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1. IlogcHHTENLHAA 3aIlHCKA

MeTomiueckie VKa3aHHA IIpPeJHA3sHAUEHBI Id CTYOEHTOB 1 Kypca MarucTparypsl
OYHOil/3a0uHOil (opMbl OO0yUeHHA, KOTOPHIMH OHH MOIYT IIONB30BAaThCAd ITPH IIOATOTOBKE K
MPaKTHUeCKHM  3aHATIIM. [IpakTHuecKHe 3aHATHA 3TO IUIaHHpyeMad ydueOHasd,  yuyeOHO-
HCCIIeoBaTeNbCKad, a TAKKe HayuUHO-HCCIeJOBaTelIbCcKad padoTa CTYAEHTOB, KOTOpasA BBOIONHAETCSA B
ayITUTOPHOE BpeMd IIOJT PYKOBOACTBOM IIpemoJaBarensd B cocTaBe MeTOMHUECKHX VKa3aHHII K
ITPAKTHYE CKHM 3aHATHAM IIpPeIyCMOTPEHBI PEKOMEHIAIIH 110 IIOJTOTOBKE K IMPAKTHUECKOMY 3aHATHIO.
ITpH BBITIOMHEHHH PalOTHI CTYHAEHTHI MOTYT HCIIONB30BAaTh HE TONBKO METOHUECKHE YKa3aHHd II0
PEIIEHHEO 3a/1ay, HO H JPYTHE MaTe PHAThl YueOHO-MeTOMHUECKOTO KOMIDIEKCA.
OCHOBHOI I[ETBbI0 METOQHUYECKHX YKA3aHIIT I10 BEIIIOMHEHHIO IIPAKTHUECKHX PadoT ABIAETCA IIOBHIIIIEHHE
HCXOJHOTO VYPOBHA BIAJIEHHA HHOCTPAHHBIM A3BEIKOM, JOCTHTHYTOTO HA IPEIBIAVINEH CTYIIeHH
oOpa3oBaHMd, H OBIAJIEHHE CTYJAeHTAMH HeOOXOMHMBIM H JOCTATOYHBIM VPOBHEM KOMMYHHKATHBHOI
KOMIIETEHIIHH I PeIle I 3a/1au MeKTHUHOCTHOIO H MeXKYIIbTYPHOT O B3aHMOIEHICTBHA.

ITlensr0 OCBOEHHA MUCIHMIDIHHEI <« HOCTpaHHBINL SA3BIK B cdepe IpodecCHOHAThHOIM
KOMMYHHKAIHID? ABIIETCA (POPMHpPOBAHHE VY CTYAEHTOB KOMIIETeHIMH YK-4 Kak CcpeacTea,
ITO3BOJAFOINETO 00€ CIIEYNTh KOMMYHHKATHBHO-TIO3HABATEIbHEIE IIOTPeOHOCTH B c(pepax aKajie MIUeCKOi,
MPo(pecCHOHATHHOMN H COIHATLHO-TYMAHHTAPHOM AeATEIIFHOCTH, YUacTBYA B MEAKKYIBTYPHOM OOILEHHIL.
3aJaud OCBOEHWA IHCIILINHEL OBJAJIeHHEe MOHOIOTHUYECKOH H JIHAIOTHYECKOH peunlo, OBIAJeHHeE
OCHOBAMH ITHCHMEHHOI peyr, OBIIaJleHHe OCHOBAMH CAMOOIIEHKH YPOBHA COPMHPOBAHHOCTH S3BIKOBOII,
peuyeBOl H COLHOKYJIBTYPHOH KOMIIETEHIHH H (OPMHPOBAHHA IIOTPeOHOCTH B  A3BIKOBOM
camMoo0pa3OBaHHH.

B pe3yisTaTe OCBOEHHA JUCI[HIUIHHEI OOYUAFOIIHIICA JOMKEH

3HATE:

- OCHOBEHI TIePERO/Ia ¢ HHOCTPAHHOTO A3bIKA B ITPO(eCcCHOHATLHOI cepe;

YVMETE !

- BEOIOTHATE KOPPEKTHRIN ITHChMEHHEIH IIEPEBOJ ¢ HHOCTPAHHOI'O A3BIKA HA TOCYIAPCTBEHHEI I3BIK PO
H C TOCYJAPCTBEHHOT O M3bIKa PO Ha HHOCTPAHHEI T3BIK,

BIAJIETh:

-JKaHpaMH ITHCEMEHHOI peur B IIpodeccHOHaILHOI cdepe.

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMNWMCLIO

Ceprvdmkatr: 2C0000043E9ABBB952205E7BAS00060000043E
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

Nencteutened: ¢ 19.08.2022 no 19.08.2023



2. IVIAH IIPAKTHYECKHX (CEMHHAPCKHX) SAHATHUN
I[IpakTHueckoe 3aHATHe Nel. JlekcHueckHe H CHHTAKCHYeCKHe O0CO0EHHOCTH O(QHIHAILHO-
NeJIOBOr 0 CTHJIA AHIJIHHCKOTO A3bIKA.
Oprann3anioHHad (popMa 3aHATILL TPAIIIIHOHHELT CEMIHAD.
I{ems: QopMHpOBaHIe VY CTYAEHTOB PeYeBOil, M3BIKOBOI H KOMMYHHKATHBHOI KOMIIETEHI[HH [T
OCVILECTBIEHHS JIEIOBEIX KOHTAKTOB.
B pe3yinbsTaTe OCBOEHHE TEMEI CTYIEHT JTONKEH
3HATh. OCHOBHEIE TPpaMMAaTHUeCKHE ABIIEHHA, XapaKTepPHbIe LA IIPOQe CCHOHATBHOMN PeUr; JTeKCHYeCKHe I
CHHTaKCHUeCcKHe 0CO00eHHOCTH O(PHIHAIEHO-IeI0BOr0 CTHILI B aHTIHIICKOM S3BIKE;,
VMETh. OIIPeIelIATh CTIUIEBYHO ITPHHAIECAKHOCTh AHTIHIICKHX TEKCTOB O(HI[HAILHO-IAEIOBOTO CTHILA
BHJIETh XApaKTEpPHBEIE CTHIEBEIE YEPTH, UHTATh O(HI[HAIBEHO-JIEIOBEIE TEKCTHI PA3IUHON CTEIeHH
CIOKHOCTH, CTPOHTh [JHATOTHYECKYED) H MOHOIOIHYECKYIH) peub C JCIIONB30BaHIeM Hambolee
VIIOTPEOHTENBHEIX JEKCHKO-TPAMMATHUECKHX CpPeJICTR B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAI[HAX
o(praHaTEHOr 0 OOIEHH A, IIOHHMATE THAIOTHYEeCKYE) H MOHOIOTHUECKYH) Peub I10 H3VUEeHHOI TeMe.
AKTYaTbHOCTE TeMbI: O0YCIIOBIEeHA He 00XOJHMOCTBIO OBIAIeHHT Y K-4.
TeopeTHyeckas YacTs:

OdmmansHO-IeT0B0Il MEIK KaK ocCoOBOl (DYHKI[HOHANBHEII CTHIL PeuyH XapaKTepH3yeTcs
H3BECTHEIMH HHTEPHAIHOHATHPHEIMH UepTaMH, KOTOPBIE SABIIAIOTCA CIEeICTBHEM VHHBEPCAIBHOCTH
pelaeMBIX HM 3aJad — CIVKHTE HHCTPYMEHTOM JIeIIOBOrO OOIEeHHA, CpeJCTBOM JOKYMEHTHPOBAHHA
o(pmIMaT HON VIIpaBIeHUeCKOil M ciuyxeOHOH wHHGopMmammu. OJHA U3 CaMBIX IIOPa3HTEIhHBIX
OCOOEHHOCTEIl 3TOTO CTHIA — HCIIONB30BAHHE CIOB B HX HCTHHHOM CIOBapHOM 3HaueHHH. He
CYILECTBYET BO3MOKHOCTH 11 KOHTEKCTHBIX 3HAUEHHIl IIH 1A OJHOBPEMEHHOH peamH3alii IBYX
3HaueHII. CloBa C SMOIHOHATHHBIMH 3HAYEHHAMH HEe JOMKHBI OBITH HAil[EHHBIMH B JOKYMEHTE.
Ka IpIil THIT JETOBBIX JOKYMEHTOR HMEET COOCTBEHHEII HAbop (hpa3 H KIIHIIE, KOTOPEIE MOT'YT Ka3aThCAa
CTPAaHHBIMH B Pa3rOBOPHOM AaHTIHIICKOM fA3bIKE, HAIpHMep e.g. invoice, book value, currency clause,
promissory note, assets (BBICTABIATH CUET, CTOHMOCThH OCHOBHOTO KaIlHTala, IIVHKT BallIOTHI,
00s3aTebCTBA II0 BeKCEI0, aKTHBEI, H T.1T.).

Hammprmep,

O(pIIHATE HELI CTIUIE He odHuHansHEII CTHIB

Formal style Informal style

commence (HauIHATh) begin, start (HayaTh, HAYaIo)

conclude (3aKOHYHTE ITOIBITOKHTE ) end, finish, stop (KOHEeIl, OCTAHABRINBATECA)

B pa3roBOPHOM AHTIHIICKOM fA3bIKE MOKHO HAOMIOJaTh MHOMKECTBO BBOJHBIX CIIOB. «XOPOINO, BEHI
BHIUTE, CBOETO POJia», KOTOPhIE HE MOI'YT HCIIOIL30BAaTHCA B IIMCEMEHHOM JETOBOM AHTIHIICKOM SA3BIKE,
H JTOTHYECKH H CTHIIHCTHYECKH. OHH HCKITIOUEHEI, IIOTOMY UTO He HECYT CMBICIOBOH HArpy3KH. /IeJIOBEIE
TOKYMEHTHI, HAITPOTHRB, JTOMKHEI HCIIOIB30BAaTh CIIOBA, KOTOPEHIE IIEPETar0T MHOTO HH(OPMAII.
CTIUIb, OJTHAKO, He JOIKeH OBRITh CIIHMIIIKOM IIPOCTEIM, IIOCKOIBKY 3TO MOJKET IT0KA3aThCA HEKVIBTYPHEIM
H TIpyObIM. JIMHTBHCTEI PEKOMEHIVIOT CIEIVIOIIHE CTIUIHCTHYEeCKHE IIPHEMEI, KOTOpPBIE MOITH OBl
CllelIaTh COTNAIleHHA H KOHTPAaKThl Oollee BEAIHBEIMH. HCIIONB30BAaHHE CIOAKHO — IIOJMUHHEHHEIX
IpeIoKeHIil, Oollee IPeMTIOYTHTENIFHO YeM HCIIONb30BAaHIE ITPOCTHIX ITpeIOKEeHIN, HCIIONbh30BaHHe
ITaCCHBHOI O 3alI0ra I71aroia, a He akTHBHOTO, ITOJHEIE (JOPMEI CIIOB, 4 He COKpaIlleHHEIe (JOPMEI, TaM, T'e
He00XOIHMO.
[TpaBHIbHAA HHTOHAIMA [OM/KHA OBITH HEHTpaTbHOI, IIOIEHHOH HAaIOIEHHOrO M3hIKa C OIHOI
CTOPOHEI, H HeO(HI[HATPHOTO MM Pa3TOBOPHOIO sBBIKA C JIpyroil cTopoHH. Ilo3Tomy,
HEeCOOTBETCTRYIOIIHIT CTTOBAPHEIH 3arac, HIHOMEI, (ppa30BbIe ITIaroibl HeTOITY CTHMEI.
O0e moroBapHBaroIHecsd CTOPOHBI He MOIKHBI HCIBITEIBATh HHKAKHX TPYAHOCTEH B ITONYy4YeHHH
HH(GOPMAIIH, OHH JON/KHEL ORITE B COCTOSHHIN IIOHAThE TO, UTO HaImcaHO. HemopazymeHId Bcerja
BBI3BAHBI HEXBATKOH MEBICTH H BHHMAHHA. OTO MOKET CIYUHTHCA H3-3a HCIIOIh30BAHHA COKpPAIllEHHII,
UHCEIL, IIPEITIOTOB B OOMEIITOM KOIIHYECTBE.
CoKparreHHa MOTYT ObITh OYeHB ITOJIEe3HEL, TaK KaK HX JIerKo H OBICTPO IHCaTh H YHTaTh. OKHIAaeTCA, UTO
o0e CTOpPOHBI [OIKHBI 3HATh 3HAUEHHE COKpalleHHil. EcIH OIMH H3 IIapTHEPOB HE YBEPEH, UTO
C OKpall[eHID ETHOr MPH3HAMEL TPYTOH CTOPOHOH, HX HE b3 HCIIOIbh30BaTh.
Ccpmd}%ﬂg{aﬂ cm%%%ﬁ%;%@%ﬁmﬁ OocOOEHHOCTeN [IEIIOBOTO AHIIHIICKOTO fA3bIKA — IIDIPOKOE
BnanendiCTIOIh30RAHTE, HEJLHUHEIX (hOPM ITIarona, M HX HCCIeIOBaHHEe MOTIIO OBI ORITH HHTEPECHO NI TEX, KTO
H3y4YaeT M IIPeloaeT aHTIIOICKINT S3eIK. CHCTeMAa HeIIHUHBIX ()OPM IIIaroiia BKIHUYAaeT HHPIHHTHB, -Ing

OPMEI H HUYACTHI. DOTO — Dﬁl[[EHpI]HHI" ad HCTHHA, YTO OTIIIar OJIbBHEIC @DPI?I[:I I[HIPDED HCIIOIIb B}TUTCH B
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AHTTIHIICKOM f3BIKEe OOINEHHSI, HO OHH YACTO HCIIONB3YIOTCA H B [eIOBOH H KOMMEPUECKOI
KoppecroHAeHIMH. M3 Haubolee YacTO HCIIONb3YEMBIX OTIIAarOdbHBIX (POPM B JEIMOBBIX ITHCHMAX
HCIIOJb3YeTCA HH()HHHUTHB.

NHPIHHTHR Kak JOIOIHEHHEe K aKTHBHOMY IJIarolly BCerJa ClIeayeT 3a ITaBHBIM I'JIaroiloM. B fiemoBoil
KOPPECIIOHAEHIIHN 3TO CIeQYIOLIIE IIaroikl: to agree (coriamarsca), to appear(IIoABIATECA), to arrange
(moroBapHBaThCA), to continue(Irpomonxarsei), to decide (permats ), to expect (oxHTATH), to fail (TepieTs
Heyaauy), to hesitate (komedaThcs), to hope (HagesarscA), to intend (HamepuBaThcd), to like (HpaRHTBCA),
to manage (ymparudars), to need (Hyxmarecd), to offer(mmpemiarats)to omit(mporyckars), to plan
(ToraHmpoBars), to prefer (IrpemmounTars), to prepare (IIOATOTABINBAThH), to propose (Ipemriarars), to
regret (coxaneTs ), to secure (oOeperars), to try (rmpoOoBats), to want (XoTeTs), to wish (Kemxars).

B OIIpOCEH 1 3aJaHH:
1. IToaroToBsTECH K 00CYKIeHHI0 TEOPEeTHUECKOI0 MaTepHAala.

2. IIpowTaiiTe o IEpeBeIITE TEKCT.

This 1s Mr. Richard Clifford. He 1s a businessman. He 1s a manager of a big company. He 1s always busy.
His company is very successful.

And this is Miss Cindy Flipps. She is a secretary. She 1s Mr. Clifford's secretary. She 1s a good secretary.
She is clever and pretty.

This is Mr. Richard Clifford's office. There are two rooms in his office. Miss Flipps is in the reception
room. There 1s a desk, some bookcases, chairs and arm—chairs in the reception room. There 1sn't a type-
writer on the desk, but there is an office computer with a printer instead. Mr. Clifford's company is very
up-to-date.

There are no visitors in the reception room now. There is an important business visitor in the inner office.
[t is Mr. Daniel Banes. He 1s a bank manager. He has an important problem to discuss with Mr. Clifford.

3. Learn the following conversations and make your own on analogy. Use the words in brackets.
1) — Meet Mr. Richard Clifford. He is a businessman. — How do you do, Mr. Clifford.

1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4, Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

J. He is a businessman.

6. What kind of person is he?

7. He is clever and active. He 1s a very successful man

/ a secretary — young and pretty; / an economist — clever and serious; / a sales person — friendly and polite;
/ an office manager — neat and stylish /

3) — Hello, Miss Flipps! Is Mr. Clifford in? — Hello, Mr. Lindon! He 1s in but he 1s very busy. Will you
wait a bit? — All right.

4. Complete the story
It's 10 o'clock now. Mr. Daniel Banes is to .... Ms. Flipps and Mr. Clifford are to .... Ms. Alice Trix is to

5. Speak about several people according to the model
He is a businessman - They are businessmen.

He is very successful. - They are ....

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an 1nopentant pgblesn to discuss.

He is an iHiPOAAHT VISIHBE >

Ceprvdmkatr: 2C0000043E9ABBB952205E7BAS00060000043E
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6. Leamn the following conversations and make your own, on analogy

1) — Let me introduce m 3yﬁ.ﬁlf My name is Daniel Banes, Dan for short.
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C.Epmd:r;l

: Glad to meet you, Mr. Banes.

2) — Who i1s that man? - It's Mr. Daniel Banes.

: What is he? - He is a bank manager.

- What kind of man is he? — He is clever and reserved.

2) — Is Mr. Clifford free?

: No, he isn't. He is in conference with Mr. Banes. They have an important problem to discuss.
- I see. May I wait a bit here?

- Do, please.

3) — Mr. Clifford is very busy today.

- What is he busy with?

: First he 1s to see an important visitor.

- What is he to do next?

: Next he is to go to his bank.

- What is he to do in the bank?

- He 1s to discuss an important question with the bank manager.

7. Listen to what Mr. Clifford says and dramatize the conversation between Ms. Flipps and Mr. Banes

- Miss Flipps, I am to meet Mr. Banes at 3 o'clock but I am very busy. Call him at the bank, please, and
apologize. Ask if he can see me tomorrow at the same time.

Use: ...speaking; Can I speak to ...;

[ am sorry; Can you possibly see him at...?

8. Draw a logical conclusion according to the model
There is a telephone in the office. - So we can call him up at once.
/ a computer, etc./ /make copies, send a fax, get the information, etc. /

9. Discuss the job opportunity that this advertisement gives you

Interview your friends and find answers to the following questions: How old are you and your friends?
Whose dream is it to become a skilled secretary? Who can use a personal computer? Who can type well?
Who 1s good at studying English?

10. Learn the words which denote
- things that a secretary can use,
- places where she can put them

Use a dictionary to add to these lists

1. stationery

2 graser

3 an envelope

4, carbon paper

5. adhesive tape

6 ribbon

7 moistener

8. a punch

9. correcting fluid

10. a ruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14, a filing cabinet

15. a folder

16. a safe

11. Say whaoexentainofiningscan be. Use the model

[ need sAIRGRRILIOY noATvCeio
2C0000043E9ABEBB52205E 6000004 3E

' BAS0
BJ‘IE.EI.EJ'IETITT eﬁd@é@%%%%aé&iﬁﬁ' an ottom drawer.

