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IHogcHUTENLHAA 3aANIUCKA

[Tporpamma yuebHoOU muctumumabsl  OI1.07 «MHOCTpaHHBIM S3BIK B
npo(heCCUOHATLHON JIeATENBHOCTH (OpraHu3alus JeJIONPOU3BOJICTBA)» SBISETCS
4acTbl0O OCHOBHOM mpodeccrHoHanbHOM  00pa3oBaTeNbHON  MporpaMmbl B

cootBeTcTBUM ¢ DI'OC no mpodeccuu 46.01.03 «Jlenonpon3BOAUTENbY.

Heaun u 3a1a4u y4eOHOM IMCHUILIMHBI — TPeOOBaHHMSA K pe3y/jbTarTaM
OCBOCHHS Y4eOHOH AUCHUIIIHHBI.

B pesynbrare ocBoeHuss y4eOHON ITUCHUIUIMHBI OOYYarOUIUKCA JIOJDKEH
yMeTh:

- obmarbca (YCTHO ¥ TNHCHbMEHHO) HA WHOCTPAHHOM S3BIKE Ha
npoeccuoHaIbHbIE U MOBCEIHEBHBIE TEMBI;

- MEepeBOAUTH (CO CIOBApEM) HMHOCTPAHHBIE TEKCThI MPO(ECCHOHATBHOMI
HaIIPaBJICHHOCTH;

- CaMOCTOSITEIBHO COBEpPUICHCTBOBAaTh YCTHYIO W MHCBMEHHYIO pEub,
IIOTIOJIHSATH CJIOBApHBIM 3ariac.

B pesynbrare ocBoeHuss y4eOHON ITUCHUIUIMHBI OOYYarOIIMKCA JIOJDKEH
3HATh:

- nexkcuueckuit (1200-1400 nexkcHYecKMX €OUHUI]) U TPaMMaTUUYECKUI
MUHHUMYM, HEOOXOJIMMBIN NJIsl YT€HHUsI U NepeBoja (Co ciaoBapéM) MHOCTPAHHBIX
TEKCTOB NMPO(PECCUOHATBHON HAIIPABIEHHOCTH.

JduciuruiiHaa BXOAUT B 00mIenpodecCUOHANbHBIA UK — JTUCUUILIUH

po¢eCCUOHATTLHON MOTOTOBKH.



Paznen 1. Mos Oynymas npogeccus
IIpakTnueckas padora Nel

Tema 1.1. Mo Oyayuias npodeccus - JeI0NpoU3BOAUTEND
Ieab padoThbI:

1. IToHuMaTh CyHIHOCTb U COLMAJIbHYIO 3HAYMMOCTh CBOEW Oymyiied npodeccuu,
IIPOSIBJISITH K HEW YCTOWUYMBBINA UHTEPEC.

2. ®opMupoBaHME KOMMYHHMKATHBHBIX KOMIIETEHILHI, OBJIaJICHHE JIEKCUKOW H
SI3bIKOBBIMH KJIUIIIE TIO TEME.

Xoa pa6oThI:

1. BBeneHne HOBOM JICKCUKHU.

2. [ToBTOpEeHHE TpaMMAaTHYECKOTO MaTepuaia, HeOOXOAUMOTO I U3YUCHUS
TEMBI.

3. Paborta ¢ Tekctamu npodecCuoOHAIbHOW HAITPaBJIECHHOCTH.

I. Read and translate:
TEXT 1
FILE CLERK
A file clerk organizes paperwork according to an efficient filing system and
digitalizes all important documents. He protects and updates files as well as makes
them easily accessible to his colleagues.
A file clerk must be organized and possess a serious understanding of
confidentiality and data protection. The ideal candidate will be skilled in computers
and detail-oriented.
The goal is to preserve the company’s records and manage paperwork effectively.
Responsibilities of file clerk
. Check incoming paperwork (correspondence, invoices etc.) and make copies

before distributing.

. Sort all papers alphabetically and according to content, dates, significance etc.
. Create or update records with new files and information.
. Store all paperwork in designated places securing the important documents.



. Enter paperwork into an electronic system either by data entry or by using

optical scanners.

. Deal with all requests to access files and keep logs of borrowed papers.

. Develop an efficient filing system to make updating and retrieving

files easier.
. Follow policies and confidentiality dictations to

and information.

. Monitor inventory of files, paper clips and report shortages.

Requirements for a file clerk
. Knowledge of filing systems
. Very good knowledge of MS Office and office equipment

. Dependable with a respect to confidentiality and policies
. Excellent organizational skills
. Great attention to detail
. High school degree or equivalent
TEXT 2

PROFESSION OF FILING CLERK

safeguard data

Filing clerks file correspondence, cards, invoices, receipts and other records in

alphabetical or numerical order or according to the filing system used. They locate

and remove material from file when requested.

Responsibilities of filing clerks

. Keep records of materials (documents, correspondence, medical or

other records) filed using e.g. computers or logbooks.

. Add new material to file records and create new records as necessary.

. Gather relevant materials to be filed, e.g. from departments and
employees.

. Examine incoming materials in order to determine how and where they

should be classified or filed.



. Sort or classify information according to guidelines such as content,
purpose, user criteria or chronological, alphabetical or numerical order.

. Assign and record or stamp identification numbers or codes in order to
index materials for filing.

. Find and retrieve information from files in response to requests from
authorized users, and lend, copy or duplicate documents or other records if
necessary.

. Track materials removed from files in order to ensure that borrowed
files are returned.

. Organize the storage of materials (e.g. in filing cabinets, boxes, storage
media) according to classification and identification information.

. Remove old material from file records conforming to compulsory
periods of record-keeping.

. Perform general office duties such as typing, operating office machines

and sorting mail.

TEXT 3
RECORDS MANAGEMENT

While a company’s records management is not a profit center, handling records
incorrectly can lead to financial penalties or litigation. Keeping good records helps
companies protect institutional memory as well as maintain evidence of activities,
transactions, and decisions. An effective records management system can save
money on storage and improve an organization’s efficiency. Implement a solid
records management plan before it’s too late.

What Is Records Management?

Records management (RM), also known as records and information management
(RIM), 1s an organizational function responsible for the creation and maintenance of
a system to deal with records throughout a company’s lifecycle. RM includes
everything from the creation of a record to its disposal. Essentially, it comprises

anything that is part of a business transaction.



Some people use the term information governance (IG) when talking about records
management. IG is the management of information to support an organization’s
present and future, keeping in mind the regulatory, legal, environmental, and
operational requirements. It includes the structure, policies, procedures, and
processes necessary to manage all the information stored within an organization.
Records Management and Document Management

Document management 1s a part of records management since many documents are
records. However, not all records are documents. Document management concerns
more of the day-to-day activities involving physical or digital files, like capturing,
storing, modifying, or sharing them.

Document management has several goals:

. Organizing existing and future documents

. Improving workflow

. Allowing quick search and retrieval of documents

. Maintaining organization of files to reduce the number of lost and misfiled
documents

. Reducing physical storage of documents

Forms management can be an important part of records management. For many
organizations, the largest volume of records consists of printed or electronic forms.
What Does Records Management Include?

Records management is by definition responsible for the creation and maintenance
of records throughout their lifecycle. The function includes many different but
related elements, all with the goal of controlling access to company or
organizational records while maintaining ease of use and security. Records
management can be physical or electronic, and is frequently a combination of both.
In practice, records management usually includes a records manager. This is the
person responsible for records management within the organization, but that person
often has a team of people working together to create and maintain systems. In some

companies and agencies, the top official, often the agency head, CEO, or CFO, is



ultimately responsible for records management, even if they have hired others to do

the work of actively managing records.

IIpakTuyeckas padora Ne2
Tema 1.2. HeoOxouMble yMEHHS 1 HABBIKU
eab padoThbI:

1. IToHumMaTh CyUIHOCTh M COLIMAJIbHYIO 3HAYUMOCTh CBOEH Oynyiei mpodeccun,
MPOSABIIATH K HEW YCTOMYMBBIN UHTEPEC.

2. ®opMHpOBaHWE KOMMYHUKATHBHBIX KOMIIETEHLUW, OBJIAJICHUE JIEKCUKOW U
SA3BIKOBBIMM KJIHUILIE 110 TEME.

Xoxa paéoThi:

1. BBeleHUe HOBOU JIEKCUKH.

2.  TloBTOopeHme TpaMMaTHYECKOTO MaTepuajia, HEOOXOAUMOTO ISl U3yUYeHUs
TEMBI.
3. Paborta ¢ Tekctamu npodecCuoHaIbHOW HAITPaBIEHHOCTH.

Job Description

1. A records manager (an RA) is in charge of the organization and storage of a
variety of records for a company or business. One of the most common forms of
records management comes in the medical field where charts and doctors notes are
kept in a patient's file to be examined at a later date. But records can be kept in any
kind of business, physically or electronically.

2. Organization SKkills. A records manager must be a great organizer. A manager
will be asked at any time to locate a specific record and must be able to do so
promptly. To do so, the manager must have a filing system in place that will allow
them to locate the file. Sometimes that is an alphabetic system, while other
companies utilize a numbers-based system. Still others use a combination of the
two. The important aspect is that the records manager understands the system in

place.



3. Storage. A records manager must keep files stored in a safe place. Depending on
the importance of the records, they could be kept in anything from a fire-proof vault
to simply a large bookshelf. Records should also be stored in a way they are easy to
get to. In most cases, this means storing records side-by-side vertically rather than
horizontally, one on top of the other.

4. Circulation. Certain records are allowed to circulate through the business that

they belong to. For example, patients' charts circulate throughout the hospital or
clinic the patients currently are, as the doctors will need to see them. A records
manager is in charge of allowing the circulation of records in a way that the
manager will be able to locate them later, through some kind of bar code check-out
system or by strictly memory.
5. Retrieval. Following circulation, the records manager is in charge of getting the
records back into storage. Whether this means calling up the person who claimed
the records and having them bring it back, or physically walking to where the record
1s and retrieving it, depends entirely on the business.

6. Creation. In certain cases, a records manager may be in charge of physically
putting together the initial record. For example, if a new patient is admitted into a
hospital, the records manager may have to physically put the patient's chart into a
record before the initial filing. The reason the records manager controls this is
because that person has the most experience for what information must be included
on the actual record to help store it most effectively.

Mark the sentences:
a) True
b) False
c) Doesn’t say
1. A records manager must keep files in a safe location.
2. After the circulation records must be retrieved.
3. The index system creates an organized document filing system and makes
future retrieval simple and efficient.

4. A filing system helps a records manager to create a record.



IIpakTnueckas padora Ne3
Tewma 1.3. Mecroumenus
Hean padorei: M3yuyeHne HOBOro rpaMMaTHYECKOI0 MaTepuaia, yMEeHue

VICIIOJIB30BATh MTOJIYYEHHBIE 3HAHKS B Pa3rOBOPHOM pPEYH;
Xoxa pab6othi: M3yyeHrne HOBOTO rpaMMaTUYECKOro0 MaTtepuana. BelnonHenue

yIPaXKHEHUU.

MecTronMeHne - 3TO YacTh pEYH, yHOTpeOsisemMas B TPEIOKEHUH BMECTO
CYIICCTBUTEIILHOTO WJIM TpUJIaraTeIbHOTO, peXe - Hapeuus. MecToMMeHHe He
Ha3bIBaCT JIMIIO0, MPU3HAK WM TPEIMET, a JHUIIb aJpecyeT Hac K HeMy (yxke
ynomsiHyToMy paHee): Ann asked Peter a question. He answered her. Anna 3anana
ITetre Bonpoc. OH OTBETHI €.

JIHUHEE, NPHTARATENLHEIE M BOSBPATHO-YCHMIMTEIEHEHE MECTOMMEHMA
THCIIO JIMITC JIMUHEE MECTOMMEHMA [NIPHTHATRATEJILHEE BOSBPATHO-
MECTOMMEHMA ¥YCHIHMTEIEHBE
MEC TOMME HMA *
WME BT E JEHER OEEEETHEHA OCHOBHEAS AECONETEAA =
OLIEE OATEE S0PMA $OPMA®
1-e I-= m“;ﬁ”* My ot mine myself
2 Yyou o, you r=fa, your
= BE refe TEOH, Bam : yourself
" | he ox | BdMero, | pig o | his himself
T Pl sans
F
. :,_} she oma | her c=, a2 | her z= hers herself
i-e it cams. it ero. its emo, : .
(Heomym. ) oH, OHS =Ny, =5, =R == its itselsf
1-e we oy usﬂ;j’:‘ QU sam ours ourselves
Ma. 9 2-e you == YQEET‘:’ your =am | yours | yourselves
3-e they onx the}a;nu i th:;:.r theirs | themselves

* AOcostoTHass ¢opMa NMPUTSHKATEIbHBIX MECTOMMEHUI TIEPEBOANTCA TaK IKe,
KaK M OCHOBHAs, M YHNOTPeOIsIeTCs BMECTO OMPEAEsieMOro CyIIECTBUTEIBHOTO BO
u30exanue nosropenus: This is her pen and this is mine. 31o ee pyuka, a 3T0 MOs.

** Bo3BpaTHO-yCWJINTEJIbHbIE MeCTOMMEHHUS B 3aBUCUMOCTH OT YWCIA M poja
HepeBoJsATCS: caM, cama, camMo (€AMHCTBEHHOE YHCIO), CaMH, CaMuX
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(MHOKECTBEHHOE YHUCI0), ce0s1, cebe (€IMHCTBEHHOE M MHOXXECTBEHHOE YHUCIIO) U T.
.

Exercises

1. Ilepenenaiite npenioxkenus no obpasiy: This is your house - This house is
yours.

1. This is my life - ... ;

2. This is his watch - ... ;

3. That's our money - ... ;

4. This is her plan - ... ;

5. These are their clothes - ... ;
6. Is this your land? - ... ;

7. These aren't her children - ... .

2. BcraBhTe B MPOIYCKH TPABHIBHBIC MPUTSHKATEIbHBIE MECTOMMCHHS, BBIOMpAs
MEXIy OCHOBHBIMH U a0COJIIOTHBIMU (DOopMamu:

... (you) friends are very nice;

Is that ... (she) hotel?

... (I) country is bigger than ... (you);

. This car isn't ... (they);

.. (he) mother is a teacher and (she) is a judge;

. Where is ... (they) restaurant?

. How many people are there in ... (you) city? - About two million and in ... (you)?
. I'm going to visit a friend of ... (I) tomorrow;

. These are not ... (you) shoes. Those are ... (you).

3. IlepeBeaute NpeaIoKEHUS HA AHTIMIACKUM S3bIK:

1. Hama mammna 0oJbIle Baliei;

2. T'ne ero poautenu? A e€?

3. DTa cymMKa HE Mos;

4. Mo KOHb CHIBLHBIM, a TBOH CIIa0bIH;

5. Ham otnyck HaumHaeTcsi B CEHTAOpe, a ux?

6. OTo TBOs manka? - Jla, aTa mamnka mos;

7. Bamu nepymika u 6adyiika crapble, a Hallll MOJIOJIBIE;
8. Moii TenedoH ciioMaH, MOTY s B3SITh TBOW?

9. Celtyac 51 pa3roBapmBar0 ¢ OJHUM CBOUM TOBAapHUILEM;

10. Moii oTenb HaXOUTCS Ha TUISHKE, @ KaK HACYET TBOETO?

4. BriOepute npaBuwibHYIO (POpPMY yKa3aTeIbHBIX MECTOMMEHUI:

1. (That, this) is our house and (that, this) is theirs.
11



2. (This, these) are books.

3. (This, these) is a red ball and (this, that) is a yellow ball.

4. (That, these) is a cat and (those, this) are mice.

5. I 'like (this, these) flowers!

6. (That, those) pictures are very beautiful.

7. They live in (these, this) country.

5. Boibepute npaBuiibHy10 (hOpMy BO3BPATHBIX MECTOMMEHMIA:

. I do my homework all by (himself, herself, myself).

. They plan their vacation (ourselves, myself, themselves).

. We are going to the sea (themselves, himself, ourselves).

. My dad built this house (himself, herself, ourselves).

. This dog found (herself, himself, itself) a place under the bench.

. Yesterday she had a birthday. She bought (herself, itself, ourselves) earrings as a
present.

7. You should plan your life (yourself, himself, yourselves).

AN AW~

6. 3anonauTe IMPOITYCKH NOAXOJAIMMHU MECTOMMCHUSAMU B 00BEKTHOM nmajgcxKe:

My husband and I are very lucky. We have many close friends in this city, and they

are all interesting people.

Our friend Andrew is a scientist. We see (1) when he isn't busy in his

laboratory. When we get together with (2) , he always tells (3) about

his new experiments. Andrew is a very close friend. We like (4) very

much.

Our friend Maggie is an actress. We see (5) , when she isn't making a

movie in Hollywood. When we get together with (6) , she always tells (7)
about her life in Hollywood. Maggie is a very close friend. We like (8)
very much.

Our friends Bobby and Marlin are journalists. We see (9) ,when they are not

traveling around the world. When we get together with (10) , they always tell

(11) about their meetings with famous people. Bobby and Marlin are very

close friends. We like (12)  very much.

7. 3anonHuTe IMPOITYCKH ITOAXOOAINNUMHA MCCTOMMCHUSAMU

Jack is hungry. Bring a sandwich.

Ann is ill. Take these flowers.

Fred and Jane are in the country. Write a letter.
I am thirsty. Bring a bottle of Coca-Cola.
Jimmy is in class. Give this book.

The children are hungry. Bring these red apples.
Alan is at home. Ask to come to the yard.

We are at table. Give tea and cakes.
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MecTouMeHuUst some, any, no, €very U ux rmpou3BoAHLIC

Heab padoThbI:

N3yuenue

HOBOI'O TIpaMMAaTHYCCKOIo MaTcpHalia,

VICIIOJIB30BATh TOJy4YEHHBIE 3HAHKS B Pa3rOBOPHOM peyH;
Xoa padotsi: M3yueHre HOBOro rpaMMaTHYECKOro MaTepuana. BeimonHnenue

YIIPAXKHEHUU.

yMEHUe

Heonpenenennbie MECTOMMEHHS SOME W any CIyXaT isi 00O03HAaYeHUS
HEOIpeIeICHHOTO (HEOOIBIIIOr0) KOJUYeCTBA MPEIMETOB HIIH BEIIECTRA.

MECTOMMEHWA M HAPEUMA, NPOMSBOIHEE OT SOME, ANY, NO, EVERY
COCHOBHEIE NPOMRBONHEE
R [POMSBONHBE MECTOMMEHRMA ehil
+thing +body +one +wherea
something somebody someone somewhere
TT0-TO0 ETO-TO, ETO-TQ rgse-7o, oS-
Tro-HHOVOR, ETo-HHOVOSL, BT -HEEOVIE, HHEVOE, HYOS-—
Soms gTo-NHES ETo-NHED ETo-aHE8s TS, KyDE-
HeEdTS KOS —HKTO, KoS-—HKTC, HeSynE .
HexkTS HerRTS J':':.-',ﬂ&—..‘]':-ﬂﬁ::‘,
Kynoa yIonHo
anything anybody anyone anywhere
Tro=-HEOyOE, ETO=T0, BETO=T30, TOe=Mubroe,
Any BCS, ETo=-nHEo, RTO= ETo =IO, KyOa-Huhyoe,
¥To YyIODHG HHOVOE, ECAKHH, RTO-HHEOVIE, Ige VIoODED,
anboH ECErIE, anbol FyVOS FIOOESD
No nothing nobody no one nowherea
HHYTS, HHYESDS HHETS, HHKODO HHRTS, HHROTO HMIOS, HMEYDOS
everything | everybody everyone everywhere
EVEL‘? o Aoe Bos, RAXTHE Beans OOBERTY,
BemEy

Some yHOTpeﬁJIHeTCH, KakK IIpaBUJIO, B YTBCPAHUTCIbHBLIX IIPCIIIOKCHUAX

nepeca HUCHUCIACMBIMU CYHICCTBUTCIIBHBIMM BO MHOKCCTBCHHOM YHCIIC U IICPCO

HCUCUUCILICMBIMU CYIICCTBUTCIIBHBIMUA, UMCA 3HAYCHHUC HCCKOJIbBKO, HCKOTOPLIC: I

've got some interesting books to read. Y MeHsS ecTh HHTEpECHBIC KHUTHU

(=HECKOJIbKO MHTEPECHBIX KHUT) JI YTCHHUS.

Any ynorpedJsieTcsl, Kak MpPaBUiIO, B BOMPOCUTENBHBIX M OTPULIATEIIBHBIX

npemioxenusx: Have you got any interesting books? VY Bac ecTe umHTEpecHbIE

KHUTHU?

Some M any 4acToO He NEPEeBOASITCH HA PYCCKUU SI3bIK (OMYCKAKOTCS IpPH

nepeBoJie).

13




Exercises

Yup. 1. BcraBbTe some, any uin no.

1. There are ... pictures in the book. 2. Are there ... new students in your group? 3.
There are ... old houses in our street. 4. Are there ... English textbooks on the desks?
- - Yes, there are ... . 5. Are there ... maps on the walls? —No, there aren't ... . 6. Are
there ... pens on the desk? - - Yes, there are.... 8. Are there ... sweets in your bag? - -
Yes, there are ... . 9. Have you got ... English books at home? -- Yes, I have ... . 10.
There are ... beautiful pictures in the magazine. Look at them. 11. There is ... ink in
my pen: | cannot write.

Yup. 2. BeraBbre something, anything, nothing wnu everything.

1. Give me ... to read, please. - - With pleasure, 2. I don't know ... about your town.
Tell me .., about it. 3. Please give me ... warm: it is cold here. 4. I understand ...
now. Thank you for your explanation. 5. There is ... white in the box. 'What is it? 6.
Is there ... that you want to tell me? 7. Where 1s the book? — It is on the table. - No,
there is . . there.

Yup. 3. BecraBbte somebody, anybody, nobody wian everybody.

1. Has ... in this group got a dictionary? 2. ... left a magazine in our classroom
yesterday. 3. The question was so difficult that ... could answer it. 4. [ am afraid [
shan't be able to find ... in the office now: it is too late. 5. ... knows that water 1s
necessary for life. 6. Is there ... here who knows French? 7. You must find ... who
can help you. 8. ... knew anything about America before Columbus discovered it. 9.
I saw ... in the train yesterday who looked like you. 10. There is ... in the next room.
I don't know him. 11. Please tell us the story. ... knows it. 12. Is there ... in my group
who lives in the dormitory? 13. Has ... here got a red pencil? 14. ... can answer this
question. It is very easy.

Yup. 4. BctaBbTe some, any, no WjiM uX MPOU3BOIHBIE.

1. Here are ... books by English writers. Take ... book you like. 2. There are ... boys
in the garden because they are at school. 3. I can see ... on the snow, but I don't
know what it is. 4. Are there ... desks in the classroom? -  Yes, there are many. 5.
There are ... books on this desk, but there are.... exercise-books. 6. Did he say ...
about it? - - No, he said .... 7. What shall I do now, Mom? I, have done my
homework. - You can do ... you* like.-

8. There was ... in the street because it was Very late. 9. ... wants to see him. 10 Is
there ... here who knows this man? 11. Have you ... books on Dickens? I want to
read ... about him. I have read ... books by Dickens and I am interested in the life of
the writer. 12. Can ... tell me how to get to the Public Library? - - Yes, take ... bus
that goes from here towards the railway station and get off at the third stop. 13.
Please bring me ... apples,

Mary. 14. That is a very easy question - - ... can answer it.
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Yup. 5. BcraBbTe somewhere, anywhere, nowhere unm everywhere.

