapting to the new culture. The failure rate in US multinationals is estimated to be
as high as 30% and it costs US business $3 billion a year.

Two typical failures have been described in the journal Management Today. The first
example concerns a German manager with IBM who took up a position as  product manager in
England. He found that at most lunchtimes and especially on Fridays, many members of staff went
to the pub. 'l stopped that right away,' he says. “Now they are not allowed off the premises. It didn’t
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make me very popular at the time but it is not good for efficiency. There is no way we would do that
in Germany. No way.'

The second example is about an American manager who came to France on a management
assignment. He was unable to win the trust of his staff although he tried all kinds of ways to do so.
He set clear goals, worked longer hours than everybody, participated in all the projects, visited
peoples offices and even took employees out to lunch one by one. But nothing seemed to work. This
was because the staff believed strongly that the management were trying to exploit them.

The German manager’s mistake was that he hadn't foreseen the cultural differences. IBM had
a firm rule about drinking during working hours. It was not allowed. He didn't understand that staff
in other countries might be more flexible in applying the rule.

The American manager used the ways he was familiar with to gain the staff's trust. To them,
he seemed more interested in getting the job done than in developing personal relationships. By
walking around and visiting everyone in their offices, perhaps he gave the impression that he was
‘checking up' on staff. His managerial approach strengthened their feeling of exploitation.

When managers work in foreign countries, they may find it difficult to understand the
behavior of their employees. Moreover, they may find that the techniques which worked at home are
not effective in their new workplace.

From Managing Across Cultures by Schneider and Barsoux

Tema 23. [lenoBoe nmuchbMo0. Hamucanue pesrome. Business correspondence: writing a
Cv.

Read and make up your own CV

Personal details

Curriculum Vitae

Name Igor Konukin

Address 7/4 -12 General Gorbatov Street, Ufa, Russia.

Tel: +7(3472)565968 (home) Mobile phone:+7(901)4407999

Email: igor@ufanet.ru

Nationality Russian
Date of Birth 07/12/78
Marital Status Married
Personal Profile I am reliable, well organized, and used to

working on my own initiative. I am able to prioritize my workload. | am comfortable for working on
my own or as a part of a team.

Key skills Familiar with Microsoft Office, Corel Draw, The Bat, “Delo”, “Galaktika”;

Give presentations;

Planning, controlling, motivation; Analysis and making decisions; Merchandising;

Good at communicating and persuading, holding negotiations;

Effective work with different people;

Projecting; drawing up official papers; Clean driving license, personal car;

Selection of personnel, retraining and management;

Work experience

Mar 2002 to Present Managing  Director, Individual Owned
Enterprise

“I. Konkin”, Ufa. Duties include planning, organizing, delegating responsibilities, controlling
working process. Sphere of activity: providing digital phone service, business processes, concluding
contracts, accounting records, selection of personnel and training. Achievements:

1) increasing Company’s turnover in 22 times

2) expanding sphere of activity

3) developing net of stores and technical center in Ufa.

4) working out and implementing the Company’s plan of development on the basis of
diversification in the sphere of provided services.
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Sept 2001 to Dec 2001 Engineer of informatization center, Bashkir State

Agricultural University.

Spere of activity: implementing of lectronic computers, linking up the

University to Internet;

controlling working process.

Achievements: attaining my objects in short periodof time.

Probation work in the State Council/Kurultai/ of the Republic of Bashkortostan.

Duties: installation of the system of automatization of office work and electronic
documentation “Delo”.

Sphere of activity: installation of the system of automatization, controlling net safety,
developing instructions for users, the analysis of opportunities and developing a local net,
consulting employees on using the program, analysis of market research forecasting on purchasing.

Achievements: successful practical work, using the system of up-to-date automatization.

Education

April 2006 Seminar “Management of retail net”, «SSERVICEMAN) training company.

2005 —2006 Strategic Management, Bashkir Consortium of Educational In-

stitution, Management Training Initiative Programme

2004 to present Business English courses, Bashkir Academy of Public
Administration and Management under the President of the Republic of Bashkortostan, Ufa.

Mar 2004 to  Accounting Standards and Taxation courses, center of

May 2004 improvement of professional skills.

1997 — 2003 Automated systems of information processing and Management, Ufa
State Aircraft Technical University.

1987-1997  Secondary School.

Social activities:

A member of the local political party “Edinstvo 1 Otetscestvo”-“Edinaya Rossiya”; a
secretary of the local department of Kirovsky district, Ufa; the head of the
local department BRO VOO " Molodaya Gvardiya of Edinaya Rossiya" Kirovsky district ,Ufa
Bashkortostan.