12. Say that the thing we are talking about is in some other place
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There is no computer in this room. — The computer is in the next room.
There is no paper in the top drawer.

There is no money in this safe.

There is no calculator on the shelf.

There are no letters in the folder. — The letters are...

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.

1) - Cindy, I need Mr. Lindon’'s letter badly. It is in a blue envelope. I can't find it.
: Isn't there a blue envelope under the papers on your desk?

- Oh, yes. I'm sorry, Cindy.

- It's all right, Mr. Clifford.

2) - Cindy, I want to talk to Mr. Lindon. Call him up and make an appointment. -I'm sorry, Mr.
Clifford. I can't reach him by phone. — Send him a telex then. — Our telex is out of order.
- There is another telex in the Sales Department. Send it from there.

- Very well, sir.

3) - There is a visitor to see you, Mr. Clifford. He hasn't an appointment.

: ['m very busy, Cindy. Tell him to come on Tuesday.

- But he says he is your friend. His name is Mr. Brown.

: My God! Is he a dark, smiling man? -Yes.

- See him in. It's William Brown from Australia!

4) — Are there any more visitors to see me, Cindy?

- No, Mr. Clifford, there are none.

- Are there any more letters to type?

: No, there are not. They are all ready.

- Then you can go home, Cindy.

: Thank you, sir. Good-bye.

14. Listening practice.
a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
This is M........ Elizabeth Nippet. .......... is a sales........ She is..........
and businesslike.
She is She ... happily and....... three children.
b) Listen to the text on the tape. In what ways 1is it different from the text in the Unit?
c) Listen to what Olga and Victor say about themselves. Answer the questions and then get ready to
talk about yourself,
What is Victor? How old is he? What does he study? Is English necessary for his career? How well can
he speak English already? Why does he want to speak fluent English?
What 1s Olga? How old is she? What does she study? What can she already do? What 1s her typing
speed? Why does she want to speak good Business English?

15. Translate into English.

1) ITo3HakoMbTeCh ¢ MHCTepoM TiMOTH JIHHIOHOM. OH 3KOHOMHCT. OH OYeHbh YMEH H OIBITeH. OH
AKTHBEH H JIelOBHT. OH JKeHAaT H MMeeT JBOUX JIETeH.

-Muccuc JImHAoH, Barr Myx goMa? — /[a, OH JoMa, HO OH OYeHE 3aHAT.

-Mucc @©mumic, Mucrtep Knauddopna v ceda? — Jla, oH y ceda, HO oH 3aHAT. [Io0&KIITe HEMHOIO,
IMoxanyicTa. — Xopolro. — BXoauTe, moxamyHcTa.

2) ITo3BonkTe IpeacTaBHTECA. MeHT 30BYT Janmans beitHc. S yrpapiaronmit 6aHkoM. Celiuac 1 He B
Oanke, 1 BpodmeeTvugmepaHKirngdopma. Y MeHd BaxkHag IIpodiaeMa, KOTOPYIO I JONKEH OOCYIHTE C

MICTE@D%E@%ﬁf&lﬁﬂICT%&KJ]II(I]@Dpﬂ 3aHAT. Y Hero copelaHue ¢ OH3HecMeHaMH H3 PoccHH.

Ceptucbikar: , 2€0000043E SE7BAS0006000 e
:‘{) -3APaBCIRYIILE. 3QBYT OnHC 1TpHKC. Y MeHSI HazHaueHa BCTpeva ¢ mucc Ommmmic B 10 gacoB. —

Bnanen
3axomuTe, moxanyiicta. S mucc @uammic. Hazrmaitre meHda CHHIOH. — A 4 31mic. — THI Halll HOBEI OQrC-

Nencteutened: ¢ 19.08.2022 no 19.08.2023



MeHeTKep, He Tak aH? Pamga ¢ ToGoil mo3—~HakoMHuThCA. — Celiuac Mictep Kauddopa momkeH HITH B
0aHK, a MBI MOKEM IIOITHTE Yaro. A 3aTeM Thl MOKEINb HayaTh PadoTy.

4) 3aKa3pl HA OPITEXHHKY H KAHIITOBAPHI ITPHXOIAT H3 pasHbIX GupM. @upMe Mrcrepa Kmddopma
HYAKHBI 5 KOMITBEOTEPOB, 4 mKTo(oHa, 11 KamsKyinraropos, 500 KoHBepToOB, 20 ImaueKk OyMarw, IMarkH JIId
OyMar, KHOIIKH H CKPEIKH.

5) 510 corpeMeHHENT o¢uc. B HeM HemMHOro MebenH. 37eck HeT OyMarH H JOKYMEHTOB Ha cTolax. B
IIPHEMHOI Ha CTOIIE Y CeKpeTapsa KOMIIBIOTEDP. B YIIIy TeleKc.

6) Mucrep Kauddopa roBopur croeMy cekperapro: — ECTh KakHe-HHOyIp ITHCEMA H Teler PaMMEI?
IIpuHecHTe HX CIOJa, IOXKamyicTa. — MHe OUeHF HYXKEH 3TOT agpec. Haiimure ero, moxamyHcTa. —
ITo3goHHTE M-py JIHHIOHY H TOTOBOPHTECE O BCcTpeue. Mo TelnedoH caoMaicd, H 4 He MOTY ¢ HHM
CBA3aTHCA

- EcTh 1 K0 MHe eIre moceTHTeH? 110IMpocHTe HX IMTOL0K ATk HEMHOTO.

[TpakTHUYeckoe 3aHsATHE Ne2. OcoDeHHOCTH YIOTPeOdIeHHA MOJAJIbHBIX I'JIaroJI0B B AHTJIHHA CKOM

J€JIOBOM CTH.IE.

OpraHH3aHoHHad (popMa 3aHATHA: TPAJHIHOHHEII CeMIHap.

[{ems: ¢opmHpoBaHHEe Y CTYIEHTOB PEYEBOH, M3BIKOBOH H KOMMYHHKATHBHONH KOMITETEHIHH LA

OCYILECTBIEHH A JIEIOBEIX KOHTAKTOB.

B pe3ynbpTaTe OCBOEHHE TEMBI CTYIEHT IOIKEH

3HATh. OCOOEHHOCTH VIIOTPeONeHHI MOJATBHEIX IJIaroloB, OCHOBHEIE I'paMMATHYECKHe ABIEHILL

XapaxKTepHble [JIAd ITPO(eCCHOHANBHON peuH, IeKCHYeCKHe ¥ CHHTAKCHYeCKHE OCOOEHHOCTH

O(pHIMI AT HO-ETOBOT'0 CTHILA B aHT IHIICKOM S3BIKE.

YMeETh: VIIOTPeOIATh MOJANBHBIE TIJIaroilbkl B OQHIHATLHO-AENOBOH peud A 0003HAUYEHHA

NOIKEHCTBOBAHHA, IIPOCHOBI, pa3pellleHHd, OIPelelATh CTHIIEBYIH IIPHHAIEKHOCTh AHTIHIICKIX

TeKCTOBR O(IIHATHHO-JIEIOBOrO CTHIIA, BHJETh XapaKTepPHBIE CTIJIEBBIE YEPTHI, YHTATh O(HIHAILHO-

IEIIOBBIE TEKCTHI PA3NIIYHON CTEIEHH CIOKHOCTH, CTPOHTh AHAIOIHYECKYH) H MOHOJIOTHUECKYIO Peub C

HCIIONb30BaHHEM HambomIee VIIOTPeOHTENBHBIX JIEeKCHKO-TPAMMATHYECKHX CPEJACTBE B  OCHOBHBIX

KOMMYHHKATHBHBIX  CHTyaI[HAX  O(QHIMATbHOrO  OOIeHHd, IIOHHMATh  JHATOTHYECKYH) U

MOHOIIOTHUECKYIO PeUb IT0 H3YVUEHHOI TeME.

AKTYallFHOCTE TeMBI: 00YCIIOBIE€HA He 00XOHMOCTEE0 OBIAieHHd YK -4,

TeopeTHyeckad YacTs:

OmHHM H3 HanmOOTee YACTO HCIIONMb3YEMBIX MOJANBHBEIX 3HAYEHHII B JIEIOBOM S3BIKE SBIAETCSH
3HAUEHHA JOIKeHCTBOBAaHHA. Hambomnee yrmorpedndeMBIMH B JAHHOM 3HAUEHHH B aHIJIHICKOM JEIOBOM
CTIUIE ABIAIOTCA IIAroiasl must, to be mto have.

[TpuMeps! yIioTpedaeHH A ITIaroixa must:

- We must be 1n time not to be late as it’s a very important event. (MBbI JOIKHEI IIPIIITH BO BpeMsA, UTOOEI
HE OIO3JIaTh HA 3TO BaKHOE COOBITHE ).

- I should say you must check it once more. (5 culiTaro BaM HYAHO IIPOBEPHTE 3TO €IIe pa3).

- Besides, your price must depend on the amount of the contract. (KpoMe Toro, Balla IleHa TOT/KHA
COOTHOCHTBCA C YCIOBHAMH KOHTPAKTA).

AHTITHIICKHI AENOBOH CTHIb IIPEIIHCHIBAET YIIOTPeOIATh INIarol must TOIBKO IT0 OTHOIIEHHED K
COOCTBEHHBIM ITOJUHHEHHBIM, KOT/Aa IOMUepKHBaeTca 0043aTeIbHOCTh H HeOOXOMHMOCTh BBIITONHEHHA
TOT'O HJIH HHOI'O AEHCTBHA HIHM 3aJaHHd. He 3pdg 5TOT ITaroil 4acTo HCIIONB3YeTCAd B 3HAUeHHH ITPHKA3a,
MOMYEePKHBAAL CTPOroe TpeOGoBaHIe HIH He 00X0HMOCTh BEIIONMHEHH I KAKOT0-THOO JAeHCTBHA, HAIIPHMED,
Y ou must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bel 0043aHBI ITOTOTOBHTE BCE JTOKYMEHTHI Ha ITOIICE KO BTOPHUKY ).

B OTHOIIEHHIX C ITApPTHEPAMH AHTTHICKHH JEIOBOH CTIIE ITPEIIHCEIBAET ITOUTH IIONHEIL OTKAa3 OT
raaroira must, KpoMe ciaydaeB, Korga HeOoOXOJHMO IIOTUEPKHYTh XKECTKYIH0 HeOOXOIHMOCTh HIH
HEJOBOIBCTBO CTAPIIHM IIAPTHEPOM MIAQMIIIMMH IApTHEPAMH HIH BO3MYVIIEHHE IIPH KaKOM-THOO
HEBBIOIOMHEHIN 00A3aTelhCcTB. HammpnMep, Tak BRI MOKeTe YIoTpednTs dppa3y You must have paid your
debt by the 3th of November. (Bbr 0043aHEI BEITUIATHTE BaIll JOIT K 3 HOAOPA).
3Had 0COOEHHOCTH eJIOBOr0 AHTIIIICKOrO, Bl OyJAeTeé IIOHHMATh, YTO B OTHOINEHHAX C ITAPTHEPAMH
ClIeyeT CONpeMEFAUNEATEes Ha Imaroilax to have u to be, Tak KaKk 00M3aHHOCTH BBOIONHEHHA JeHCTBHA

Ccpmd:-g]*a ; %D%%%%ﬁ%;ﬁﬂﬁﬂmmd
Bnanen _pIIMﬁE%ﬂ%Q_&JEﬁJ%EMQHDE to 3lEla,‘ife to 1 to be:
- Are you to come on every Saturday morning? (Brl 00A3aHEI IIPHXOIHTE II0 YITPaM B cy000TY?).
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- They are to prepare their report to the next weekend. (OHH HOIIKHBEI ITOJTOTOBHTH CBOH OTUETHI K
CJIETYFOII[IM BEIXOJTHEIM).

- Sorry but I have to leave as I'm very busy last time. (IIpocTiTe, HO MHE ITOpa HATH - B IIOCIIE/JHEE BpeMs
Yy MeHA OUEeHh MHOTO JIEl).

- Do you have to meet them at the station? (BaM HyHO BCTPeTHTE HX Ha CTAHIHH?)

OmHako He CTOHMT 3a0pBaTh, YTO IMaron have to MOKeT HMETh OTTEHOK HEXKEeIaTeIbHOTO AefCTBHA,
II03TOMY CHenyroInad gpasza «So we have to work with youw» 3BYUHT JOBOIBHO IPpyOO M aHTIIHIICKIIL
IEIIOBOI CTHIIb He ITpeycMaTPHBAET TaKOTO YIIOTPeOIeH A 3TOro Iiiaroia.

Bo Bcex 3aTpyaHHTENBHBIX CAy4YasdxX, a Jyullle Jake H yalle, BaM CTOHT IpHOerars K Oonee MATKHM

dopMaM yKazaHId, 3aMeHAsd JOJIKEHCTBOBAHHE BRIPAKEHIAMH, O3HAYAROIIHMH IIPEIIIONIOKEHHE, COBET,
BOITPOC H T.J. AHTIIHICKHI JIETOBOIl CTIUIb IIPeIyCMATPHBAET IMOHHMAHHE ITOTOOHBIX ()pa3 HA TOH HIIH
JIBa TOHA KECTUE HX OPHTHHAIBFHOI O 3HAYECHH .
DTO CXOITHO H C CHTyaIHel B pycckoM A3bIKe. dpaza «He MOrTH OBI BE IIEPEITPOBE PHTH HAIIH TOXO/II,
ecl v Bac OyaeT BpeMda. MBI OBl CMOITH OOCYIHTh HX C HAIHM (JHHAHCOBBIM JHPEKTOPOM» BOBCE HE
O3HayaeT OYKBAIBHO CIeQYIOLIEe: «CHeNaiiTe 3TO, €CIII 3aX04eTCsd, a €CIH He 3aX04YeTCs, TO H He HaJlo».
Ha camoM pene, mpock0a moapa3yMeBaeT UyTh IH He OBICTPOE H TOUHOE HCIIOTHEHIE YKA3aHHA.

B onmpocH H 3a/JaHHA:
1. IToaroToBeTECh K OOCYAIEHHIO TEOPEeTHUECKOTO MarepHana.
YiorpeOieHne MoJalbHEIX rIaroixor Can, May, Must, Should, Need u Hx 3aMeHHTeleil 1A BEIpaKeHILA
NOIKEHCTBOBAHHA, ITPOCHOBI, Ppa3pelleHHs B IeI0BOIl KOMMYHHKAI[HH HA aHTIHIICKOM S3BIKE.
BrIpaxkeHIe JTOTKeHCTBORAHIA. BrIpakeHue IIpockObl. BeIpakeHHe pa3peleHHs.
BriOepHTe ITpaRMIbHELIT BAPHAHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3.1l am afraid I come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

could
can
must
might
5. She spoke in a very low voice, but I understand what she said.
could
can
must
might
6. 1 do not know when they will be here. They arrive at any time.
could
can

must OOKYMEHT UDﬂH NCAH

l"ﬂ_lgh[ IANEKTPOHHOW NOANWUCEKO
Ceptud E'ij ECQDQGGdﬁEEﬂBiBQEEEDSETBAEEEIEIEEI EHEMEE
Bna,qeni‘. %i@um%gb a-Anaxkcasap p or a WE’E‘k
could

.l

I
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must
might
8. We have gone away if we had enough money.
could
can
must
might
9. You have been travelling all day. You be tired.
could
must to
must
might
10. They have not lived here for very long. They , know many people.
could
should
must not
might
11. The phone rang but I did not hear it. I have been asleep.
could
may
must
might
12. She passed me without speaking. She have seen me.
could not
cannot
should
might not

13. — Why did not your sister answer the phone?
— She have been asleep.
can
should
must
might'nt
14, — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. I be watching the football match on TV.
could not
can
should
might
16. — What time are you going?
— Well, I am ready, so | g0 NOwW.,
could as well
can as well
must as well
might as well

17. She is a very nice person. You meet her.

can
are able OKYMEHT NOANMCAH
must  NEKTPOHHOW MOANKCHIO

CeptidmKar: “2C0000043E9ABSB952205E7BA500060000043E
Bnanen EEH v@l_l ebayxoea TaTeAHa AnekcaHgpoBHa

18. I have not phoned Ann for ages. | phone her tonight.

could
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can
must
have
19. He cannot come out with us this evening. He to work.
could
has
must
might
20. 1 get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. IlepeBemiTe HA aHTIIMIICKHIT SBBIK, VIIOTPeOIIS MOJAILHEII II1aroll must.

1. OH, TOIKHO OBITH, OUEHb YCTAall.

2. Y HHX gaxke ecTh axTa. OHH, JOTKHO OBITH, OUeH)L OOTraTHL.

3. TH JOMXKEH yexarh 3aBTpa yIpoMm?

4. BB He TOKHEI OITa3/IbIBATE.

5. 51 He momxeH 3a0RIBATE O CBOEI MaTepH. 51 He IHcal eil eIy BeYHOCTh. CeroH I BeuepoM S JIOAKEH
Harmicarh el ITHCHEMO.

6. DTa KHHUTA OUEHE I[eHHAd BRI He JOTKHEI €€ TEPATE.

7. HeyXelIH BaM HAJIO YKe YXOTHTE?

8. 51 monEeH IIPH3HATE, UTO A HEIIPAB.

3. ITpounTaiiTe H IepeBeIHTe TEKCT.

Every week or so Mr. Clifford receives a memo from the Company's experts on marketing. What do these
experts do? They study the market for different goods in different countries and give their advice to the
managers. They help the Company to win new customers by investigating their needs, likes and dislikes.
They decide what goods are in demand, what 1s the best way to advertise and to sell them. Marketing 1s a
science and the managers of the Company for Foreign Trade always follow the experts' advice.

4. When you buy something which of the following is the most important thing for you? What will
become important if you sell something?
Add your 1deas to the following list:

A low price Scarcity of such goods on the market
High quality A beautiful design
Your friends' opinion A lot of advertising
Novelty Your needs
Y our likes The brand
The label
5. Say what different people do in a business company
1 Managers
2. Secretaries
3. Production engineers
4 Accountants
J. Experts
6. Representatives
7. Dealers
8. Investors
9. Shareholders
1. own DHEL{EIKFIHET-H simrmm a company
2.sell a L%'}ﬁ services by
Ceptudinkar:  2C :qu EEDEETBAEGGGEMGDDASE

Bnaneneu: ra %EF&QM .l‘:"..I'IEHEEIH,EI,pDEHEI
3. give advice, an opinion or help

4. do office work
Nencteutened: ¢ 19.08.2022 no 19.08.2023



5. invest their money into a company in order to receive a profit

6. are responsible for running a company or some of its departments
7. inspect or keep accounts

8. sell or buy for the company, especially abroad

9. are responsible for the production

6. Translate and learn the following conversations:

1) — I want to buy your machine tools. Are they of high quality?

- They are the best on the market. We are (lie official dealers of an American company which has a
good reputation for quality.

2) — How much do your bicycles cost? — We sell them at... dollars but if you buy more than two we can
give you a discount.

3) — Do you sell your products abroad?

- Not yet. The international market is very competitive. It is very difficult to win customers. But we
want to try.