1. I put my dictionary ... yesterday and now I can't find it ....-- Of course, that is
because you leave your books ... . 2. You must go ... next summer. 3. Did you go ...
on Sunday? 4. Let's go ... . The weather is fine. I don't want to stay at home in such
weather. 5. I cannot find my glasses .... I always put them ... and then look for them
for hours. 6. Today is a holiday. The streets are full of people. There are flags,
banners and flowers ....

IIpakTnueckas padora Ne4
Tema 1.4. [IpuiaratensHble U Hapeyusl.
Crenenu cpaBHEHMS NIPUIIATATENIBHBIX U HAPECUU .
Heabs pabGorbi: I3ydyeHne HOBOro TIpaMMAaTHYECKOTO Marepuana,
WCIIOJIb30BaTh MOJIyYEHHBIE 3HAHUS B Pa3TOBOPHOM PEYH;
Xoa paOorbl: HM3ydeHne HOBOTO IpaMMAaTHYECKOTO Marepuayia. BeinoiHeHUE
YIIPAKHEHUH.

YMEHHE

[TpwraratenpHble 0003HAYAIOT TPU3HAKK MPEAMETOB M OTBEYAIOT HA BOIPOC:
Kakou?

A wide road. [llupokas qopora. A tall tree. Bricokoe nepeBo. An interesting book.
NHurepecHas kuwura.

Hapeuwns orBeuarot Ha Borpoc: Kak?

He speaks English well. On roBoput mo-aHriauicku XopoIio.

dbopMbI
CpPaBHUTEIBHYIO (comparative

[lpunararenbHble W Hapeyusi HMMCEIOT TpPH CTCTICHEH
degree),

IPEBOCXOAHYIO (superative degree).

CpaBHEHMUSI:

MOJIOKHUTENIbHYIO0  (positive degree),

®opMbl CpaBHUTEILHON U MPEBOCXOIHOM CTENEHEN 00pa3yroTcs IByMs CIIOCOOaMHU:
Cnocod 1. Ecnu npunarareibHO€ OJIHOCIOXHOE, (popmMa €ro CpaBHUTEIbHOU
cTereHu oopaszyetcs mpu nomoinu cyhdukca -er, a Gopma IPeBOCXOTHON CTEIICHU
— mipu nomoinu cyddukca -est.

[lonoxurtenbHas CTEIIEHb

CpaBHI/ITeJII)HaH CTCIICHDb

HpeBOCXOIIHaH CTCIICHD

strong (CHIJIbHBIN)

stronger (cuibHee)

the strongest
(cunbHEHIINN)

cold (xonoHbIi)

colder (xomoaHee)

the coldest (campiit
XOJIOHBIH)

HeKOTOpHe ABYCIIOKHBIC IIPHWJIATraTCIIBHBIC OKAHYHMBAIOMIMCCA Ha -y, -€r, -OW
06p33y10T CTCIICHN CpaBHCHHUA TaK XKC, KaK H OJHOCIOXHBIC, C IIOMOIIbIO

cy(dukcos -er u -est.
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easy (merkuii) — easier (Oosee nerkuid, jerde) — the easiest (camblii JIETKHH,
JIerYanIimii)

Cnoco6 2. OT ABYCIIOXKHBIX IPWJIAraTelbHBIX W NPHJIAraTeIbHbIX COCTOSLIUX W3
TpEX WM OoJee CIOTrOB, CPAaBHHUTEIbHAS CTENEHb 00pa3yeTcs MpU MOMOIIU CIOBa
more (less), a mpeBocxoaHas CTENEeHb — MPU MOMOIIH ciioBa most (least)

famous (3HamenuTsiif) — more (less) famous (Gosee (MeHee) 3HaMeHUTHIN) — the
most famous (camblif 3HAMEHUTBIH)

interesting (MHTEpecHbIl) — more interesting (Oosiee mHTEpecHbI) — the most
interesting (caMblii HHTEPECHBIH )

3anomuume UCKII0YeHUuA npu 06pa303anuu cmeneneu cpaéHenusn

NpUNACAMETLHBIX:
[TonoxutenbHas creneds | CpaBHUTENbHAs CTeneHb | [IpeBocxomHas CTENeHb
good (xoportinif) better (Gosiee xopoluid, the best (camplii
well (xopo1o) Jy4uie) XOPOILHMA, TyUIITHiA)
bad (moxoit) worse (0oJiee Ioxoi, the worst (caMblii IIJIOXOH,
XyKe) XY
little (ManeHbKMiN) less (MeHbIIIe, MEHBIITHH) the least (cambrit
MaJIEHbKH )
much / many (MHOTO0) more (60JbIIIe) most (OosbIe Bcero,
caMblii OOJIBIIION)
far (mamexuii) farther (6omee manexuii) the farthest (cambrit
far (manexo) further (manbie) TaIeKui)
the furthest (manbie
BCETO)

CyluecTBUTENBHOE, OMPENEIIeMOe MpPUIAraTelbHbIM B MPEBOCXOJHOW CTEMEHH,
BCETJ]a UMEET OIPEIEICHHBIN apTUKIIb.

B nmpennoxeHusix €O CTENEHSMHM CpPaBHEHUSI MPWIAratelbHbIX U Hapeuyuil
UCIIONB3YIOTCSL CIEAYIOIIUE COMO3bI: as ... as TaKOW ke ... Kak; not SO ... as He
TaKoOM ... KaK.

Exercises

1. OOpa3yiiTe CpaBHUTCIBHYIO M TIPEBOCXOJHYIO CTEICHb OT CISAYIOIINX
IpUJIaraTeJIbHBIX U HApCUUH.

1. large, tall, long, easy, hot, big, cold, nice, bad, strong, short, wide, good, happy,
high, low, busy, well, little, many, far. 2. wonderful, necessary, quickly, interesting,
comfortable, popular, active, famous, pleasant, beautiful, slowly, clearly,
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2. IlepeBeauTe NMpEIOKEHHS HA PYCCKUIN A3BIK.

1. This book is not so interesting as that one. 2. The Baltic Sea is not so warm as the
Black Sea. 3. The more you read, the more you know. 4. My brother is not as tall as
you are. 5. The earlier you get up, the more you can do. 6. Today the wind is as
strong as it was yesterday. 7. Your room is as light as mine. 8. John knows Russian
as well as English. 9. Mary is not so lazy as her brother. 10. The longer the night is,
the shorter the day. 11. The less people think, the more they talk.

3. Packpoiite ckoOKH, ynoTpeOUB HY)KHYIO CTETICHb IPUIaraTeIbHOTO/Hapeyusl.

1. Winter is (cold) season of the year. 2. Moscow is (large) than St. Petersburg. 3.
Which is (long) day of the year? 4. The Alps are (high) mountains in Europe. 5.
Even (long) day has an end. 6. It is one of (important) questions of our conference.
7. Your English is (good) now. 8. Who knows him (well) than you? 9. We have
(little) interest in this work than you. 10. Health is (good) than wealth. 11. Your son
worked (well) of all. 12. Today you worked (slowly) than usually.

4. IlepeBeauTe NpeaJIOKECHUS.

1. Yapnp3 JIMKKEHC — OAMH M3 CaMbIX M3BECTHBIX MHCATENEN B MUpPE. 2. DTOT
paccka3 uHTepecHee, yeM ToT. 3. Bam nom Beimie Hamero? Her, oH Takoi xe
BBICOKHI, KaKk U Ball. 4. T0 — camasl IpPEeKpacHasi KapTUHA BO BCEUM KOJUIEKIUU. 5.
Poccuiickas ®enepanus 6onbiie BennkoOputanuu. 6. OH cnenan paboty ObicTpee,
yeMm Bbl. 7. UeM Oodbliie BbI paboTaere, TeM Jerye caaBaTh 3k3aMeHsl. 8. Ero pabora
dydie Bamei, HO pabota AHHBI — camas Jydmas. 9. Poccus — camas Oonbluas
ctpana B mupe. 10. S KuBY He Tak JaJIeKO OT UHCTUTYTa, Kak Moit ipyr. 11. B utone
CTOJIBKO K€ JHEH, CKOJIbKO U B aBrycte. 12. Camosner ObicTpee, YeM Mmoe3 .

5. Packpoiite ckoOku, ynotpeosisisi TpeOyronrytocs GopMy MpuiaraTebHOro.
1. This man is (tall) than that one. 2. Asia is (large) than Australia. 3. The Volga is
(short) than the Mississippi. 4. Which building is the (high) in Moscow? 5. Mary is
a (good) student than Lucy.
6, The Alps are (high) than the Urals. 7. This garden is the (beautiful) in our town.
8. She speaks Italian (good) than English. 9. Is the word "newspaper" (long) than the
word "book"? 10. The Thames is (short) than the Volga. 11. The Arctic Ocean is
(cold) than the Indian Ocean. 12. Chinese is (difficult) than English. 13. Spanish is
(easy) than German. 14. She is not so (busy) as I am. 15. It is as (cold) today as it
was yesterday. 16. She is not so (fond) of sports as my brother is. 17. Today the
weather is (cold) than it was yesterday. 18. This book is (interesting) of all I have
read this year. 19. January is the (cold) month of the year. 20. My sister speaks
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English (bad) than I do. 21. Which is the (hot) month of the year? 22. Which is the
(beautiful) place in this part of the country? 23. This nice-looking girl is the (good)
student in our group.

6. Packpoiite ckoOku, ynotpeosisisi TpeOyronyocs GopMy MpuaaraTeibHOro.

1. Oil 1s (light) than water. 2. We shall wait for a (dry) day to go on the excursion. 3.
A bus is (fast) than a tram. 4. Take some of these sweets: they are very (nice). They
are (nice) than the sweets in that box. 5. He clearly did not like the explanation, and
as he listened to it, he became (angry) and (angry). 6. He worked (hard) and (hard)
as the end of the term came nearer. 7. The (tall) trees in the world grow in
California. 8. Please be (careful) next time and don't spill the milk again. 9. Bobby
was a (quiet) child. He was (quiet) than his sister. 10. Her eyes are (grey) than mine.
11. He was the (fat) man in the village. 12. As he went on, the box became (heavy)
and (heavy). 13. My sister is the (tall) girl in her class. 14. Who is the (attentive)
student in your group? 15. It is autumn. Every day the air becomes (cold), the leaves
(yellow). 16. This is the (beautiful) view 1 have ever seen in my life. 17. Your
handwriting is now (good) than it was last year; but still it is not so (good) as Nick's
handwrit ing. Nick has a (good) handwriting than you. And of course Nellie has the
(good) handwriting of all.

7. llepeBenure clieAyroIMe NPEII0KEHUS HA aHTJIMMCKAN S3BIK.

1. 3nanre MOCKOBCKOTO YHUBEPCHUTETA - CAMOE BBICOKOE B cTosmile. 2. Hamr ropoa
HE Takou OoJbIoi, Kak MOCKBa, HO OH Takoi ke KpacuBbIi. 3. HeBckuil mpocrekT
— oxaHa u3 cambIx kpacuBbix ynull Cankt-IlerepOypra. 4. Kto cambrii mumammmit
yueHUK B Hamied rpynmne? — IletpoB. Ho oH camblii Bbicokuid. 5. I'pammaTuka
AHIJIMIICKOTO SI3bIKa TPyJHAsA, HO AaHMJIMICKOE MPOU3HOIIECHHE TpyaHee. 6.
Marasunsl Ha Hameil ynuie Oofblle, yeM Mara3uHbl Ha Bamied ymuue. 7. Ham
TEJIEBU30pP TAKOM K€ XOPOIIMM, KaK 3TOT. 8. JTa KOMHaTa ceetiiee Tou. 9. Ilorona
cerogHs xyxe, yeM Buepa. Ceroanst XxonoaHee, U uaet Joxab. 10. Mosg komHaTta He
Takasi OoJblllasg, KaKk KOMHaTa MOEW MOApPYyTH, HO oHa cBeTiee u Terwiee. 11. Kakas
U3 ATUX KHUT camas uHTepecHas? 12. HosOpp He Takoil XOJIOJHBIN MeEcCsIl, Kak
aHBapb. 13. Moil oreny — oueHb 3aHATHIA yenoBek. 14. KpbiM - 01HO M3 cambIxX
Jy4dmux MecT Juist oTapixa. 15. CeroiHa oH 4yBCTBYET ce0si Topa3/io Jydlle.

Pa3znen 2. YcrpoiicTBo Ha padoTy

IIpakTnueckas padora NeS
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Tema 2.1. [Touck paboTsl

eab pabdoThbI:

1. IlonumaTh CYyIIHOCTh U COIMAJIBHYIO 3HAYMMOCTh CBOEH Oymayied mpodeccuu,
IIPOSIBJISITH K HEW YCTOWYMBBINA UHTEPEC.

2. ®opMupoBaHHE KOMMYHHUKATHBHBIX KOMIIETEHIIUM, OBJIaJICHHE JIEKCUKOU M
SI3IKOBBIMH KJIWIIIE 110 TEME.

Xoa padorbi: Kiuie u BeIpaXeHus 110 TeMe. BpInoHeHne ynpaKHEHUH 10 TEME.

1. Answer the questions:

What is a CV (resume)?

What kind of information does it contain?

Who writes a CV? Why?

Is it easy to write a CV?

2. Read the text. Copy out new words and check their meaning with a
dictionary.

As soon as students pass their graduation

examinations, they start looking for a job. The first job

in a graduate's life determines the course of his career.

The applicant can get the best job only when he uses a

professionally drafted resume for his job search.

Since graduates have no work experience, most

of them end up making mistakes in job search. Resume

writing is one of such mistakes. Drafting a resume for a

student is far different from drafting a resume for an

experienced candidate. Experienced candidates have years of experience to support
their claims of being confident at handling responsibilities. So, unlike an
experienced

candidate's resume, qualifications and key skills are the highlights of a graduate’s
resume. Secondly, student candidates need to be zealous in their approach. It’s not
experience but the ambition that helps them move ahead in their career. Remember
these points when you develop a resume.

Tips for graduates to draft a CV:

Use A4 size paper that is bright white in color

Use a formal font of size 12

Keep the CV length restricted to 2 pages

Make categories for writing information

Start the CV with career objective

Qualifications and Skills section must appear below the career objective.

Give details of internship and project work under Experience Section and
highlight the key responsibilities handled during this course of time

Include details of hobbies and volunteering work undertaken during your studies

End with reference
18

19



3. Answer the questions.

Why is the first job important for people?

What does a job applicant send to the organization where he wants to work?
How does an experienced candidate’s CV differ from a graduate’s one?
What should the graduate highlight in his CV?

What helps graduates move ahead in their career?

4. True or false? Correct the false statements.

A resume should be printed on bright white A4 size paper.

A resume must be as long as possible.

The information must be organized in categories.

The career objective must follow Qualifications and Skills section.
Experience section must include details of internship and hobbies.

The reference section is the last section of a CV.

5. Study the resume on page 19 and fill in the application form on page 20 with
the information from the resume. Invent any other information to complete the
form.

6. Choose the correct option for the information from the CV:

1. The job applicant is seeking ...

a) a junior position b) a senior position c) an entry-level position

2. The job applicant is ...

a) a graduate b) an undergraduate c) an expert

3. The applicant’s experience includes ...

a) fieldwork b) summer placement c) 5-year experience

4. The applicant’s experience includes ......

a) dealing with documents b) business trips ¢) attending meetings

5. The applicant .......

a) has a driving licence b) likes travelling c) knows WordPerfect

IIpakTuuyeckas padora Ne 6.

Tema 2.2. Hanucanue pestome. CobeceoBaHue mpu mpueMe Ha padoTy.
esab padoThbI:
1. IlonumaTh CyHIHOCTb U COLMAJIbHYI0 3HAYMMOCTh CBOeW Oymyied mpodeccuu,
MPOSABIIATH K HEW YCTOWYMBBIN UHTEPEC.
2. ®opMupoBaHME KOMMYHHMKATHBHBIX KOMIIETEHLIUI, OBJIaJICHHE JIEKCUKOW H
A3bIKOBBIMU KJIMIIE 10 TEME.
Xoa padotbi: Kiuie u BelpaxkeHus 1o TeMe. BeinoiHenne ynpaxxHeHui 1o TeMe.

[IpounTaiTe u nepeBeIUTE HA PyCCKUM A3BIK:

1. Applying for a job may mean filling out an "application form" giving your
personal details.

2. If you are interested in the job, could you fill out this application form, please?

3. I have completed the application form for that job and sent it back to the
personnel department.
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4. The application form includes your "contact details"; your home address, your
phone number and your email address.

5. We have your contact details so we will be in touch soon.

6. If you give me your contact details, I'll call you to set up an interview.

7. It also includes your "employment history" where you list the previous positions
you have held with the name of the company, job title and dates of employment.

8. I have already held similar positions as you can see from my employment history.
9. There are gaps in her employment history, I would like to know what she was
doing during these periods.

10. A list of previous positions held needs to highlight the "relevant experience"
showing why the candidate is suitable for the job.

11. As you can see from my CV, I have all the relevant experience you require.

12. This candidate doesn't have the relevant experience in our sector but is very well
qualified in every other aspect.

13. I was interested to learn that your company is now recruiting...

14. Full details of my career to date are set out on the attached curriculum vitae...
15. I will be happy to supply you any supplementary information you may require...
16. First, it was necessary to work for a month for free and then three months as an
apprentice.

Pe3rome.

CocraBiieHre aHKETHI.

Many employers require all applicants, regardless of the job they apply for, to
complete a job application form. This way the employer will have consistent data on
file for all prospective applicants. Study the job application form and practice filling
it in.

JOB APPLICATION FORM

Instructions: Print clearly in black or blue ink. Answer all questions. Sign and
date the form.

Personal Information

First Name Middle Name

Last Name Date and Place of Birth

Passport Details

Social Security Number

Address

E-mail Phone Number ()

Are you eligible to work in the United States? Yes No

If you are under age 18, do you have an employment/age certificates? Yes  No
Have you been convicted of a felony within the last five years? Yes No

If yes, please explain:

Position/Availability
Position Applied For
Days Available: Monday Tuesday Wednesday Thursday

21



Friday Saturday Sunday
Hours Available: from to
What date are you available to start work?

Education
Name and Address of School - Degree/Diploma - Graduation Date

Skills and Qualifications: Licenses, Skills, Training, Awards

Employment History
Present or Last Positions:
Employer
Address Supervisor
Phone E-mail
Position Title From To
Responsibilities
Salary Reason for Leaving
May We Contact Your Present Employer? Yes No
References:

Name/Title Address Phone

I certify that information contained in this application is true and complete. I understand
that false information may be grounds for not hiring me or for immediate termination of
employment at any point in the future if I am hired. I authorize the verification of any or all
information listed above.

Signature Date

I. IIpaBuna coctaBneHus pe3OMe Ha aHTJIMMCKOM:

B ornuune OT pyCcCKOSI3BIYHOTO, PE3IOME Ha AHTJIMKUCKOM SI3BIKE HMEET
HECKOJIbKO ocoOcHHOCTer. Tak, B Hauaje aHKETHI CJIOBO «Resume» He mumiercs, a
cpa3y ykasbiBaeTcs uMs U hammnus. [lociie 3TOro KOHTaKTHBIC JIaHHBIC: TTOYTOBBIH
azpec, UHIEKC, HoMep TenedoHa U dJeKTpoHHas mouta. OOparuTe BHUMaHUE, YTO
MOYTOBBIA aJpec HAYMHAETCS C Ha3BAHUS YJIMIbI, a TOPOJ YKa3bIBAE€TCS IOCIE
storo. [Ipumep:

Petr Sidorov

Petrova, 241, apt. 28

Moscow, 257048

(495) 658-12-43

petrsidorov@mail.com
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[Tocne sroro ykaspiBaroTCsl miepcoHanbHble cBeaeHus (Personal Data): mata
POXKJIeHUs, CEMEWHOE TI0JIOKEHHE, KOTMYECTBO JieTel (eciu ecTh) u T.11. Hampumep:

Date of birth: 04/16/1981

Marital status: married

3aTeM, Kak MpPaBWJIO, B PE3IOME Ha AHTJIMUCKOM SI3bIKE MHUIIETCS LeIb
(Objective), ¢ KOTOpoH BBl ycTpaumBaeTechb Ha padoTy, cdepa IeATENBHOCTH M
UMHTEpeCylolmue Bac AokHOCcTU. [lociae 3TOoro B XpOHOJIOTMYECKOM TMOPSIKE
pacrnoyiaralotcs CBeACHHSI 00 OCHOBHOM U JOMOJHUTEIBHOM O0pa3oBaHUMU.
Hanpuwmep:

Education and Qualifications

Basic:

2002-2007: Moscow State University

Philology Department

Philologist

Additional:

2005: Professional Education College

Computer Operator — Certificate

Hanee cnemyer Haubosiee BaKHbIH W WH(OOPMATHUBHBIN OJOK pe3romMe Ha
AHTJIMIICKOM si3bIke — 00 ombiTe padote (Work Experience), KOTOpbIid 3am10IHSIETCS B
CIIEYIONIEM TOPSAIKE: MEePUOJ 3aHUMAEMOW TOJDKHOCTH, KOMITAHWS WU (pupma,
JOJDKHOCTh U 00s13aHHOCTH. K mpumepy:

2008-2013: Saporalnc., LogisticsManager, shipment database maintenance

3arem 3amnonHsieTcss pasznen «HaBblku», e YKa3bIBAIOTCS Pa3IMYHbIC
YMEHUS, W HaBBIKA BIIQJICHUS KOMITBIOTEPOM, SI3BIKAMH, a TaKXE JIMYHOCTHBIC
KauecTBa U XapakTepuctuku. Hampumep:

= excellent oral communication skills — oTnuyHBIE HaBBIKM yCTHOMU
KOMMYHUKAITAH

= basic English — 6a30Bb1it aHTIIHUHCKHI

= expertise in human relations — 3HaHue ynpaBJIeHUs IEPCOHATIOM
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B camom koHIle MOXXHO paccka3aTh o cBoux mybmukammsx (Publications),

Harpagax (Awards) u pekomenmanusx (References).
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OG6paa3el| aHKeTbl, 3anonHAeMO NpU NpuemMe Ha paborty
An example of Application for Employment

Name:

Date of Birth:

Present Address:

Tel. Number:

Indicate Dates You Attended School:
Elementary, From to

High School, From to

College, From to

Other (Specify Type and Dates):

List Below All Present and Past Employment, Beginning with Most Recent

Company | From To Name of Reason
Name | Mo/Yr | Mo/Yr | Supervisor | for leaving

Weekly
salary

Job
description

9

2)

3)

May we contact the employers listed above?

Indicate which ones you wish us to contact:

Remarks:

—

II. Read, translate the dialogue:
Applying for a job.
Interviewer: Good afternoon, Mr. Brooks. Have a seat, please.
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Dan Brooks: Good afternoon.
Interviewer: I received your resume a few weeks ago and I must say that I was rather impressed.

Dan Brooks: Thank you.

Interviewer: As you know we are a small but fast growing financial company, mostly trading
stocks and bonds. May I ask you why you're interested in working for us?

Dan Brooks: Yes, of course. I know that your company has an excellent reputation. That's why I'd
like to work for it. Besides, I have always wanted to work with a smaller company, which
consequently develops.