Sphere of activity:  organizing events for young people and inveigling them into the

social and political life of the society; events for information sport and healthy way of life;
conditions for developing creative and professional growth of youth.

Interests Learning foreign languages, going in for sport (member of the national combined
team of Russia on kickboxing), member of the party “Edinstvo i Otechestvo” — Edinaya Rossiya.

References Alexander Morozov, Deputy of Secretariat Manager State MeetingKurultai of the
Republic of Bashkortostan.

Azat Kudashev , Prof., Head of Management Department, The Bashkir Academy of Public
Administration and Management under the President of the Republic of Bashkortostan.

Tema 24.]le10Boe muUChLMO: MOATrOTOBKAa muchbMa. Business correspondence: writing a
letter.

A BUSINESS LETTER

Our company's name

There are nine important parts in a typical “standard” business letter — the example that
follows

Shows these parts. Many firms use their own “house style” which their staff are expected to

follow, and which may not be quite the same as this example.

This building
1 Sender’s address 95 New Edition Road
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(printes at the top or in Cambridge CB2 2RU

the top right-hand corner) United Kingdom

3 Receiver's A.Reader

name, title Reader General Manager

and address International Business English plc

Page 000

Background information BA2 1LJ 7 May 1999 2

Date

(here or below

4 Salutation Dear Mr or Ms Reader, the receiver's
address)

5 Heading Different ways of communicating in writing

In a LETTER, the emphasis is on a high quality appearance. Letters have to be typed or
word-processed accurately on the company's headed paper with a smart, clear layout. International
mail

6 Body of letter tends to be slow and in some countries the post is unreliable.

Important documents or valuable items can be sent by registered mail — or they can be sent
by courier.

A 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 are illegible. A fax is not
usually a legally binding document.

EMAIL (electronic mail) is a way of sending messages between computers. The message
appears on a screen and can be printed out if line space between necessary. To make email more
“personal” some people use the  punctuation to add happy {J or unhappy {L faces to their
messages!

In a TELEX readers often overlook some errors of spelling and grammar. Abbreviations
such as TKS (thanks) and RGDS (Regards) are common in telexes. The sender knows when each
telex has been transmitted and received. A telex can be a legally binding document.

Internal mail within a company or between branches of the same firm is usually in the form
of MEMOS: these may be brief handwritten notes or longer, word processed letters. Most firms use
special

memo pads for internal messages. A memo to senior Englishspeaking member of staff may
need as much care as a letter to a client. The style that is used depends on the practice within the
company and on the relationship between the people involved.

7 Complimentary close Yours sincerely,

8 Signature Leo Jones  R.Alexander

9 Name and title of sender Leo Jones and Richard Alexander Authors

BremonHuTs 3a1anue.

» Senor Viladomat, an important Spanish client, is coming to your company for a meeting
about a new product. You are responsible for making arrangements for his trip.

» Write a fax of 30-40 words to Senor Viladomat's secretary, saying what arrangements
you have made, including:

« travel (e.g. arrival details, meeting and transfer)

» accommodation

* details of the product meeting (e.g. time, venue).

Tema 25. Kapbepa. Career. /IuaJior.
Applying for a job.
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to come as far as — to reach a particular point or level to move to begin to live in a different
house or area

nurse — someone who is trained to look after ill or injured people, usually in a hospital
different — unusual and not like other things of the same kind

to look for — to hope to get something that you want or need rural — relating to the
countryside or in the countryside

aptitude — natural ability that makes it easy for you to do something well

Fill in the gaps using the words from above:

1. Weare............cooee.. to another city next week.

2. Theyliveina remote ....................... area

3. Hewas .........coeiiiinns work as a builder.

4. Thadno ........ccoeviiiiiin... for accountancy and began to hate it.

5. I'wanted somethingabit........................... , so I painted the room green.

6. They .....oovvvviiiiiinl. as far as they could in their relationships and divorced.

Listen to the conversation and fill in the gaps.
Applying for a job.

A Thank you for coming, Mr de Oliveira. My name is Alan Green. | am

....................... of Human Resources.

B How do you do?

A Do have a seat. Now then. | see you are working for Medilab at the moment. How long
have you been there?

B Since.............. It's a very interesting post, but I am looking for something with

A So you're ready for a change?

B Yes | feel | have come ..................... I can at Medilab and I think it is time to do
something different.

A And can your family move with you easily?

B Our children are small, so it's no problem for them to change schools My

wife 1S a............... , so she can find work in another part of Brazil, or even in another
country.

A Whatkindof ....................l are you looking for?

B At the moment, [earn $ .................. plus a car so I would like $90,000 plus a car if
possible.