7. Listening practice.
Here are the new word-combinations:
to make all the necessary arrangements; to book a ticket; to book a return ticket; to fix a meeting for to
stay for 2 or 3 days
Listen to the tape. Miss Flipps is reading a memo from her boss. He has to go on a business trip. What
does he want Cindy to do? Cindy,
[ have to go to Paris tomorrow. Make all the necessary arrangements, please. Book.... Call....
Tell them .... After we finish the talks they.... I'm at the bank and will be back at 4.

8. Translate into English.

a) OKCITEPTHI 10 PRIHOYHEIM OTHOIIEHHAM HCCIEeIYIOT COCTOSHHE PhIHKA IS Pa3HBIX TOBAPOB B PA3HBIX
cTpaHaX. OHH aHAIH3HPYIOT IOTPeOHOCTH IOKyIlaTelell H pelllarT, KakHe TOBAphl TPeOYIOTCA, KaK HX
TyYIle peKIaMIpOBaTh H IPOIABATE.

0) Korpa s uro-HuOy/Ip IMOKYIIAr0, I MeHA BajKHA I[eHa, KaueCcTBO H KpacHBEOI Jm3aitH. Korma i
YTO-HHOYb IPOJAR0, IS MeHSI BaKHBI IMOTPEeOHOCTH IMOKYITaTelld H HeJOCTATOK I0J00HBIX TOBAPOB Ha
PBIHKE.

B) 310 HeOombIasd KOMIIAHIA, HO V Hee TOBApPhl H3BECTHHI BEICOKHM KauyeCTBOM H HI3KOIl LIEHOIL.
OHH TIPOH3BOIAT H IIPOJAOT 3IEKTPOTOBAPHL: YTHOTH, MACOPYOKH, MHKCePHl H T.ZI. OHH IIOHHMAKT, UTO
3aBOEBHIBATh IIOKyIaTelsd Helerko. OHH BKIABIBAIOT JIEHFTH B IIPOH3BOJICTBO, MApPKETHHT OBHIE
HCCIIeIOBAHIA, B peKIaMy. KpoMe TOro, y HHX eCTh CHCTeMa CKHIOK. X TOBapHEBII 3HAK Vi&e H3BeCTeH
Ha MeKTYHAPOIHOM PhIHKe. OHH HMEIT IIePOB B HECKONBKIX 3apyOeKHBIX CTPaHAaX.

IIpakTHueckoe 3aHATHE Ned. OCHOBHEIE TpaBuJIa opdorpadii H NYHKTYAIIHH AHTJTHHCKOr 0
A3bIKA.

OpraHH3arHoHHad opMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
[{ems: ¢opmHpoOBaHHE Y CTYAEHTOB PEYEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCVILECTBIEHH T JIEIOBEIX KOHTAKTOB.
B pe3yinkTaTe OCBOEHHE TEMEI CTYIEHT IO KEH
3HATh: OCHOBHBIE ITpaBiIa opdorpaHH M IIYHKTYAI[HH AaHTIIIICKOTO S3BIKA, JIEKCHUECKHE M
CHHTAaKCHUeCKHe OCO0EeHHOCTH O(HIMHATEHO-IEIIOBOTO CTHILA B AHT JIHIICKOM A3BIKE .
YMETh: IIPHMEHATh HA IIPAKTHKE OCHOBHBIE ITpABHIA OopdorpadHH H IMYHKTYAIHH AHITHIICKOTO S3bIKA;
YHTATh O(HIHAIFHO-AEIOBEIE TEKCTHl Pa3IHYHOI CTEIEHH CIOKHOCTH, CTPOHTh JHATOTHUECKYIO H
MOHOIIOTHYECKYI0 pedb C HCIIOIb30BaHHEM HAHOOIee YIIOTPeOHTEIbHBIX JIeKCHKO-TpaMMAaTHYeCKHX
CPEICTBE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaIHAX O(QHIHAIFHOIO OOINEHIA, IIOHHMATH
JHATOT HMUECKYE0 H MOHOIOTHUYECKYIO PeUb 10 H3YVUEHHOH TeME.
AXTYaTbHOCTE TeMBI: O0YCIIOBIEeHA He 00XOIHMOCTBIO OBIAieHHd Y K-4.
T eopeTHUE QRAMEACTEOTNCAH

TPOLHCISTEBYA(BRY 0
Ceptud 2C0000043E9AB8B952205E 7BAS00060000043E

Bnagen cnqg@é%gyfﬁﬂwgg%H VKB B AQHIIHICKOM S3BIKEe ITOMUHHAETCS HECKONMBKO HMHBIM ITPaBHIIAM,
HeKellH B p}rc::IcDM

OIOICHEIX }'ICB B AHTIIIIICKOM A3LIKE T[I[[[[}*'ICH
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1. IlepBrO€ CIOBO IIpPeNIOKEHHA.
2. llurara BHYTPH npetoxeHnd (God said, Let there be Light. - Gen. 1:3).
3. ITpsamoil BOIIPOC BHYTPH IIPeIOKEHHI, Jake eClH OH He BhIJendeTcd KaBelukaMH (He usually asks
himself, Am 1 right?).
4. JImunoe MecTtonMeHHe i (He and I disagree).
5. UmeHa coOcTBeHHEBIE: (paMIUIHI, HMeHa, reorpadmueckme Ha—3BaHHA (Adamson, Chapman, John,
Mary, Washington, New York).
6. IlpunaratexsHele H ApPYTrHE YacTH peuH, oOpa3oBaHHBEIe OT HMeH coOcTBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., ogHako, rimaromn anglicize.
7. HazpaHmn g HApOJOB, pac, INIeMeH H S3EIKOB (Japanese, Russians, the Russian language).
8. 3Bammd, THTYIEL, TOMAKHOCTH (Queen Elizabeth, President Clinton, Mr. President, Your Honor, U. S.
Minister Kevin Nicholson, Associate Professor John Robinson, Chief Engineer Leonard Cole-man,
General Manager Tom Jones).
9. OdHiMamTbHble HA3BaHHA HAIHOHATLHBIX/ Me&KTYHAPOIHEIX TOCYIapCTBEHHBIX/UACTHRIX OpraHH3aIliii
H mokyMmMeHTOB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CyIimecTBHTEIBHEIE (M YacTO IIpIiIaraTelbHbIE), OTHOCAIecd K ITOHATHRO OoxkecTBa (God, the
Almighty, Allah, Providence, Lord).
11. Ha3pannd mgHeil Hemem, MecaieB, mpa3gHikoB (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3paHHA IOrOBOPOB, TOCYIAPCTBEHHBIX AKTOB, HCTOPHUECKHX COOBITHII, 310X, BOHH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. Ha3paHHA cTpaH cBeTa H HX ITpoH3BoaHbIe (the Noith, a Northerner).
14, HazpaHmIA IMTepaTypPHBIX ITPOM3BeeHHII, KYpHaIoB, cTareil H T.II. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. HazpaHma Toproesix Mapok (Philips, Sony).
16. Ha3BaHHA YUeHBIX CTeIleHell H JokHOoCTell (A.B., PhhD., M.D.).
ITPABHJIA ITEPEHOCA

Kak H B pPycCKOM S3BIKe, IIEPeHOC B AHTIHIICKOM BCerJa IIOJUHHEH CMBICTY cloBa. ClemyeT
oOparars BHHMAHHE Ha TO, YTOOHI IIepeHOC He HCKA3WI CMBICII CIIOBA IUIH €T0 IIPOM3HOIIEHHE.
ITepeHOC HEBO3MOKEH B CIEAYIOIIHX CIIYYAIX:
1. He pekoMeHIyeTCS IIePeHOCHTE ITOCIeTHEE CIOBO IIPe/IoKeHHI Ha CIeIYIOINYI0 CTpaHuIy. Takke He
PEKOMEHIYETCA IIEPEHOCHTE Ha CIEeQYIOIIYI0 CTPAHHIY CTPOKY, KOTopas ABIAETCA IOoCIeTHell B ab3alle.
2. Hemp34 IepeHOCHTh 3HAKH TIPeIHAHHA, a TakKKe COKpallleHHble 00O03HAUYeHHA Mep Beca, ITIHHEI,
BPEMEHH, OTHEAA HX TeM CaMbIM OT YHCIHTEIRHOr0, K KOTOPOMY OHH OTHOCATCA (220 ki, 500 cm).
3. Hemb34 oTeNATH (pAMILUTHEO OT HHHI[HATIOB.
4. CoOGcTBEHHEIE IMEHA HUKOT/AA He pa3feiaoTca (Moscow, London, Africa).
5. CiemyeT n30erars ImepeHoca COCTABHEIX yacTell Ha3paHidl (the Atlantic Ocean, Latin America).
6. Hemb 34 pa30buBars mepeHocoM OykBeHHBIe ab0peBHATypEI (USA, UNO).
7. CIIOoBa, COCTOAIIE H3 OJHOIO CIIOra, HHKOrAa He repeHocarcd (though, through, height).
8. Cy(puxc TpeThero imila eIHHCTBEHHOIO UMNCIA IlIaroilia B HACTOAIIEM IIPOCTOM BPEMEHH -S, -€5 He
IEPEeHOCHTCA Jake B TeX clIydadx, Korja oH oOpasyeT camocTosaTenbHBII cior (he buys, he sells, he
wishes).
9. OKOHYaHHe MHOKECTBEHHOI'O UICIA CYIIeCTBHTEIBHEIX He IIePEeHOCHTCA Jake B TeX CIydyadx, Korja
OHO 00pa3yeT caMoCcTOATENbHBIN caoT (houses, boxes).
10. Couetanmd Oyke, 0003HAYAIOIIIE OIH 3BYK, HE pa3eIAr0TCA IIPH IIepeHOCe.
[TepeHOC BO3MOKEH B CIIETYIOIIHX CIIYYadX:
1. Pa3iensroTc A VIBOEHHEIE COTTIACHEIE (mis-sion, let-ter).
2. Pa3mensAroTcA JIBe COITIAacHBIE, CTOAIIHE PAAOM (pen-cil, ster-ling).
3. IIpedpuxce H cyQQPHKCH OTHeIA0TCA OT KOopHA (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CIIOKXHEBEIE CIIOBA JIETATCA Ha COCTAaBHEIE YACTH (some-times, there-after).
5. CormacHad MeKIy IBYMSA ITTaCHBIMH TIePeHOCHTCS CO BTOPBRIM CIIOTOM (Ima-jor, la-ter).

6. ITepeHOoQATCAEYHHKOEEC PABHITEIFHOI H IIPEBOCXOTHOI CTelleHH IpHIaraTelbHeIX (short-er, short-
ANEKTPOHHOW NOANMCHIO

est).
CepTucukal.. 2C0000043E9ABBBYS52205E7BAS00060000043E , ,
an,qenit WWEEE%%%E@H&& IIPHYACTHA H TePyHHA (g0-ing, play-ing).
TOUKA

1. Kak H B PCXCCEDM B AHTIIDICKOM S3EIKE TOUKA CTABHTICI B KOHIIE HI]E,[I;IID}I{EHI[H.
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2. B oTmyme OT PYCCKOTO, B AaHTIHIICKOM A3bIKE TOYKA CTABHTCA B KOHIE IIPeIIOAKeHHT,
BOIIPOCHTEILHOIO 10 (popMe, HO cofepixalero He Bompoc, a Impock0y (Will you kindly fill i the
enclosed form and return it directly to us).
3. Kak mpaBHiIO, COKpallleHHd (3a HCKIFOUEHHEM Ha3BaHMII TOCYJap-CTBEHHBIX H MeXIYHAPOIHBIX
OPraHH3alIil ) OKAaHUHBAK TC A TOUKOM (Mr., M1s., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Taxme opmer, kak 1st, 2nd, 3rd, 4th u T. 11., HCITOMB3YIOTCA 663 TOUEK.
4. Touka OTAeNAET IEI0E UHCIO OT JAeC ATHUYHOI apoldH, a TaKKe IEHTH oT Joirapa(12.32 ft., $ 15.75).
5. B KOHIle 3aroI0BKa TOYKA, KaK IIPABHIIO, HE CTABHTCA.

SAIIATAA
13 BceX IMYHKTYAI[HOHHBIX 3HAKOB 3aILATad IIPeICTABIIAeT HAHOOIbIIHE TPYAHOCTH KaK L1 HHOCTPAHIIER,
TaK H 14 CAMHX HOCHTEJIeH A3bIKA.
|. 3anAroii B AHTIHIICKOM f3BIKEe, TaK e KaKk H B PYCCKOM, Pa3Jelsdr0TCA YacTH CIOKHOIO H
CIOKHOIIOMuHHeHHOTO IpemroxeHnd (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). EcIH B CIOXHOIIOIUITHEHHOM
IIPeAIOKEeHHH HMeeTCA He CKOIBKO ITPHAATOUHBIX IIpe NIOKEHHI, TO BCE OHH, KaK IIPABHIIO, Pa3IelIIr0TCA
3AILITHIMI, IIPHYEM 3aIlATasd CTABHTCA H Iepe]] Cor30M and.
2. 3anATEIMH BBIJEIAFOTCA TakHe BBOJIHBIE CIOBA H BEIpakeHHd, Kak: of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u ap. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3amgrasd cTaBHTCA MeXTY OJHOPOTHBIMH WIEHAMH ITPeJIOKeHHdI, KOTOPhIe He COEeMHHEHEI COH3aMHI
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. EcIH HeCKOIIBKO OJHOPOJHBEIX WIEHOB CBA3aHBI O€CCOI03HO, a TIOCIETHINT IIPHCOeIHEH TIOCPEICTBOM
coro3a and/ or, TO BCe OJHOPOJHBIE WIEHBI Pa3JleAr0TCA 3allATHIMH, IIPHYEM 3aIdrad, B OTIIHUHE OT
IIPaBHI PYCCKOTO M3BIKA, CTABHTCA H Ilepe]t cor3oM (We are sending you bicycles, cars, motorcycles, and
motorscooters). 3To IMPaBIIIO OTHOCHTCA H K TEM CIIyUasM, KOrja IIOCIeIHHIH H3 OJHOPOMHBEIX WIEHOB
BEIpaxkeH ci1oBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdras BBIZIENAET IPINIOKEHHE C TOACHHUTEILHBIMH CJIOBAMH, CTOAIIEE IIOCIE OIIpeleIIeMOTo
cyirecTBHTEIbHOrO (St. Petersburg, the second capital of Russia, 1s a wonderful city).
6. 3arTasd BEIIeNAe T IpHUacTHEII o0opoT (Seeing the dog approaching, he ran off down the sreet).
7. 3amdras Beifender oOpaineHne (Friends, Romans, countrymen, lend me your ears). OOpalleHHe B
Hayale IHChMA BRIJIENAETCA 3allATOi, B OTIHUYHE OT PYCCKOIO A3BIKA, I'Ze B MOJOOHOM CIIyyae CTABHTCH
BOCKIHI[ATEILHENT 3HAK.
8. 3amArad CTaBHTCA B KOHI[E IIHCHEMA ITOCIIE 3aKIFOUHTENEHOI (POPMYIBI BEAIIBOCTH, IIePel II0MIHCHE0
(Sincerely yours,).
9. B 0003HaueHHAX AT 3ardTasd oTAeldeT urciao oT roga (The contract was signed May 15,1996).
10. 3amgrad cTaBHTCA BHYTPH MHOTO3HAUHBIX YHCEN A OTHAEIeHHd KiIacca ThICAY OT COTEH, KiIacca
MIULIIHOHOB OT COTEH THICAY M T. A. (15, 000, 000). 3armdrad He CcTaBHTICA IIPH 00O3HaAUEHIH
MHOT'03HAUHBIX HOMEPOB JTOMOB, CTPAHHII KHIT .
B onmpocHI H 3aTaHHA:
1. IToaroToRbTECH K OOCYAIEHHIO TEOPETHUECKOTO MaTepHaa.
Opdorpadmyeckie TpyIHOCTH. TPYIHOCTH B PaCCTAHOBKE 3HAKOBR ITPETIIHAHIIA.

2. IIpounTaiiTe H IlepeBeIITe TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

Receiving visitors is one of a secretary's daily responsibilities. Secretaries who receive visitors are called
receptionists. In a large company, visitors may report to a reception area and you will be advised that they
have arrived. In a small company, visitors may report directly to your desk. In any event, it is your
responsibility to greet each visitor with a smile and make each one feel welcome. There are different tasks
and procedures involved in receiving visitors with an appointment and without an appointment.
Receptionists should be notified by executives or their secretaries of all the appointments which have
been made each day. This should be done in advance or at the beginning of each day. Executives should
report lheunnmmemem;ﬂn@ﬁ:nﬂexample going to see an important client, going to lunch) to a receptionist

lhmu hod'thE ?E%O FYEEL lu:u*ual has this information, she can receive and talk to visitors without
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Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
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will. I shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Chifford?"

"I want you to take him around the town in my car. Then I think we'll take him to the restaurant in the
evening. Will you do that?" "With pleasure."

3. Translate and learn the following conversations:
1) — Airport? When does the plane from Moscow arrive?
- Arrival time is 3.15 p.m. But it is going to be one hour late.
— Thank you.
2) — Hello, this is Grand Hotel. What can we do for you?
- Hello, I want to reserve a room for our guest from Russia.
— When is he coming?
- On the 21st of June. And he will stay for five days. He will need a single room with a bath.
— Yes, we can give him that.
3) — Hello, Mr. Belov. I'm Cindy Flipps. Mr. Clifford's secretary. He asked me to meet you.
- How do you do, Miss Flipps. Glad to meet you.
— Did you have a good flight?
- Yes, quite pleasant.
- Mr. Clifford's car is waiting for us. I'll take you to the hotel.
Thanks a lot. That's very kind of you.
- I'll help you to register at the hotel. Do you want to have a rest or would you like to meet Mr. Clifford
today? -1 don't have much time at my disposal. I'd like to start work as soon as possible.

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are
at the airport. Come up to the enquiry office and ask the clerk
— when the plane from ... arrives.
— whether it will land on time.
— how late it will be.
- at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the
enquiry office and asks the clerk
- when the plane to Moscow departs,
— how long it takes to get to Moscow,
— how much the ticket costs,
— how much luggage they can carry,
— what goods they are to declare,
- what goods they are to pay duty for,
- if she can buy two return tickets for
Dramatize these conversations.

5) Help Miss Flipps to reserve a room for Mr. Belov at the hotel. Help him to fill in the

registration card:

6) Here 1is the itinerary for the second day of Mr. Belov's visit. Read it carefully and then break into
several groups and work out an itinerary for any other day of his visit.

Breakfast at the hotel.

9.00 car will meet and drive the visitor to see the Company warehouses and

transport facilities. Lunch with the Sales and Transport Managers.

15.00 a sightseeing tour of New York. Back at the hotel at

18.00. At leisure.

20.00 Mr. Clifford will take Mr. Belov to the house party at the Company

President's place.

For reference: People to meet: President of the Company, Company Secretary, Managing Director (Mr.

Cllffﬂfd) GluefvAecoomtantHSales Manager, Transport
- SNEKTPOHHOW MOANWCHIO
Ej;’;‘;f 1g“nt§J gagﬂ Egﬂﬁ%ﬁiﬁ:ﬁ?ﬂ%@%&ﬁ%ﬂ of Manhattan, Brooklyn Bridge, the Empire State Building,
Broadway and its theatres, the Metropolitan

Museum of Art, the Amencan Museum of National History, etc.
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From New York Mr. Belov is going to a branch of the Company for Foreign Trade in San Francisco. Miss
Clifford is going to call their General Manager and ask him to help in arranging this visit.