Interviewer: I see. That's good to hear! Would you mind telling me a little bit about your current
occupation?

Dan Brooks: I'm a broker at a large international company at the moment. I mostly deal with
clients and I handle all aspects of their accounts.

Interviewer: I see. Could you also tell me a little bit about your previous job experience?

Dan Brooks: Yes, of course. I have worked for two full years at my current position. Before that, |
participated at an internship program at the same company.

Interviewer: How long did the internship last?

Dan Brooks: Almost for one year.

Interviewer: So, you have a three-year job experience, is that right?

Dan Brooks: Absolutely. However, I would like to continue my career development in this field.
Interviewer: Could you also say a few words about your main education?

Dan Brooks: Yes, with pleasure. I have graduated from the University of Kent and I have a degree
in Accountancy and Finance.

Interviewer: Do you have any additional certificates?

Dan Brooks: Yes, I do. After graduation I have also attended workshops for experienced
specialists. I've gained lots of new financial theory and practice there, as well as a certificate of
course completion

Interviewer: That's good to know, Mr. Brooks. I would like to ask you one more question about
your interest in our company. Why do you think that you are the right candidate for the position of
head broker?

Dan Brooks: I think that I have enough experience in the stock market to handle this job. Also, I
quite like my current duties and don't mind expanding the range of my responsibilities in this field.

Interviewer: Well, you might just be the right person we've been looking for. Do you have any
questions?
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Dan Brooks: Yes, I have one question. If [ were hired, how many accounts would I be handling?

Interviewer: You'd be handling about a third of our clients, as you'd be working with two other
head brokers. Is there anything else you'd like to ask?

Dan Brooks: No, that's it. Thank you.

Interviewer: Ok, then. We will send our employment contract for your review this week, Mr.
Brooks. And we hope to see you soon among our staff.

IIpakTnueckas padora Ne7

Tema 2.3. MHOKECTBEHHOE YUCJIO CYIECTBUTENBHBIX. Vcuncisiemble U
HEHCUYHNCIISIEMbIE CYILIECTBUTEIbHBIE.
Heas pabGorbl: HM3ydeHwe HOBOrO TIpaMMaTHYECKOrO Marepualia, YyMEHHUE
VCIIOJIB30BATh MTOJYyYEHHBIE 3HAHKS B Pa3rOBOPHOM peYH;
Xoa pa6otbi: M3yueHre HOBOro rpaMMaTHYECKOro MaTepuaia. BeimonHnenue
yIPaXKHEHUH.

HNmsi cymecTBUTEIbHOE — OTO 3HAMEHATellbHAs 4YacTh pedd, 0O0O03Hayaromas
npeaMeT B CaMOM HIMPOKOM cMbIiciie. Hampumep, cCylecTBHTENbHBIE MOTYT
o0o3HauaTh Bemu (car, pen), *uBbIX cymiecTB (cat, human), mecra (Norway,
mountain, Moscow), wmatepuansl (copper, cloth), mpoueccor (life, laughter),
cocrosinus (rest, sleep), abcrpaktheie nmoustus (beauty, evil) u kagectsa (kindness,
bravery).

MHOKeCcTBeHHO€ YHCJI0 UMEH CYIIeCTBHTEJbHbIX 06pa3yeTcsi MyTeM:
1. JloGaBieHUSI OKOHYAHUSA =S K CYIIECTBHTEJILHOMY

a cal cats
a sea seas
a boy boys
a book books
a pen pens
a girl girls

2. JloGaBneHUs] OKOHYAHUA -§ K CYIIECTBHTE/NbHBIM, OKAHUMBAIO-
IIIMMCA Ha IVIACHYI0 + Y

turkey HHIIOK furkeys
monkey o6e3bsHa monkeys
day IeHb days.
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3. 3amensl y Ha i ¥ 106aBJIEHHS -€S K CYIIECTBHTEJLHLIM, OKAHUH-
BalOIIMMCS Ha coriacHyio +y

afly

a lady

a body

a country
a company
a party

a baby

Myxa
Jeu
TEJ1O
cTpana
KOMITaHHS]
napTHs
MJIaJIeHelL

[lies

ladies
bodies
countries
companies
parties
babies.

4. JloGaBJieHHs OKOHUAHHS -€S K CYILIEeCTBHTEJbLHbIM, OKaHYHBAI0-
LMMCS Ha S, X, Z, ch and sh

mass
class
box
buzz
watch
match
dish
crash

Macca
KJ1acc
KopoOKa
3BOHOK
yacsl
CITHYKA
OJTI010
KpylieHue

masses
classes
boxes
buzzes
watches
maitches
dishes
crashes.

5. 3ameHsl T Ha v 1 106aBJIeHHs OKOHYAHHUSA -€S K CYLLIECTBHTEJbHBIM,
oKaHuuBawmmMcsa Ha [ u fe

knife
wife
life
half
shelf
woli

Ho He Bcerna.
belief
chief
chef

cliff

roof

HOM
KEeH4d
KH3Hb
MOJIOBHHA
MMOJIKA
BOJIK

knives
wives
lives
halves
shelves
wolves.

HekaroveHuamu sSBasIIOTCS

Bepa

e

wed-nosap

yrec
Kphbllla

beliefs
chiefs
chefs

cliffs

roofs.
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b, JoOapieHHA -5 HIH -8 K CYILECTEHTENLHOMY, OKaHUHBAILIEMY -
CH HA O

pilano NHAHHHO pianos
potato KapToheb poilatoes
fomato NOMHACP tomatoes
hero repoi heroes.

Psil cyllecTEHTENbHBIX 00pas3yIoT MHOMKECTBEHHOE YHCAD He no 00-
UM APasUIaM:

4) HIMEHSIETCH KOPHERas riiacHan:
@ tan MYKUHHE men MYHKUHHE
@ Waman HKEHIHHA women HEHIHHB]
a fool HOTE feet HOTH
a tooth 3y6 teeth 3y 0l
(1 goose MYCh geese [YCH
Q@ mouse MBI mice MEILLTH,

0) nodapiAeTcs OKOHYAHHE -en;
@ ox ORIK oxen (RIKH
a child pefeHOK children OETH.

EI-} 3dHMCTBYHITCH I:I:IEI[J'MI‘J[ COIHHCTREHHOMD H MHOMCCTECHHOMD HHCIA
H3 JJATHHCKOI'Q H PEYCCROTO H3LIKOB:

a formula dhopmyna formulae (formulas)  dopmyna

( Crisis KPH3HC crises KPHIHCHI
@ criferion KPHTEPHH criferia KPHTEPHH
@ bacterium  GaxkTepus hacteria GakTepH
a datirm NAHHOE data TAHHBLIE
an index HHIEKC indices HHIEKCEIL.

B aurauiickoM A3bIKe ecThb CYIECTBHTENLHBIE, KOTOPBIE HMEIT OIHY
(06uLyi0 ) hopMy 115 eIHHCTBEHHOTO H MHOMECTBEHHOTO MHCIA;

a deer JIEHb deer OJIEHH

a sheep OBILA sheep OB

a fish pLiGa fish DhIGL

a swine CEHHbA swine CBHHBH
moose JOCE moose JIOCH
bison GHI0H hison BHAOHBL.
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HexroTophie cylecTEHTENBHEE MOTYT YIOTPEGIATLCA B (DOPME TOMh-
KO @IMHCTBEHHOTO JHGO MHOMECTBEHHOMD YHEA.

ToabKo B €IHHCTBEHHOM HHCIE YNOTPEONSOTCA CloBa:

morney — NeHbrH

sugar — caxap

hair — BOJOCH!

business — nedo

information — undopManma, cEeIEHHN

Progress — Nporpece, yornexH

Rews — HOBOCTh, HOBOCTH

peace — Mup

love — moGosk

knowledge — 3nanune, 3HaHHs

advice — coBeTbl

furniture — metens

luggage — Oaram

fruit(s) — dpykrh,

ToabK0 BO MHOXECTBEHHOM YHCE }'TiﬂTPEﬁJIHH}TEﬂ CAOBAa:

clothes — onexna

goods — ToBaphl

riches — GoraTcrea

thanks — GnarolapHOCTb

MAnAers — MaHepbl.

Tonbko BO MHOMECTBEHHOM HMCAEe YOOTPeGAAKTCA 0603HAMeHMA
NpeIMETOR, COCTOAIIHX H3 IBYX H GoJee yacTed:

trousers — OpPIOKH

glasses — oukH

SCLSS0rS — HOMHHLB

shoris — mopThi

pliers — naocKoryGiL.

3. Ucuncnsemble/HENCUUCIISIEMbIC CymCCTBUTCIIbHLIC.
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HoumenseMple CyIECTBHTENLHEIE JETKD Y3HaTh, OHH 0603Ha4aoT
NPEIMETHL, KOTOPLIE Mbl MOMEM cocuuTath. Hanpumep: pyuxka. Mu mo-
HEM TOCHHTATE PyUEH. FIX MoMeT OLITE OTHA, B, TPH HIH GoNblLee KOJIH-
qecTBO pydeK. BoT HeKOTOphIe npHMephl HCUHCNAEMLIX CYLIECTBHTEL-
HEIX;

dog cofaka bottle Gy TRIIKA
el KOT box KopoOKa
animal AHHBOTHOE litre JHTP
man MyRMHHA coin MOHeTa
person YENOBER dollar noaap
cup vAalIKa plate Tapeska
fork BHIIKA table CTOM
chair CTYN suitcase UeMO/IAH
bag CYMKA

Hencuncnaemule cyllecTBHTEAEHEE 0003HAYAKT BELLECTRA, NOHATHA
HT. ], TO €CTh TO, YTO HE MOMKET JEJHTLCA HA OTAeNbHEIE 3eMeHThl, Ml
He MOXEeM nmocurTaTh HX. Han PHMED, MBIl HE MOXCM MOCHHTATL € MOJOKO .,
MEI MOXEM NOCUHTATE «0YTEUIKH MOJIOKA® HIH «JIHTPL MOJIOKA®, HO Mb
He MOMEM HeNOoCpelCTEEHHO MOCYHTATE «MOIOKD». BOT HekoTophie MpH-
Mephl HEHCUHCIAEMBIX CYLLECTBHTELHEIX:

MUusic MY3bIKA rice PHC

ard HCKYCCTBO sugar caxap

love MOGOBL buiter MaCsI0
happiness CHACTLE waler BOJA

advice COBET air BO3IYX
information HH(POPMALLHA electricity INeKTPHYECTBO
news HOBOCTH gas raz

furniture Medelb money JEHEH
luggage Garam currency BAJIHITA
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Heuncunensnemule cylecTBHTENBHBIE 00BIMHO YNOTPeOARIOTCH B CIHH-
CTBEHHOM HHCIE, TTO3TOMY HCMOL3YETCA TVIANON B €IHHCTBEHHOM HHCIE,
Hanpumep:

This news is very important. — 3TH HOBOCTH OYEHL BAXHKL

Your luggage looks heavy. — Baw Garam BINVISAET THHKENEIM.

C HeHCHHCAAEMBIMH CYLIECTEHTENLHBIMH OOLIMHO HE HCNOILIYETCHA
HeonpeaeneHHEIR ApTHKIL ﬂ,fcm. Henbaa ckazaTh «an informations uak
«a music». Ho MoxHO ckasaTth:

a piece of news  HOBOCTE

a bottle of water GyThIKa BOJIK

a grain of rice  aepHo pHca

Hanures (kode, Bona, yai ) 00bYHO HEHCUHCASEMBIE CYLECTBHTE L
Hele. Ho MEl MOMeM ckazats (Hanp., & pecropane ): Two feas and one cof-
fee, please. — Jlpa vuas u oiHH Kothe, NOMKATYHCTA,

Much, many, little, a little, few, a few ¢ ucuucnsempiMu u
HEHCUHUCISIEMBIMH CYIIECTBUTEIHHBIMU

B anrnmiickom si3pIke BBIJICISIOT CIEAYIONINE MECTOMMEHHBIE MpUjlarateabHble:
much, many - "MHOro"

little, few - "mano"

Much, little onpenenstoT HEUCUUCAIEMBIE CYIIECTBUTEIIbHBIE:

There is much snow in the street.Ha ynume maoro cuera

There is little sugar in my tea.B Mmoém yae masno caxapa.

Many, few - cTtaBsTCs Iepe1 UCUUCIIEMBIMH CYIICCTBUTEIIHHBIMH:

There are many spoons on the table, but there are few knives on it.

Ha ctoje MHOT0 JI0KEK, HO MajJl0 HOXKEH.

Little, few 6 couemanuu c¢ HeoOnpeodeNéHHBIM apmuKiem 00pazyom
YCHOUYUGBIE COYEMAHUA CO CEOYIOWUMU 3HAYECHUAMU:

a few - "HeckOJILKO"
a little - "uemuoro0"

A little - "memHoro" m a few - "HECKOJBKO" YIOTPEOJSIIOTCS B CMBICIIC
"HEKOTOpOe, XOTS U HEOOIbIIIOe KOINYECTBO", B TO BpeMs Kak little u few - "mano"
yHOTpeOISIOTCS B CMBbICIE "HEAOCTATOYHO, TOYTH HET".

I've got little time.Y MeHs Maj0 BpeMeHHU.
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I've got a little time.Y MeHs eCTh HEMHOTO BPEMEHHU.
He has few friends. Y Hero mano npys3en.
He has a few friends. ¥V Hero ects HECKOIBKO Apy3eH.

Hapsiny ¢ MeCTOMMEHHBIMH TNPWIAraTeibHBIMU B 3HAYEHUM 'MHOIO"
ynotpeousitotcst coueranus: a lot of, lots of, plenty of - kak ¢ ucuncnaemMbpIMu, Tak u
C HEHCUUCISIEMBIMU CYIIECTBUTEIbHBIMU, O0O3HAYAIONIUMU SIBICHUS TPHUPOIBI
(snow, rain), BemectBo (ink, water, salt), aGctpaktusie mousatus (love, beauty,
inclination):

There are a lot of English books in my library. B moei#t 6ubnuorexke mMHOTO
AHTJIMACKUX KHHT.

There is a lot of rain this autumn. 3Toi 0CeHBI0O MHOTO JIOXK/ICH.
There are lots of roses in this garden. B atom cagy MHOTO pO3.

We have lots of snow this winter. 3Toii 3MuMOI MHOTO CHETa.

There are plenty of pictures in his studio.B ero ctynuu MHOTO KapTHH.

We have plenty of time. Y Hac MHOTO BpeMeHHU.

Exercises

1. ITocTaBbTe Cileayolne CyleCTBUTEIbHbIE BO MHOKECTBEHHOE YHCJIO (He
3a0yabTe, YTO Nepel MHOKEeCTBEHHBIM YHCJIOM Heonpeae/JeHHbIH apTUKIIb
HY’KHO ONIYCTHUTH),

A table, a plate, a fox, a room, a lady, a knife, a chair, a bus, a Negro, a match, a
way, a house, a family, a flag, a town, a wolf, a country, a lion, a park, a play.

2. [locTaBbTe CeayWIHe CYIIECTBUTEIbHbIE BO MHOKECTBEHHOE YHCJIO0
(oOpaTuTe BHUMAHHE HA APTUKJIM: HeonpeaeJeHHbIH apTHKIb BO MHOKe-
CTBEHHOM YHCJIE ONMYCKAETCsl, OnpeaeSIeHHbIH ApTHKJIb COXPAHAETCS).

A star, a mountain, a tree, a shilling, a king, the waiter, the queen, a man, the man, a
woman, the woman, an eye, a shelf, a box, the city, a boy, a goose, the watch, a
mouse, a dress, a toy, the sheep, a tooth, a child, the ox, a deer, the life, a tomato.

3. IlocTaBbTe cieayolHe CJI0BOCOYETAHUS BO MHOKECTBEHHOE YHCJIO.

This tea-cup, this egg, that wall, that picture, this foot, that mountain, this lady, that
window, this man, that match, this knife.

3anomuume:

this is — these are that is — those are there is — there are it is — they are

4. [TocTaBbTe cJieAyIONIHe MPEII0KEHHsS] BO MHOKECTBEHHOE YHCJIO.

1. This is a star. 2. This is a boy. 3. This is a baby. 4. That is a plate. 5. That is a
flower, j 6. That is a bookshelf. 7. Is this a sofa? 8. Is this a bookcase? 9. Is this a
man? 10. Is that a ball? 11. Is that a train? 12. Is that a plane? 13. Is the window
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open? 14. Is the door closed? 15. Is the boy near the window? 16. That is not a king,
17. That is not a queen. 18. That is not a bus. 19. This isn't a mountain. 20. That
isn't a goose. 21. This isn't a mouse. 22. It is a sheep. 23. It is a cigarette. 24. It is a
cat. 25. It is not a girl. 26. It isn't a bag. 27. It isn't a tree. 28. It is not a bad egg. 29.
It is a good egg. 30. Is that a flower?

S. IlocraBbTe ciaeayomue NpeaioKeHus BO MHOKECTBEHHOE YUCIO0.

1. This man is an engineer. 2, That woman is my sister. 3. This child is my son, 4.
That goose is big. 5. This mouse is white. 6. This man is a doctor. 7. That woman is
my cousin. She is a teacher 8. That girl is my niece. She is a pupil. 9. This girl has a
blue sweater. 10. This boy has a good coat. 11. My uncle has a large flat. 12. There
is a table in the room. 13. I have a good pen. My pen is in my pocket. 14. There is a
flower in the vase. 15. This child's foot is sore.

Yup. 6. IlocraBbTe cieayOLIMe NPEIT0KEHUS BO MHOKECTBEHHOE YHCJIO0.

1. This room is very large. 2. There is a match in the box. 3. Has this lady a knife? 4.
There is a man and a woman in the street. 5. This lady is that gentleman's wife. 6.
This shoe is too large for my foot. 7. The child is sitting on a bench. 8. My tooth is
white. 9. This key is made of steel. 10. A potato is a vegetable and a cherry is a fruit.
11. This.is my friend's study. 12. His child studies very well. 13. This man works at
our office. 14. There is a new house in our street. 15. This story is very interesting.
16. I have hurt my foot. 17. The wolf has been shot. 18. He keeps his toy in a box.
19. Put this knife on that table. 20. There was a lady, a gentleman, a boy and a girl
in the room.

Exercises.

1. Pacnipenenure cieayromme CylneCTBUTEbHbBIE Ha JIBE TPYIIIIHI.

paper — bottle — porridge — happiness - pencil - coffee — girl — work — job — plate —
dog — meat - news — apricot — toothpaste — time - bedroom — money - magazine —
information — honey - metal — child — yoghurt — rice — spaghetti — water — air —
spoon — mustard - egg — chair — shampoo — raincoat — flower — flour — bread — soap
— toy — food — knowledge — garden — oil — furniture - friend

Ucuuciasemsie:
Hewucuucigemsie:

2. [ToctaBbTe How many? uiu How much?

... salt do you usually put in the soup?
... cups of tea shall I bring?

... films did you see?

.. friends has he got?

.. free time do we have?

.. juice is there in the fridge?

A e
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... money did they spend?
... tomatoes are there in the bag?
... kilos of potatoes did you buy?
0.... slices of cheese are left on the plate?

3. BcraBbTe B nipemioxkenus few/ little:

7.
8.
9.
1
Bce
1. There are students who love you.
2. Where are my possessions?
3. musicians would deny his talent.
4. There's too snow.
5. rain falls at this time of year.
6. I have interests outside my work.
7. You'll have so time tomorrow!
8. There are like her in the group.
9. employees want low-paid jobs.
10.There's very milk in the bottle.
4. BecraBbre B npeioxenus few/a few/fewer/little/a little:
1. I suppose she has choice.
2. T'will eat bread.
3. We should have used eggs.
4. recent films have been screened.
5. There were more important things I'd like to tell them.
6. I'm so sorry, I'm going to be minutes later.
7. There are elephants than there used to be.
8. There's always snow at this time of year.
9. children have read the article, and even understand it.
10.1t was a village of than 500 inhabitants.

IIpakTnueckas padora Ne§
Tema 2.4. I'naron to be. O6opot There is / There are

Heabp pabGorbi: I3yuyeHne HOBOro TIpaMMATHYECKOTO Marepuana, yMEHUE
UCIIOJIb30BaTh MOJYYEHHBIE 3HAHUS B pa3rOBOPHON PEYH.

Xoa padotbi: M3yueHrne HOBOro rpaMMaTUYECKOro MaTepuaia. Beimonnenue
YIPAKHECHUN.

I'naro to be B aHIIMHCKOM sI3bIKE
3HaueHue riaroga to be - "ObITh, HAXOAUTHC". B OTIIMUME OT APYTUX AHTIUHCKHUX
[JIarojoB, riaroii to be copsiraetcs (T.€. U3BMEHSETCS MO JIUIaM U YKCIIaM).

B otnuuume oT pycckoro si3blka, B aHIVIMICKOM SI3bIKE IJIaroj-CBsi3Kka HUKOTrAa HE
OITYCKaeTCs, MOCKOJIbKY aHTJIMHACKOE MPEII0KEHHE UMEET CTPOTr0 (PUKCUPOBAHHBIN
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MOPSIIOK CJIOB:  moiuiekamiee (subject) + ckazyemoe (verb) + momosiHEHHE
(object)

I am a doctor. I Bpau. (S ecth Bpau.)

The weather is bad. [Toroga mioxas.

They are from Paris. Onu u3 [lapuxa.

I'maron to be He TpeOyerT BcIOMOraTelbHOTO TJlarojia Juisi 0Opa30BaHUS
BOIIPOCUTEIBHON WIIM OTPULIATETEHON (POPMBI.

Uto0sI 3a1aTh BOPOC HY)KHO MOCTABHUTH II1aros to be mepe moaieKaiim:
Am I happy? Is the book interesting? Is he our teacher?

Jlns oOpa3oBaHus OTpHULIATENBHON (POPMBI TOCTATOUYHO MOCTABUTH OTPHUIIATEIHHYIO
YyacTHILy not nocje riaroia to be:

I am not happy. The book is not interesting. He is not our teacher.

Cunpsixenue riiarosia to be B Hacrosimem BpeMmenu Present Simple:

Iam I am not Am I?

He is He 1s not (he 1sn't) | Is he?

She ig She is not (she Is she?
1sn't)

It 18 It 1s not (1t 1sn’t) Is 1t?

We are We are not (we Are we?
aren't)

You are You are not (you Are you?
aren't)

CupsiskeHue riaroJia to be B npomenmem spemenu Past Simple:
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[ was I was not (I wasn't) | Was I?

He was He was not (he Was he?
wasn't)

She was She was not (she Was she?
wasn't)

It was It was not (it Was it?
wasn't)

We were We were not (we Were we?
weren't)

You were You were not (yvou | Were you?
weren't)

Cunpsixenue riaroJia to be B 0yaymem spemenn Future Simple:

VTBepanTensHoe OTpHOarembHOe BonpocuremsHoe

HpeosKeHHe npeanosKeHHe npeanosKeHHe

Iwill be I will not be (I Will I be?
won't be)

He will be He will not be (he | Will he be?
won't be)

She will be She will not be (she | Will she be?
won't be)

It will be It will not be (it Will it be?
won't be)

We will be We will not be (we | Will we be?
won't be)

Youwill be You will not be Will you be?
(vou won't be)

They will be They will not be Will they be?
(they won't be)

Oo6opor there is / there are B aHr/IniicKoM si3bIKe

O6oport there is/there are B aHIIHIICKOM SI3bIKE YHOTPEOJISIETCSI, KOTJa HYXKHO
yKa3aTh Ha HaJU4M€ KaKOro-TMOO JIMIla WU SIBICHUS B ONPENEICHHOM MECTE.