A That should be fine Have you worked abroad?
B Yes. | worked in the States for two years, and in Argentina for.........................

I'd like the chance to go abroad again. A You also worked m Peru, | see.

B Yes. That was a very interesting time. We set up a vaccination programme
M villages in Peru.

A Really? And what languages can you speak?

B o is my first language. I can also speak English, Spanish, and a
little Italian.

A I'm impressed! Some of our contacts are with Japanese companies. Can you speak
Japanese?

B No, I can't, I'm afraid, but | can always learn.

A I'm now going to introduce you to our Sales and Marketing

Directors for the more technical questions. I'll see you later for some aptitude and language tests.

Read the text, translate and give the main idea.
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TO START A NEW BUSINESS

I learnt the hard way. My first attempt to set up my own computer research company was a
spectacular disaster, after I fell out with my business partner. Unfortunately

I gave him 50% of the shares. We had a major argument about how much to invest to expand
the business and then despite the success of the company it all fell apart. The saddest thing was
having to sack a very enthusiastic bunch of staff.

So this time | think I've learnt my lesson. | started the company in my garage. In free years it
has built up to 20 staff and a £ 4 million turnover with projected profits this year of £ 300,000. There
is only me taking the risks but my staff are behind me and we've moved out of the garage! | think it's
clear to everybody who works for me that I'm not just letting the company potter along. We are
dynamic and look ahead. I think that inspires people who join us and also they know that I discuss
things with them even though I make the decisions.

The most satisfying thing right now is that | have a company with a clear mission. It's
relatively successful and fast-growing. Although I was a skilled finance person, I've had to develop a
lot of technical and sales skills so I'm a bit of an all-rounder now. I have to be honest and say that in
five years' time | don't want to be doing this. It's not that | want to give up work and live in the
country, but my plan is to move on and do something different. Not another business but another
lifestyle. I could do that. This should be worth up to £ 25 million by then.

Tema 26. IlyremecrBusi. [denosbie moe3aku. Otenu. Pecropanbi. Travel. Business
travel. Hotels. Restaurants.

Bomnpocs! 1151 o0cyx1eHust Ha ypoKe.

1. How often do you fly?

2. what things can go wrong when you travel by air?

3. Have you had any bad flying experiences?

Jlunajor.

In the airport.

aisle a passage between rows of seats in a plane, church or theatre

emergency — an unexpected situation involving danger in which immediate action is
necessary

exit —a door that leads out of a place

to regret — to feel sorry or sad that something has happened

to announce — to make a public or official statement departure — the time when a plane, bus
or train leaves luggage — bags and suitcases that you take on a journey

to be due — if something is due to happen it is expected to happen or should happen

to check in to give your bags and cases to an official at an airport so that they can be put on a
plane.

to allow — to give someone permission to do or have something gift — something that you
give to someone as a present

gate — the place at an airport where people get on a plane to board — to get onto a ship, plane,
train or bus

boarding card — a card that each passenger has to show before they are allowed to get on a
plane.

Fill in the gaps using the words from above:

She didn’t have much .......................... , only 2 bags.

When I got to the airport, my flight was already............................
A new version of the software .......................... in a couple of weeks
The oo time is 10 o’clock.
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............................ seat

I was wandering round the airport looking for......................... Carry a medical kit
1)

They have ..........cooeiiiiiiiiian. a 26% increase in profits. She made a $50000
....................... to charity.

I’'m sorry, sir, but smoking is not..............cccevvvinieien.n. . How many bags do you have
L1 T ?

Flight 45 is boarding now at ......................... 12. Listen to the conversation and fill in
the gaps:

In the airport.

AWINdow or .....ccooviiiiiiiiii, ?

B. Er, window, please. But not near an...................... exit, if possible. You can’t put the
seats back.

A British airways regrets to announce the late ............................. of flight BA761 to
Buenos Aires. This is due to the late arrival of the plane to........................... Estimated departure
tiMe IS NOW ..ovvneiniiiiiiiiiinenen,

B. Oh. Here we go again.

A.Could I'ask you to open your................c.oeenenn. , please, madam?

B. Oh, ..all right. Will this take long? Only someone is meeting me.

A.I'm sorry but this bag is too heavy to take on as hand luggage. You’re only
allowed..........ooiiiiiiiii You’ll have to check it in, I’m afraid, sir.

B. But, I’ve got my computer and everything in there. And ..................... for my family.

A.There has been a change to the schedule for flight ........................... to Buenos Aires.
This flight will now depart from Gate ............................ Would all passengers traveling to
Buenos Aires please go to Gate...................... ?