4. First discuss what they are going to talk about and then dramatize this conversation.

5. Listening practice.
Learn the new words and word combinations. Then listen to Igor Belov talking about himself, his
company and his plans for the future.

6. Translate into English.

a) 3aBTpa CHHIHM BCTpeuaeT pycckoro Om3HecMeHa H3 MockBel Hropsa BemoBa. CaMoleT IpIIeTaeT B
3.15 maa. OHa moeAeT B asponopT B 2 yaca. 3 aspormopra oHa OTBE3€T er0 B TOCTHHHILY.

6) Buepa Cunmn BcTpeuana pycckoro 6m3HecMeHa 3 MockBel Hropd Bemora. CamoleT HOIKeH OBLI
MpHIIeTeTs B 3.15 mHA, HO omo3man. 3 aspomopTa OHa OTBE3Na €r0 B TOCTHHHIY H IIOMOINIa €My
3aperHCTPHpoBaThca. Y Hropga Mamo BpeMeHH, H OH cpa3y JKe IToexXal Ha BCTpPeuy C MICTEPOM
Kmd opmom.

B) Ecinn Bel cobmpaerech B AMEPHKY, BBl JOJKHBI IIONIYYHTh BH3Y, Y3HaATh, Kakoi Oarax MOKHO
B34Th C COOOI, 32 KaKHe BellfH BhI JOIKHEI ILIATHTH TaMOAKEHHEBIH cOOp, CKOIBKO CTOHT OIIIET.

T) - 51 Xouy 3a0poHIpOBaTh HOMEP Ha JIBOHX Ha 12-13 ceHTIOPSA ¢ BAaHHOM H ¢ Tele]OHOM.

- [loxamyiicTa. Barle MMA H agpec, IToKaIyIiCcTa.

IIpakTH4Yeckoe 3aHaTHe Ned, IIHcEMeHHBIH NepeBo] JeJI0OBOH KOppecnoHeH IIHH.
Opranm3aloHHad GopMa 3aHATHA: TPAIIIHOHHBLOI CeMHHAP.
I{ems: QopMHpOBaHIE Y CTYAEHTOB PEYeBOil, S3BIKOBOI H KOMMYHHKATHBHOH KOMIIETEHI[HH [T
OCYIIECTRIEHH A JIeIOBEIX KOHTAKTOB.
B pe3yisTaTe OCBOEHHE TEMBI CTYIEHT OTKEH
3HATh. OCHOBHI IlepeBOofia O(HI[HAIBEHO-JIEIOBEIX TEKCTOB, OCHOBHBIE TIpaMMaTHYeCKHe SRIEHH,
XapakKTepHele [Id IIPpoQeCCHOHANIBHOI peur; IJeKCHUecKHe H CHHTAKCHUeCKHe OCOOeHHOCTH
o(pHIMATEHO-AETOBOIO CTHJIA B AHT IIHICKOM S3BIKE.
YMETh. IIEPEBOMUTEH O(HIHATLHO-IEIOBbIE TEKCTH, BHIAETh XapaKTepHbIe CTHIEBEIE UYePTHL, UHTATh
o(pHIMATRHO-AETOBEIE TEKCTHl PA3IHUHON CTeIleHH CIOKHOCTH, CTPOHTh [HAIOTHYECKYI0 H
MOHOJIOTHUECKVI0 PE€UYh C HCIIOIB30BAaHHEM HamOolee VYIIOTPEOHTENLHBIX JIEKCHKO-TpaMMATHUeCKHX
CPEJICTE B OCHOBHBIX KOMMYHHKATHBHBEIX CHTYaIlHAX O(QHIHATIRHOTO OOINEHI, ITOHHMATH
JTHAIIOTHYECKYE0 H MOHOJIOTHUECKYIO peds 110 H3YUEeHHOI TeMe.
AKTYyalTbHOCTE TeMBI: 00YCIIOBIEeHA He 00XOIHMOCTBIO OBIAJIeHHT Y K-4.
TeopeTHueckas yacTs:
I13yurTe OCHOBHEIE COKPAIleHI A, HCIIOb3YEMEIE B JIEJIOBOI KOPPeCIIOHIeHII:
A/C, a/c, acc. (account current) — TEeKVILIIT cUeT
adsd (addressed) — agpecoBaHO
adse (addressee) — ajpecar, Imony4aremnb
ad (advertisement)—peKkiaMHoOe 00BABRIeHHE (MHOK. UHCIIO — ads)
a.m. (ante meridiem) — 10 IIOIIYTHSI
app. (appendix) — IIpHIOKEHHE
Attn, (attention) — BHHMAHITO (KOro-IHG0)
B/E, B.E., b.e. (bill of exchange) — meperomgHOIT BeKcellb, TparTa
B/L, b/1, B.L., b.l. (bill of lading) — KOoHOCaMeHT
CcC., cc (copies) — yKa3aHHe Ha apecaToB KO IHCEMA
CEO (chief executive officer) — HCIIOIHHUTEILHBII THPEKTOP
cf. (confer) — cpaBHmTE
Co. (company) — KOMITaHIA
contr. (contract) — KOHTPaKT
orp. (cor mhm}ﬂampmpamm
current) — TEKYIIHH

cur. | (cTRIEHOIRER
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doc. (document) — JOKYMeHTHI (MHOXK. U CIO — docs. )
doz., dz. (dozen) — groXKHHAa
eaon (except as otherwise noted) — eciH He YKa3aHo HHauye e.g. (exempli gratia, 1aT.) — HaIpHMep
enc., encl. (enclosed, enclosure) — BIOKeHHBII, IIPHIAraéMEIil, BIOKEHHE, IIPITIOKEHHE (K IIHCEMY H T.
Il.)
exc., excl. (except, excluding, exception, exclusion) — HCKTOYAsd, HCKIOUYeHHe expn (expiration) —
HCTeUYeHHe (CpoKa)
fig. (figure) — 1. —udpa; 2. — PHCYHOK, cXeMa
FY (fiscal year) — (HHAHCOBBII IO
h. a. (hoc anno, 1aT.) — B TEKVILEM TOLY
hf. (half) — momopnHa
H.Q., HQ, h.q. (headquaters) — riaBHOe yIIpaBiIeHHe (KOMITaHHH, opraHm3aipi) 1d. (idem, mar.) — TOT
Ke
1. e., 1e (1d est, maT.) — TO eCTh
inc., inch (including) — BKIrOUad
Inc., inc. (incorporated) — 3apeTHCTPHPOBAHHENT KaK FOPH/IIYECKOe THIO (KOPIIOPAIlHI)
info (information) — HH}OpMAaILA
inv. (invoice) — cuyeT-(paxTypa
[IOU (I owe you) — monropas pacImcKa
L/C, Le., 1/c (letter of credit) — axkKpeITHR
LLC (limited liability company) — KOMITaHHA ¢ OTpaHHUe HHOH OTBETCTBEHHOCTHIO
Ltd., Itd. (limited) — c orpaHHYeHHOi OTBETCTBEHHOCTHIO
LOC (letter of commitment) — rapaHTHiTHOE IIHCEMO
mdse (merchandise) — ToBapsl
memo (memorandum) — 3aIHcKa
M.O., T.0. 1. (mail order) — mouToBHIil Iepero, 2. (oney order) —AeHeKHBOI IEPEBOI, IUIATEAKHOE
IIOpYyUe HHE
M.T. (metric ton) — MeTpHUecKad TOHHA
MV (merchant (motor) vessel) — Toproeoe (MOTOPHOE ) CYIHO
N/A (not applicable) — He ImpHMeHHMO (HAaITp., IIYHKT B AHKETE)
N.B., NB (nota bene, 1aT.) — BaHOe 3aMedaHIe
NC, N.C., B/c (110 charge ) — GecroratHO
PA (power of attorney) — JIOBEpeHHOCTh
p.a. (per annum, JIaT.) — B TOJI
par. (paragraph) — a03arr, maparpad), IIyHKT
Pic, PLC (public limited company) — OTKphITad aKI[HOHEepHAd KOMIIAHHA C O pPaHHYEHHOI
OTBETCTBEHHOCTHIO
PO (post office) — mouroroe oTAelIeHHe PpP. (pages) — CTPAHIIIEL
PP, P.-p. (per pro, 1ar.) — OT HMEHH H I10 IIOPYUEHH IO
qv (quod vide, maT.) — cMOTpPH (TaM-TO)
R&D (research and development) — HayuHO-HCCIIeZOBAaTelIbCKHEe H OIBITHO-KOHCTPYKTOPCKHE PabOTH
(HUOKP)
ret (receipt) — pacIHCcKa, KBHTAHIH A
rept. (report) — oTdeT re (regarding) — OTHOCHTEIIbHO
ref. (reference) — cchIIKA
shipt (shipment) — oTTpy3Ka, OTIIpaBKa
sig. (signature) — ITOIIIICE
tn. (ton) — TOHHA
urgt (urgent) — CPOUHBII
V., VS. (versus, JIarT.) — IIPOTHB
VAT (value-added tax) — HJIC
V.LP, VIP (very important person) — oco00 BaxHOe IHI[O Vv.S. (vide supra, JIar.)
AIOKYMEHT MOANWCAH

B ompocpr SRy "N
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IIpH HX IepeBofie? Kak IepeBOIATCSA TeKCTHI ¢ OOIIENMPHHATHIMH H CIIEI[HATbHBIMHI COKpPAallleHIsIMHI?
Kaxre ¢pa3sl B TeKCTe IepeBoia OCTAKTCA B IIepBoHAaYaTsHOM BHe? (ClioBa H )pa3sl Ha JIPYTOM S3BIKE,
yeM S3BIK OPHIHHANA, COKpallleHHBIe (PHpMeHHBIe HAHMEHOBAHHA TEeXHIKH, Ha3BaHHA 3apyOeKHBIX
KYPHAIIOB H T'a3eT).

2. Give the Russian equivalents of the following words and word-combinations:
service delivery;

availability of goods;:

method of transportation;
transportation costs;

delivery dates;

to give full details;

in connection with this;

to get in touch with.. . ;

we urgently require to perform...;
deadline;

to have to remind;

on favourable terms:

immediate reply;

without engagement/obligation on our part;
your inquiry of... ;

our detailed catalogue;

to meet the requirements;

to place an order;

to accept the offer;

we regret to let you know;

to offer a substitute;

penal provisions;

3. Give the English equivalents of the following words and word-combinations:
MIPEeAOCTABUTh JAaHHBIE O YEM-II.;
IIPHHOCHTSH H3BHHEHHU 34 UTO-II.;
HOBEHIIOO ITPeiiCKYpaHT,
YKa3bIBAThH IIEHEL,
ITOJIOKHTENEHOE PeIlleHHe BOIIPOCa;
B CIIyYae HeyILIaThI,
OBITH IIPH3HATEIEHBIM,
oOpaiaeM Bare BHIIMaHHE Ha.. .,
CCBLUIAACH HA...;
ITOCTABIIIK;
YCIIOBHA IIOCTABKH,
IepeIaBaTh JeI0 B apOHTPaKHBII CYT,
YCIOBHA OILIATEI,
IpeaiIarars TOBap,
TTpeTeH3HT,
MTOATBEPAIEHIE 3aKa3a,
HaIlle IIpeIoKeHHe AefICTBHTELHO JIO ...,
TPaAHCIIOPTHBIE PACXOIEI,
IIPeJOCTAaBHTE 5% CKHIKY,
OTKa3aThCA OT 3aKa3a;
B CIIyyae Baiero oTkaza...;
B IIPOTHBHOM CIIY4Yage;
AIOKYMEHT MOANWCAH
4. Form %%lﬂflif' "UHICATESRVith the English words from the exercises III and IV.
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>. IIpourTaiiTe H II€ peBeIHTE TEKCT.
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[gor Belov 1s greatly impressed by his visit to the Company warehouses. They are very efficiently run
though only a few people are employed there. Electronic equipment and up-to-date machinery are used to
keep track of the goods, to pack, to mark, to load and unload them.

Goods are delivered all over the American continent by the Company lorries. For overseas delivery ships
and sometimes planes are rented. The cargo is always promptly delivered.

Tomorrow Igor will be shown around the Company offices. He has big plans for his own company and he
1s grateful for a chance to learn.

6. Find 1in the text answers to the following questions

How are the Company warehouses run?

How many people are employed there?

What is the electronic equipment used for?

How are the goods loaded and unloaded?

Where are the goods delivered by lorries?

What are ships and planes rented for?

Why is Igor Belov impressed by his visit to the warehouses?
Why 1s he grateful for a chance to learn?

7. Change the following sentences according to the model. Don't say who does, did, or will do the action

Model: Mr. Clifford discusses a lot of problems every day. -
A lot of problems are discussed every day.

Miss Flipps types a lot of letters every day.

Mr. Clifford holds a meeting every Monday.

Miss Flipps told Mr Clifford about his visitor.

Miss Flipps made an appointment for Tuesday.

Mr. Clifford held a meeting last Monday.

The officials discussed the Company financial policy.

Miss Flipps typed the minutes of the meeting.

Miss Flipps made ten copies of the minutes.

On Thursday Mr. Clifford received a telegram.

Miss Flipps will meet the Russian visitor at the airport.

Miss Flipps will reserve a room for him at a good hotel.

The Company officials will show him around.

8. Imagine that you are a reporter. You want to write about the efficient work of the company. Interview
Mr. Clifford and Miss Flipps.

Ask Mr. Clifford

- to what countries the goods are marketed,

- how the goods are delivered,

- if any complaints are received by the Company,

: if the customers are satisfied with the quality of the goods and the terms of the delivery,
: if the Company is run efficiently.

Ask Miss Flipps

- what commissions she 1s given at the office,

- how much she is paid for her work,

- if she is satisfied with her position,

: if she is ever praised or reprimanded by her boss.

Now tell your colleagues what you will write in your paper.

9. Translate and learn the following conversations:
1) — Hello, Mr. Jackson. It's Cindy Flipps. Mr. Clifford wants you to show our Russian guest around the
warehouses tomorrow.
- Dmmﬂmmﬂrﬂnmmﬂw the goods are stored? O.K. Tell your boss I'll take him around.
J?B‘Ig much obliged to you.
CepTiciy 000 4359;3.55 952205E AEII]EI'DE cu:m 43E
BnaﬂEﬂzf f’h&% R for s owing me around. I'm very much impressed with the order and
efﬁ{:len{:y here. I'm really grateful for a chance to learn.
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: You are welcome, Mr. Belov. And now what do you say to a little glass of something in my
office?
: You are so kind. Looking around is a thirsty job.

10. Translate into English.

a) ToBaphl 5TOIl KOMIIAHHH [OCTABILAIOTCA IO Bceil POCCHH TI'Py30BBIM, JKeEIe3HOJOPOKHBEIM H
apHaTpaHCIIOPTOM. ToBaphl Bcerja JIOCTABILIIOTCSA BoBpeMs. KoMITaHHI HHKOTAa He ITolIy4yaeT &ailo0.
XpaHATCAd TOBAphl Ha XOpOIo OOOPYAOBAHHEIX CKIAJax. DIeKTPOHHOe O0OpYIOBaHHE HCIIONb3YeTCH,
YTOOKI CIeTHTH 3a YVIIAaKOBKOI, MapKHPOBKOI, ITOTPY3KOI H pa3rpy3Koil TOBAPOB.

0) Mucc @uuImic — OTIHUHELT cekpeTaps. Muctep Knuddopa vaorneTBopeH ee padoTOI, a MICC
@OomInc yaoBIeTBOpeHa CBOMM IMONoKeHHeM B Kommaxmu. Eil IDTaTAT XOPOINYK 3apiuiary, arT
OTBETCTBEHHEIE TIOPYUEHIA, BCEr/ia XBAllAT 3a XOPOIIY paboTy.

B) Kak Bam moHpaemnace Bara moesqgka B bocToH? — OueHb IMOHpaBWIACk. MeHA BCTPETIUIH B
a3POIOPTY, OTBE3NH B XOPOIIYH) TOCTHHHI[Y, ITOKAa3amd ropof. Ha ciaeayrolnni AeHb A BCTPETHIICA C
pyKoROIHTENEeM (PHPMEI, MBI OOCYMIUIH BCE BOIIPOCHI. MeHS IIPeACTAaBIIH BCeM CIEIHATHCTaM H
TTPHTIACIUI HA JeI0BO TaHy.

IIpakTHueckoe 3aHATHE NoS. bpHTaHCKHI T€JIOBOH YTHKET: OCHOBHEIE€ NPHHIHNELI H IIEHHOCTH.
Jenopoi »Tuket B CIIIA.

Opranm3aioHHad GopMa 3aHATHA. TPAIIIIHOHHBLT CeMHHAP.
I{ems: ¢opMIpOBaHIE Y CTYIEHTOB PEUEBOI, SBBIKOBOI H KOMMYHHKATHBHOH KOMITETEHI[HI LA
OCVYIIECTBIEHH A JEIOBRIX KOHTAKTOB.
B pe3yinsTaTe OCBOEHIE TEMEBI CTYIEHT JOJIKEH
3HATh. OCHOBEI JIETTOBOTIO ATHKETA.
YMETE. Ha OCHOBE [eIOBOTO JSTHKeTAa CTPOHTH THATOTHUECKYED H MOHOJOTHUYECKYIH) PEeYbh C
HCIIONB30BAaHHEM HamOolIee VIOTPeOHTEIbHBIX JIeKCHKO-TPAMMATHUECKHX CPEICTE B OCHOBHBIX
KOMMYHHKAQTHBHEIX  CHTYallHAX  O(HIMAIbHOrO  OOINeHMA,  IOHHMATh  JHAIOTHYECKYIHD |
MOHOJTOTHUYECKYIO Peub 110 H3YUe HHOH TEME .
AKTYallFHOCTE TeMBI: 00YCIIOBIE€HA He 00XOHMOCTEE0 OBIAieHHd YK -4,
TeopeTHUuecKasd YacTk:

JlemoBoil 3THKeT B BemHMKOOpHTAaHHI BO MHOTOM OIIpPeNeNAeTCd IIPHHIIIAMH H I[€HHOCTIMI
IENOBOI KYILTYPEL 3TOI CTPaHEI H MMeeT CBOH OCOOEHHOCTH.
Kak H3BeCTHO, OpHTAHI[BI OYeHb BE/KIHBEL H OOXOIHTEIBHBI. OTO BO MHOIOM OIIpeflelsdeT CTIUb HX
oOIlleHHA. BpHTaHIBI ITPAKTHKYIOT JAaBaTh VEIOHUYHBEIE OTBETHl HA ITPAMEIE BOIIPOCHI, JHAIOTH YACTO
HOCAT IBYCMBICIIEHHENT XapakTep. YTOOBI ITOHATH, UTO MMEHHO OHH XOTAT BaM CKa3aTh, HeOOXOIHMO
BHHMATEIIFHO CJIETHTE 32 HHTOHAI[HEH ToJT0Cca H BEIpAXKeHHeM JIHIA.