[Tocne ob6opoTa there is/there are craBuTcst moasnexaniee.
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There is a lamp on the table. Ha cmone (naxooumcs) namna.
There was a storm last night. [Ipownoii Houvto ObLia Oyps.

ITepeBox TpeMIOKEHHH € O3TUM  OOOPOTOM  HAYMHACTCA  OOBIYHO C
00CTOSTEILCTBA MECTA.

Ecnu moesxaiee BRIpaXKEHO CYIIECTBUTEIIBHBIM BO MHOKECTBEHHOM YHCIIC, TO
raroJ1 to be mociie there ctaBUTCS TaK)XKE BO MHOXKECTBEHHOM YHUCIIE.

There are two lamps on the table. Ha cmone (naxoosmcs) OHe n1amnei.
[Tpn u3MeHeHnHn BpeMeHU u3MeHseTcs popma riarona to be:

There was a lamp on this table. Ha smom cmone 6vina ramna.

There were three cars in the yard. Bo 0sope 6vLi0 mpu mawiuHbl.

There will be a crystal chandelier over this table. Hao smum cmonom 6yoem
XPYCMANbHASL TIOCMPA.

OtpunarenbHas ¢opMa 00pa3yercss NMpU IMOMOILIM OTPULIAHUS NO, KOTOPOE
CTaBUTCSI MOCJIE TJ1aroja to be mepen CymecTBUTENbHBIM.

There is no lamp on the table. Ha cmone nem namnol.

Ecnm  mepex  CyIIECTBUTENBHBIM  CTOUT  ONPENEIICHHE,  BBIPAKEHHOE
MeCTOMMEHUsIMU any, much u ap., To mocne rnarona to be craButcs yactuia not.

There is not any lamp on the table. Ha cmone nem (nuxaxoii) ramnoi.
There is not much snow in the street. Ha yauye ne mHoeo cheea.

Bomnpocurensnas ¢popma npu ynorpebdiiennu riarona to be B Present Simple nnu
Past Simple (unu Present u Past Indefinite) oOpa3yercst myTeM NOCTaHOBKH TJiaroya
to be Ha mepBoe Mecto — mnepen there.

Is there a lamp on the table? Ha cmone ecmv namna?
[Tpu HamuuMm CIOXHOW (OpMBI riaarona (T.e. MPHU HATMYUU BCIIOMOTATEIBHBIX

WIM MOJAJBHBIX TJIarojoB) BCIIOMOTATEIbHBIA WM MOJAIBHBIA TJIaroi CTaBUTCS
nepey there, a riaron to be — mnociie there.

Will there be an English lesson at 3 o’clock? bByoem nu ypok anenuticko2o s3vlka
6 mpu uaca?

[Ipu mocraHoBke Bompoca K MojyiexameMy c¢ oboporom there is/there are
yIoTpeOIsIeTCST BOMPOCUTENBHOE CIIOBO what, KOTOpoe SBISETCS TOJICKAIIIM
npeuioxkeHus. [marom to be B ATHUX chydasx Bcerja ynorpeoOnsercs B
CIMHCTBEHHOM WYHCJE, JaXe €CIM BOMNPOC CTABUTCS B OTHOIICHWW HAJIHUUS
HECKOJIBKHMX TPEIMETOB HJIH SIBJICHUH.

What is there on the table? UYmo na cmone?
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HO: B orBere Ha Takoi Bompoc TIwmaroid to be ymorpebisercs Bo
MHOXXECTBEHHOM 4YHCJIe, €CIIM KOHCTaTHpyeTcs (aKkT HaIW4IUsi HECKOJIbKUX
MIPEIMETOB WUJIU SIBJICHUH.

What is there on the table? UYmo na cmone? There are some books. Heckonbko
KHUZ.

Bonpochl k IpyruMm 4jieHaM MPEIJIOKEHUS C 3TOM KOHCTPYKUHUEN CTPOATCA 10
00111eMy MpaBuITy.

Kpatkue otBeThl Ha BOmpoOC, cojepkammuii o0opot there is/ there are, Taxxke
CTPOSITCS IO OOIIEMY TPaBUITY.

Are there any books on the table? — Ha cmone ecmv kaxkue-iubo kHueu? —

Yes, there are (some). /la, ecmo. (No, there aren’t.) (Hem.)

Exercises.

1. IlepeBeauTe HA AHTJIMICKUIA SA3BIK, yOTPeOJsis riaaroj to be B Present uiam
Past Simple,

1. 5l yuenuk. 2. On netuuk. 3. OHa noktop. 4. Ml mikonbHUKHU. 5. Bbl paboune. 6.
Te1 pabounii. 7. Ouu yuenuku. 8. S noma. 9. On B mkoze. 10. Ona B kuno? 11. Mni
B napke. 12. Onu B tearpe? 13.0na monogasa? 14. Oun crapeiii. 15. Ona He crapas.
16. Ouu cunphbie. 17. Ona GonbHa. 18. Ber 60mpHBI? 19. OH 6omen? 20. S He
oonen. 21. 4 6pu1 GoneH Buepa. 22. OHa He OblIa 00sibHA. 23. MBI OB B KHHO. 24.
OHu He ObuM B KUHO. 25. OHM He B mikose. 26. OHu aoma. 27. Bel Obuiu B mapke
Buepa? 28. On Obu1 B mikone Buepa? 29. OH Obu1 pabouum. 30. Ona Oblna
YUUTEIbHULIEH.

2. BcraBbre riaroJ to be ¢ Present, Past wiu Future Simple.

1, My father ... a teacher. 2. He ... a pupil twenty years ago. 3.1... a doctor when I
grow up. 4. My sister ... not ... at home tomorrow. 5. She ... at school tomorrow.
6. ... you ... at home tomorrow? 7,... your father at work yesterday? 8. My sister ... ill
last week. 9. She ... not ill now. 10. Yesterday we... at the theatre. 11. Where ... your
mother now? — She ... in the kitchen. 12. Where ... you yesterday? — I ... at the
cinema. 13. When I come home tomorrow, all my family ... at home. 14. ... your
little sister in bed now? — Yes, she ... 15. ... you... at school tomorrow? — Yes I ... .
16. When my granny... young, she ... an actress. 17. My friend K,,. in Moscow now.
18. He ... in St. Petersburg tomorrow. 19. Where ... your books now? -- They ... in
my bag.

3. IlepeBeauTe HA AaHIVIMICKUN A3BIK, YIIOTPeOJIsAs riaroJa to be B Present, Past
uim Future Simple.

1. Moii Gpat ceituac B mikose. 2. Moit Opat ObuT Buepa B kuHO. 3. Moii Opat Oyner
3aBTpa noma. 4. Tel Oynemb aoma 3aBTpa? 5. OHa Oblna Buepa B mapke? 6 OH
ceituac Bo nBope? 7. I'me mana? 8. I'ne BeiObLIM Buepa? 9. ['ne on Oyxet 3aBTpa? 10.
Mowu xuuru Oputn Ha ctosie. ['ne onu ceiiuac? 11. Mos mama Buepa He Obla Ha
pabote. Ona 6bia oma. 12, Mo apyr He B mapke. OH B mkose. 13. 3aBTpa B TpH
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yaca Kons u Muma OyayTt Bo nBope. 14. Mbl He ObUTH Ha FOT€ MPOIUIBIM JIETOM.
Ms1 66111 B Mockse. 15. 3aBTpa Mol neaymika Oyaer B aepeBre. 16. Korma TBOs
cectpa O6yzaer noma? 17. Tel Oyaemb neruukom? — Her, s Oyay mopsikom. 18. Mos

cecTpa ObUla CTYIEHTKOW B MpoOULIOM roay, a eel yac oHa Bpady. — ThI TOXe
Oyzneub Bpauom? — Her, st He Oyay Bpadom. S Oyay UHKEHEPOM.

4. BcraBbTe is 1M are.

There  two cups of tea on the table.

There  some milk in the cup.

There ~ an orange in the salad.

There  six balls in the box.

There ~ some cheese on the plate.

There ~ ablue chair at the door.

There  five chicks and a hen on the farm.
There  atable and nine desks in the classroom.
There  abig window to the left of the door.
There three rooms in our country house.

there three cups on the coffee-table?

there a carpet on the floor?

There  no cats in the sitting room.
There  acaton the table.
There 3 dogs in the box

There 4 hens in the house.

There  apot on the table.

there a bathroom near the kitchen?
there four rooms in the house?
there a kitchen under your bedroom?
. CocTaBb M 3aNMIIN MPEIJI0KEHUSI.
. pears / there / ten / in the / are / bag / .
. aren’t / pupils / there / classroom / in the / .
. an egg / on the / there / plate / is / ?
. on the / there / a / cat / chair / is / white / .
. a turtle / on / there / isn’t / farm / this / .
. at the / two / bikes / door / are / there / ?

. BcraBbTe is/are, was/were.

A N N B~ WL N = W
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There two banks in our street.

There  a cafe behind the supermarket last year. Now there a museum
there.

There  acinema and a sports centre to the right of the park.

Five years ago there  two shops in Central Square. Now there  two cafes,

a theatre and a cinema.
7. IlepeBeaure npeaioKeHus.

1. Psaom c oTenemM eCTh YUCTBIN MUISIK.

Ha nuBane Tpu Komikwu.

B xonogunbHuKE €CTh OYThUIKA MOJIOKA.
B xop3uHe HeT KITyOHUKH.

Ha aBT0OyCHOI OCTaHOBKE €CTh JII0AU?
B TBOEI cymMKe ecTh 3epkano?

B sToM mapke Het Tyasnera.

XN R WD

B namewm cagy MHOTO IIBETOB.
9. Ilox cToJIOM 3€l€HBIA MIY.
10.3a nBEpbIO HUKOTO HET.
8. 3anaiiTe K mpeasIoKeHNsIM BONIPOCHI, HAYNHAS € MIPeJIaraeMbIX CJIOB.

1. There are four elephants in the zoo. (How many ...?)

2. There is a lot of snow in February. (Is ...?)

3. There is some fish on the plate. (What ... ?)

4. There are no cars in the car park. (Are ... ?)

5. There are ancient walls around the city. (What ... ?)
9. IlepeBeauTe MOCTOBULBI U TOTOBOPKH.

1. There is no place like home.

2. Where there is love there is life.

3. There is no bad weather, there are bad clothes.

4. There are plenty of other fish in the sea.

5. There are two sides to every question.

Paznen 3. B oduce
IIpakTuyeckasi padbora Ne9
Tema 3.1. OducHas TexHUKa
esab pabdoThbI:
@OopMUPOBAHNE KOMMYHUKATUBHBIX KOMIIETEHIIUM, OBJIAJICHUE JIEKCUKOW U
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SI3BIKOBBIMU KJTHIIIE TI0 TEME.
Xoxa paéoThi:
1. BBeleHUe HOBOU JIEKCUKH.

2. Pabora ¢ TekcTamMu MpoeCCHOHATIEHON HATTPABICHHOCTH.

Complete the sentences with verbs from the box.
Check your answers as a class.

review, proofread, distribute, work, attend, keep, make,
manage, check, take, create, xerox (2), perform

I secretarial, clerical, and administrative duties.

57

I the mail to co-workers.

I my e-mail very frequently.

I on various projects.

I survey results from customers and send them to managers for
handling.

I files both manually and on the computer.

I manila folders and organize them in the filing system.

I , I can a copy of a letter.

I various documents for spelling and formatting.

I weekly staff meetings, notes and transcribe them.
I track of inventory.

I sure all the equipment is working properly.

3. Compare the duties of an administrative assistant with the duties of a
records

manager. What do they have in common? What is the difference between
them?

4. a) Read the text. Copy out new words and check their meaning with a
dictionary.

PAPERLESS OFFICE

A paperless office is a work environment in which the use of paper is

eliminated or greatly reduced. This is done by converting documents and other
papers

into digital form. Proponents claim that "going paperless" can save money, boost
productivity, save space, make documentation and information sharing easier, keep
personal information more secure, and help the environment.

The "paperless office" was a publicist's slogan, intended to describe the office

of the future. The idea was that office automation would make paper redundant for
routine tasks such as record-keeping and bookkeeping, and it came to prominence
with the introduction of the personal computer. While the prediction of a PC on
every

desk was remarkably prophetic, the "paperless office" was not. Improvements in
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printers and photocopiers have made it much easier to reproduce documents in bulk,
causing the worldwide use of office paper to more than double from 1980 to 2000.
This has been attributed to the increased ease of document production and
widespread use of electronic communication, which has resulted in users receiving
large numbers of documents that are often printed out. However, since about 2000,
the global use of office paper has leveled off and is now decreasing, which has been
attributed to a generation shift; younger people print out less documents, and prefer
to read them on a full-color interactive display screen.

The key aspect of the paperless office philosophy is the conversion of paper
documents, photos, engineering plans, microfiche and all the other paper based
systems to digital documents. Technologies that may be used for this include
scanners, digital mail solutions, book copiers, wide format scanners (for engineering
drawings), microfiche scanners, fax to PDF conversion, online post offices,
multifunction printers and document management systems.

A major difficulty in "going paperless" is that much of a business's

communication is with other businesses and individuals, as opposed to just being
internal. Electronic communication requires both the sender and the recipient to
have

easy access to appropriate software and hardware.

There may be costs and temporary productivity losses when converting to a
paperless office. Government regulations and business policy may also slow down
the change. Businesses may encounter technological difficulties such as file format
compatibility, longevity of digital documents, system stability, and employees and
clients not having appropriate technological skills.

b) True or false? Correct the false statements.

A paperless office is an office that has paper-based filing systems, which may
include filing cabinets, folders, shelves, all of which require maintenance,
equipment, and considerable space.

"Going paperless" means converting paper documents, photos, engineering plans,
microfiche and all the other paper based systems to digital documents.

The conversion of paper documents to digital documents requires different
scanners, copiers, printers, and document management systems.

Improvements in printers and photocopiers have helped make paper redundant.
The idea of the "paperless office" was introduced by scientists.

The idea of the "paperless office" came with the introduction of the personal
computer.

Technological difficulties such as file format compatibility, longevity of digital
documents, system stability boost the paperless office idea.

The "paperless office" requires that employees and clients should have appropriate
technological skills.

Converting to a paperless office can save money, boost productivity, save space.
"Going paperless" is easy, as it requires that communicating businesses should
have easy access to appropriate software and hardware.

The widespread use of electronic communication reduced the use of office paper
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from 1980 to 2000 worldwide.

Younger people print out less documents than the older generation, they prefer to
read them on a full-color interactive display screen.

¢) Give subtitles for each paragraph. Identify the main idea of each paragraph.
Then compare with the classmates. Discuss which are the best ones.

e.g. Paragraph 1.

Subhead:

Main idea:

The advantages of a paperless office.

A paperless office greatly reduces the use of paper, thus saving the

environment and money, boosting productivity, and saving space.

e) Identify the main idea of the text. Compare with the classmates. Discuss
whichis the best one.

IIpakTnuyeckas padora Nel0

Tema 3.2. JIea0BOM ATUKET
Heas padoTbi:

dopmupoBaHUE KOMMYHUKATUBHBIX KOMITCTCHITUH.
OBnazicHHE JIGKCUYECKUM MaTEPHAIOM I10 TEME.
Xoa pa6oThi:

PeueBbie popMyJibI 1€JI0BOTO STUKETA.

PeueBsie hopmMyIbl OBITOBOTO U MPOPECCHOHATHHOTO OOIICHHUS.

FORMS OF ADDRESS.

®OPMbI OBPALHIEHUA
Ecnu obpamarorcst Kk 4esioBeKy, He Ha3bIBasi €r0 MMEHH WU (PaMUJIMH, TO BO3MOXKHBI CIIAYOIINE
dhopmbI 0OpateHus:
Dear Sir! YBaxkaemsriicap!
Dear friend! Hoporoii apyr!
Young man! MoJsiogoit yenosek!
Gentlemen! T'ocrioza!
O6parmenue Mister I'misto] (MucTep, TOCIIOAUH) COKPAIIEHHO MUIIETCS MT U ynoTpebiseTcs
TOJIEKO BMecTe ¢ (haMUIUCH W JOKHOCTBIO JIMIA MYXCKOTO TI0JIa.
Mr Chairman! I'ocnogunlIpencenarens!
Dear Mr President! YBaskaemsriit rocniogus [lpesuaent!
Mr White! 'ocriogus Yaiir!
Mr Ivanov! I'ocogua Banos!
BexnmBoit popmoit oOpaltiieHus CiIy>KUT Takke CI0BO Sir [sa:] ¢ap, B ciayyae, Korjaa uMs Toro, K
KOMY 00palarTcs, HEU3BECTHO.
Thank you, sir! I am at your service. Criacu60, st K BaIlluM YCIIyTaM.
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[lepen nmenem wim damMuIneil IEBYIIKA WIH HE3aMy>KHEH JKEHIIIMHBI yIOTPeOIsIeTCs CII0BO
Miss (mucc)

Miss Mary. MuccMbapu.

Miss Blake. Mucc breiik.

BexnuBoit popmoii oOpamieHus K AeBYIIKE UM MOJIOI0H JKEHILMHE MOTYT OBITh clloBa: Y oung
lady. FOHnas (Mononas) nenu (AeBynka).

Meet this young lady. Ilo3HakoMbTECH € 3TOM JE€BYIIKOM.

[lepen pamunueit 3amyKHEH KEHIUHBI YIIOTpedsieTcs cioBo Missis (cokparienHo Mrs —
yuTaercs Kak f'misiz]) Muccuc, rocroxa.

Mrs Jones! ['ocnioxka J[>xoyHc!

B nocnennee Bpems popma Ms (untaercs Kak [miz]) crana ynoTpeOUTeTbHON TP 0OpaIieHus
KaK K 3aMYXHEH KEeHIIUHE, TaK U K JIEBYIIIKE WM MOJIOIOHN JKEHIIIUHE.

BexnuBoit popmoii oOpalieHus K )KEHIWHE, HE Ha3bIBas ee GaMIIUIO, CITYy>KUT ciioBo Madame
['meedam;j (cokpamieHHo ma'am — ynutaeTcs kKak [mam]). Thank you, Madame (ma am).

[Tpu oOpameHnu K rpynme My>KUdH U KESHITUH yIOTPeOISIFOTCS CI0Ba:

Dear friends! loporuenpysns!

Ladies and gentlemen! Jlambl u rocniona!

3anoMHuUTe ClIeAyIolHe CJ10BA U BbIPAKEHHA:

How do you do? [ haudju du:] 3apaBctByiiTe. OTBeTTaKoi)e — How do you do?

Hello! Hallo! [he'lou] 3npaBctByii! OtBet TOT ke cambiii — Hello!

Hi, Nick! [hai] — IIpuBet Huk! (mpuBercTBYs Apy3eit wiu 3HakoMbix) OTBeT Takoil sxe — Hi!
Good morning! Morning! Jlo6poeytpo!

Morning, sir! Jlo6poe yTpo, cap!

Good morning, dear friends! Jlobpoe yTpo, noporue apy3bsi!

Good afternoon! JIoOpsrit neHb!

Good, afternoon, Madame! J{oOpsr1it nens, magam! Good evening! Evening! JloOperiiBeuep!
Good evening, Ladies and Gentlemen! JloOpb1it Beuep, 1ambl U rocnojial

How do you do, Mr Brown? Nice to meet you here.

3npaBcTBYy#TE, I-H bpayH. Pang BcTpeTuTs Bac 31€Ch.

GREETINGS WHEN MEETINGS GUESTS (ITPUBETCTBUS I1PU BCTPEYE
T'OCTEN)

We are pleased to welcome you in our restaurant

frest(s)ro:1j], (hotel [hou'tel]). MbI paabl npUBETCTBOBATH BAC B HAILIEM pecTOpaHe, (TOCTUHHUIIE).
Welcome to our restaurant. JJoOpo mo»xayioBaTh B HaIll pECTOPaH.

We are happy to receive [ri'si:v] you. MbI cHyacTIMBBI IPUHSATH Bac.

Welcome, dear guests! JloOpo moskanoBaTh, TOpOTHE TOCTH!

Good afternoon, dear guests! JloOpsIii 1eHb, yBakaeMbie TOCTH!

Good evening, dear guests. JloOpsiii Beuep, Joporue roctu!

You are welcome! JIo6po moxanoBats!

Welcome! [1o6po nosxanoBats!

I am pleased to meet you. — I pan, uto BcTpeTus Bac (ITO3HAKOMUIICS C BAMH).

We are glad to meet you. MbI pajibl BCTpETHTBCS (TTIO3HAKOMUTHCS) ¢ BamMu!

I hope you will have a pleasant evening at our restaurant. I HajerOCh, BbI POBEACTE MPUATHBIN
BeYep B HAILIEM PECTOPAHE.

Let me introduce myself. I am your headwaiter. My name is George. [1o3BosibTe IIpeicTaBUTHCS.
Sl a1 meTpaorens. Mens 30ByT JIxopx.

(It’s) Nice to meet you. [IpusataHo ¢ Bamu mo3HakoMHUThCSI.
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Let me introduce your waiter Boris to you. [1o3BonbTe MHE ITpeICTaBUTh BaM Ballero OpuIManTa
Bbopuca.

I am your waiter. My name is Boris. I’m at your disposal. fIBammodurmant. Mens 30ByT bopuc. S
B BallleM PaCIOPSIKEHUU.

Meet my friend Mr Johnson. Ilo3HakoMbTeCH C MOUM APYroM, MUCTEPOM [[KOHCOHOM.

Best regards to your friend. IlepenaBaiite npuBeT Baliemy ApyTy.

SAYING GOOD-BYE (CJIOBA ITPHU ITPOLIIAHUN).

Good-bye! 1o cBunanusi.

Bye-bye! = Bye! Jlo cBunanus!

So long! Tloka!

Good-bye, ma’am. Jlo cBuganus, magam!

See you later! YBuaumcsimosxe!

Bye-bye. See you soon. Jlo cBUIaHus1, CKOPO YBUAUMCS.

PaccraBasich, aHTIUaHE YaCTO YIOTPEOIISIOT TE JKE CIIOBA, YTO M IIpH BeTpeue. Hanpumep:
Morning! Evening! Good afternoon! JlocBumanus!

INVITATIONS (ITPUTJIALLIEHUASI).

We are glad to welcome you in our restaurant. MbIpaJibl IPUBETCTBOBATh BAC B HAIlIEM
pecTopase.

We hope that you will like it here and you will have a pleasant evening. Hageemcs, uto Bam y
HaC MMOHPABUTCS, U BBI Xopo1io mpoBezeTe Bevep.

We hope that you will return home with pleasant memories of your staying in our hotel. M1
HaJ/IeeMCsl, UTO BbI BEPHETECH JOMOI ¢ CaMbIMHU MPUSATHBIMU BOCIIOMHUHAHUSIMU O BallleM
peOBIBAHUH 3/1ECh.

We hope that your stay here will be pleasant. Mbl HageeMcs, 4To Ballie mpeObIBaHUE 3/1€Ch OyIeT
MPUSTHBIM.