B. Gate fifty-what?

A Right. That’s fine, thank you, madam. You can go through now.

B. What! You’ve just unpacked everything in my............................ ! How am I
supposed to go through like this?

A.Good afternoon ladies and gentlemen. Flight BA761 to Buenos Aires is now ready for
.............................. . Would you please have your passports and................cooeveviiiiinin...
ready for inspection?

B. And about time too!

Jwnanor.

Booking a hotel.

accommodation: a place for someone to stay, live or work in

fair — an event where people or companies bring their products for you to look at or buy floor
— one of the levels in a building

available — able to be taken or used accessible — easy for anyone to obtain or use

arrive — to reach a place, after having been somewhere else to depart — to leave a place and
start a journey

Fill in the gaps using the words from above:

The hotel provides ..........cccovviiiiiiiiiiiin.. for up to 100 people. Their goal was to
make adult education more ................c.oeiini Theplane ............oooviiiiiiiinnn.. at noon.

I bought this picture atanart ....................ceenne.

There IS NOMONCY ....ovvvviiniiieiiiiieeanannn, for this project

What time does your plane..............cooeviiiiiiin.n. ? The toilets are on the
............................. below.

Listen to the conversation and fill in the gaps: Booking a hotel.
Receptionist: Hotel Concorde.
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Vera Mullter: Good morning. My name's Vera Muller. I'd like to book some
.............................. for tomorrow for five nights.

Receptionist: April 1st to 5th. Just one moment, madam. We are rather full at the moment,
because of the............ooooiiiiiiiiii What kind of rooms would you like?

Vera Muller: I'd like three single rooms, all on the same............................

Receptionist: I have three double rooms but not three singles.......................cooiiinan ,

sorry.

Vera Muller: What's the difference in price?

Receptionist: Single rooms ) (P francs, doubles
AT€...evvineannnnnn. francs

Vera Muller: | see, um...what kind of rooms are the double rooms?

Receptionist: Very nice rooms, madam. | can give you three doubles on the sixth floor
overlooking the city. They have ...................cooiii and bathrooms.

Vera Muller: Now, one of the guests is in a wheelchair. Are these rooms accessible by
wheelchair?

Receptionist: Ah, no, madam. The lift goes to the fifth floor only. In this case you could have
three rooms on the ground floor, one single and two doubles. No view of the city, but close_to

Vera Muller: And do you have a small conference room | can reserve for

Receptionist: Er...yes. we have a nice quiet room that will take about .............. people,
would that be suitable?

Vera Muller: Yes, that will be fine. And...um...are the public rooms all accessible without
having to go up or down steps?

Receptionist:  Yes, madam. The restaurant is on the first floor there's a.........................
Otherwise everything, including the conference room is on the ground floor.

Vera Muller: All right, fine. Um...then I'd like to book the three rooms on the ground floor
for Acme International. The guests' names are: Mr. H. Meier, Miss A. Schwarz and Mr D.Negri.
Receptionist: Thank you, so that's three rooms on the ground floor............................. on April
Istand .....oooviiiiiiiii, on April 6th. And the conference room all day on April 3rd.

Vera Muller: Right.

Receptionist: OK. Can | have your telephone number, please?

Vera Muller: Yes, it's ....... (that's Switzerland)................oooiiiiin And I'm

Vera Muller.

Receptionist: Fine, thank you, Ms Muller. Goodbye.

Vera Muller: Goodbye.

... It's OK, Mr Meier. I've booked the rooms in Toulouse.

Mr Meier: Great. Thanks, Vera.

Jwnanor.

Business lunch.

eel — a long thin fish that looks like a snake and can be eaten bed — a layer of food on which
you put other food

Prawns are served on a bed of lettuce.

discount — a reduction in the price of something

Customers can get huge discounts by booking in advance.

1. Neil Klein and Satoshi Tanaka are having a working lunch at a restaurant in Japan. Listen
to their conversation and answer the questions:

a Why does Neil like the restaurant?

b Who orders the food?

¢ What does Neil want to eat?
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d What does Neil decide to eat?

2. Put the lines of the conversation in order. Then listen and check. Neil Klein
... This looks like a very nice place, Satoshi.
... ’ll try the unagi, then.
... Okay. Sounds good.
... What’s that?
... Yes, I really like the décor. Could you order for both of us, Satoshi?
.. Hm, I’m sure it is. Actually, do you think I could have a steak?
... No, no, let’s have some sake.
Satoshi Tanaka
.. And then I think you should try some unagi.
... It’s eel — grilled and served on a bed of rice. It’s delicious.
... Yes, I thought you would like it.
.. Well, I’'m afraid they don’t serve steak here.
.. Fine. Would you like some sake, or would you prefer some beer?
... Of course. I think we could have some miso soup to start with. They do it very well here.
.. Right. Sake it is, then.