B CIOKHEIX CHTVaI[IX AHIIIUAaHe IIPOSBIAIOT CHAEPAKAHHOCTE H camMooOmamaHme. Ho Tak ke
OpHTaHI[El IIpeMIOUHTAIT C IOMOPOM IIOJXOJHTh KO BCEM JKH3HEHHBIM CHTyaI[HaIM H OH3HeC - He
HcKTroUeHHe. K ocOOeHHOCTAM HeI0BOrO 3THKeTAa B BpPHTAHHH MOKHO OTHECTH CIEIVIOINHE YepThL. B
OOIIeHIH HYXHO ITPHAEPAKHBATECA OIpeaelIeHHO AHCTAHIHH, IIOCKOIBKY OpHTAHIEI BeChMa TPEIIeTHO
OTHOCSTCS K IHUYHOMY IIPOCTPAHCTBY. I1posBIeHIEM BeKIHBOCTH OyeT COOM0/IeHHe PYKOIOKATHA IIPH
IIEPEHYHOM 3HAKOMCTEBE. B pa3roBope IPHBETCTBYIOTCA IPAMEBIE B3TTIAARI B INMaza. OJHAKO HE CTOHT
3TOTO JelaTh CIIIIKOM Joiro. JemoBoe oOInmeHHe ¢ OpHTaHIIaMH He IIpeXycMaTpHBAaeT IIHUHBIX
BOIIpocOB. He cTOHT 3a0RIBaTh, UTO OOXOHTENBHEIE AHTTIHUYAHE JTOBOIBHO YACcTO TAr0T HHCTPYKIHH B
BHJIe BEKIHBHIX IIpock0. Tak ke He cieayeT 3a0mBaTh BakHBIe MeIIOUH. BXOAd B IIOMellleHHE
HeOOXOHMO IIPOITYCTHTE CTAPIIETO IO JOIKHOCTH. Ha IeToBOI BCTpeue HeIlpHEMIIEMO Jep&KaTh PYKH B
CIIOJKEHHOM COCTOAHHH. BpHTAHIEI BOCIIPHHHMAIOT 3TO KaK 3HAK CKYKH H He3aHHTEPEeCOBAHHOCTH B
neine. Tak xe OpHTAHIE BCAUYeCKH H30eraroT urcia 13. OTIpaBiaaacs K OpHTaHCKOMY ITApTHEPY B TOCTH,
TyUIlle HEMHOT'O OITO3aTh, UeM IIPHITH 3apaHee. [IOCKOTEKY IPHXOIHTE PAHBIIE HA3HAUEHHOT O BpeMeHH
CUNTAaeTCAd HEeIlPILIHYHEIM. ITHOTIa B IIPHIIIAIleHHH HAa BCTpeuy MOI'YT OBITH HCITONB30BAHBI CCHUIKH HAa
TO, B KaKOIl OJiek/Ie cleayeT IIpMiiTH. Kak i MHOTHE eBPOIEHCKIe HapOdpl, OPHTAHIEI AKTHBHO OOPIOTCA
3a IIPABa EKHBOTHBIKIONHOMY HEe CTOHT IIPHXOJHTE B OfeX /e U3 HATYPAILHBIX MEXOR H KOXKH.

ol y -
b IITE].H]%&“%EM gﬁ?ﬁ%}[m H_ITPOPECCHOHAIIFHEI DﬁJIEl,[[HIDT BRICOKOH EKYIILTYPOH. B KpP HX
]31: 2C TBAS500060000043E q] ’ yr

CepTuduK 000004 3ESABBBY9S

BnanendlHTEREEOR, HACTQ, BXQMAT  IUTEPATypa, CIOPT H HCKYCCTBO. B JIeTOBOM cpejie GPHTAHIEI OTHOCATCA K
CaMbIM KBaIH (PHIIHPOBAHHEIM OH3HEeCMEeHAaM B MIIpPe.

bpHTaHCKAd HeimoBad E?]]:BI}*'[JH: OCHOBHEIC HHITHIIEL H ITIEHHOCTH.
NelcTRUTENEH: C 19.08.202% no 19.08.2023 Hp I



BpHTaHIEL, OCOOEHHO AHTIIMUaHe, CIIaBATCA CBOEI BeKIHMBOCTHI0 H OOXOMHTEIIBFHOCTHEOD. OTO OMIH H3
KIIFOUEBEIX MOMEHTOB B OpPHTAHCKONH KVYIBTYpe H (YHAAMEHTAIBHBEII acIleKT OpPHTAaHCKOIO CTHILA
oOIIeHH.

"Stff upper lip" - B GyKBaTbHOM IIepeBOJie "TBepHad BepXHAA ryda"’. 3TOT oOpa3HBLII TEPMIH YACTO
HCIIONBb3YeTCA I OIHCAHMA TPATHIOHHEIX OPHTAHCKHX KayecTB - CIAEPAKAHHOCTH H caMOOOIaTaHms,
KOTOpble OpHTAHIEI TIPOABIAIOT B TPYAHBIX CHTyalHAX. B OpHTaHCKON KYIBTYpe OTKPHITAd
JeMOHCTPAI[HA 3MOIMH - IIO3HTHBHBLIX IIH HETATHBHBIX - BCTPeUAeTCA OUeHBb PeJIKO, 10 BO3MOKHOCTH
n30eraiiTe BRIpaKarTk CBOH UyBCTBA ITYOIIMUHO. Ha IeIOBRIX BCTpedax 3TOT IIPHHIMII O3HAYAET, UTO BaIll
OpHTaHCKIEe KOIJIeTH HaMEPEHEI IIOCTPOHTE THATOT B aTMoc(epe popMaTbHOCTH H OeCIIPHCTPAC THOCTH.
FOMOp - KIIF0UeBOI 31IeMeHT BCeX CTOPOH KH3HH B B eTHKOOpHTAaHII. BaKHOCTE UYBCTBA I0MOPA BO BCeX
CHTYaIlHIX, BKIIOUYAd [JEJIOBOH KOHTEKCT, TPYIHO IePeolleHHThE. HOMOp dYacTo HCIIONB3YeTCI Kak
3l THELI MEXAaHH3M, B OCHOBHOM B (JOPME HPOHHH IUTH CAMOHPOHHH. 1 poHHUHEIE HOTKH MOT'YVT OBITEH
CKPEITHI, 3aBVATHPOBAaHEI ITOATEKCTOM, UTO Takke MABIAeTCA XapaKTepHOIl ueproil OpHTAHCKOIO
VEKTIOHYHBOTO CTIIIS OOIIEHTIA.

CoeqiHeHHOe KOpPOIEBCTBO 3HAMEHHTO CBOEH APKOH HCTOPHEH H CIJIBHBEIMH TPaIH ML,
C(OPMHPOBABIIIMHCA IO, BIHMAHHEM KOIOHHATLHON HMIIEPHH, I'PakJaHCKOIl H eBPOIeHCKHX BOIH, a
TaKke KOHCTHTYIIHOHHOI MOHApXHH. YeTBepTad I10 BEIHUNHE HAI[Hd, TOPIYIOIAA CO BCEMH CTpPaHAMH,
BemixoOpuTanma OBICTPO cTala IHAHPYIOIHM eBPOIeHCKHM I[eHTPOM IIpeIpHHHMATEIsCTRA.
[TogmepxnBaeMad CTAaOHIBHON ITOTHTHUYECKON H 3KOHOMHUYECKOI CHCTeMOI, B elKoOpHTaHI ABIAETC
IpHBIeKaTeIbHONH 0a3oi mud 3apydexHoro OH3Heca, Ipejiarasd IMMMPOKHe BO3MOKHOCTH BO MHOTHX
o0IacTAxX, B TOM UHCIIE B HCCIEeQOBAHIIX, pa3paboTKax H HOBBIX TeXHOMOIHAX. TeM He MeHee, UTOOEI
yCIelHo padoTarek B OpPHTAHCKHX [IEOBBIX KpyraxX, HY/KHO 3allOMHHTh HECKONBKO BAKHBEIX IIPABHII, H
IMIPHMEHATH HX KaK JI0, TaK H BO BpeMd CBOET 0 BH3HTA B CoeqHHEHHOE KOpPOIEBCTRO.

Paboune MOMEHTHI:

- B COOTBETCTBHH C OpHTAHCKHM OH3HEC-ITPOTOKOIOM, ITVHKTYAIFHOCTh OUEHb Ba/KHA HA JTF0OOI JIETOBOIl
BCTpeUe, ITPHEME HITH YKHHE.

- HA3HAYATEH JEeTOBYIO BCTPEUy IMIPHHATO 32 HECKOIBKO JTHEH 10 Hee.

- OpHTaAHIEI CKIIOHHBI CIEeJOBAaTh YCTAHOBIEHHBIM ITPABHIIAM, ITO3TOMY IIPHHATHE PeIleHIsI YacTo
CTAHOBHTCA BEChMA JOITHM IIPOI[eCCOM

CTpYKTypa H HepapXHd B OPHTAHCKHX KOMIIAHHAX - COBPeMEHHBIE OPHTAHCKHE KOMIIAHHIH HMEIOT
OTHOCHTEIHHO "TOPH3OHTAILHYI0 "' HEPAPXHUECKYIO CTPYKTYPY. IIpHHIOIHAIEHOE Pas3IHuIe IIPOBOTHTCA
MEKIY MeHeKepaMil H OCTAIbHBIMIE CIy/KalliiMi. (BHIMaHIe: B aHTTIIICKOM S3BIKe, H B BpHTaHIH
COOTBETCTBEHHO CIIOBO "MeHeIKep" oO3HayaeT "PYKOBOIHTEIL". MeHeIxepel OOBIYHO OTBEYAKOT 34
Cepbe3HbIi YUacTOK paboThI H YIIPABIAKT OTHEIOM, JellapTaMeHTOM IHOO Iemoil ciay&Ooii. ITosTroMy
IIOMHHTE, YTO 3TO CJIOBO He HMEET HHYero oOIero C POCCHIICKOH TpajaHIfHeil Ha3BBaThk Kaxk OO
ITPOJaRI[a "MeHe K epoM TOProBOro 3ama’).

- B OCHOBHOM, II€HTPATbHEIM OPTAaHOM, ITPHHIMAFOIIIM PEIeHHI, IBIIeTCA COBET JUPEeKTOPOB. CaMble
OTBETCTBEHHEIE PEIlleHII BCer1a B B eTHKOOPHTAHIH IIPHHHMAKTCI Ha CaMOM "BepXy".

PykoBomuTeH B BelHKOOpHTAaHHH B OCHOBHOM IIPEJIIOUHTAIOT YCTAaHABIHMBATh XOPOoIe paboure
OTHOINEHHA C ITOTUNHEHHBIMH.

- HavampHuk 3ayacTyro OepeT Ha ceOd pollk TpeHepa, YUMTEId, CO37aBad aTMoc(epy MOIIepPKKH H
BIOXHOBIISA CBOHX COTPYJIHHKOB Ha BEITIOTHEHHE PaOOTHI.

- KomangHasa pabora oueHs BakHA, XOTA H UYBCTBO HHIHBHAYAIBHONI HOIeHTH(HKAIMH TOXKe OUYEHb
CIJILHO ITO OTHOIIEHIIO KaK K peam3alfii 3aJaui, TaK H K COBEPIIeHHBIM OIITHOKAM.

JlemoBom 3THKET B CIITA

IIpHBETCTBHE

CormacHO aMepHKaHCKOMY [JelTOBOMY STHKETY, IIPHBETCTBHE H 3HAKOMCTBO COIIPOBOKJIAeTCH
pykomnoxatneM. B CIII A He IIpHHATO 0OMEHHBATECS IIOLETYAMH H I[eIOBaTh PYKY KeHIIHe. [IpH Goree
IPYAeCKOM OOIIeHIH, B 3HAK IIPHBETCTBHA, AMEPHKAHI[BI ITPHBBIKIIH IIOXIIOIBIBATE APYT APYra IO CITHHE.
OOGparteHe

AMepHKaHI[BI, WMesd [IPYAKeCKIOI XapakTep, BCerjga CTpeMATCd YCTaHABIHBATh HedOpMaIbHYIO
aTMOC(epy Ha IleperoBopax, Iro3TOMY ITpe MIOYHTART OOIMATHCA C JIEOIbMH I10 MMEeHH He3aBHCHMO OT HX
BO3pacTa HAveHesc AN e QopMaTsHOI Oeceie Tyullle H30eraTh IO THYECKIE H PEIHTHO3HEIE TEMEL.

JI ¢ D@E?ﬁ?f?ﬂjﬁw&b&mn JIeYeHHI, OTORIXA H CIIOPTA.
Ceptud féw;ﬂuzcm}[}m {EGABEB95220 ETBAEGDDEDDDEIDX?E ’ P
Bna,qcnjj\. HI CILHE.B LOGLH, I IIOTAPKIH
Ecmi aMepiKaHell ITPHTIaciul K cebe IOMOI, TO, CKOpee BCErO, BRI €My CHMIIATHUHEL, OH Bac 3aMeTHII H

OIlEHIUL. B 53TOM CIIyyae MOJKHO ITPHHECTH ¢ coO0OIl ITOHapoK - I[BEThI, O BHHA IUIH CVBEHHD,
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XapaKTePHEII 1A BallleH CTPaHEl. B I[enoM Ke, JIeToBEle MogapkH B CIIIA He IIPHHATEI, TaK KaKk MOT'YT
BEI3BaTh HEJIOBEpPHE, H BOCIIPHHATEI Kak B3dTka (B CIIIA [OefcTBYIOT OYEHh CTPOTHE 3aKOHHL,
PETYIHPYIOIII e OTHOIIEHH ¢ B3ATKaMH ). C IPyroi CTOPOHEL, HeOOIBINO0il CYBEHHp, C TOTOTHIIOM Ballleil
KOMITAaHHH, OyJIeT IIPHHAT C VIOBOIBCTBHEM H PACIAKOBAH ITPAMO ITPH Bac. Co CBOeH CTOPOHEBI, B
KayeCTBe IToJapKa aMepHKAHCKHe OM3HEeCMEHBI MOT'YT IIPHITIACHTE Bac B PECTOPaH, Ha OTABIX 3a TOPOI.
AMepHKaHIEI B CBOeM OONBIIIMHCTRE ITPHAEPANBATCA 30POBOr0 00pasza KH3HH H, KOHEUHO, ITHTaHH T,
CTapaiAcChk CBECTH K MHHHMyMY ITOTpeOJeHHe ITPOAYKTOB COJEPAKAIIMX XOIeCTEPHH, IIpeIlouHTad
(GpYKTEI H oOBOINH. TeM He MeHee, TPaIHIMOHHAd aMEPHKAHCKAsd KyXHA IIONB3YeTCA OONBIIMOI
IIOITYIIPHOCTRIO CPEIH ee KHTeneH. KypeHHe aMepHKAHI[FI He IPHBETCTBYIOT, a IIOPOH JTakKe OCYKJAI0T,
II03TOMY KYPHTE B 3TOI CTPAHE 3aIIPEIeHO ITIOUTH IIOBCIOLY.

OTHOIIIEHHE KO BpeMeHH

«BpeMmd - IeHBIH» - €llle OJTHA H3BECTHAA aMepHKaHCKad ITOCIIoBHI[Aa. Bompoc 00 3KOHOMHH BpeMEHH
OUYeHb BakKeH 11 aMepHKaHI[eB; OOITaTh IIOMYCTY - 3HAYHMT, TPATHTh BPeMsd, a Cle/I0BATEeIlbHO JeHBIH.
ITo3TOMY BpeMd BCTPeY H MIePETOBOPOR UAIlle BCETO OT PAHHUHBAETCA OJJHHM YacoM. AMEPHKAHEI[ CTPOHT
CBOIO JKH3HB IO PACIICAHHIO, UeTKO CIeayd eMy KakIpli JeHb. [IyHKTyamsHOCTE B CIII A oUeHb BaXKHA,
a OITO3JIAHIA BOCIIPHHIMAOTCA KaK IPyOOCTE.

OTHOIIIeHHe K KeHII[HHE

B aMepHKaHCKOIl OM3HEC-KYIbTYpPe AKEHIIHHLI CUHTAITC I PAaBHEIMH MYAKUHHAM H JOCTaTOYHO YacTO
3aHHMAIT PYKOBOJAIIIE JONKHOCTH. B 1enoM B gemoroM Mipe CIII A ropasmo Gomnbllle KeHIIHH, YeM B
Tr000i Apyroi cTpaHe. AMepHKaHCKasd OH3HeC HeIH cumnTaeT ce0d IOMHOIEHHBEIM OH3HEC ITapTHEPOM,
I03TOMY He cleqyeT OBITh Upe3MepPHO TaTaHTHHIM B OTHOIIEHHH JEIOBBIX KEHIIHH, BOIIPOCH JTHUHOTO
XapakTepa 3/4eCh HEYMECTHEI.

J1e1OBOH KOCTHOM

B CIITA pmeiicTByeT IIpaBIIO: «YeM BEHIIIE TOTKHOCTh, TeM O(HIHAIbHEH KOCTIOM». B Iel0BOI KIH3HH
IIPHHATEL TOIBKO TEMHBIE KOCTEOMEI. 1A KEHIIMH IIPEIIIOUTHTENIEH OPFOUHBII KOCTIOM CIIOKOIHOIO
I[BeTa, a Takke oOyBb Ha KaOIykax He BeIIIe 4 cM. MeHee EKecTKHe IIpaBiia, Oomee CBOOOHEIN CTIUIb
OJIeK OBl IEHCTBYIOT B CIIOPTE, HCKYCCTBE, MOJIE H B HHTYCTPHH pa3BIIeUYeHHI.

JHemoBoe oOIIeHHe

HemoBoit sTikeT CIIA He MHOTHM OTIHYAeTCA OT €BPOIEHCKOro, HO €CTh M CBOH OCOOeHHOCTH. Jid
aMEpPHKaHI[a HeT HHUYero OOHIHOTO B BOIIPOCE MAlIO3HAKOMOIO UEIOBEKA O €ro 3apiuiaTe, XOT4,
HaIpHMED, B | epMaHHI 3TOT BOIIPOC CUHTAETCA HeIOITYCTHMBIM.

B CIITA HaMHOTO IPOIIE TMO3HAKOMHTECA H 3aBECTH JIPYKeCKHe OTHOIIEHH A, II0 CPABHEHHIO, HAIIPHMED,
¢ Smonmeil. ['maBHOe, YMeTh IIPABIIBHO IIPEICTABHTE ce0a. AMePHKAHIEI OUeHh SHEePrHUHBIE, OTKPHITEIE
H OpyxentoOHble oM. C HOBBRIM 3HAKOMBIM MOYKHO Cpa3zy IIEpeXOHTh K eIy H TOBOPHTH BIIOIHE
OTKpOBEHHO. Bripaxennd Let's get down to business - «/[apaiiTe mepeiigeM K Jely» - OUeHb IIOIYIAPHA
CpeIH aMepHKaHIleB. Bo Bpemd AenoBoil Oecelpl He IIPHHATO OTBIEKAThCA HA ITOCTOPOHHIHE [ela -
3BOHKH II0 TeJIe(OHY, Pa3TOBOPEI C KOIIETaMI. A BOT BCTABIIATH B Pa3rOBOP IMYTKH ITO TEME, CUHTAETCA
IIPH3HAKOM XOPOIIEero TOHA. B cTpaHe TOBOpPAT HA aMEPHKAHCKOM AHTIIIICKOM, CUHTAaA JTOHJOHCKII
AHTTHICKHH BEICOKOMEPHBIM BAPHAHTOM TOT'O K€ M3BRIKA. [I03TOMY €CIIH BEI XOTHTE TIEPEBECTH KaKHE-TO
MaTepHAaIEl i1 CBOUX OYAYIMHX ImapTHepoR B CIIIA, TO CTOHT 3TO JelaThk C YVUETOM JAHHOMN A3BIKOBOIL
0COOEHHOCTH.