We cordially welcome you here. CepieunonpuBeTcTByeMBac3/1eCh.

I hope to see you tomorrow in our restaurant. Hajieroch yBuieTh Bac 3aBTpa B HallleM PECTOpaHE.
Will you make a reservation of the table beforehand? Bl 6yete 3aka3biBath cToi 3apanee?
Will a table for two on Friday evening suit you? Bac ycTpout cTos At ABOMX BEYEPOM B
IATHUILY ?

When can we expect you? KorgaBacxknars?

You can drop any time you like. 3axoaurekoraayroHo.

Bring your friends along with you. IIpuBoaute ¢ coboit Bamux Apy3en.

THANKS (BJIAT'OJAPHOCTD).

Thank you. = Thanks. Cnacu0o.

Thank you very much. bonbmoecnacu6o.

Thank you ever so much. bonbiioecnacu6o.

Thanks a lot. bonbmoecnacu6o.

I’m very much obliged [ob'laidjd] to you. — KpaitHeBammpu3HaTEICH.

I’m very grateful to you! S ouenn OnarogapeH Bam!

How kind of you! Kak 310 mo6e3Ho ¢ Barieit cropoHsl!

I want to express my deep gratitude [ gratitju:dj to you. 4 Xxo4y BbIpa3uTh MO0 IITyOOKYIO
MIPU3HATETHHOCTH BaM.

Thank you for having chosen our hotel. Criacu60 Bam 3a T0, 4TO Bbl BbIOpaIM HaIlly TOCTUHUILY

REPLIES TO THANKS (OTBETbI HA BJIATOJAPHOCTD).
You are welcome, sir. [Toxanyiicta, cap.
My pleasure, madam. [Toxxanyiicra, Magam.
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Don’t mention it, sir. Hccrour6marogapaoctu, cap.
APOLOGIES (M3BBUHEHMUS).

ITamsorry. IIpoctute. BunoBar.

Excuse me! [iks'kju:z] U3BunUTEMEHS.

I am awfully sorry! ['o:fuli] Kpaitheoropuen!

I beg your pardon! ['peudn] [Ipomrynporienus!

I’'m sorry for giving trouble. [Ipoury nporienus 3a 6ecrokoicTBo.

Excuse me for troubling. [Ipoctute 3a 6ecniokoiictBo. Excuse my coming late. [IpocTtute 3a

OIO3/IaHuE.

POSSIBLE ANSWERS TO APOLOGIES (BO3MO>KHBIE OTBETbI HA
MN3BUHEHMUS).

That’s all right. Huuero. (Bce B mopsizke.)

It’s OK. Huuero. (Bce B mopsike.)

Never mind! Huuero. (He umeer 3naueHust. )

It’sallright. Nothing serious. Bce B mopsake. Huuero crpamaoro.
You are welcome! Becexopomio! Not at all! Huuero!

SEEING OUT THE GUESTS

See you soon. Come again! [{o ckopoii Bctpeun. [IpuxoaurecHona!
Hope to meet you again. Hageroch BCTPETUTHCS C BAMH OIIATh.

We are not saying good-bye. MbI He mipoiiaemcs.

Good luck to you! XKemnato Bam ynaun! — Same to you! U Bam!

Till tomorrow! See you tomorrow! J[o 3aBTpa.

Exercise 1. OTBeThTE Ha BONPOCHI:

What words do we use:

1. before the name (surname) of a man when we address him?
2. when we address a man and we don’t know his

3. before the name of a married woman when we address her?

4. before the name of an unmarried woman or a young girl?

5. when we address a girl or a young woman?

6. when we address a group of guests (men and women)?

Exercise 2. OTBeThTE Ha BOIPOCHI:

1. How can we greet our colleagues and what do they say in answer to our greeting?
2. How do we greet our friends and what do they say in answer to our greeting?

3. What are the forms of greetings in the morning, in the afternoon, in the evening?
4. What words do we say when parting?

5. What do we say when parting in the morning, in the afternoon, in the evening?

Translate from Russian into English:

1. Kak noxwuBaere, r-H bpayn? Msbl cuacTiiiuBbl IpuHUMAaTh Bac B HalleM pectopase.

2. Cnacu0o 3a mpuriaiieHue!

3. Hoporue roctu! J[obpo noxanoBatsk B HaIll ropoi!

4. 1oOpslii Beuep, 1aMbl U rocroaa!

5. Hoporue roctu! Msl pagsl BUAETh BaC B HAILLIEM pecTopaHe!
6. 5 k BammMm yciryram, cap.

7. Joporue apy3bsi! Mbl cyuacTIMBbI BUIETH Bac CHOBA!

8. IIpusiTHO C BAaMH MMO3HAKOMUTHCSI.

9. Hobpoe yTpo, noporue apy3bsi!
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10. Haneroch BCTPETUTHCS C BAMU OIATh.

11. Kak 310 m00e3H0 ¢ Balieil CTOpoHbI!

12. Ilpuxonurte cHoBa!

13. Tlpomry mpoieHus 3a 6ecnokoiicTBo. Bee B mopsiake. Huuero crpamisoro.

14. 1o ceumanus. XKemnaro Bam ygauu!

15. «Anno, ato [lutep bpayn. Mory st noroBoputs ¢ Pobeprom?» — «IIpocture, ero HeT 1oma.

Yro emy nepenarb?»

IIpakTuyeckas padora Nell

Tewma 3.3. OOweHue no tenedoHy H Mpu JIUYHON BCTpeue
esab padoThI:

@opMUPOBAHME KOMMYHUKATHUBHBIX KOMIIETEHIIUM, OBJIAJICHUE JIEKCUKOW U
SI3BIKOBBIMU KJTHIIIE 10 TEME.

Xoa padoThI:

N3yyenne nuanoros no teMe. BeIoHEHNE yIIpaKHEHUH HA 3aKPEIJICHUE
W3YYEHHOI'0 MaTepuaa.

Business Communication

Telephoning

1. Read and translate the flashes o f telephone conversations and pick
out words and phrases one can use when making a call.

L.

A: Hello!

: May I speak to Mr Stock, please?

: Speaking.

: Good morning, Mr Stock. This is Surkov calling.

: Good morning. Mr Surikov.

: Hello.

: Could I speak to Mr Ivanov?

: Who's calling, please?

: This is Brown from the Foreign Office.
: Thank you. I'm putting you through.

: Ivanov, speaking.

TN wew

: Russian Embassy. Good morning.

: Good morning. Could you put me through to Mr Sokolov?
: Sorry. The line is engaged. Can you hold on?

: All right. Thank you.

salie e gie e S
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A: Five-seven-three; one-nine-oh-four.

B: Good evening. Can 1 speak to Mr Jones, please?

A: Sorry. Mr Jones is on the other line. Will you wait, please?
B: All right.

A: Sorry to have kept you waiting. I'm putting Mr Jones on the line.
B: Thank you.

5.

A: Hello.

B: Hello, David Black speaking. May I have a word with Mr Ivanov?
A: I'll see if he is in. (A minute later.) I m afraid Mr Ivanov is out at the
moment.

B: Could you take a message?

A: Yes, of course.

0.

A: Hello. This is Petrov from the Russian Trade Delegation. Could you put
me through to Mr Russell, please?

B: Hold on a moment, please. Sorry. Mr Russell is not in

now and he won't be back until late this afternoon.

A: Would you ask him to call me when he gets back?

B: Certainly.

7.

A: Hello. May I speak to Mr Roberts?

B: Sorry, sir. Mr Roberts is not available. Is there any message?
A: No. thank you. I'll call back later.

B: Right. Good-bye.

8.

A: Hello. May 1 speak with Mr Black for a minute?

B: Hold the line, please.

A: Thank you.

B: Sorry. There is no reply at his number.

9.

A: Foreign Office. Good afternoon. Can I help you?

B: Good afternoon. I'd like to speak to Mr Tate.

A: What extension, please?

B: I think it's twenty three.

A: Thank you. (After a moment.) You are through.

A: Good morning.

B: Good morning. May I have extension thirty-two, please?

A: Busy. Will you hold on, please?

B: Yes. Thank you.

11.

A: Three-four-five; eight-double seven-nine.

B: Can I speak to Mr Scott?

A: I'm afraid you've got the wrong number.
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B: Oh, sorry to have troubled you.

A: That's all right

12.

A: Hello. I'd like to talk to Mr Smith.

B: I'm afraid you have the wrong number. What number were you calling?
A: 1 was calling 340-1907.

B: This is 340-1907. But there is no one by the name o f Smith heie. This is
a private residence.

A: I'm sorry to have bothered you.

B: That's quite all right.

II. Find in the above dialogues the equivalents for the following sentences.
1. I'oBoput Cypukos. 2. Coenunsito. 3. I'oopur MBanos. 4. Bel He Morin
Obl coequHUTh MeHs ¢ T-HOM CokonoBbiM? 5. Homep 3ausr. 6. I'-H J[xoyH3

pasroBapHBaeT 1o apyromy teiedony. 7. U3BUHUTE, UTO 5 3aCTaBUII BAC KJIATh.

8. I'-na MBaHoBa ceituac HeT. 9. [TogoxxanTe MUHYTOUKY, Toxanyicra. 10. A4
03BOHIO eme pa3 noz:xe. 11. Ero Homep He oTBeuaeT. 12. Jlo6aBouHBIH,
noxxanyicra. 13. Jlo6aBounsiit 32, moxkanyiicra. 14. 3ansat. 15. Bel ommbauch
HoMmepoM. 16. [Tpocture 3a GecriokoicTBO. 17. 31€Ch HET HUKOTO 1O (paMUITUH
Cwmur. 18. 3BuHUTE 32 OECIIOKOMCTRBO.

[II. Fill in the blanks in the following sentences™ Make use o f the words given
below.

1. The phone’s ringing. Why don’t you... the receiver?

2. Mrs. Scott isn’t available at the moment. Can you... later?

3. Can you... Mr. Brown’s number in the directory, please?

4. I’m afraid she’s with a client. Shall I.".. you... to her secretary?

5. I’m sorry about that. I’'m glad you are still there. We must have

been... for a moment.

6. Mr. Green never seems to be in the office. I’ve been trying to ... to

him all the morning.

7. Could you... for a moment, I’1l just find out for you.

8. Is Graham there? It so, could you... him..., please?

9. If an American telphonist asks “Are you through?” she wants to

know if your call...

(pick up, put trough, look up, call back, cut off, hold on, get trough, put

on, to be over)

IV. Messages. Match the sentences on the left, with the responses on the right.
1. Would you like to leave a

message?

2. Can I leave a message?

3. Are there any messages

for me?

4. Can you tell her I called?

5. Could you ask him to call

me back?
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6. I’d call back later?

7. Did you get my message?
a. Yes, but I didn’t . have
time to call you back.

b. No nobody called all
morning.

c. Yes. I’ll pass on the
message as soon as I see him.
d. Yes, of course. I’ll just get
the pen... Go ahead.

e. Yes, please. Could you

tell him I’m coming tomorrow?
f. Yes, I’'ll tell her when 1

see her this afternoon.

g. OK. Goodbye.

V. Lisa wants to make an appointment to see Martin. Complete Martin ’s

half of the dialogue with the sentences given below.
Lisa: Hello, 1s that Martin?

Martin:......c.ccoeeevveeeennennnns (1)

Lisa: Hello, Martin. This 1s Lisa.

Martin:.......cooeeeevveeeennneen. (2)

Lisa: I’d like to make an appointment to see you next week.
Martin:.......cooeeeeevveeeennnenn. 3)

Lisa: How about Wednesday?

Martin:......ccooeeeeeeveeeennenn. (4)

Lisa: No, I’'m afraid I’m busy that day.
Martin:.......cooeeeeeevveeeennnen.. (5)

Lisa: Yes, that’s fine. What suits you better moming or afternoon.
Martin:......cccooeeeeeeeinieeeenn, (6)

Lisa: How about 2.30?

Martin:........ccceeevveeeenreeenee. (7

Lisa: OK. See you next Friday at half past two then.
Martin:......cccceeeeuveennnne e (8)

Martin’s words:

a. What about Friday?

b. After lunch it is more convenient.
c. Of course. What day suits you?

d. Yes, speaking.

e. Yes, that’s fine.

f. No. I’'m afraid I’ll be attending a sales conferences. Is
Thursday convenient?

g. Hi, Lisa. What can I do for you?
h. Great. I look forward it.

VI. Answer the following questions.
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1 Have you got a telephone at home?

2. Can I have your telephone number?

3. How many telephone calls do you make a day?
4. Do you usually make quick calls or long ones?
5. Have you ever received very unpleasant calls?
6. Could you live without a phone? Why?

VII. Discuss over the phone with a friend o f yours:
1. the holiday you had in summer.

2. the conference you have attended.

3. Ithe film you have seen.

VIII. Put the following sentences from a phone call into the ngh
order. The speakers are:

S - Switchboard operator.

SJ - Sally Jones.

AP - Ann Pickington.

AP: Fine thanks, and you?

S: Who’s calling, please?

AP: Well, thanks very much.

AP: Could 1 speak to Sally Jones, please?

AP: Hello, Sally. This is Ann Pickington here.
SJ: Not at all.

SJ: Oh, hello Ann. How are you?

S: Good Morning.

AP: Sally. I'm ringing to ask if you can recommended a good
secretary.

AP: My name is Ann Pickington.

AP: Bye.

SJ: Yes, fine, too.

S: One moment, please.

SJ: Bye.

SJ: Sally Jones.

SJ: Certainly.

IIpakTuyeckasi padbora Nel2
Tema 3.4. Bpemena rpynnst Continuous

Heas pabGorbl: H3ydyeHWe HOBOrO TIpaMMaTHYECKOrO MaTepualia, YyMEHHUE
VICTIOJIB30BATh MTOJIYYECHHBIC 3HAHHS B Pa3rOBOPHOM pEYH;
Xoa padotbi: M3yueHrne HOBOro rpaMMaTHYECKOro MaTepuana. Beimonnenue

yIPaXKHEHUH.
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BpemeHa rpynnbl Continuous
(Progressive)

am/is/are V. Was/were V Shall/will be
ing ing Ving

HDewncteue [lpoueccB [lpoueccs
cemyac NPOLLIOM oyayuiem

Bpemena rpynnsl Continuous yka3pIBaroT Ha IIPOLIECC, AEUCTBUE, AIIALIEECS

B OMPECIICHHBIN MOMEHT B MPOIIIOM, HACTOAIIEM WA OyAYIIEM.

Bpemsi Present Continuous 0O0BUHO yKa3bIBa€T Ha TMPOIIECC, IAIIUACS

HETIOCPEICTBEHHO B MOMEHT peud. Ha 3T0 MOTyT yKa3pIBaTh KOHTEKCT WJIA TaKHe
CJIOBa, Kak now (ceiuac), at the moment (B TEKyIuii MOMEHT) U T.IL.:

peuu:

Sally is doing her homework at the moment.
Cannu ceviuac doenaem oomauiHee 3a0anue.
Dad and me are fishing now.

Mb1 ¢ nanoii cetivac pvroauum.

Oo0pa3zoBanue Present Continuous

Y TBepIUTEIIbHBIC MPETOKCHUS:

[ am playing

He/she /it is playing

You/we/they are playing

BomnpocuTenbHbIC MPeIIoKEeHNUS:

Am 1 playing?

Is he / she / it playing?

Are you/we/they playing?

OTtpunaTenbHbIE TPEIOKCHHUS

I am not playing

He / she / it is not/isn’t playing

You/we/they are not/aren’t playing

Cayuau ynorpedaenusi Present Continuous
o VYka3zaHue Ha MPOLECC, MPOUCXOIAIINA HEMOCPEACTBEHHO B MOMECHT

The doctor is conducting an operation now.

Bpau cetiuac nposooum onepayuio.

° JlelicTBHE IINTCS OrPaHUYCHHBIN NIEPUO]I BPEMEHH
She is staying in London for a couple of weeks.

Ona 6yoem 6 Jlonoone napy neoeno.
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) Korma HOBOE COCTOSIHME KOHTPACTUPYET C IPEABLIYITUM:
Most women aren’t staying home these days.
B nawe epems bonvuiuncmeo scenwyun e cuoum ooma.

o Korna 4ro-1mb0 MeHseTCs, pacTeT WU Pa3BUBACTCS:

Life is changing fast.

JKuznw 6vicmpo mensemcs.

o OnucaHre XapaKTePHBIX CBOMCTB 4YEJIOBEKAa, YacTO C HEraTHBHOW
OKpACKOM:

Why are you always interrupting people?

Ilouemy mwi 6euno nepedbusaeuts arooetl?

o 3aruiaHUpOBaHHOE JIeWCTBUME B OyaylieM, 4YacTo ¢ IJarojiamu
TIBYKEHUS:

We are landing in Heathrow in 20 minutes.

Mui npusemnsiemcs 6 Xumpoy uepesz 20 munym.

[Ipumeuanue:

AHrIuiicKue Taroiibl, CBA3aHHbIE ¢ BocnpusTHeM (notice, hear, see, feel ...),
smorusimu (love, hate, like ...), mpomeccamu ymctBeHHOUM nesrenbHOCTH (think,
believe, understand ...), Bmagenuem (have, possess ...) HE HCIIOJB3YIOTCS BO
BpemeHax rpynmel Continuous, MOTOMY 4YTO OHU caMH 10 cebe 0003HaudaroT
nporecc. Bmecto Hux ucnonbsi3yercs Bpems Present Simple:

I hear you, don’t shout.

A cnviuy mebs, ne Kpuuu.

Bpemsi Past Continuous 0OBIYHO yKa3bIBaeT Ha JEHCTBHE, JJIMBIIEECS B
OTPEICJICHHBI MOMEHT B MPOIILIOM.

OopazoBanue Past Continuous

Y TBepAUTENbHBIC PEITIOKECHUS:

I/ he/she /it was playing

You/we/they were playing

BomnpocurenbHble NPeIIoKEeHUS:

Was 1/ he/she /it playing?

Were you/we/they playing?

OTtpuniarenbHble MPEIOKECHHUS:

I/ he/she /it was not/wasn’t playing

You/we/they were not/weren’t playing

Cayyau ynorpeodsenus Past Continuous

[Ipomieniiee npoaoKEHHOE BpeMs yIOTpeOIseTCs:

1. dns BbIpa)keHUsi ACHUCTBUSA, COBEPIIABLIECTOCA B KAKOW-TO OMPEIACICHHBIN
NEepUoJ UM MOMEHT BPEMEHHM B MPOIUIOM. DTOT MEpuoj (MM MOMEHT) MOXKET
ObITh  BBIp@XKEH JIMOO OOCTOATENHLCTBOM  BpPEMEHH, JUOO  MPHUAATOYHBIM
MPEIJIOKEHUEM BPEMEHHU C TJIarojioM-ckadyembiM B Past Simple , Ho mHOrIma oH
MOXKET He OBbITh YKa3aHHBIM B MPEJIOKECHHH, a JIUIIb MOJpa3yMeBaThCs (4eMy, Kak
IIPaBUJIO, CIIOCOOCTBYET KOHTEKCT).

When he came, the children were watching TV.
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The twins were examining Ralph curiously, as though they saw him for the
first time.

2. JIna BbIpak€HUs ACUCTBUSA, COBEPIIABLIECTOCS B TEYCHHE IUTEIIBHOTO
neproja BpeMeHHW B TponuioM. Ha 3To MOTyT yKa3biBaTh KOHTEKCT WIIA TaKHe
cioBa, kak all day long yesterday, the whole evening yesterday, at 5 o’clock
yesterday, from 5 till ot 6 yesterday u np.

He was working at 5 o’clock yesterday.

OH paborai B ATh YaCOB BUepa.

Bpemst Future Continuous 00bI9YHO yKa3bIBaeT Ha JeHCTBUE, KOTOpOE OyeT
JUTUTHCS B OTIPEJICTICHHBIA MOMEHT B Oy IyIIIEM.

OopazoBanue Future Continuous

Y TBepaAUTENbHBIC MPEI0KECHUS:

I/ he/she /it /you/we/they will be playing

BomnpocurenbHbie NPeaioKeHUS:

Will 1/ he/she /it /you/we/they be playing?

OTtpuniarenbHble MPEIOKECHHUS:

I/ he/she /it /you/we/they will not/won’t be playing

Cay4yau ynorpeodJsenusi Future Continuous

Future Continuous ynorpe6isieTcss JUisi BBIPQXKEHHUSI KaKOro-TO JCHCTBUSI B
oTnpe/IelICHHbIN 3apaHee U3BECTHBIN MOMEHT B OyAyIIEM.

1. [eticTBusl B KOHKPETHBIH MOMEHT BPEMEHHU B OyAYIIIEM.

Jlns 3TOro OOBIYHO HMCHOJIB3YIOTCS cJIoBa, Kak this time next week, at 5
o’clock tomorrow, from 5 till ot 6 tomorrow u ap.

This time next week Mary will be playing the piano.— B 2310 Bpems Ha
cienyrolen Heaene Mapu Oyaet urpaTh Ha MUAHUHO.
She will be waiting for me here at 9 p.m. tomorrow. — 3aBTpa B9 Beuepa

OHa OyJeT JKJaTh MEHs 3/1€Ch.

WNuorga TOUYHBII MOMEHT BpeMEHHM B OyAyIIeM MOKET BBIpAXKaTbCs MpU
MOMOIIIHM MPUJATOYHBIX BpeMEHHU (BBOIATCS cioBaMu when, as soon as, after, until u
T.A.). B Takux npuaatoyHsix ucnoisb3yercs Present Simple.

I will be washing the car when he leaves. — I Oyay MbITh MalIMHY, KOTJa OH
YUJIET.

2. Hens0exHble IeliCTBUA.

Oro Takue Oynymiue cOOBITUS, KOTOPbIE TOYHO MPOU3OUIYT B pe3ysbTare
KaKHX-JIMOO MOATOTOBUTENBHBIX JEHCTBUM UM MPOCTO €CTECTBEHHBIM ITyTEM.

John and I made a deal. I will be feeding his cat next week. — MusI ¢ JI>xoHom
3AKITIOYWIN CIIENKY. S Oyly KODMHUTB €ro KOTa Ha CIEAYIOIIEeH Helene.

Exercises.

1. Packpoiite cko0kH, ynorpe0dsisi riiarojsl B Present Continuous.
(NOW) 1. Timothy (to feed) his dog. 2. Mr. Jones (to clean) his yard. 3. Nancy
(to paint) her kitchen. 4. Our neighbours (to wash) their car. 5. I (to wash) my hair.
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6. Who (to fix) your sink? 7. What she (to do) now? — She (to dance). 8. The
children (to brush) their teeth. 9. What he (to do) at the moment? — He (to fix) his
bicycle. 10. They (to have) a big dinner together. 11. The boys (to run) about the
garden. 12. I (to do) my homework. 13. John and his friends (to go) to the library.
14. Ann (to sit) at her desk. She (to study) geography. 15. A young man (to stand)
at the window. He (to smoke) a cigarette. 16. The old man (to walk) about the
room. 17. The dog (to lie) on the floor. 18. You (to have) break? 19. What
language you (to study)? 20 Who (to lie) on the sofa? 21. What they (to talk)
about? 22. It still (to rain). 23. I (to open) an umbrella. 24. John (to play) computer
games.