4.6 IIporpammuoe oOecneuenue, npodeccHOHAIbHBIE 0a3bl  JAHHBIX U
HH(POPMAINMOHHBbIE CTIPABOYHBIE CHCTEMbI COBPEeMEHHBIX HH()OPMAIHOHHBIX TEXHOJIOTHIA
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5.7.2 Znanium : snexkmponnasn dubnuomeunas cucmema. — URL: http://www.znanium.com.

5.7.3  Hugopmayus o npogeccuu iopucma 6  Bemuxoopumanuu. —  URL:
www.lawsociety.org.uk/home.law.

5.7.4 On-naiin cnosapu. — URL: http://www.lingvo-online.ru, URL: http://www.multitran.ru,
URL.: http://www.oxforddictionaries. com, URL: http://www.dictionary.cambridge.org,

5.7.5 URL: http://www.languageguide.org.

5.7.6 Tepmunonoeuueckuii iopuouueckuti crosaps. — URL: http://www.dictionarylaw.com.

5.7.7 Vnpaosicnenus no epammamuxe anenutickoeo sizeika — URL: http://www.english-test.net,
URL: http://www.autoenglish.org, URL: http://www.tolearnenglish.com,
URL:http://www.englishgrammarsecrets.com.

5.7.8 Hzyuenue epammamuueckux npasul AHIUUCKO20 A3bIKA 8 UHIMEPAKMUBHOM Pedlcume. —
URL: http://www.mygrammarlab.com.

5 MarepuajibHO-TeXHUYECKOe o0ecredeHne TUCHUIINHBI

Ayoumopus, OCHAWEHHAsI ~ KOMNbIOMEPOM/HOYMOYKOM, — 38VKOBbIMU  KOJOHKAMU,
MYTbMUMEOUUHBIM NPOEKMOPOM, IKPAHOM U MACHUMHO-MAPKEPHOU OOCKOU.

K paboueii npozpamme npunacaromces:

J ®DOHJT OIICHOYHBIX CPEJCTB IS MPOBEJICHUS aTTECTAlMN YPOBHS C(HOPMHPOBAHHOCTH
KOMITETCHIIMK OO0YyYaromuxcsi 1Mo AWCIHUIUITMHE (MOIYII0), KOTOPBIA pa3pabarhiBaeTCsi B BHJIC
OTJIETHHOTO JOKYMEHTA;

o MeTouveckre yKa3aHus sl 00YJIarOIIUXCs TI0 BBITIOJTHEHUIO KYPCOBOM PabOTHI.

. Meroandeckue ykazaHust 711 00yJaronuXcsi IO OCBOSHUIO TUCIUILTAHBI (MOTYJIsS).

Memoouyeckue yxkazanus 015 00y4AOWUXCA NO OCBOCHUN) OUCYUNIUHBL (MOOYVIS) MO2YMm
Obimb npedcmasiiensl 8 gUOe U3OAHHBIX NEUAMHBIM U (UTU) INEKMPOHHBIM CHOCOOOM MEMOOUUEeCKUX
Paspabomox co ccoliKol Ha aopec dINeKMPOHHO20 pecypcad, d NpU OMmCymcmeuu makogvlx — 8 suoe
peKoMeHOayull  0OVHAOWUMCA N0 UBYYEHUI0 pa30eios U memM OUCYUNIUHbL  (MOOYIs) C
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HOCMPAHUYHBIM YKA3AHUEM 21as, pas3oenos, napazpagos, 3aoay, 3a0anuti, mecmos u m.n. u3
DPEKOMEHO0BAHHO20 CNUCKA IUMEPamypbl.
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JlonotHeHHMs1 M U3MeHeHusl B padoyeii nporpamme qucuumIMHbl «51.0.05 Hnocmpannwiii 361Ky
Ha 2025 roa nadopa

Buecennbie n3menenus Ha 20 rox Habopa

YTBEPXIAIO
Jexan dakynprera

(moxmnucek, paciiM@poBKa HOAIUCH)

“ ” 20.... 1.

B pabouyto mporpaMmy BHOCSITCS CIAEAYIOUINE U3MEHEHHUS:

PaGouas mporpamma nepecMoTpeHa u 0100peHa Ha 3acelaHuu Kadeapbl

HaumMeHoB8aHue Kageopul

(Oama, HoMep NPOMOKOA 3ACce0anust Kageopul, NOONUCH 348. KAheopoli).
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