AMEpPHKAHITEI IfparMaTHYHbIE JFOIH, HE OUYeHb JTHOAIIe CIeI0BaTh TPaIHIfaM. J[J14 HHX Ha IIepPBOM
MeCTe BCerja CTOSAT HHIHBHIYAIBLHOCTh H IIpaBa ueloBeKa. /KHTems 3TOH CTpaHBl HHKOIJa He OyIeT
KaloBaThCAd, H PacCKa3pIlBaTh O CBOHX HeyaauaxX. He3aBHCHMO OT CHTYaI[HH aMepHKaHeI[ Bcerga Oyier
BRITILAZETh YBEPEHHEIM, 3IOPOBBIM, H3IYUAROIIHM YCIIEX.

AMepHKAHITBI TOBOPAT TOIBKO TO, UTO AYMAKOT, BOCIIPHHIMAT 00V (ppazy cobeceTHHKA JOCIOBHO.
OHH IDIOXO MOHHMAKT HAMEKH, HPOHHIO, CIOKHBIE BEICKA3BIBAHHA HIIH CKPBITHIH CMEICT CIIOB MOKET
COHTE HX C TOIKY.

ITepeq HayaaoM [EIOBEIX IIEPErOBOPOB AMEPHKAHIBI ITPEIIOYHTAIOT coOpaTh IIONMHBEII ITaKeT
HHpOpMAIHM 00 VUaCTHHKAX OVAVyINeil BcTpeun. OHH MOT'YT IIOIPOCHTEH ITPHCIATh CIMHCOK IIHII BaIllell
JelleramiH, JOMOIHITEILHO 3aIlpOCHB HHGpOpMAIEo 00 HX 00pa30BaHIH, VUETHBIX CTeIleHIX, IIeYaTHBIX
TPyJAax H T.J.

AMe PHK aHIEICOMSHE | GAKGHAITOCITYIIHEIE IpakJaHe. /lake He3HAUHTeIIbHAd He3aKOHHAs KOMMepuUeCcKasd

D]'[Epﬂllg[i? %ESEP&EI—I %%MT CTATh ]'[pII‘HIHDfI THPEMHOI'O 3aKIIHOYCHIA. «ITogMoueHHAD) PEITYTAITHA
Ceptudmgar: - 2CD000043ESABBBOS2205ETBAS00060000043E

BnanendPIPMBls HABCETA, IQCTABHT, KPECT Ha €e BO3MOKHOCTH COTPYIOHHYECTBA C Kommanmed u3 IITaToB.
JoBepHe B AMepHKe MOKHO 3aCIyAHTh JIHIIb MHOTONETHHM, Oe3yIIpeUHBIM TPYAOM, a He ApPYKOOH H

CBA3AMIL. HDBTDWDXE%%EPIE{HHHEB HE CYIIECTEYET HHRKAKHX «OCOOBIX» }’CJIDBI[[T CIEJIOK «Id CBOIX». B
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CTpaHe BO3MOKHEBI TOIBKO OTKPHITHIE CIENKH ¢ THOBIMH IapTHEPaMI. I TaBHOE 1A aMePHKAHIER, UTOOBI
MapTHepsl OBUIM IIPOYHBIMH H CTAaOWIBHBIMH, Kak B (DHHAHCOBBIX, TaKk H B ITPo()eCCHOHATBHEBIX
OTHOIIIEHIAX, 4 TAKAKE He IIPOCTO 3apadaThIBAIH JIEHBIH, 4 BEIH COIHATHHO OTBETCTBEHHBNT OH3HEC.

Y AMepHKaHIEB CIUIFHBI UyBCTBA HE3aBHCHMOCTH, CaAMOCTOATEIIFHOCTH, OHH YMEIOT COPEBHOBATHCA H
BRIHIPEIBATh BCETJA H Be3Je. DTO O0YCIOBIEHO IIPEACTABIEHHAMH I'PAKAAH CTPAHEL O JOMHHHPYIOIIEM
nonokeHHH CIIIA B MHpe, KOTOpOoe 3aKIaApBAeTCA C MANBIX JIET H JIEHKHT B OCHOBE CHCTEMBI
0o0pa3oBaHMHA.

Ellle OMHMH H3 31eMEHTOB VCIIEIIHOTO aMepHKaHCKOro OM3Heca - CKOpPocTh. B AMepHke Bce
MIPOHCXOTUT JOBOIBHO OBICTPHIMH TeMIIaMH, BCE JeNaeTcAd «CeTOMHsD», He OTKIAJBIBAETCA HA «3aBTPA».
[TosToMy Ha IleperoBopax HYXHO OBITH TOTOBEIM K TOMY, YTO Bac OYZAYT TOPOIMHTH, IIOATAIKHBATE K
NEefiCTBHAM, TaKk KaK aMepPHKAHI[BI HAIIOPHCTHIE, IPAMOIHHEIHbIe H BCETHA CIleIlarie OM3HeCMEHDI.
' 1aBHOE IS HHUX - 3TO YCIIeX, a KaK b0l YCIIeX - 3TO IIPEIIIOCHIIIKA I HOBBIX IT00e].

Oco0eHHOCTH BeJeHHA IIePETr OBOPOR

ECIIH aMepHKaHIBI OPraHH3VIOT JIEIOBYVEI0 BCTPEUY, TO 3TO TIOMHOCTHI0 HCKIHOYAET APYAKECKYIO Oecemy.
Bcerpeua OyzeT HachIleHA, HMeTh KOHKPETHYRO Ilellb, H IHTCA He Oollee uvaca. 14 aMepHKaHIEB
IEPETOBOPHI - 3TO OTKPBITOE OOCYAKAEHHE, IIelhb KOTOPOrOo HANTH oOIHe HHTEpPeCchHl H BHIPAdOTATh
CTpaTeTrHr0 I COTPYIHHUEeCTBA. YeCTHBIE CJIEIKH H B3aHMOBBEITOJHBIE OTHOIIEHHSI 0Oe3 KaKoi-IH0o
« CeMeIHOM JIPYAeCTBeHHOCTID) - BOT HAeanbHad KapTHHA OH3Heca 11 aMePHKAHIIA.

Jle1OBbIE TIEPETOBOPHI aMEPHKAHIBI MFOOAT HAUHHATE C OOCYXKAEHHA OOIIero BOIPoca, ¢ ITPoOIIeMbl
TpeOyrolLeil MPHHATHA PelleHHd (UTO HYKHO Helarh), a 3aTeM IePeXodAT K JeTalAM, CIIOCOOCTBYIOLLIM
peanm3aii JOTOBOPeHHOCTe (Kak HYKHO CJIelaTh), KOTOPHIM YAeldeTcsd OOIBINoe 3HAUEHHE IITPH
opraHm3anui Troboro jena. [lo3ToMy K pacCMOTPEHHIO aMEPHKAHI[BI TOTOBAT, KaK ITPAaBHIIO, I[ENIhIE
«IIAKe ThD) TIPEeNIOKEHIOT. A BOT HA (OPMATBEHOCTH OHH He OYIYT TPAaTHTh CBOE BPeMA.

[TeperOBOPHEII IIPOI[ECC aMEPHKAHI[EI CTAPAXOTCA BECTH B OBICTPOM Temire, OecCIpephIBHO ITOATATKHBAA
CBOHX IIAPTHEPOB K CKOpeMIlleMy IIPHHATHIO pelieHHA. OHH MOT'YT Jake ITPOABIATh arpPecCHBHOCTSH,
HaBT3bIBASA CBOH ITPABIIIA HIPHL.

Bo BpeMA [IeJIOBBIX IIEPETOBOPOB AMEPHKAHIIEI MOT'YT IIO3BOIHTE cede CHETh, 3aKHHYB HOT'Y Ha HOT'Y
TaK, YTOOBI OOTHHOK OJHOI HOT'H JIeKal Ha KOJIIeHKe IPYTOH HIIH IOJOKHTh HOT'Y Ha COCETHII CTYI HIIH
CTOI. 3TO CUMTAETCA HOPMOH B aMEPHKAHCKON KYIBTYpe, XOTA HEPeIKO BEI3BIBAET pa3fipakeHHE Y
IpeACTaBUTENeI IPYTHX CTPaH.

B OIIpOCH H 3aJaHH:
1. ITogroToRbTeCE K OOCYKIEHHIO TEOPEeTHUECKOTO MaTepHala.

KyIbTypHBIE TpamuifHH aHTH4YaH. CTPYKTypa H HepapxHd B OpPHTAHCKHX KOMIIQHHAX. OTHYECKHE
TIPHHIIEL JeIOBOro OOIMEHHA ¢ HHOCTPAHHBIM ITapTHepoM. Paboure OTHOIIEHHSA B BeHKOOpHTaHIH.
buzHec B BemnxoOpuranmu. [IpakTHyeckHe MOMEHTEL. BpHTaHCKIIT JAeTOBOI 3THKeT (YTo HYXHO H HE
HYXHO [lenarh). KiIroueBble aMepHKAHCKHE I[€HHOCTH. AMEPHKAHCKIOI CTIUIb [EITOBOIO OOIIEHHA
JKemmma 1 6m3Hec B CIITA.

2. Look at these two letters and answer the questions

Are these letters formal or informal? What makes them sound polite?

Find in these letters parts where polite address, polite request, acknowledgement, thanks and farewells are
expressed.

3. Part of a company culture is the way people who work there dress.

a) Express your opinion about the following:

Why do women executives wear suits?

The most important thing for women in business is to show that they are competent, reliable and
authoritative. That's why a woman who hopes to manage affairs must not wear anything that portrays her
as weak or indecisive.

b) What do you think a secretary should wear at work? Discuss the following variants:

skirt suits / pants suits / dresses mini-skirts / midi-skirts / maxi-skirts flat-heeled shoes / high-heeled shoes
handbag / }nmhwtﬂ-lpﬂ:ﬁmca‘i-um erfume

a lcsl of LW? H1dC metics / no cosmetics expensive jewellery / pretty trinkets / no jewellery
CepTHdbi ECDDEGMBET&ﬁjEEETEE?BAEDDDEEDGDDME
Bnanen lg I&J&& ';H-é]c'l‘f’l' Fﬁ‘l@ EHIJ,‘I_‘I,BDEHE

¢) Which boss would you like to work for: The one who

always wears 11&:{1{ dark suits and sober ties,
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: likes to wear jeans and sports jackets

- 1s always smartly and fashionably dressed

: never pays attention to his clothes

- wears shabby or battered clothes

- likes uniforms and makes his employees wear them Give your reasons.

4. Imagine that you have urgent work to do but people in the office distract you.
You don't want to be rude, so you make "polite noises".

Use "Ye-es", "Uhu", or repeat the auxiliary verb according to the model:

Our receptionist 1s getting married on Sunday. — She 1s?

Her fiance works in the Sales Department. — He does?

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

5. Dramatize a similar conversation between a busy secretary and her talkative friend.

1. Imagine that the Production Department of your company falls behind the time with some urgent
work. Practice giving formal recommendations and informal advice. Complete the sentences:

a) The production manager receives a memo from the managing director. He says: I would suggest
that...

May I recommend that...
[ strongly recommend that...
b) The manager talks with his friend who says:
If I were you I'd ...
Why don't you ... ?
You'd better...
How about ...ing ... ?

6. Read the sentences with the modal verb "must” and their explanations in brackets

We must make 10 copies of the agenda. (It's necessary for us)

10 copies of the agenda must be made. (They are necessary)

They must have made 10 copies. (I am almost sure that they did) 10 copies must have been made.
(I am almost sure that 10 copies were made)

Express the same four meanings in sentences with the modal verb "must” and the following word-
combinations:

- deliver the goods on the 14th

- send the letter immediately

7. Yesterday you attended a meeting which you didn't like. Criticise it according to the model:
The chairman should have kept to the point. The discussion should have been better prepared.

8. Imagine what the boss will say to his secretary on the following occasions:
Model:

The secretary was late for work the day before.

- You should have come on time. I needed your help.

The secretary made a lot of mistakes in a business letter.

The secretary forgot to tell him about a telephone call

9. You are expecting an answer to a business letter but it does not come. Think of what could, may or
might have happened. Use the models:
Could they have forgotten to answer?

The letter cmhﬂ»uéhhmmﬂrbﬂﬂm lost.

g g’iﬂ%ﬂ er for some reason.
2% A

CEPTHdJ E COD EQA Eﬂﬂﬂﬁﬂﬂﬂﬂﬂd 3E
Bn Eﬂensﬁley Lﬂlfgégﬁ;aﬁ %Q’EQ@EJ&E JRost 1L.

10. Translate and learn the following conversations:
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1) Customer: — Can you help me, please?

Shop person: — Yes, sir, what 1s 1t?

-I am looking for a business suit, size forty two.

- What colour do you want?

- Navy blue would be fine.

: Here is an excellent suit. Will you try it on?
- Just the thing. How much 1s it?

- It's only $ 200.

- All right. I'll take it.

2) — How do you get along with your boss?

: Not bad. Why do you ask?

- Y ou must have forgotten how frightened you were the first day.
: Oh, that! I'm quite settled in my job now.

11. Writing practice. Here are some rules for the boss and his secretary. What other rules can you
suggest? Continue writing these lists and then compare them with those of your friends.
Rules for the boss: Be polite!

Keep your promises!

Be objective!

Criticize people in private!

Rules for the secretary: Be polite!
Keep secrets!
Wear clothes suitable for the office!
Speak softly!
Move about the office quietly!
Avoid interrupting your boss!

12. Translate into English.

3HaeTe MM BRI, UTO Takoe [AEIOBOH 3THKET? YMeeTe I BBl yCTaHABIHMBATh KOHTAKT C ITApTHepammH?
YmeeTe 1 Bel BEIOHpaTh Ofiek Ty, IOAXOMAINYE id paboTel H OTHabIXa? BeXIIBE T BE cO CBOHMHU
corpymuikaMu? HeT nmn v Bac npHBEIUKH IepednBare Barero cobecemuika? 3agyMailTech HaJl STHMIL
BOIIpOocaMH. OTO ImoMokeT BaMm B Barreii pabore.

IIpakTHUecKoe 3aHATHE No6. Pa3IHui g B aMEPHKAHCKOH H aHTIHICKOH JIETOBOH TEPMHHOIOTHH.
Opranm3alpoHHad (popMa 3aHATHA: TPAIIIHOHHENT CEMHHAP.
[{ems: ¢opmipoBaHie Yy CTYAEHTOB PEYEBOH, M3BIKOBOII H KOMMYHHKATHBHON KOMITETEHI[HH LA
OCYILECTBIEHH A JIeJIOBEIX KOHTAKTOB.
B pezynsTaTte OCBOEHHE TEMBI CTYHEHT IO KEH
3HATh. HEOOXOMIMBIH 00BeM JEeKCHKH jid OOINeHHd B JaHHOH cdepe, OCHOBHBIE TpamMMaTHUeCKHe
ABIIEHUA, XapaKTepHble A IMPOQeCCHOHAIBHON Peul; JeKCHYECKHEe H CHHTAKCHUECKHEe OCOOEHHOCTH
O(DHIM AT HO-AETOBOI'0O CTIILI B aHTIHIICKOM A3BIKE.
YMETh: OIPENEIATh CTHIIEBYI0 IIPHHAIEKHOCTh AHTIHICKHX TEKCTOB O(HIHATBHO-JIEJIOBOTO CTHILL,
BH/IETh XapaKTepHBIE CTIJIEBBIE YEPTHI, UHTaTh O(QHIHAIBHO-JETOBBIE TEKCTHI PA3IHYHON CTEIEHH
CIOKHOCTH, CTPOHTh [JHATOTHUECKYHD) H MOHOIOTHUECKYIH0) Peub C HCIIONb30BAHHEM HaHOOIee
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeJCTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYAI[HIX
O(pHIM AL HOT O OOIEHH T, IIOHMMATE JHAIOTHYECKYEO H MOHOIOTHUECKYIO Peub I10 H3YUEHHOM TeMe.
AKTYalbHOCTh TEMBI: O0YCIOBIEHA HE0OXOIHMOCTBI0 OBIaleHHd YK-4.
TeopeTHueckas YACTh:

ITpi oGo3HaueHHH AT Ha IHckMe B BA (OpHTaHCKIOT aHTIIOICKHIT) CTAaBHTCA YHCIIO, 3aTeM MecCdl[ H
IOCIeTHIM VKa3bBaeTcda roma: 20/7/99 mam 20.7.99. Takoe umcino mpomsHocHTcAS July the twentieth,
nineteen njumtgmminﬂudﬂmm (AMEpHKAHCKOM QHTJIHIICKOM) BHAUalle CTABHTCA MECAI[, 3aT€M UHCIO H

Hocﬂeggn ﬂ%g_f rﬁiﬁ’(ﬁ 3HOCHTCA Takoe urciao July twentieth, nineteen ninety nine.
CepTh ﬁa 000043E9AB8BE52205E 7BAS0006000004 3E
ar

IMEHOBAHHE, UHCEIL TAKKE OTTHIAeTCA B AAHbA.:
320 — «three hundred twenty» (AA) u ‘three hundred and twenty"” (BA)

0 — «zero» EM) H "nought"/"oh" (BA)
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["oBOpA O BpEMEHH, aMePHKAHI[EI BMecTO past yrmoTpeOiaroT after: «It’s ten after eleveny.