2. Packpoiite cko0KHU, ynorped.Jiss riaroJbl B Past Continuous.

1. I (to play) computer games at five o'clock yesterday. 2. He (to play) computer
games from two till three yesterday. 3. We (to play) computer games the whole
evening yesterday. 4. What Nick (to do) when you came to his place? 5. What you
(to do) when I rang you up? 6. I (not to sleep) at nine o'clock yesterday. 7. What he
(to do) the whole evening yesterday? — He (to read) a book. 8. She (to sleep) when
you came home? 9. My sister (not to play) the piano at four o'clock yesterday. She
(to play) the piano the whole evening.

3. Packpoiite cko0ku, ynorpedJss riaaroiabl B Present Continuous nwin Past
Continuous

1. I (to write) an English exercise now. 2. I (to write) an English exercise at this time
yesterday, 3. My little sister (to sleep) now. 4 My little sister (to sleep) at this time
yesterday. 5. My friends (not to do) their homework now. They (to play) volley-ball.
6. My friends (not to do) their homework at seven o'clock yesterday. They (to play)
volley-ball. 7. You (to eat) ice-cream now? 8. You (to eat) ice-cream when I rang
you up yesterday? 9. What your father (to do) now? 10. What your father (to do)
from eight till nine yesterday? 11. Why she (to cry) now? 12. Why she (to cry) when
I saw her yesterday? 13. She (to read) the whole evening yesterday. 14. She (not to
read) now, 15. Now she (to go) to school. 16. What you (to do) now? —-I (to drink)
tea. 17. You (to drink) tea at this time yesterday? — No, I (not to drink) tea at this
time yesterday, I (to eat) a banana. 18. My sister is fond of reading. She (to read) the
whole evening yesterday, and now she (to read) again, 19. Look! My cat (to play)
with a ball. 20. When 1 went out into the garden, the sun (to shine) and birds (to
sing) in the trees.

4. Packpoiite ckoOKH, ynoTpe0Jifis rj1aroJibl B0 BpeMenn Future Continuous
1. We ... (drive) towards the mountains at that moment.
2. This time next week Rosie ... (fly) to Tokyo.
3. You ... (use) the Internet in half an hour? (
4. 1 ... (not sunbathe) on the beach tomorrow at noon.
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5. Mark ... (stay) at the hotel until next Monday?

6. Tomorrow evening my parents ... (celebrate) their 20™ wedding anniversary.
7. I’m sure when you come home your mother ... (not sleep).

8. Sarah ... (wait) for your response on Friday morning.

9. Ellen ... (make) breakfast while her husband ... (take) a shower.

10. Andy ... (sing) a new song at the party tonight?

IIpakTuyeckasi padbora Nel3

Tewma 3.5. Bpemena rpynnsl Simple
Heas pabdorbi: I3ydyeHne HOBOro TIpaMMATHYECKOTO Marepuana, yMEHUE
WCIIOJIb30BaTh MOJIyYEHHBIE 3HAHUS B Pa3TOBOPHOM PEYH;
Xoa pabGorbi: IM3yueHwe HOBOro rpaMMaTH4YE€CKOro Marepuana. BrinmosiHeHue
YIIPAKHEHUH.

Present Simple - nmpocToe HacTosinee BpemMs

Bpewmst Present Simple o00o3HauaeT neiicTBUE B HACTOSIIEM B IIMPOKOM CMBICIIE
cnoBa. Ono ymoTpeOmsiercss st  0003HAYeHUS  OOBIUHBIX,  PETYJISPHO
MOBTOPSIONIMXCS WM TIOCTOSHHBIX JEHCTBUN, HANMPUMEpP, KOTJa MBI TOBOPHUM O
YbUX-THO0 TPHUBBIUKAX, PEKUME JIHS, PACIHCAHWM W T. A., T. €. Present Simple
0003HavaeT AEHCTBUSA, KOTOPHIE TPOUCXOIIT B HACTOSIIEE BpEMsI, HO HE TTPUBSI3AHBI
UMEHHO K MOMEHTY PEYH.

OopaszoBanne Present Simple
Y TBepAUTEIbHBIC PEITIOKCHHUS:
I/ /you/we/they play

He / she / it plays
BomnpocurenbHbIe IpeIoKeHus:
Do you play?

Does he / she / it play?
OTtpunaTenbHbIE TPEIOKCHHUS

I do not/don’t play

He / she / it does not/doesn’t play

AHrnuiickuii riaroia Bo BpemeHHOUW (opme Present Simple moutu Bcerna
COBIIaJIacT CO CBOEH HaYalbHOM, TO €CTh yKa3aHHOW B cjoBape, ¢gopmoil 06e3
gacTuilpl to. Jlumb B 3-eM JiMile eJMHCTBEHHOTO 4YMClia K HEW HY>KHO MPUOaBUTH
OKOHYAHUE -S:

I work — he works
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Ecaum rmaron okaHumBaeTcs Ha -s, -Ss, -sh, -ch, -X, -0, To kK Hemy npuOaBIIeTCS
OKOHYaHHE -€S:

I wish — he wishes

K rnmaromam Ha -y ¢ nOpeamecTBYIOLIEH COIIaCHOW TOXE MpUOaBIseTCs
OKOHYaHHE -€S, a -y 3aMEHSETCS Ha -1-:

1 try — he tries

Eciu ke T1iarosl OKaHUYMBAETCS HA -y C MNPEAIIECTBYIOLIEH TIJIACHOM, TO -y
COXpaHsieTcsl U A00ABISAETCS TOJIBKO OKOHYAHUE -S:

I play — he plays
Jist  Toro  4TOOBI TOCTPOUTH  BOIPOCHUTENBHOE  MPEMIOKEHHE, Tepen
MOJIJICKAIIMM HYHO MOCTaBUTh BCIIOMOTATeNbHBIN riaroi. Bpems Present Simple

UCTIONB3yeTCsl 0€3 Hero, MOATOMY B ATOM CIIy4ae JOOaBJISIETCS BCIOMOTATEIbHBIN
riaron do (wnu does B 3 11. ef1. 4.):

Do you like rock? Tebe upasumcs pox?
Does he speak English? On coeopum no-anenuticku?

B orpumarenpHBIX TPEUIOKCHHUSIX TOXKE HCIOJIB3YETCS BCIIOMOTATENbHBIN
rnaronn do/does, HO He mepen mMojaeXKalMM, a mepen riarosoM. Ilocie Hero
npubaBisgeTcst oTpuiarenbHas yactuia not. Do/does u not yacto cokparmiarorcs 10
don’t u doesn’t COOTBETCTBEHHO:

1 do not like black coffee. A ne nobnio uepnuwlii Koge.
She doesn't smoke. Ona ne xypum.
Cay4au ynorpedsaenus Present Simple
e PeryispHsble, IOBTOPSIOIIUECS TEUCTBUA:
1 often go to the park. A wacmo xodxcy 6 napk.
They play tennis every weekend. Kaowcovle 8bixoonvle onu ueparom 6 meHHuc.

e JlelcTBUE B HACTOSAILEM B IIMPOKOM CMBICIIE CJIOBA!
Jim studies French. [{owcum usywaem gpanyy3cxuil.

We live in Boston. Mui1 sicusem 6 bocmokme.

e (OOmen3BecTHbIC (hAKTHI:
The Earth goes round the Sun. 3emnsa epawjaemcs 60Kpye ConHya.

The Volga is the longest river in Europe. Bonea — camas onunnas pexa 6 Egpone.

e [lepeunciienue nocien0BaTEIbHOCTH JAEUCTBUN:
We analyse what our clients may need, develop a new product, produce a
sample, improve it and sell it. Mvl ananuzupyem, umo modicem NOHAOOOUMBCS
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Hawum KIueHmam, paspabamvléaem HOBblLL NPOOYKM, U320masiusaem oopasey,
dopabamuviéaem €20 u npooaeM.

e Hexkoropsle ciryyan yka3zaHus Ha Oynayiiee BpeMs (€Ciau UMEeTCs B BUIY
HEKOE€ paclyiCaHue WM IUIaH JCUCTBUM, a TaKXe€ B MPUIATOYHBIX
MPEIJIOKESHUSIX BPEMEHU U YCIIOBUS):

The airplane takes off at 2.30 p.m. Camonem eznemaem 6 14.30.

When you see a big green house, turn left. Kocoa 6wt yeuoume 601butotl 3eieHblll
00M, NOBEpHUME HALEBO.

Past Simple - npocToe npoeaiee BpemMs

Bpemss Past Simple wucnome3yercs mans o0OO3Ha4YeHUS MEUCTBHS, KOTOPOE
IPOU30LLIO B ONPEAEIEHHOE BPEMS B IMPOILIJIOM M BPEMsI COBEPLIEHUS KOTOPOIO
yKe HUCTEeKNO. [l yTOUHEHUs] MOMEHTA COBEPILECHUS JCUCTBUS B IMPOILIOM IpPH
UCIO0JIb30BaHUU BpeMeHu Past Simple 00bIYHO HCTIONB3YIOTCS TAKUE CIOBA, KakK five
days ago (nsth qHed Hazan), last year (B mpolioM Tony), yesterday (Buepa), in
1980 (8 1980 roay) u T.11.

Oo6pa3zoBanue Past Simple

Y TBepIUTENbHBIC MPEATOKECHUS:

I/ he/she /it /you/we/they played (npaBunbHbIil Tiaron V-ed)
I/ he/she /it /you/we/they went (HeripaBunbHBIN raaron V2)
BonpocuTenbHbie MPea0KeHNU:

Did 1/ he/she /it /you/we/they play?

OTpunatenbHbIC TPEI0KCHHUS

I/ he/she /it /you/we/they did not/didn’t play

Jlyist Toro 4ToOBI MOCTaBUThH AHTVIMMCKUH Tiarosl Bo BpeMs Past Simple, HyxHO
UCIIOJIb30BaTh €r0 «BTOPYIO (GopMy». Jljisi GONBIIMHCTBA TJIaroyioB (MPaBUIIbHBIX )
oHa oOpasyercs npudaBiIcHHEM OKOHUaHHS -ed:

examine — examined, enjoy — enjoyed, close — closed

OpnHako ecTh Take JOCTaTOYHO OOJiblIasi rPYIIa HENPABUIIbHBIX AHTIIMHCKUX
IJIarojoB, KOTOpble 00pa3yioT (opMy TMPOIIEAIIETO BPEMEHH HE MO OOUINM
npaBuiIaMm, Il HUX (opMy NpOIIEAIEro BPEMEHH HY>KHO MPOCTO 3aIIOMHHUTb.

We saw your dog two blocks from here.
Mpv1 suoenu sauty cobaxy 8 08yx Keapmaiax omcrood.

B BompocuTENbHOM MNPEMIOKEHUU NEPEN] MOMJICKAINMUM HYKHO HCIOJIb30BaTh
BCIIOMOTAaTeNbHBIN T71aron do B mporeameM Bpemenn — did, a mocie mojiexaniero

MIOCTaBUTh OCHOBHOW, 3HAYHMMBIH TJIAroj B HAYaJIbHOM ¢opme:
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Did you wash your hands? Tet nomoin pyku?
Did they sign the contract? Oxu noonucanu Koumpaxm?

B orpunarenpHBIX IPEUIOKEHMSAX IIE€pe] IJarojaoM HYXXHO IIOCTaBUTh
BCIIOMoraTenbHbIi riiaron did u oTpuIaTenbHyro 4acTuily not:

We did not find our car. Mvl e nawnu 8010 Mawiumy.
1 did not understand this question. A ne nousn smom eonpoc.
Cay4an ynorpedaenus Past Simple:
e VYKazaHue Ha IPOCTOE JCUCTBUE B MPOILIOM:
I saw Jeremy in the bank. A euoen /{oxcepemu 6 banxe.
e PeryispHsble, IOBTOPSIOIIMECS IEUCTBUS B MPOLIJIOM:
The old man often visited me. Cmapux uacmo meHs Hagewai.
I noticed this charming shop girl each time I went to buy something.
A 3ameuan smy ouaposamenvHylo NpoOASWUYY KAdXCObIU pa3, Ko20a uiel 3d
HOKYNKAMU.
e [lepeunciieHue nocie10BaTEIbHOCTH AEUCTBUNA B ITPOILIOM:
I heard a strange sound, looked back, and saw a huge cat sitting on the table.

A yenviwan cmpantbulil 36YK, 00epHYICA U Y8UOel 300PO08EHH020 KOMA, CUOSULe20

Ha cmoude.
Cnucok HENMPpaBWIBHBIX I'J1arojion
VERB PAST SIMPLE PAST PARTICIPLE NMEPEBO
. .. , . ' Bo3HuMKaTb

arise [e'raiz] arose [a8'reuz] arisen [a'riz(a)n] !
NponUCXoaAnTb

awake [a'weik] awoke [a'wauk] awoken [a'waukan] ByauTe,
NPOCHYTbCS

be [bi:] was [wdz], were [w3:] been [bi:n] BbITb

bear [bea] bore [b>:] borne [ba:n] HecTtun, BbIHOCUTb

beat [bi:t] beat [bi:t] beaten ['bi:tn] Butb

become [bi:kam] became [bi:keim] become[bi:kam] CTaHOBUTbLCA

begin [bi'gin] began [bi'gaen] begun [bi'gan] HaunHaTtb

bend [bend] bent [bent] bent [bent] Crmnbatb

bet [bet] bet [bet] bet [bet] MocnopuTtb

bite [bait] bit [bit] bitten [bitn] KycaTb, kneesaTtb

bleed [bli:d] bled [bled] bled [bled] KpoBOoTOUMTb

blow [blou] blew [blu:] blown [bloun] OyTb

break [breik] broke [brouk] broken ['brouk(e)n] JlomaTtb

bring [brin] brought [bro:t] brought [bro:t] MpuUHOCUTL

build [bild] built [bilt] built [bilt] Ctpoutb

burn [b3:n] burnt [b3:nt] burnt [b3:nt] FopeTb

buy [bai] bought [bo:t] bought [bo:t] MokynaTb

catch [keet[]

choose [tfu:z]

caught [ko:t]

chose [[auz]

caught [ko:t]

chosen [tfauz(a)n]

JloBuUTb, XBaTaThb,
ycreTb

BbibmpaTb
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come [kam]
cost [kost]
creep [kri:p]
cut [kat]
deal [di:l]
do [du:]

draw [dro:]

dream [dri:m]

drink [drink]
drive [draiv]
eat [i:t]

fall [f2:1]
feed [fi:d]
feel [fi:l]
fight [fait]
find [faind]

fit [fit]

flee [fli:]

fly [flai]
forbid [fa'bid]
forget [fo'get]
forgive [fo'giv]
get [get]

give [giv]

go [gou]
grow [grou]
hang [haen]
have [haev]
hear [his]
hide [haid]
hit [hit]

hide [haid]

hold [hould]
hurt [h3:t]
keep [ki:p]
knit [ni1t]
know [nou]
lay [lei]

lead [li:d]
learn [I3:n]
leave [li:v]
lend [lend]
let [let]

lie [lai]

light [lait]
lose [lu:z]
make [meik]
mean [mi:n]

came [keim]
cost [kost]
crept [krept]
cut [kat]
dealt [delt]
did [did]

drew [dru:]

dreamt [dremt]

drank [dreaenk]
drove [drouv]
ate [eit]

fell [fel]

fed [fed]

felt [felt]
fought [fo:t]
found [faund]

fit [fit]

fled [fled]

flew [flu:]
forbade [fe'beid]
forgot [fo'got]
forgave [fo'geiv]
got [got]

gave [geiv]
went [went]
grew [gru:]
hung [han]

had [haed]
heard [h3:d]

hid [hid]

hit [hit]

hid [hid]

held [held]
hurt [h3:t]
kept [kept]
knit [nit]
knew [nju:]
laid [leid]
led [led]
learnt [I3:nt]
left [left]
lent [lent]
let [let]

lay [lei]

lit [lit]

lost [lost]
made [meid]
meant [ment]

come [kam]
cost [kost]
crept [krept]
cut [kat]
dealt [delt]
done [dAan]

drawn [dro:n]

dreamt [dremt]

drunk [drank]
driven ['drivn]
eaten ['i:tn]
fallen ['fa:len]
fed [fed]

felt [felt]
fought [fo:t]
found [faund]

fit [fit]

fled [fled]

flown [floun]
forbidden [febidn]

forgotten [fa'got(a)n]

forgiven [fo'givn]
got [got]

given [givn]
gone [gon]
grown [groun]
hung [han]

had [haed]

heard [h3:d]
hidden ['hidn]
hit [hit]

hidden [hidn]

held [held]
hurt [h3:t]
kept [kept]
knit [ni1t]
known [noun]
laid [leid]

led [led]
learnt [I3:nt]
left [left]

lent [lent]

let [let]

lain [lein]

lit [lit]

lost [Iost]
made [meid]
meant [ment]

MpuxoonTb
CtonTb
MonsaTtb
Pe3aTb
UmeTb geno
Jenatb

Pucosarts,
TawmnTb

MeuTaTb,
ApemaTb
Mutb
Boantb

EcTb

Mapatb
KopMuTb
YyBCcTBOBATbH
BbopoTtbcs
HaxoguTb
MoaxoanTb Mo
pasMepy
Y6erats,
ncyesaTb
JleTaTtb
3anpewaTb
3abbiBaTb
Mpowatb
MonyyaTb
HaBaTb
natm

Pactu
BewaTtb
meTb
Cnblwatb
MpaTaTtb
MonagaTtb B Uenb
CkpbiBaThb,
npaTaTb
depxaTtb
Ywmnbutb
CopepxaTb
BsasaTb, wrtonatb
3HaTb
Knactb
Bectun

YuunTtb
OcTaBnatb
3aHnMaTb
Mo3BoNATL
Jlexatb
OcBewaTb
TepsTtb
Mpon3ssoanTb
3HaunTb
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meet [mi:t]
mistake [mis'teik]

overcome [avva'kam]

pay [pei]
put [put]
read [ri:d]
ride [raid]
ring [rin]
rise [raiz]
run [ran]
say [sei]
see [si:]
sell [sel]
send [send]
set [set]
shake [Jeik]
show [[au]
shut [[at]

sing [sin]
sink [sink]

sit [sit]
sleep [sli:p]

smell [smel]

speak [spi:k]
spend [spend]
spin [spin]

split [split]

spoil [spail]
stand [steend]
steal [sti:l]

strike [straik]

swear [swea]

swell [swel]
swim [swim]
take [teik]
teach [ti:tf]
tear [tea]
tell [tel]
think [Bink]
throw [Brau]
understand
[Anda'steend]

undertake [Anda'teik]

wake [weik]
wear [wea]
win [win]

met [met]
mistook [mis'tuk]

overcame [suva'keim]

paid [peid]
put [put]

read [red]
rode [roud]
rang [reen]
rose [rouz]
ran [reen]
said [sed]
saw [sD:]

sold [sould]
sent [sent]
set [set]
shook [[uk]
showed [Jaud]
shut [[Aat]
sang [saen]
sank [sank], sunk
[sAnk]

sat [seet]
slept [slept]

smelt [smelt]

spoke [spouk]
spent [spent]
spun [spAn]

split [split]

spoilt [spoilt]
stood [stu:d]
stole [stoul]

struck [strak]

swore [swd:]

swelled [sweld]
swam [swem]
took [tuk]
taught [to:t]
tore [to:]

told [tould]
thought [62:t]
threw [Bru:]
understood
[Anda'stud]

undertook [Anda'tuk]

woke [wouk]
wore [wd:]
won [wAn]

met [met]
mistaken [mis'teik(e)n]

overcome [avva'kam]

paid [peid]
put [put]
read [red]
ridden ['ridn]
rung [ran]
risen ['rizn]
run [ran]
said [sed]
seen [si:n]
sold [sould]
sent [sent]
set [set]
shaken ['feik(a)n]
shown [Jaun]
shut [[at]
sung [sAn]

sunk [sank]

sat [seet]
slept [slept]

smelt [smelt]

spoken ['spouk(e)n]
spent [spent]
spun [spAn]

split [split]

spoilt [spailt]

stood [stu:d]

stolen ['staulen]
struck [strak]/ stricken
[striken]

sworn [swo:n]

swollen ['swoul(e)n]
swum [swam]
taken ['teik(a)n]
taught [to:t]

torn [to:n]

told [tould]

thought [02:t]
thrown [Braun]

understood [Anda'stud]

undertaken [Anda'teik(s)n]

woken ['wouk(e)n]
worn [wo:n]
won [wAan]

BcTpeuaTb
OwmnbaTbes
MpeononeTs,
no6opoTb
MnaTtnte
MonoXxuTb
Yutatb
E3ounTb BEpXOM
3BeHeTb
MogHMMaTbLCA
bexaTtb
foBOpUTH
Bupetb
lMpopaeaTb
MocbinaTtb
CtaBuUTb
BcTpsaxueaTb
lMoka3sblBaTb
3aKkpbiBaTb
MeTb

TOHYTb

Cngetb

CnaTtb

MaxHyTb,
YyBCTBOBaTb
foBOpUTL
TpaTuTb
KpyTnTb, BepTeTb

Pazpenars,
pa3bueaTb

MopTutb
CroaTb
Kpactb

Bbutb, 6acTtoBaTb

Knactbes,
npucaraTb

PazbyxaTtb
MnasaTb
bpaTb, B34Tb
Yuntb

PeaTb
PacckasbiBaTb
AdymaTb
bpocaTtb

MoHnMaTb

MpeanpuHuMaTs,
coBepLiaTb
lMpocbinaTbea
Hocutb
BbinrpbiBaTb
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write [rait] wrote [rout] written ['ritn] MucaTtb

Future Simple - npocToe Oynymiee Bpemsi

Bpemss Future Simple ccbutaercss Ha JAeiicTBUE, KOTOPOE COBEPIUUTCA B
HEONpPEACICHHOM WU OTHaieHHOM Oyayiem. IIpoctoe Oyayiiee BpeMsi 0OBIYHO
UCIIOIBb3YETCSI C OOCTOSITENILCTBAMU: fomorrow (3aBTpa), next year (B CIeAyIOIIEM
rony), in five years (uepe3 nsth ner), in 2035 (B 2035 roxy) u T.1.

Oo0paszoBanue Future Simple

Y TBepAUTENbHbIE MPEATOKECHUS:

I/ he/she /it /you/we/they will play

BormpocurenbHbie Tpe1oKeHUs

Will 1/ he/she /it /you/we/they play?

OTtpunarenbHble TPeI0KEHUS:

I/ he/she /it /you/we/they will not/ won’t play

Jlyist Toro 4TOOBI OCTABUTH TJIarodl BO BpeMeHHYH0 (opmy Future Simple, Hy)xHO
UCIOJb30BaTh €ro HaualdbHYI0 (popMy U BcromoratenbHblid rinaron will. B yctHo#
peun will yame Bcero cokpamaercs 10 popmsr ‘1l

I’ll do it tomorrow.

Ciayuau ynorpeoJienusi Future Simple:

e VYKa3zaHue Ha MPOCTOE JCHUCTBUE B OYIyIIEM:
We'll return in 4 hours. Mei eepnemcs uepes 4 uaca.

It will not be easy to convince him. E2o 6yoem nenecko ybeoums.

e Onucanue Oyaymiero gakra
The exhibition will open in May. — Bvicmasxka omxpoemcsi 6 mae.

e [lpeamnonoxeHue Wi MPOrHo3
[ think it will rain tomorrow. — A oymaro, 3a6mpa notioem 004c0b.

e BripaxeHne HaMEPEHHS WA PEIICHHMS], BOSHUKIIIEE B MOMEHT P
I'm thirsty. I think I'll have a glass of juice. — A xouy numos. [[ymaro, s 8vinwvio

CMAKAaH COKdA.

KoncTpykuus going to

Going to ucmosb3yeTcs, YTOObI BBIPA3UTh HAMEPEHHE, KOTJa pEIIeHUE MPHUHSITO
3apaHee:

I'm going to make a cake tonight. — Ce200Hs euepom s 6y0y oerams mopm.

Going to B Future Simple Taxxe ucmonb3yercs A MPEANOIOKEHUH, KOTa eCTh
NPHU3HAK TOTO, YTO YTO-TO MPOU3OMUIET:

Look at those clouds. It's going to rain. — Ilocmompu na smu myuu. Cobupaemcs
002#COb.
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1.

Exercises
Packpoiite cko0ku, ynorpedJsis riaarojsl B Present Simple.

(USUALLY) 1. My sister (to get) up at eight o'clock. 2. She (to be) a school-girl.
She (to go) to school in the afternoon. 3. Jane (to be) fond of sports. She (to do) her
morning exercises every day. 4. For breakfast she (to have) two eggs, a sandwich
and a cup of tea. 5. After breakfast she (to go) to school. 6. It (to take) him two
hours to do his homework. 7. She (to speak) French well. 8, My working day (to
begin) at seven o'clock. I (to get) up, (to switch) on the radio and (to do) my
morning exercises. It (to take) me fifteen minutes, At half past seven we (to have)
breakfast. My father and I (to leave) home at eight o'clock. He (to take) a bus to his
factory. My mother (to be) a doctor, she (to leave) home at nine o'clock. In the
evening we (to gather) in the living-room. We (to watch) TV and (to talk).

2.
. Julie (not / drink) tea very often.

. What time (the banks / close) here?

. I've got a car, but I (not / use) it much.

. 'Where (Ricardo / come) from?' 'From Cuba.'

.'What (you /do)? I’m an electrician.'

. How long (it / take) you? — It (take) me an hour to get to work.
. Look at this sentence. What (this word / mean)?

. David isn't very fit. He (not / do) any sport.

MOO\]O\LA-PUJ[\.)»—&

IIocTaBbTe 1J1ar0J161 B IPABUILHYIO (hopmy:

3aI[aI/ITe ClicMaJibHbIC BOIIPOCHI, UCITIOJIB3YH C/JI0BA B cKoOKax:

. Paul plays tennis very well. (How)

. Many birds fly south every summer. (How often)

. Jack usually goes to work on Saturdays. ( When)

. France has a lot of high mountains. (What)

. You always wear glasses. (What)

. Most of the students study well. (How many)

. He thinks that school is boring.(Who)

. The Volga flows into the Caspian Sea. (Where)

. We drink coffee vey often. (Who)

0.My children usually skate on the skating ring in our yard. (Whose)
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4. IlepeBeauTe HA AHTJIMHCKHUI A3BIK, YIIOTPeOJIsAs ri1aroJbl B (popme Present
Simple.

. 51 u3y4aro aHTJIMICKUM S3BIK

. Ero muaammii 6pat yueHuk

. OHa He pabotaer

. OH Bcerjia O4eHb 3aHSAT

. OH pa3roBapuBaeT NOo-HEMEILKU?

. Most Mmama JTIOOUT KJIaCCUYECKYI0 MY3bIKY

. OHU HE XOTAT UATH B KUHO

. 'ne Bamu ponurenun?

. OHa He urpaer B IIaAXMaThbl

10. OH HHUKOT1a HE IPOCHINIAETCA PAHO

11. OHa nenaet 3apsaKy KaxKIblil 1eHb?

12. OHu X0O4sT B T€ATp pa3 B MECHII

13. 5 momoraro Mame 1o X034iCTBY OYEHb YaCTO
14. Boi nbete kode yrpom?

15. OH penko XoauT B KMHO

16. Ona He unTaeT razer

17. OTu neBOYKHU HE pabOTAIOT, OHU y4aTCs

5. UcnoJab3yiiTe ¢JI0OBa B CKOOKAX /isi 00pa3oBaHus npeasioxkennii B Past
Simple.

1) They football at the institute. (to play)
2) She emails. (not / to write)

3) you English? (to speak)

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

O 0 1N DN B~ WK —

5) Ann ___ any friends? (to have)

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

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

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

10)  Elizabeth coffee? (to drink)

6. 3anmosnHuTre mnpomycku riaarojamu B (opme Past Simple. Ucnoab3yiiTe
rJ1arojibl U3 JAaHHOrO0 CIHCKAa: start, want, have, continue, be, see, hit, become,
wake.

Ludwig van Beethoven ... born in 1770 in Bonn, Germany. He ... a difficult and
miserable childhood. His father, Johann, was a musician for the king. Johann ... to
give Ludwig piano lessons before he was four years old. Ludwig was so small that
he had to stand on the piano seat to reach the piano. When Johann ... how quickly
Ludwig learned, he knew that his son had talent. He ... to make Ludwig into a
concert performer, and he was very demanding. He ... Ludwig's hand when he made
a mistake and often ... him up in the middle of the night to make him play for
friends. Ludwig ... to study, and, in 1782, he ... the assistant organist for the king. He
was only 12 years old!

7. IlepeBeaure NpeaIoKeHUS HA AHTVINICKUN A3BIK, HCNOJbL3YH Past Simple.
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1. Korga Bamn cblH OCTynui B yHUBepcUTET? — OH MOCTYNWI B IPOLIJIOM ToAy. 2.
Ona BYepa He TpHILIA, TaK Kak Obula odeHb 3aHsATa. 3. KTO BCTpewanm Bac Ha
Bok3ane? — Mo Opar. 4. Ckoinpko pa3 B HEAENI0 y Bac ObUl aHIIMHUCKHHA B
npouutom cemectpe? — /IBa pasa B Hezemro. 5. Buepa Bce CTyA€HTBI HAIEH TPYTIIBI
CIIaJIM DK3aMeH 1o (uszuke, Kkpome 30prHa: OH ObLT HE TOTOB. 6. C K€M Bbl 00CYAMIH
3TOT BOmpoc? — Mbl 0OCYyAWJIM €ro ¢ PeKTOpoM. 7. BBl MO3HAKOMHWIIUCH C ITUM
MYXYMHOM Ha pabote, He Tak Ju? — Jla, MBI MO3HAKOMIWINCH MecsI] Ha3ad. 8. Ha
NpONUIOW HeAeJde Mbl HHKyJa HE BBIXOAWIM 10 BedepaMm. 9. OH OKOHYMI
yHUBepcUTeT TpH roja Hazan. 10. Kyzaa Bbl e3auiiu B oTIycK JietoM? — Mbl e3auiiu
Ha Ykpauny. — Kakas tam Obuta moroga? — beiio ouenb xapko. 11. Pa3Be oHa He
XoTeNla MPUHATH ydacTue B KoHuepTe? — OHa xoTena, HO 3a0oiiena mapy JHEu
Hazaa. 12. Kto octaBun 3Ty 3anucky? — Ham cocen.
8. IlocTaBbTe ri1aroJ B ckoOkax B Present Simple/Past Simple.
1. I often (see) my friend at the university. Yesterday I (see) him in the dean's office.
2. We always (meet) on Sundays. Last month we (meef) not only on Sundays, but
also on Saturdays. 3. Dan usually (walk) to his office. Yesterday he (take) a taxi,
because he (be) late for his work. 4. My sister usually (4ave) English lesson twice a
week. Last week she (have) three English lessons. 5. They always (watch) TV in the
evening. Yesterday evening they (watch) a football match. 6. She often (lose)
things. Yesterday she (lose) her purse. 7. Our teacher of English always (give) us a
lot of homework. At the last lesson she (not / give) us any task to be done at home.
8. I usually (go) to the club with my friends. Last night I (go) there alone, because
my friends (be) out of town.
9. Packpoiite cko0KHu, ynorpedJsasraroJsl B Future Simple:

1. I want to get a medical checkup. I (to go) to my doctor tomorrow.
He (to give) me a complete examination.
The nurse (to lead) me into one of the examination rooms.
I (to take) off my clothes and (to put) on a hospital gown.
I (to stand) on his scale so he can measure my height and my weight.
He (to take) my pulse.
Then he (to take) my pressure.
After he takes my blood pressure, he (to take) some blood for a blood
analysis.

9. He (examine) my eyes, ears, nose and throat.

10.He (give) me some recomendations.
10. Packpoiite cko0kHu, ynorpedJsisi riaroabl B Present Simple wnu Future
Simple (Bce npeasioskeHnsi OTHOCATCS K Oyayuiemy).
1. When he (to return) to St. Petersburg, he (to call) on us. 2. If I (to see) him, I (to
tell) him about their letter. 3. We (to gather) at our place when my brother (to come)
back from Africa. 4. I (to sing) this song with you if you (to tell) me the words. 5. I
hope you (to join) us when we (to gather) in our country house the next time. 6.
What you (to do) when you (to come) home? 7. If I (to stay) some more days in
your town, I (to call) on you and we (to have) a good talk. 8. He (to go) to the Public
Library very often when he (to be) a student. 9. As soon as I (to return) from school,

el A
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I (to ring) you up. 10. You (to pass) many towns and villages on your way before
you (to arrive) in Moscow. 11.1 (to stay) at home till she (to come). Then we (to go)
to the theatre if she (to bring) tickets. 12. After I (to finish) school, I (to enter) the
University.

11. Packpoiite cko0ku, ynorpedass rijarouasl B Present Simple, Past Simple,
Future Simple:

. I (not to go) to the cinema every day.
. I (not to go) to the cinema yesterday.
. I (to go) to bed at ten o’clock tomorrow.
. She (not to go) to the cinema tomorrow.
. You (to watch) TV every day.
. I (to go) to bed at ten o'clock every day.
. I (to go) to bed at ten o'clock yesterday.
. My brother (to wash) his face every morning.
. Yesterday he (to wash) his face at a quarter past seven.
10. I (not to have) history lessons every day.
11. Your sister (to go) to school every day? - - Yes, she ....
12. My mother (to watch) TV yesterday.

O 00 1O W=

Paznen 4. JlesioBasi BcTpeua
IIpakTnueckas padora Ne 14.
Tema 4.1. Buzut nHOCTpaHHOTO IapTHEPa

esab padoThbI:

1. OcymecTBiasiTh NOWCK W HCIOJIb30BaHWE HWH(MOpPMALUU, HEOOXOIMMOH Jid
() PEKTUBHOIO BBIMOJHEHUSI NPO(YECCHOHANBHBIX 3adad, MPOo(EeCCUOHAIBHOTO U
JUYHOCTHOTO PAa3BUTHA.

2. ®opMHpOBaHHWE KOMMYHUKATHBHBIX KOMIIETEHLUW, OBJIAJCHHUE JIEKCUKOW U
SI3BIKOBBIMU KJIMIIIE TIO TEME.

Xoxa paéoThi:

1. Read and translate.

I want to fly to Miami on the 10" of next month, retuning on the 20th.

I’d like to reserve a seat on Flight number GJ 414 to Milan.

I’d like to change/reconfirm my reservation on Flight number AR 770 on the
16™ of this month.

I need to get to the airport/railway station/railroad station as quickly as
possible.

One coach class/ round trip/ one-way to Houston, please.

One first class/club class/tourist class return/single to Glasgow, please.

Can a reserve/ a rented car/a hotel room at the other end?

Is it too late/early to check in for Flight number IE 009?
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Which platform/track/gate does the 13.40 to London leave from?
Can you tell me what time Flight number SQ GO is due to arrive/depart?
Can you tell me why there’s a delay on Flight number SZ 111/ the flight to

Osaka/ the 17.35 train for/from Birmingham?

O 003N DN W~ N

. Work in pairs. Look at these situations.

. Who would you speak to in each case to get the information you require?
. What exactly would you say in each situation?

. You’ve heard that flight BZ 431 is delayed.

. You want a rail ticket to Manchester.

. You want to reconfirm your seat on flight TR 998.

. You want a plane ticket to Berlin.

. You’re a hurry to get to Manchester Airport from the convention centre.

. You’ve arrived at the airport three hours before your flight.

. You have three minutes before your train leaves.

10. You’ve heard that the 17.55 train has been cancelled.
11. You want to make sure of a hotel room in Madrid before your. Flight departs.

3.

Read and listen to the dialogues.
John Cartwright, a Sales Manager for a British company, has just arrived at

Borispol Airport from London. He is visiting a Ukrainian company that wants to
buy equipment produced by his company. Here are some dialogues between him and
the staff of the Ukrainian company.

At the Airport

Excuse me... Are you Mr. Cartwright?

Yes.

I’'m Vladimir Ivanov, from TST Systems. How do you do?

How do you do?

Have I kept you waiting?

Oh, no...the plane’s just arrived. Thank you for coming to meet me.
Not at all. Did you have a good trip?

Yes, thank you. I was a bit airsick, but now I’'m O.K.

My car’s just outside the airport. My driver will take your suitcase.
Thank you.

At the Office

Glad to meet you, Mr. Pospelov.

Glad to meet you too. Have you ever been to Kiev before, Mr. Cartwright?
No, it’s my first visit to Kiev.

What are your first impressions of Kiev?

I like Kiev, it’s a very beautiful city and quite different from London.

I hope you’ll enjoy your visit Mr. Cartwright.

Let to meet you, Miss Krivenko.
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Nice to me introduce staff to you. This is my secretary. Miss Krivenko.

Nice to meet you too. Call me Ann.

I also want you to meet Victor Volgin, our Sales Manager. You’ve already met
Mr. Ivanov.

What does Mr. Ivanov do?

He is our Import-Export Manager... Do take a seat. Would you like a cigarette?
Yes. Thank you.

Would you like something to drink?

Er ... Yes. I’d like a cup of coffee.

Ann, could you make coffee for us, please?

Certainly, sir. How would you like your coffee, Mr. Cartwright, black or white?
Black, please.

With sugar?

No, thanks.

By the way, Mr. Cartwright, what is your profession?

I’m an engineer, but at Continental Equipment. I work as a Sales Manager.
Here’s my card.

Let’s get down to business, Mr. Cartwright. We’re extending our business and
want to buy equipment for producing some goods in Ukraine, rather than
importing them from western countries as we do now. We know that some
companies, including yours, produce the sort of equipment we need. Your
company provides advanced technology and efficient service, which small
companies can’t provide. That’s why we’re interested in your company.

Yes, I see. You’ll be pleased to hear that the service life of our equipment has
been increased, and also prices have been reduced.

Would you mind speaking a bit slower, Mr. Cartwright? I’'m not very good at
English.

Sure. I said we had increased the useful life of our equipment.

It’s very interesting, but first I would like to know if it’s possible to adapt your
equipment to our needs.

To answer your question, Mr. Pospelov, I have to visit your factory and study
your requirements.

I’1l show you our factory tomorrow.

What time?

Let me see... [ have an appointment with my lawyer at 9 a.m. How about 10?
That’s fine.

At the moment we are looking for a Commercial Director for this project so in
the future you’ll have to deal with him. If we decide to buy your equipment, he’ll
visit your company and you’ll discuss the contract with him in detail.

Fine. I’ve got some advertising leaflets so you’ll be able to study the main
characteristics of our equipment yourself.
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— Thank you, Mr. Cartwright. Our driver is at your disposal during your visit. His
name is Oleg.

— Thank you very much, Mr. Pospelov.

— Well. That’s all...our driver’s waiting for you. He’ll take you to your hotel.

— Goodbye, Mr. Pospelov.

— Goodbye, Mr. Cartwright. See you tomorrow.

. Answer the questions.

. What is Mr. Cartwright is job? And what is his occupation?

. What is Mr. Cartwright doing in Ukraine?

. Has Mr. Cartwright ever been to Kiev?

. What are Mr. Cartwright’s first impressions of Kiev?

. What does Mr. Ivanov do?

. Why is a Ukrainian company interested in a British company?

. What does Mr. Cartwright want to see?

. What time is Mr. Pospelov going to show Mr. Cartwright the factory?
. Has Mr. Cartwright got advertising leaflets?

O 01N DN W~ &

IIpakTnueckas padora Ne 15.
Tema 4.2. [IpuObiTHE B CTpany

esab padoThbI:

1. OcymecTBisATh IMOUCK W HCMOJb30BaHUE HHGOPMAIIUU, HEOOXOJAUMOM IS
(¢ PEeKTUBHOTO BBINMOJIHEHUS MPO(ECCHOHANBHBIX 3adad, MPOo(EeCCHOHAIBHOTO U
JIUYHOCTHOTO Pa3BUTHS.

2. ®opMUpOBaHHWE KOMMYHHUKATHUBHBIX KOMIICTEHIIMM, OBJIaJICHUE JIEKCUKOW U
SI3BIKOBBIMH KJIHIIIE TI0 TEME.

Xoa pa6oThI:

[IepeBenMTEN3ANIOIHUTEAHKETY:

CustomsDeclaration
Full name
Citizenship
Arriving from
Country of destination
Purpose of visit

(business, tourism, private, ets.)
My luggage (including hand luggage) submitted for Customs inspection consists
of pieces.

With me and in my luggage | have:
I. Weapons of all descriptions and ammunition
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II. Narcotics and appliances for the use thereof
III. Antiques and objects of art (paintings, drawings, icons, sculptures, ets.)
I'V. Russian rubles, Russian State Loan bonds, Russian lottery tickets

Currency other than Russian rubles (bank notes, exchequer bills, coins), payment
voucher (cheques, bills, letters of credit, ets.). Securities (shares, bonds, ets.) in
foreign currencies, precious metals (gold, silver, platinum, metals of platinum
group) in any form or condition, crude and processed natural precious stones
(diamonds, brilliants, rubies, emeralds, sapphires andpearls), jewellery and other
articles made of precious metals and precious stones, and scrap thereof, as well as

property papers:

Description Amount / quantity For official use

In figures In wards

US Dollars

Pounds Sterling

French Francs

Deutschemarks

Russian rubles, other currency, payment voucher, valuables and any objects
belonging to other persons.

I am aware that, in addition to the objects listed in the Customs Declaration, I must
submit for inspection: printed matter, manuscripts, films, video and sound
recordings, postage stamps, pictorial matter, ets., as well as items not for personal
use.

I also declare that my luggage sent separately consists of pieces.
(Date) 200 Owner of luggage

(signed)

[lepeBenuTe Ha aHMIMICKUN A3BIK, yNoTpeOsiss riaron tobe B Present wumm
PastSimple:

1. S yuenuk. 2. On netuuk. 3. OHa gokTop. 4. MbI mikoasHUKH. 5. Bl paboune.

6. Tor pabounit.7. Onu yuenuku. 8. S nqoma. 9. On B mkose. 10. Ona B kuno? 11.
Msr B napke. 12. Onu B Tearpe? 13.0na mononaa? 14. Oun crapsiif. 15. Ona He
crapas. 16. Onu cunphble. 17. Ona 6onbHa. 18. Ber 60mbHBI? 19. OH 60nen? 20. A
He OosieH. 21. 4 Obu1 OoseH Buepa. 22. OHa He Obl1a 0osibHA. 23. MBI ObLIIM B KHHO.

24. Ouu He ObuTh B KUMHO. 25. OHu He B mkoiie. 26. Ouu noma. 27. Bel ObutH B
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napke Buepa? 28. Ou Obut B mkose Buepa? 29. On 61 pabounm. 30. Ona Obuia
YUYUTEITbHULICH.

No 2

BcraBpre riaron to be B Present, Past mum Future Simple:

1, My father ... a teacher. 2. He ... a pupil twenty years ago. 3. ... a doctor when I
grow up. 4. My sister ... not ... at home tomorrow. 5. She ... at school tomorrow.

6. ... you ... at home tomorrow? 7,... your father at work yesterday? 8. My sister ... ill
last week. 9. She ... not ill now. 10. Yesterday we... at the theatre. 11. Where ... your
mother now? — She ... in the kitchen. 12. Where ... you yesterday? — I ... at the
cinema. 13. When I come home tomorrow, all my family ... at home. 14. ... your
little sister in bed now? — Yes, she ... 15. ... you... at school tomorrow?

— Yes I ... . 16. When my granny... young, she ... an actress. 17. My friend K ,,. in
Moscow now. 18. He ... in St. Petersburg tomorrow. 19. Where ... your books now?

— They ... in my bag.

IIpakTnueckas padora Ne 16.
Tema 4.3. HazHaueHne 1 OTMEHA BCTPEUU

Hean padoTsi:

1. OcymiecTBiasiTh NOWCK W HCIOJb30BaHUWE HWH(MOpPMALUU, HEOOXOIMMOH i
3(PEKTUBHOIO BBINMOJHEHUSI NPO(YECCHOHANBHBIX 3aAad, MPo(EeCCUOHAIBHOTO U
JUYHOCTHOTO PAa3BUTHA.

2. @opMHUpPOBAHME KOMMYHUKATHUBHBIX KOMIIETEHIIMM, OBJIAJICHUE JIEKCUKON U
SI3BIKOBBIMU KJIMIIIE TIO TEME.

Xoxa pa6oThi:

Telephone Conversation with the British Firm

- Continental Equipment. Can I help you?

- I’d like to speak to Mr. Cartwright.

- Mr. Cartwright? Who’s calling, please?

- This is Victor Klimenko, from TST Systems.

- Hold on, please, I’ll find out if he is in.

- What is it, Miss Eliot?

- Mr. Klimenko wants to talk to you, sir.

- I’'m very busy at the moment. Ask him to phone later.

- Yes, sir.

- Oh ... wait a minute, Miss Elliot. Who is Mr. Klimenko?
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- He said he was from TST Systems.

- From TST Systems? Oh, ask him what his telephone number is. I’ll ring him back.
- Hello? This is Mr. Cartwright’s secretary speaking.

- Yes ... Klimenko, here.

I’'m sorry, Mr. Cartwright very busy at the moment. Can you tell me your
telephone number, Mr. Klimenko? Mr. Cartwright will call you later.

- Of course. Double five-nine-three-six-four-two.

... and where are you calling from?

- From Kiev, Ukraine.

- Could you tell me the code for Kiev?
- Three-eight-o-double-four.

- Thank you, Mr. Klimenko.

- Hello? Is that TST Systems?

- Yes.

This is John Cartwright from Continental Equipment. May 1 speak to Mr.
Klimenko.

- Yes, Klimenko speaking ... .
- Did you want to speak to me?

Yes, Mr. Cartwright. I’'m the new Commercial Director of TST Systems. I’ve
pleasure in informing you that we carefully studied your materials and decided to
accept your proposal.

- Thank you, Mr. Klimenko.

I am planning to come to Brighton and discuss with you the main points of our
agreement in detail.

- When are you going to come?
- On Wednesday, next week.
- That’s fine. Are you going to travel by air?

Of course. The Ukraine International Airlines Flight from Kiev arrives at
Gatwick Airport at about 10 o’clock, as far as I know.

O.K. There is the 12.20 train from London to Brighton. If you take a train or a
bus to the railway station, you’ll be in time to catch the train. We’ll meet you at
the station in Brighton.

Thank you, Mr. Cartwright. Which hotel in Brighton do you recommend?

I’d recommend the Northern Star Hotel. It’s very nice and isn’t very expensive.
Shall we reserve a room for you?

Yes. If it isn’t too much trouble. I’d like to book a single room with private
bathroom for three nights.