B o00macTH 3KOHOMHYECKOH TEePMHHOJIOTHH H JIEKCHKH COBPeMeHHOro OH3Heca B AA IIPHCYTCTBYET
OOIBINIOE KOMHYECTBO TIPO(ECCHOHANMHM3MOB, a TaKKe PACCIOEHHE CIEIHAIBHOH IEKCHKH Ha
TE€ PMHHOIOTHUECKIE H ITPOodecCHOHATLHBIE CIIOH (IO ITPodec CHOHAIH 3MaMH ITOHHMAIOTC A TeKCHUECKIE
e IMHHITEL B CHTYaIRLIX HedopManTbHOro obImeHnsd). OmH H3 BeOVIIHX CIIoco00B 00pa3oBaHHA TEPMIHOB
— JIeKCHKO-CeMAaHTHUYeCKHIT Ha OCHOBe MeTadop. Hamprmep:

lame duck («xpomasd yTKa» ) — KOMITAaHHA B TOKEITOM (DHHAHCOBOM I10JI0KE HHI

company doctor — («TOKTOpP KOMIIQHIID)) — (PHHAHCOBBIII KOHCYIBTAHT, CIIEIHAIH3MPYIOIOIICA Ha
aHaH3€e M pa3pelleHH IpodaeM KOMITaHHH

big gun advertiser (big gun — «TsKEIAd apTIUUIEPHD) ) — KPVIHBIN PeKIaMOIaTelb

sleeping partner («CILIILHIT ITAPTHEPY» ) — HOMIHAIBHEBLI ITAPTHED

sleeping beauty («cIiimad KpacaBHI[@») — KOMIIAHHA- IMOTEHIHAIBHEIN OOBEKT IIOTIIOIIEHHI, KOTOPOil
PaHbIIle He AeIaI0Ch IPe IOk eHIm)

angel («aHTem») — COCTOATENBHBIN YEINOBEK, BKIAIBIBAIOINNII COOCTBEHHEBIE CPeICTBA B HaAYalo H
pacimpeHie OH3Heca

yellow dog conftract («xoHTpakT XEmToil colakm») — oOg3aTenbcTBa pabouero O HEBCTYIUICEHHH B
PO COr3

yellow dog fund («doup xeénToit cobaki» ) — CYMMEI, HCIIOIb3YeMEIE I II0IKYIIa

bear («MeaBeIp» ) — CIIEKVILTHT, HTPAKOIMINT HA ITIOHIAKEeHHE

bull («OBIK» ) — CIIEKVYILIHT, HIPAFOLIHIT HA ITOBEIIIEHIE (OHPK.)

B pAmy ITHHTBOCTHIIMCTHYECKHX CPEJCTB, XapaKTepPHBIX A 0O0pa30BaHIA SKOHOMHYECKHX H OH3HEC
TePMHHOB A A, TIpeIcCTaBIeHa MeTOHHMIA (TIepeHOC IIPH3HAKA ¢ YACTH Ha I[ET0E):

White collar («0ebIii BOPOTHITUOKY ) — O(ICHBII CITY &K allfiii

Pink collar («po30BbIi BOPOTHHUOK» ) — padourti cdepbl 0OCITY KHBaHIA

Blue collar («romy60il BOPOTHHUYOK» ) — ITPOH3BOACTBEHHELT pabouHii

Open collar («OTKPBITBEII BOPOTHHYOK? ) — JHI[0, paboTaroIee JoMa I10 CBOOOTHOMY IpaHKy

B nexcuke coppeMeHHOro 6m3Heca CIIIA H B elHKoOpHTaHII ITPHCYTCTBYET TAKKE
MeKBAPHAHTHASL CHHOHHMIA Te PMHHOB!
stock — OOBIKHOBeHHASA aKIfd (AA)
share — oOBIKHOBEeHHAA axI(Hig (BA)

B mpornecce ciroBooOpa3oBaHMA TeKCHUECKHX JIEPHBATOB OCHOBHBIMH CITOCOOaMH B AA ABIAKOTCA
adgdpuxcarpia (1lliquidity, non-payment), croBocmoxkentie (job holder, bill brocker, tax payer), KoHBepcHA
(off — CyILECTBHTEIEHOE CO 3HAYEHHEM (CHILKEHHE KYPCOB BATIOT IIPOTHB IIPEIIIECTBYIOILIETO THD?,
go-between — CYIECTBHTEIBHOE CO 3HAYEHHEM ‘TIOCPE JTHHKK ).

JleKCHUeCKHIT cocTaB OM3HEC TEPMHHOIOIHH AA COJEPAKHUT HE TaK YA MHOTO 3aHMCTBOBAHHIL H3 IPYTHX
A3bIKOB. HO OHH IIPHCYTCTBYIOT, M BOT IIPHMEP 3aHMCTBOBAHHSA H3 PYCCKOIO I3BIKA: €Nergy czar
(«BIMATETHFHOE JTHI[O B 00TACTH SKOHOMIKID) ).

Ha rpaMMaTHUeCKOM YPOBHE pa3mmund MexAYy AA H BA IpoABILIIOTCA yKe Ha YPOBHE TEPMIHOIOIHH
(Continuous Tenses B BA u Progressive Tenses B AA). Hocurenn BA ymotpeGnaroT The Present Perfect c
HapeurAMH just, already, yet: «We have already agreed to waity. AMepHKaHIEI Ke HEpPe KO, OCOOEHHO B
YCTHOI peurt, yrtoTpeOiLaroT 31eck The Simple Past: «I already met him».

B AA cymectyeT aBe ¢opmsel Past Participle II y rmaroma get: gottenm got, B To BpeMd Kak B BA —
TOIEKO OHA: got.

KoHcTpykimg «have been to», pacipocTpanéHHasd B BA, moxkeT BHIon3MeHAThCI B AA — «I have never
been 1 Florida». ®@paza «Do youhave a car?» THImuHa qId AA, Torga Kak B BA OOIBIEe IIPHHATO
TroBOpHTE «Have you got a car?»

CoOHparensHbIe CYINECTBHTENbHBIE, TaKHe Kak government, committee, team, corporation, crew B BA
MOI'YT COITIACOBHIBATbCA CO CKAa3yeMbIM KaK B €JHHCTBEHHOM, TaKk H BO MHOKECTBEHHOM UHCIIE.
AMePHKAHIIEL IIPEIIOYHTAIOT COrJTACOBBIBATh TAKHE CYIIECTBHTEIBHEIE CO CKA3yeMBIM B €IHHCTBE HHOM
YHCIIE.

OrmpeleNéHHBOT apTHKIF YacTO onyckaeTcd B AA mocme «all», Tam, rme B BA o043aTelsHO €To
Hcromp3oBaHme: «all day», «all mght», «all morming» u ap. 1 HaoOopor, olpeenéHHBII apTHKIb
HCIIONb 3Ye TEABECA eV AR €0 B B A OBITh He TOMKHO: «in the summer», «n the springy, «in the fall».

cormr B ST t AT ORI,
Bnanendd:MC By BARHAR L L L RADHILL SHAICHHC
administration Government in power IIpaBHTeIILCTBO (e CTBVIOIIHE)

Around {]lae%*&gz About %an} OKOIIO (JIecATH)
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Blue-chip investments First-class investments IlepBOKIIacCHBIE HHBe CTHIHH
Call loan Short-term loan KparkocpouHsIi 3aitM

Checking account Current account TeKyIIIOL cueT

Claim letter  Letter of complaint [THchEMO-peKTaMAaIHA

Collect on delivery Cash on delivery OrraTa IIpH JOCTaBKe
Common stock Ordinary share OOBIKHOBEHHAS aKI[HA

Corporation law Company law 3aKoH 0 KOMITAaHHAX

Express man  Carrier IToCEUIBHBLT

Ti fix a meetingTo arrange a meeting Ha3HauaTs BCTpeuy

Freight not prepaid Carriage forward be3 OILIaTeI IIEPeBO3KH
Freight prepaid Carriage paid C oILraroil mepeBO3KH

Freight train  Goods train ~ ToBapHBOT MOE3]T

Government bonds Government securities ['ocyZapcTBeHHBIE I[eHHEIe OyMaru
In good shape In good condition B XopolieM cOCTOAHIH
Investment bank Merchant bank MuBecTHiiHOHHEDT b aHk

Law business Practice (law) IIporeccyanbsHoe IIpaBo

Local taxes Rates MecTHEIEe HAJIOTH

To operate a business To run a business 3aHHMAaThEC A OH3HECOM
Operating costs Running expenses TexyiiHe pacxopl

ordinance By — law [TocTaHOBIEHIE, VKa3

To pass up an offer To decline an offer OTKIIOHATE ITpe JIOKEHHE
Preferred stock Preference share [IpHBIUIETHPOBAHHAS AKI[HA
President Chairman [Tpe3nIeHT (KOMIIAHHH)

Right away Immediately HemeameHHO

Shipment Consignment ITapTii (ToBapa)

Stockholder  Shareholder  JlepkarTelb aKifiii

Stub  Counterfoil Kopellrok (4yeka)

Tag Label O3THKeTKa

Tender Offer IlpemmoxeHie

Way back Some time ago HekoTopoe BpeMsa TOMY Hazajl

B OIIpOCH H 3aJaHH:
1. ITogroToRbTeck K 0OCY&KIEHHIO TEOPEeTHUYECKOTO MaTepHala.

H3 HCTOPHH ITPOHCXOEICHHA AMECPHKAHCKOI'O  dHTJIF [fickoro. JleKcHUECKIE, I'paMMATHYECKHE,
qu] o1rp a(IJIIIIEC KIHE H (1] OHETHHUCCKHE OTIHYHA AMEPHKAHCKOI'O JEIOBOTO AHA3BIKA OT 6PIITE,HCI{DI‘D
BAPHAHTA.

2. IIpourTaiiTe H IIEPEBETHTE TEKCT.

SCHEDULING APPOINTMENTS

Appointments may be made in several ways:

1. The executive schedules an appointment and tells you about it. You make sure it is recorded both
on your calendar and on his or her desk calendar. (In many offices where a large number of daily
appointments are made, all appointments are recorded in a separate appointment book or calendar rather
than on the desk calendars.)

2. Y ou schedule an appointment with someone over the telephone or in per

son, check with the executive to confirm it, and then add it to the calendars.

3. Someone writes to secure a definite time for an appointment. Once the time is set, you notify the
person seeking the appointment and then record it on the calendars.

4, Y our employer may, while conferring with someone, ask that you schedule a future appointment
with that person. After doing so, you give the person a written or oral reminder of the appointment and
enter it on the calendars.

5. Y ou or your employer may schedule tentative appointments with out-of-

town visitgrskiwermatpgriBbese should be entered on the calendars in pencil, since they are subject to
chance. NEKTPOHHOM MOANMUCbIO

C - BEhAN0043E9ARBBIS2205E7BAS00060000043E , , , ,

B:z;j H_IT‘. g,gj 1S, ﬁg‘ga@pggg;lmg now. He is the Chairman of the meeting. Several officials of the
Company are attending it. Now they are discussing the agenda. The meeting is very important. They are

uﬂ::.ingD to discuss the company's financial policy.
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Later they are to report it at the annual conference of the shareholders. Miss Flipps 1s going to type the
minutes of the meeting as soon as it 1s over. She is taking down the minutes now. She is taking them
down in shorthand.

3. Ask questions on the text to which the following are the answers

1) ...7 —Holding a meeting.

2) ...7 — Several officials are.

3) ...7—The agenda.

4) ...7—The conpany financial policy.
5) ...7— Miss Flipps is.

6) ...7— After the meeting is over.

7) ...7— She 1s taking them down.

8) ...7 — In shorthand.

4. Respond to the requests according to the model

Type the minutes, please. - But I'm already typing them.
Take down the minutes, please.

Translate this letter, please.

Copy this memo, please.

Send off this telegram, please.

5. Say that somebody is only going to do what you are doing

We are discussing this problem. — And they are only going to discuss it. We are holding a meeting.
We are entertaining our clients.

[ am looking through the mail. — And she is only going to look through the mail.

[ am talking to a visitor.

[ am sending a fax.

[ am copying documents.

[ am correcting mistakes.

[ am learning shorthand.

6. Say what Cindy is going to do

a) when the meeting is over,

b) when Mr. Lindon comes to see Mr. Clifford,
¢) on Monday,

d) on Sunday,

e) if her young man invites her to the movies.
Say what you are going to do

a) after the lesson 1s over,

b) if the weather is nice on Sunday

¢) if your young man invites you to a party.

7. Translate and learn the following conversations and make your own, on analogy:

1) — Can I see Mr. Clifford? Is he free?

— I'm sorry he is busy. He is holding a meeting now. / seeing a visitor, etc. /

2) — I'm going to attend a business conference in Moscow.

- Are you really going to Russia?

— Yes, I am. And I'm going to take Miss Flipps along. She speaks a little Russian. I can't do without
her.

— Well, good luck to you both!

3) — I'm going to meet Mr. Clifford. He is returning from a business trip.

- When is he coming?

— At flueeeralpoknmcaH

- %W@W?@%ﬁw see off Egt:z-ing on, leaving /
Cepucmkar: 2C0000043E9ABBBI52265E 7BA500060000043
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa

8. Think of your own stories starting with

. It is 10 o'clock now. Cindy is looking through the mail. Then she i1s going to ...
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. It is Monday today. Mr. Lindon is going to see Mr. Clifford and talk to him about...
. Do you want to know what I am going to do when ...

9. Listening practice.

Listen to the text on the tape and fill in the missing words. In what way i1s it different from the text in Unit
3?

Every ..... or so Mr. Clifford receives a memo from the Company's Advertising ......... What ........ the
Advertising Manager do? He is in charge of the ........ Department. This .............. informs people of the
Company's goods and services. It designs the Company's logo and marketing slogans, TV, radio and
.......... commercials, wall posters to persuade potential .......... to buy from the Company. Advertising is a
science and the Company tries to hire the ...... specialists in this field.

10. Translate into English.

Ceromua 20 HoaOps 2013 roma, 10 uvacoB yrpa. Mucrtep Kmiddopa ouens 3aHaT. OH IIPOBOJHT
COBEI[aHHE. OTO COBeIl[aHHe OuYeHb BakHOoe. MeHeIKepsl KOMIIQHHH OOCYAKTAIOT BOIIPOCEHL
npom3poAcTBa. Miucc @mmmic BeJeT IIPoToKol. Ha cumexyrolmedl Hemene OHH OyayT oOOCYXKIATH
KOMMEPUECK VIO ITOMHTHKY KoMITaHHH. OHH cobepyTcA 27 Hosg0pA B 10 yacos.

— YTo THI celuac menaerns, CHHIH? — 5 mepeBOXY IHMCEMO MHCTEPY LeloBy Ha PYCCKHH A3BIK. — A
IIOTOM UTO THI OYJIeIlb JenaTh? — OTIeyararo 3TO IMHCHhMO H OTIIPABIi0 ero B MockBy. — KTO 3TOT MIICTEp
Benor? — 310 pycckiii Om3HecMeH. OH coOHpaeTcd K HaM IIpHeXarh.

IIpakTHYeckoe 3aHATHe Ne7. YcTpoiicTBO Ha padory. Co3qaHHie pe3roMe.
OpraHH3arHoHHad opMa 3aHATHA: TPAIIIIHOHHEL CEMIHAP.
[{ems: ¢opmHpoOBaHHE Y CTYAEHTOB PEYEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCYILIECTRIEHH A JIeJIOBEIX KOHTAKTOR.
B pesynsTaTe OCBOEHHE TEMEBI CTYHAEHT JONKEH
3HATh. OCHOBHYIO OM3HEC-TEPMHHOIOIHIO, HCIIONB3YEMYI0 IIPH YCTPOICTBE HA PpaboTy, COCTABIEHHH
pe3roMe, IelTOBHIX ITHCEM, OCHOBHBIE TpeOOBAHHA H IIpaBwiIa OQOpPMIEHHI AOKYMEHTAI[HH H JIeIOBOIT
KOPPECIIOHJIEHIMI HAa AaHIJIHIICKOM, OCHOBHEIE TIpaMMaTHUeCKHe fABIEHHS, XapakKTepHble I
Mpo(pecCHOHATHHOM PeurL.
YMETH: IIPHMEHITH ITOTYUEHHEIE TEOPETHUECKHE 3HAHHA HA IPAKTHKE B XOJe OCYILECTBIEHHI JeIOBOI
YCTHOH H ITHCEMeHHON KOMMYHHKAI[HH HAa HHOCTPAHHOM A3BIKe; OIPEIENATE CTIUIERYIO ITPHHATIEKHOCTE
AHITIHIICKHX TEKCTOB O(HIIHAIBHO-IENOBOIO CTHIA, BHETh XapaKTepHble CTIJIEBBIE UYEPTHI, UHTATh
O(HIMMATLHO-ETOBEIE TEKCTHI PA3NMHUYHON CTEIEHH CHONKHOCTH, CTPOHTh [JHATOTHUYECKYEO H
MOHOJIOTHYECKYI0 PeUYb C HCIIONB30BAaHHEM HaHOONee YIIOTPeOHTEIBHBIX JIEKCHKO-TPaMMaTHyeCKHX
CPEICTE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYal[HAX OQHIMATBHOIO OOINEHHT, ITOHHMATh
THATOTHYECKYEO H MOHOJIOTHUECKYIO Peub 110 H3YUEHHOH TeMe.
AKTVaIBHOCTE TeMBI: 00YCIOBIeHA HeOOXOIIMOCTEEO OBIaeHII YK-4.
TeopeTHyuecKas YaCTh:
CYVILECTBYEOT OCHOBHEIE BHJIEI Pe3FOME:
XPOHOTOTHYECKOE pe3roMe
XPOHOIOTHUECKOE Pe3roMe ITpeIIonaraeT ormcanne (pakToB TPymoBoil Omorpadmi (paboTsl, yueOrI) B
Oo0paTHOM XPOHOIOTHYECKOM IIOpAAKE, T.e. HAuHHAd C IIOCIeAHero MecTa padoTEl, Y4eOk.
[TpeHMyIIeCTBO 3TOTO BHIA pe3roMe HId paboToarelnd COCTOHT B TOM, UTO OH MOKET YBHIETh B HEM
YUeTKYI0 KapTHHY TPYAOBOH [eATEIFHOCTH UellOBeKa, OIS COHCKATels — 3TO0 BO3MOKHOCTE
MTPOAeMOHCTPHPOBRATEH KaphepPHEI H IIpodec CHOHATLHELT POCT B He 00XOMHMOIT cepe mearembHOCTH. OT
NAHHOTO BHIA Pe3roMe JIy4Yllle OTKA3aTbCd, eCHH IIOCIEeTHAA MOIKHOCTh (MHOO BCe JOIAKHOCTH)
COHCKATelld He HMeeT OTHOIUEHHA K JKellaeMOil HOIKHOCTH JIHOO B TPYAOBOH OHOrpadHH MHOTO
«TIPOITYCKOB» - IIEPHOJIOB BPEMEHH, KOT/Ia YelIOoBeK He padoTral.
@O YHKI[HOHATEHOE PE3FOME
OYHKIHOHATRPHOE pPe3Me, B OTIHYHE OT XPOHONOTHYECKOro, He TpeOyeT yKa3aHHA XPOHOIOTHH
TPYIOBOI [eATeMbHOCTH. OCHOBHOH VIIOp 3/eCh JelaeTci Ha IMIpodeCCHOHANBHBEIX HABBRIKAX U
ﬂncnrmemwamm@pax IeATe b HOCTH. OYHKI[HOHAILHOE PE3F0ME BEITOMHO IIPHMEHATE B CIIy4ae

HAITHUHA QWTP? % BOI OHO HH, IIPH KeJaHHH ITOXy4YHTh padoTy Oe3 OIBITAa B JAHHOI

CepTudmar | 2C00000ISESABEBOSB05E TS 60000043 rpadg, 1mp Paboty A

Bra ﬂenfgﬂiep@ Q. JEPH BQ3BPALIEHIH K STOMY HAIlPaBIeHIEO0 AeATEbHOCTH IIOCTIE JIUTENBHOr O IIEPEPEIBA.
KoMmOnHHpoBaHHOe pe3toMe () VHKIIHOHAILHO-XPOHOIOI HUE CKOE )
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JIaHHBIT THII pe3roMe 00beJHHAET OCHOBHEIE UePTHI (PYHKI[HOHAILHOIO H XPOHOIOTHUECKOTO pe3toMe. B
HEM II0TUEPKHBAROTCA IIPO(eCCHOHATRHEIE HABRIKH H JOCTHAEHIA B Pa3HBIX cepax HeaTelIbHOCTH, IIPH
3TOM OCHOBHBIE€ (PAKTHI TPYIOBOH OHOrpadHH H3IararoTcd B oOpaTHOM XPOHOJIOTHYECKOM IIOPSAIKE.
[TpeHMyIIIeCTBO 3TOTO BHAA PE3OME COCTOHT B TOM, YTO OHO IIO3BOIIET OOPaTHTh BHHMAHIIE
padoromarend Ha IIPodecCHOHATM3M COHCKATelsd B Pa3HBIX HAIIPABIEHIAX AeATEIBHOCTH H YBHJETH
YETKYI0 II0CIIeJOBATEIFHOCTD TPYIOBOI AeATEIIEHOCTH.

Turoroe pe3roMe OOBIUHO BKIIFOYAET CIIEIYEIOIIHE KOMIIOHEHTHI

CURRICULUM VITAE

Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow

128343, Russia

Telephone number 433-54-48
Marital status single
Education and qualifications

2000—2010

Work experience:
July 2010—1June 2011

June 2011 present

Other information:

Post: Junior Secretary

Specialized Secondary School

23 Tushinskaya Street, Moscow,

Johnson Bros Ltd, 35 Ostozhenka Street
Type of Company: Retail Chain Stores

Russia

Responsibilities: Secretarial-work including
typing, shorthand, correspondence, taking
minutes at meetings, copying reports and
minutes from shorthand notes, filing, tabu-
lating data, answering customers' calls,

mail distribution and general office duties

Moscow, Russia

Type of Company: Car importer

Auto Importers Ltd., 38 Rostokino ,

5

Post; Secretary to Assistant Director
Responsibilities: dealing with all corre-
spondence, taking minutes at' meetings and
writing up Assistant Director's reports,

recelving customers
with all kinds of enquiries; maki
sions on behalf of A.D. in his ab
and representing the company at
business functions.

and suppliers, dealing
ng deci-

sence;

various

While working I attended various evening

courses for business and information tech-
nology. My interests include tennis, bad-
mington, swimming and reading.

References: Mr. B. Norman, Assistant Director, Auto

Importers Ltd., 38 Rostokino,
Moscow, Russia

Mrs. A.Bunina, department head of
Johnson Bros Ltd., 35, Ostozhenka Street,

Moscow, Russia

Current salary $ 25,000 per annum

B OIIpOCEH 1 3aJaHH:
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THUECKOTO MaTepHala.
hronological format), ¢yuxigioHamsHoe (functional format),

ormat), TaprermpoBaHHoe (targeted format) M mpaBiIa HX OQOPMIEHHA.

CTpykTypa pe3roMe. UTO Takoe pe3r0oMe H B UYeM COCTOHT ero OCHOBHAd (pyHKIHA? B ueMm oriaHume
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e3rtoMe H CV (Curriculum Vitae)? Kaxme dopMaTel pe3roMe BaM H3BeCTHBI? Kakoil ¢opmar pe3romMe



OOIBIIe TTOIXOMUT LA YelIOBeKa, KOTOPBII MHOTO JIeT IfpopaboTan B oHOoMH cepe meAarenbHOCTH? Kakoii
(hopMar pe3roMe IOJOIET OBl CIIEIHATHCTY € IIpepBaHHEIM cTaxeM? Kakoil popMaTr pe3roMe BHIOpaTh
YeIIOBEKY, KOTOPOMY HYAHAa KOHKpeTHasd pabdoTa B ompedeneHHONH (upme? B KakoM IOPAZIKE B pe3roMe
ITOIKHEI OBITH PACIIONOKEHBI 1aThI, OTHOCAIIHECT K 00pa30BaHMI0 H OIBITY PadOTHI?

2. CocTarbTe HaHOONIee ITOAXOIAIIMIT IS BaC BAPHAHT Pe3F0ME.

3. BEIyunTe OCHOBHYIO TEPMHHOIOTHEO, HCIIONbh3YEMYHO IIPH COCTABIIEHHH PE3FOME.
apply for the post  —IogaTh 3adBlIeHHe O IIpHeMe Ha PadoTy/ JOIKHOCTE

obtain knowledge  — ITOTYUHTE/TIPHOOPECTH 3HAHH A

enclose an outline of — IPIIOXKHTE (K IHCEMY) CBe IEHI O KBAII(IKAIIH

one's qualifications

office experience — OIIBIT PabOTEI B KOHTOPE

personnel manager — HAYaTbHHK OTeNAa KaIpoBR (MeHeIAKep IO Kajipam)
fairly well — BECEMa HeIUIOXO0

be on probation — IIPOITH HCIIBITATENE HELL CPOK

application — 3a4BIIEHIE

curiculum vitae CV, CV. cv (resume) [ka'mkjulam 'viital] — ceemeHHda o0 yuebe H TPYIOBOIN
NeATeIIFHOCTH, KpaTkad IpodeccHOHAIbHAA OHorpadm, pe3rome

4. IIpounTaiTe H IepPeBegHTe TEKCT.

Meet Olga Petrova. She is 17. She has finished a secretarial course and she is going to look for a good
job. She has a good command of English and she thinks she can work as a secretary in a joint venture.
She has just learnt about such a position and is writing a letter to apply for it:

Dear Sirs:

[ should like to apply for the position of Secretary to General Manager which you have advertised,

I'm 17. I have just finished a secretarial course in the Kislovodsk Branch of Moscow Commercial
Academy. We've been taught everything a secretary should know: filing, using office equipment, typing,
shorthand writing as well as Business English and Business Etiquette. I have had no office experience but
['m willing to leamn.

[ hope you will be able to give me an interview.

Y ours faithfully,

Olga Petrova.

5. Try your hand at writing the advertisement to which Olga has responded. Before writing discuss what
necessary qualifications were mentioned in this advertisement and look in the letter for any other
important information.

6. Leamn the following conversations and make your own, on analogy
1) — Do you sell tape-recorders or TV-sets?

- Neither. We sell computers.

2) — Will you have tea or coffee?

- Oh, I don't mind. Either.

3) - Who will you telephone, your boss or the sales manager?

- Both, I think.

4) - Does your department need a new typist?

: We don't want either typists or secretaries. What we want is a new boss.

5) - Neither my friends nor my parents think much of my new job.

- The important thing i1s whether you like it.

6) - Our new engineer is both talented and handsome.

- He is not only talented but also very experienced.

7) - Our company owns a big restaurant as well as a hotel in the centre of the town.

: What made you go into a hotel business?
Winonot2Ht sdppticprofitable and pleasant.

7. Dmma?flm %ﬂ%ﬂ?ﬂ?&?% tween Olga and a young girl who is just starting a secretarial course. Talk
Ceptvdmiat:  2COQ000043E9ABBBI52205E 1BAS00060000043E

BnanendPOUL IS She 15 going o learn, a out job prospects, etc.
8. Read and translate:
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Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company
exporting wood
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can 1 do for you?
P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so I sent my application and now I'm here.
J.K.: Have you worked as a secretary before?
P.T.: I'm sorry to say that I haven't. But in spring I finished secondary school with the  specialty of
secretarial work. So it means that theoretically I should know something.
J.K.: Oh yes, I remember now. That's very good. Do you speak any foreign languages?
P.T.: Oh, to a certain extent, yes. I know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
J.K.: Fine.
P.T.: If you can't take me on as a secretary, I could be on probation for a time
first.
J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.
J.K.: Well, now... where have I put your application... Oh, here it is. You see,
we need a curriculum vitae as well and two photographs.
P.T.: T'll bring them as soon as I can.
J.K.: That's good. Can you start next Monday?
P.T.: Oh yes, of course.
J.K.: Well then. I'll see you next Monday at 9 sharp.
P.T.: Thank you. Good-bye.
J.K.: Good-bye.

9. Writing practice.

When you apply for a job most companies ask you for your resume or Curriculum Vitae (CV). A good
resume should show your prospective employer that you are the right kind of person for the job. This is a
possible plan for your resume:

1. Y our job objectives.

2. Y our work experience.
3. Y our education.

4. Personal information.
5. References.

10. Think over the following questions and then write your resume according to the given plan.
What position or what kind of a job do you want?

What kind of a career do you want to make?

What makes you qualified for this job or position?

What can you do for the company you want to work for?

What is your previous work experience?

What is your present job?

What are your responsibilities at work and how do you cope with them?
Why do you want to leave your present job?

What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

14. Do you drive a car?

1 5. Wlmﬂwysﬁunﬁnmﬁm-status?

2C00 GD@EABQ DEE E!;'—"-.EII]'D 6000004 2E

gnes;jﬁ e, yoR il &may overtime?
Are you willing to travel?

19 Do you have any health problems?
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20. Whom can you ask for references?

IIpakTHYeckoe 3aHATHe Ne8. VcrpoiicTBo Ha padoTry. ConporoagureibHoe mHcbMo (Cover letter =
Application letter).

Opranm3aipoHHad (popMa 3aHATHA: TPaIHIHOHHBIN CEMHHAP.
[{ems: ¢opmHpoBaHHE Y CTYAEHTOB PEUEBOH, M3BIKOBOI H KOMMYHHKATHBHONH KOMITETEHI[HH LA
OCYILIECTBIEHH A JIeJIOBEIX KOHTAKTOR.
B pe3yneTaTe OCBOEHHE TEMEBI CTYAEHT IO KEH
3HATh. OCHOBHYIO OH3HEC TEPMHHOIOIHIO, HCIIOIB3YEMYEO IIPH COCTABIEHHH [I€TOBBIX IIHCEM, OCHOBHEIE
TpeOOBaHHA H IIpaBIiIa OQOPMIEHHA JOKYMEHTAIHH H JEIOBOH KOPPECIIOHIEHI[MH Ha AHTITHIICKOM,
OCHOBHBIE TpaMMATHUECKHE ABIEHHA, XapaKTepHble HId IPOogecCHOHATLHOH peuH, JIeKCHYECKHE H
CHHTAKCHYEeCKHe 0CO00eHHOCTH O(QHIIHATEHO-AETOBOI0 CTHIIA B aHTTHIHCKOM S3BIKE.
YMETh: OIIPEJEIATh CTIJIEBYIO IIPHHAIEKHOCTh AHTIHIICKHX TEKCTOB O(HIHAIBLHO-JIEIOBOTO CTHILY,
BHIETh XApaKTEePHBIE CTIUIEBBHIE YEPTHI, YHTATh OQHIHATIBHO-JEIOBEIE TEKCTHI PA3IUHONI CTEIeHH
CIOKHOCTH, CTPOHTh [JHATOTHYECKYH0 H MOHOJIOIHYECKYIO PEeUb C HCIIONb30BaHHEM HaHOOIEe
VIIOTPeOHTENBHBIX JIEKCHKO-TPAMMATHYECKHX CPeICTBE B OCHOBHBIX KOMMYHHKATHBHBIX CHTYaI[HIX
O(pHIMHATEHOT O OOIIEHH T, IIOHMMAThH JHATOTHYECKYE0 H MOHOIOTHUECKYI0 Peub I10 H3YUEHHOM TeMe.
AKTVaIFHOCTE TeMBI: 00YCIOBIIeHA He 00XOMHMOCTEEO OBIAeHHdI YK-4.
TeopeTHyuecKas YaCTh:

CormrpoBoHTeIsHOE IHCEMO (Letter of transmittal, Accompanying letter)

COIIPOBOJIUTENIFHOE IHCEMO — IMHCHMO, HCIIONB3YeMOe IS OTIPAaBKH JOKYMEHTOB, He HMEFOIIHX
aJlpecHOIl YyacTH. B COIIpOBOMHTEILHOE IHCHMO MOKET ObITh BEIIOUYEHA JIOIOIHHUTENbHAS HHPOPMAITHA,
IMOACHAFOIIAS COMePKAHHE TeX MAaTePHAIOB, KOTOPEIE COCTABIAIOT IIPHIOKEHIE K HEMY. B 3TOM ciyuae
CHayana coolIaeTca O HalPaBIeHHH JOKYMEHTOB, 3aTeM H3IAraroTcd JOIOTHEHHA H MOsACHeHHA. OTHO
IIHCEMO MOKeT OOBETHHATH ITICHMO-TIPOCEOY H COIPOBOJUTENHHOE ITCHMO, ITHCHMO-COOOINEHHE H
COIPOBOHTENLHOE ITHCEMO IIH HHPOPMAI[HOHHOE H COIIPOBOJHTEINLHOE ITHChEMa. B 3TOM ciyyae, Kak
MPaBIIO, CHAuvana H3Iaraercd Ipock0a, coolIleHHe WIH HHOTO poja HHGOpMAaIHd, a 3aTeM
COIIPOBOIUTENbHAA YacTh. O0A3aTENFHEIM PEKBH3HTOM COIIPOBOJUTEIBFHOI O TIHCEMA ABIIAETCA OTMETKA O
HAaHYHH ITPIIOKEHH.

MODEL OF COVER LETTER
Y our Address

City and Province

Postal Code

Y our phone number

Date of writing

Mr./Ms. Employer's Name

Employer's Title

Company name

Company Address

City, Province

Postal Code

Dear Mr./Ms. (Name of employer):

Introduction — Explain why you are writing/Name the position for which you are applying and indicate
how you heard of the opening. Tell employer why you want to work for them or something unique about
yourself.

Body of Letter — Tell the employer what you can do for him/her. This is an opportunity to outline your
qualifications and skills as they relate to the job. Use resume words (e.g. planned, organized, completed)
to describe your skills.

Closing — Use an appropriate closing to pave the way for the interview. Refer to your attached resume so
that it dﬂeauﬂxgﬂeﬂmﬂmﬁhamhufﬂe You can ask for an interview appointment time, stating that you will
be hafg RO aTh ﬂ?&%‘?ﬁ?ﬁ)ﬂgm S c}ffme when convenient. Make it easy for the reader to follow-up by

CepTudbmkar 00043E9ABEB952205E /BA 0000043E
BnanendTOVIGULAZ YOUL 1€ %gw&l and e-mail address.
Sincerely
Name
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Enclosure

B OIIpOCEHI H 3aJaHH:
1. IToAroTOBRETECE K OOCYKIeHHI0 TEOPETHUECKOI0 MaTepHAaIa.

Cxema COIIPOBOIHTEIIEHOL O ITHCEMA. OCHOBHEIE TpEﬁDBﬂI[[[H K HAaIlHC AHHE) COIIPOBOITHTEIIEHOI O ITHCEMA.

2. Match Russian equivalents with the useful key phrases used in the cover letter.

a) With reference to your advertisement in "..." of Tuesday, January 10, I would like to apply for
the position of ... in your company.

b) I recently heard from ... that there is a vacancy in your sale department.

c) [ am used to working on my own.

d) I appreciate the opportunity to work on my own initiative and to take on a certain amount of
responsibility.

e) During training for my present job I took courses in marketing.

f) Since my present position offers little prospect for advancement, I would prefer to be employed in
an expanding organization such as yours.

g) I am at present earning ... per month.

h) Thank you for offering me the post/position of...

1) Ihave pleasure in accepting this position.

1) I am looking forward to commencing, work on October 1.

k) I regret to inform you that I am unable to accept the position, since I have received another, more
attractive one.

1) I feel that my experience in this field would not be used to its full capacity in above position. Therefore
[ have to decline.

3. IlepeBe/mHTe HA aHTITHICKII S3BIK.

1. A BRICOKO IIEHIO BO3MOXHOCTH pﬂﬁDTﬂTI: C JOJIKHOM MEprI OTBETCTECHHOCTH, IIPOABILAA
CDﬁCTBEI—]H}*ID HHHITHATHEY .
2. B HacToAIIIEE BPEMA A ITIOIIVHARD ... B MCCAHII.

3. UyBCTBYIO, YTO MOI OITBIT paOOTHL B 3TOH 0OmacTH He OyjieT HCIIONB30BAH B IIONHOI Mepe, TT03TOMY
BBHIHYA[€H OTKIIOHHTH ITPe/II0Ke HIIE.

3. Tax xak MoA HacTOAIAA JOIKHOCTh HE JAaeT MHe OONBIIIHX BO3MOKHOCTEN I IPOIBHAKEHI A, 1
Xorel Obl padoTark B TAKOMH IMepPCIIeKTHBHON OpraHm3al(ii, KaKk Baria.

-+ Cchuladch Ha OOBABIEHHE B «..» OT 10 sgHBapd, BTOPHHK, {1 XoTel OBl IIpeTeHIOBaTh Ha
IOIAKHOCTS ... B Balllei prpMe.

J. C HeTepIeHIeM KTy Hauana paboTel 1 oKTAOPA.

6. C YIOBOJBCTBHEM IIPHHIMAIO 3TV JTOTAKHOCTE.

1. A IIpHBEIK padoTaTk CAaMOCTOSTEILHO.

8. C coxaleHHeM COOOIIarw BaM, UTO He MOIY 3aHATh 3Ty HOIAKHOCTh, TaK KaK IIOTYUHII JIPYTOe,
Oolee IMpHBIEKATEIbHOE IIPeIOKEHIE .

9. Bo Bpemd oOyueHH S I IMONYUYEHHA JOIAKHOCTH, KOTOPYIO A 3aHIMAK B HACTOAILIIT MOMEHT, A
OKOHUYIII KYPCH MAapKeTHHTA.

10. 51 He TABHO YCIBIIIAT OT ... O BAKAHCHH B BallleM TOPTOBOM OT/EIE.

11. braromapro Bac 3a TO, UTO BEI IIPeIOKITH MHE JOIKHOCTE ....

4. Translate into English.

51 xouy paborars IepeBOUIKOM B KaKOoi-HHOY/b COBMECTHON KOMIIAaHHH. 51 XOUy pa3ociarh pe3roMe B
HECKONbKO TAaKHX KOMITAHHI. 51 HaJerch, UTO CMOIY IIONYYHTh HHTEPECHYI0 paldoTy, IIOTOMY UTO
CITEIHAICT BHICOKOH KBaTH(HKAIH. S OerlIo TOBOPH IO-aHTIIHIICKH H CIIEI[HATH3HPYIOCH B IIEPEBOJIE
Ha JIeJIOBHIX IleperoBopax. S XOpoOIINO 3HAK MHOTHE KOMIBIOTEpPHBIE ITPOrpaMMEI, HeOOXOIIMEIE B
pabore. KpoMme TOTO, I He KeHaT, BOKY MAIIIHY H He IIPOTHB paboThl, CBA3AHHOI ¢ pa3be3aMil.

numﬂ neckoe 3anATHe Ne9. VcerpoiicTeo Ha padoty. CobeceqoBraHiie.
NF
Opram3anmn c@dﬁ&ﬁ El,[l;[H.[IIDI—H—[[:]]I ceMIHAp.
CepTucbyar: 2C0 :}umaEaABaﬂ SETBAS0080000043 ) b 3
Bnanendd €MBp e OBQHHE .V, GTYIEHTOB PEUeBOH, S3BIKOBOH H KOMMYHHKATHBHOH KOMITETEHI[HH [T

OCVIIECTERIIEHH A JEIOBEIX KOHTAKTOR.
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