- O.K. Remember me to Mr. Pospelov.

- Certainly I will.

- Goodbye, Mr. Klimenko. Have a good trip.

- Goodbye, Mr. Cartwright. See you next week.

Fill the gaps with suitable words from the list.
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area code (US) / dialling code (GB) bad line busy (US) / engaged (GB)
collect call (US )/ transferred charge call (GB) dialling (GB) / dialing (US)

enquiries extension IDD / international direct dialing insert  off the hook

out of order outside line person-to-person call (US) / personal call (GB)

phone book/directory receiver ringing switchboard operator
unobtainable wrong number

1. Incoming calls to our firm are taken by the........................ , who will put you
through to the.........c.cc......... you require

2. 'I'm sorry to trouble you, I think I must have got the......................... '

3. 'I'm sorry, I can't hear you very well, this is a......................... '

4. 'l can't get through, their line always seems to be......................... '

5. If you don't want to be interrupted by any phone calls, you can leave the
phone..........ccvveeennee.

6. If you don't know someone's number you can use the....................... or you can
call directory.......c.ccceeevveennnee. (192 in the UK)

7. To make a call from a public telephone, lift
the...cooveeiiee and ......cccoeeeeeenennn, a coin. Listen for the........................ tone and
dial the number. You will then hear a tone telling you that the number
ISuieeiieeeireerree e If you've misdialed, you'll hear a tone telling you that the
101010010151 g SRR or that the line iS...........ceeeuneenne.

8. To make a call by......cceeeunenneen. from the UK: first dial the international code
(010), then the country code, then the........................ and finally the number you
require.

9. 'Operator, I'd like to make a........................ to New York, please. My name is
Mrs. Jane Wilson.'

10. 'T'd like to make a........................ to Mr. Bob Hill on this number: 456 8901.'

11. 'Hello, is that the switchboard? This i1s extension 67, can I have

Do some exercises.
Exercise 1.Fill in the past simple of the following verbs. [loctaBpTe cremayromme
TJIaroJibl B IPOIIEAIIYIO (hopmy.

be — 6. give —
play — 7. write —
read — 8. 20—
sing — 9. invite -
cry — 10. fly —

Exercise 2. Put the verbs in brackets into the past simple. [loctaBbre riarosns B
cKoOKax B mpoleaiyto Gopmy.

Mary Thompson ... (be) a famous actress. She was born in Sussex, England on the
4th of July, 1897. She ... (go) to school at the age of eight. After her graduation she
... (enter) at University in New York where she ... (study) drama.

Mary ... (marry) Tom Peterson in August, 1920 at St. Paul’s Cathedral in London.
Mary and Tom ... (have) two sons and one daughter, Bob, Peter and Samantha.
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Mary ... (be) very popular because of her beauty and talent. She ... (win) Oscar for
Best Actress in 1929. She ... (die) in 1975 in Rome, Italy.

Exercise 3.Put the verbs in brackets into the interrogative form of the past simple.
[TocTaBbTe TJ1aroJibl B CKOOKaxX B BOMPOCUTETHHYIO (OpMY.

1. Where ... (Liza / work) last year?

2. What time ... (Peter / come) home yesterday?

3. When ... (you / mop) the floor in the kitchen?

4. Who ... (they / invite) for party?

5. What ... (she / study) at University?

IIpakTnueckas padora Ne 17

Tema 4.4. The Present Perfect Tense
Heab padoTsi:

1. ®opmMupoBaHrE KOMMYHHUKATUBHBIX KOMIIETEHIIAMN.

2. OBnageHne rpaMMaTHYECKUM MATEPUAJIOM I10 TEME.

Xoxa padoThi:

1. BBenenue HOBOTO rpaMMaTHYECKOro MaTepHalia, HeOOXOAUMOTro Jig U3y4EHUs
TEMBL.

2. OtpaboTKa JIEKCUKO-TPAMMAaTUYECKUX HABBIKOB.

Bpewms Present Perfect o0o3navaer jgelicTBue, KOTOpOE€  3aBEpIIMIOCh K
HACTOSIIEMY MOMEHTY WIM 3aBEpPLICHO B MEPUOJ HACTOSIIETO BPEMEHHU.
Xots rnaronsl B Present Perfect oObiuHO mepeBOASTCS Ha PYCCKUM SI3BIK B
MPOLIEAIEM BPEMEHHU, CIIEIyEeT IOMHUTh, YTO B AHIVIMMCKOM SA3BIKE OTH JEUCTBUS
BOCIIPUHUMAIOTCSI B HACTOSIIIEM BPEMEHHU, TaK KaK IPHUBA3AHBI K HACTOSALIEMY
pEe3yJNIbTATOM 3TOTO AEHUCTBUA.

[ have done my homework already.

A yxe cnenan JOMaIIHEE 3a/JaHUE.

We have no classes today, our teacher has fallen ill.
VY Hac cerogHs He OyJET YPOKOB, HAIll YYUTEIb 32001l

Oo0paszoBanue Present Perfect
Y TBepAUTENbHBIE PETI0KECHUS:

I have played We have played
You have played You have played

He / she /it has played = They have played

BOHpOCI/ITeJIBHBIG MPCAJIOKCHUA:
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Have I played? Have we played?
Have you played? Have you played?

Has he / she / it played? = Have they played?

OTpI/IHaTGHLHBIG MMpCaAIOKCHUSA:

I have not played We have not played
You have not played You have not played

He / she / it has not played =~ They have not played

Bpewms Present Perfect oOpasyercst mpu mOMOIIM BCIIOMOTaTEIBHOTO Tiarosia to
have B HacTosIIEM BpEMEHU U TPEThel (POPMBI CMBICIIOBOTO TJIaroia.
To have B HacTos1IeM BpeMeHU UMeeT ABE (HOPMBI:
o has — 3 mumo, ex. 4. (He has played)
o have — 1 u 2 qumo ex.4. u Bce popmsl MH. 4. (I have played)
B BonpocuTe1bHOM NpeaJiosKeHMH BCIIOMOTAaTENIbHBIN IJ1arojl BRIHOCUTCS Ha
MECTO Tepe]] MOAJIeKAIUM, a 3HAYMMBIH TJIaroJ 0CTaeTcs MOCJE HETo:
Have you seen this film?
Tw1 cMoTpen 3ToT pusibM?

Has she come yet?

Omna enie He npunuia?

B orpuuaTebHbIX NPeII0KEHUIX 32 BCIIOMOTraTEIbHBIM TJIAr0JIOM CJIETYET
oTpuuareiabHas yactuiia not. @opmel have u has npu 3ToM MoryT ObITh
cokpauieHsl 10 haven’t u hasn’t COOTBETCTBEHHO:

[ haven’t seen him since then.

C Tex mop s ero Tak ¥ He BUJIET.

Cayuan ynorpedsenus Present Perfect:

o Ecuu ropopsmiemy BaxkeH caMm (pakT MpOU3OIIEIET0 ICUCTBUSA, a HE €r0 BpeMs WU
00CTOSITENbCTBA:
I have visited the Louvre 3 times.
S mocerun JlyBp Tpu pasa.
Ecnu BpeMst cOOBITHSI IMEET 3HaU€HUE, TO HY>KHO MCI0JIb30BaTh Bpemsi Past
Simple:
I visited the Louvre last year.
S mocetwit JIyBp B mpoOIIoM Tofdy.

o Ecnu nepuoj, B KOTOPBIM NPOU3OLLIO AEHCTBUE, €€ HE 3aKOHYMIICS:
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I have finished reading the book this week.

Ha aToit Henene s 3aKOHYMI YATATH KHUTY.

B npotuBHOM ciiydae ucnions3yerca BpemMs Past Simple:
I finished reading the book 2 weeks ago.

51 3aKOHYWIT YNTATh KHUTY JIBE HEJIETU Ha3a/l.

Jlist 0603HaYeHUS AEMCTBUIM, KOTOPBIE HAYAIUCh B IPOLUIOM U IPOJOJIKAIOTCS B
MOMEHT pa3roBopa:

I’ve studied Spanish since childhood.

S yuun ucraHckuy ¢ 1eTCTBa.

[ haven’t seen my home town for 45 years.
S He Buaen cBoM pojiHOM ropoa 45 Jer.

Exercises.
Exercise 1.
1. I (to be) to their concert twice. Their music i1s amazing.
2. I (not/to see) Jane since the day of her wedding. They (to come back) from their
honey moon yet?
3. —Where is your ID Card? —I (to lose) it.
4. They are going to make me another one. Oh, look! It’s Sarah. I (not/to see) her for
a long time.
5. Jane is on holiday. She (to go) to Ireland.
6. —Are you going to the medical center? —I (already/to be) there today.
7. 1 am waiting for a very important letter. It (not/to arrive) yet?
8. My father (to start) a new job recently. He is very busy now. I (not/talk) to him
for a long time already.

Exercise 2.

1. You (to hear) from Melisa recently? — No, she (to go) to China for a seminar and
(not/come back) yet.

2. It was a great weekend. I (to meet) lots of people for the last few days.

3. It is the first time I (to swim) in the ocean. I (never/do) this before.

4. You (ever\try) Indian or Chinese food?

5. I was very busy with the project recently. So I (not/seen) any of my friends for a
long time.

6. You (ever/to speak) to a famous person in your life?

7. What is the most beautiful place you (ever/to see)?

8. I (to give up) smoking last year. I (not\to smoke) since then.
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Exercise 3. B cienyomux npeasjioxkeHussX i3MeHUTe BpeMs rJjiaroJia Ha Present
Perfect. IlepeBenuTte npeasio:KeHUsl HA PYCCKUM SI3BIK.

1. I am eating my breakfast. 2. We are drinking water. 3. He is bringing them some
meat and vegetables. 4. You are putting the dishes on the table. 5. They are having
tea. 6. She is taking the dirty plates from the table. 7. The children are putting on
their coats. 8. The pupils are writing a dictation. 9. My friend is helping me to solve
a difficult problem. 10. I am learning a poem. 11. She is telling them an interesting
story. 12. Kate is sweeping the floor. 13. The waiter is putting a bottle of lemonade
in front of him. 14. Susan is making a new dress for her birthday party. 15. She is
opening a box of chocolates.

Pa3znea 5. lesioBasi mepenucka.
IIpakTnueckas padora Ne 18.
Tema 5.1. Buael genoBeix nucem.

Hear pabGoTbl: pa3BUTHE JUHTBUCTUYECKOM  KOMIETEHIIMM B  00JIaCTH
JIEJOMPOU3BOACTBA (PACHIUPUTH CIIEKTP YUEOHBIX CUTYyaIlui U 3a7a4 C OpUEHTAIUEH
HA pEaIbHYI TMPAKTUYECKYIO JIESITENbHOCTh); BOCIUTAHUE YBAXKEHHUS K
OCOOEHHOCTSIM M ATHKETY NEPENHUCKH, XapaKTePHBIM IS TOW WM MHOW CTPaHBI.
®opMUpPOBAHME KOMMYHUKATHUBHBIX KOMIIETEHUHUM, OBJIAJICHUE JIEKCUKOW U
A3bIKOBBIMU KJIMIIE 10 TEME.

Xoa pa6oThI:

TYPES OF BUSINESS LETTERS
Communication through exchange of letters is known as correspondence.

We communicate our feelings, thoughts, etc. to our friends and relatives through
letters that are called personal correspondence.

A businessman also writes and receives letters in his day-to-day transactions. They
are called business correspondence. Business correspondence or business letter is a
written communication between two parties. Businessmen may write letters to
suppliers of goods and also receive letters from the suppliers. Customers may write
letters to businessmen seeking information about availability of goods, price,
quality, sample, etc. or place an order for purchase of goods.

Let us learn the details about some important business letters.

The Enquiry (Inquiry) Letter. You send an inquiry when you wish to have some
information on a product or its sale (after you have seen the product advertised, or
displayed at a fair or exhibition, or you have only heard about it).
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The Quotation Letter (a reply to the enquiry) — is a short letter enclosing the
required catalogues and price-lists, a brochure, etc. Some 'sales talk', such as 'We are
sure our high-quality products will meet your requirements, and we are looking
forward to your early order' is generally included.

The Letter of Complaint is sent by the customer when after receiving the goods he
finds that they are not up to order. They may be of the wrong size or colour, their
quality might be inferior, there might be a shortage of quantity or weight, etc. When
you have a complaint, you relay this information in a professional and ethical
manner to the person you have the problem with.

The Letter of Apology is a reply to the letter of complaint. The Letter of Apology
should be courteous, even if the complainant has abused you. You should be truthful
— if you have already been having trouble with the product, say so. Try to sound
sincere, and, where necessary, be prepared to take full responsibility.

CYH_IGCTBYIOT Pa3HbIC THUIIBI ACIIOBLIX IMTUCEM, HAIIPUMCDP:

[Tucemo-nio3apasnenue - Letter of Congratulation
[Mucemo-npurnamenue - Letter of Invitation
[Tucemo o npuéme Ha padoty - Letter of Acceptance
[Tucpmo-3asBiienue — Application letter
[Tucemo-npennoxenue - Commercial Offer
[Tucpmo-xkanoba — Letter of Complaint
[Tucemo-3arpoc, TpedboBanue — Enquiry Letter
[Tucemo-otBeT Ha 3anpoc — Reply (Quotation)

. [Iucemo-BeTpeunoe npemnioxenue — Counter -proposal
10 ITucem-3aka3 — Order

11.01BeT Ha 3aka3 - Response to Order
12.Cuér-axrypa — Invoice

13.ITucbmo-0TUET (M3 OaHKa), cu€t — Statement

A N A ol

JesoBoe mo3apaBuTeIbHOE MUCHMO
Letter of Congratulation
[lenp TO3APaBUTENBHOTO JEIOBOTO THChbMa —  OQHUIMAIBLHO TIO3/IPABUTH
PYKOBOIMTENSI KOMIIAHUU WJIH CBOETO KOJUIETY. DTO MHCHhMO MOXXET OBITh KOpoue,
yeM OQUITHAIBHOE JIEJI0BOE MIMChMO, HO UMETH 00JIee IMOIIMOHAIILHYIO OKPACKY.
JlonoTHUTEIbHBIE PpedeBble MO/IeJIH J1JIsl MO3APABUTEIbHBIX MMHCEM:
= Best wishes for a happy and prosperous New Year from ...! Ilpumure
HAWTYYIITUE TIOXKEJIAHUs CYaCThs U nporBeTanus B HoBom roay or ...!
= In appreciation of our association during the past year, everyone at ... extends
our very best wishes for a wonderful holiday season! — Ilens name
COTPYJIHUYECTBO B TEYCHHE IPOIICANIETO TOja, KaKIblid COTPYIHHK
BbIpakKaeT HAIIM HAWIYYIIIHE MTOKEIaHMs B CBSI3U C Mpa3THUKaMu!
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=  Warmest wishes for a happy holiday season and a wonderful new year! — C
CaMBIMH TEIUTBIMHU TIOXEJIAHUSAMHU CYACTIMBBIX TPA3HUKOB W TPEKPACHOTO
HacTymnarouiero rozal

IIucbemo 0 npueme Ha padoTy (CONMPOBOAUTENbHOE MUCHMO K pPe3loMe)
Letter of Acceptance

Bo BcrymiieHuum K cOnpoBOAMTEIBHOMY MHUCBMY PEKOMEHAYETCS YNOMSHYTh 00
UCTOYHHUKE MHPOPMAIH U KEJITaeMOH TOJKHOCTH.
B ocHOBHOIT yacTu mrcbMa rOBOPUTCS O MPO(HECCHOHATBHBIX 3HAHMIX, YMEHUSX H
HaBbIKaX MPETEHICHTA, COACPKUTCSI HMH(MOpMALUA O PE3fOMe, COMPOBOKIAIOIIEM
nucbMo. W3bsBUTE jKenaHWe NPUWTH Ha COoOecelOBaHHME, MO BO3MOXHOCTH B
ynoOHoe /i paboToNaTeNs WK €T0 MPEACTaBUTENS BpEMS, a TAaKXKe O HAACKIC Ha
MIOJIOKUTENIBPHOE PpEIICHHEe B CTOPOHY TMpEeTeHIeHTa. B 3akirouMTenhbHOW dYacTh
no0aroapuTe 3a MpoYTEeHUE MUCHMA.
JlonosiHUTEILHBIE peYyeBble MOAEJIN JJIS MCEM O IPpHEéMe Ha padoTy:
« | was interested to read your advertisement for ... I ObLT1 3aMHTEpecoBaH,
KOT'/Ia MPOYXTAJ Bally PEKJIamy B ...
= Please accept this letter as application for the ... position currently advertised
in the ... [loxxanyiicta, mpUMHUTE 3TO MUCHMO KaK 3asiBICHUE HA 3aMElLICHHUE
BaKaHTHOMW JTOJDKHOCTH ... , KOTOpasi Obuta OOBSIBICHA B ...
= [ have exceptional verbal and written communication skills. I oGmanmaro
UCKITIOUNTEIBHBIMI ~ YCTHBIMA W TNHCHMEHHBIMH  KOMMYHHKATHBHBIMU
HABBIKAMH.
« [ can supply references from...if required. I wmory mnpegocTaBUThH
PEKOMEHIalluK U3...eCIH MOoTpedyeTcs. . .
» Thank you for your attention. Cnacu60o 3a BHUMaHUe.

Letter of application
(ITucbmo-3asiBJICHM )

Dear Sir or Madam,

I am writing in response to your job offer concerning the post of computer operator
which I found in the latest issue of «Daily Newsy.

I believe this position fits my expectations of a perfect job for a young person. As
far as my qualifications are concerned I have been working for about two years as a
computer operator in Gray Service Company, where | have had the chance to get
«hands-on» experience with computers in a real working office and coming into
contact with the public for the first time. There I have gained a lot of valuable
professional experience. In addition to this, I consider myself to be hard-working
and a very sociable person.

I would be happy to attend the interview at any time that is convenient to you. [ am
enclosing the names of two referees from Gray Service Company, whom you can
contact for more details. I look forward to hearing from you.

Yours faithfully,
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Jane Morrison
JlonosiHuTEeIbHBbIE pedeBble MOAEIM VIS MHUCbMa-3asiBJIEHHUS IS TOJyYeHUs

padoThI:

« [ am writing in reply to/with regard to... — Sl nwuiry, 4ToOBI OTBETUTH/B
CBA3M. ..

» [ am writing in connection with... — I nuiry B cBA3M. ..

« [ would like to express my interest in... — 5 Obl XOTeNn BBIpa3UTh CBOU
UHTEpEC K...

« [ found the position/job/post offer extremely interesting because... —
CUMTAI0, YTO JIOJDKHOCTH/PabOTa/TOCT SBISIETCS YPE3BbIUAMHO HHTEPECHOM,
MIOCKOJIBKY. ..

« I would like to apply for this job because... — Sl O6bI XOTeN MOTYYUTH ITY

JOJHKHOCTh, TaK Kak...

» My reason for applying for this job is that...(I am very sociable, hard-working,
talented in...) —IIpuuuna, KOTOPO¥ 51 XOUy MOIYUUTH 3TO MECTO. ..

= As for my experience it includes... — UTto kacaercst Mmoero omneita padoTHI. . .

« I worked for...as... — 4 pabortan Ha JOJDKHOCTHU. .. B TCUEHUHU. ..

» [ am ready to come to an interview at any time. — S roroB npuiiTH Ha
cobeceoBaHue B JIFOOOE BpEMSI.

= I enclose my CV/references from my previous employers. — A npwuiararo
pe3toMe/peKOMEHIAINH OT MPEKHUX padoTonaTenei.

I[C.TIOBOC PEKOMEHIATEC/IbLHOC MIMCHbMO HA AHIJIMMCKOM SI3bIKE

B pexoMeHmaTenpbHBIX MHUChMaxX COAEPKUTCA WMHMOpMAIuUs o paboynmx yMEHUSX,
HaBbIKaX, 3HAHUAX, OIBITE, 3acIyrax pPEeKOMEHJAYEeMOro 4eJoBeKa M OLEHKa €ero
paboThI MPEIbIIYIIUM PYKOBOAUTEIIEM.

JlonoJIHUTeIbHbIE peYeBble MOe/IH 1JIsl PeKOMeH/AaTeIbHbIX MHCEM:

» I met him...in..., when he joined... I BcTpeTusics ¢ HuUM ... B..., KOrja oH
IPUCOETMHUIICS K. . .

» ...has asked me to write a letter of recommendation to accompany his
application for... I am very pleased to do so.... mompocun MeHs HamucaTh
pEKOMEHIaTeIhbHOE MUCHMO JJIsl MOJa4YM 10 MecTy TpeboBaHud.... S pan
cenaTh 3TO.

» ...distinguished himself / herself ... mokazan cebs kax...

= His / her greatest talent is ... Ero/ee riaBHbIM TalaHTOM SIBJISICTCSL. . .

= He/she is a creative person... OH/oHa KpeaTUBHAS TUYHOCTb. ..

« His / her excellent -capacity to...was invaluable... Ero/ee otanunbIii
NOTEHIMAI K. .. ObLI OECLIEHEH. ..

=  While he / she was with us he / she... His responsibilities included...3a Bpems
paboThl y HAac OH/OHA... B ero/ee o0s13aHHOCTH BXOJIUJIO. ..

« His / her main responsibilities were... Ero/ee rmaBHbIMEH 00sS3aHHOCTAMHU
obuo... His / her daily tasks included... Ero/ee exxenHneBHbie 3amayuu
BKJTFOUYAJTH. . .
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= The only weak spot

that I ever noted in his / her performance

was... EXMHCTBEHHBIN HEJIOCTATOK, KOTOPBIHA s OTMETHII B €r0/e€ JINYHOCTH. . .
= [ am confident that...will continue to be very effectively. He/she deserves my

best recommendations. I yBepeH, 4TO

MPOJOIKUT paboTaTh OYEHb

s¢pextuBHO. OH/OHA 3aCTYKUBAET MOMX HAMIYUIIUX PEKOMEHALIMM.
« I would happily recommend ...as a hopeful candidate. I ¢ ynoBonbcTBHEM
PEKOMEHYIO ... KaK MOJA0IIEro HaACK bl COTPYTHUKA.

JesioBbIE M (pOpPMAJIBLHBIE THCHMA.

Crpykrypa nucbma

1. OdwunuansHoe obOpaiieHne K
nosyuarento (Address the recipient in a
formal manner)

2. B mnepBom a63arie ykaxxute 1eib
Hanucanus nmucbMa. (He ucnone3yiite
IJIaroJibl B COKparieHHou ¢popme!)

PeueBbie Mozen

Dear Sir or Madam — Joporoii Cap
(oOparenue Kk Mmy>xunHe) wid Majam
(K KEHIIUHE)

[ am writing in connection with/to ask
about... — S mumy B cBA3M /17151 TOTO,
9TOOBI Y3HATH/CIIPOCUTh. ...

I have read/found your advertisement
in...and would like to ... — 4
npouuTan/Haien Bame oObsBieHnE
B...M XOTeN OBl...

I am interested in... — Mens
WHTEpECyeT. ..

I would like to know more details
about... — I ObI X0TeNn y3HaTh OOJIbBILIE
JeTajeH o...

I would like to ask further information
about/concerning... — 51 ObI XoTen
Y3HATB/CIPOCUTH JOTIOJIHUTEIIBHYIO

uHbOopMaIIio o/uHGOPMAITIIO
OTHOCSIITYIOCH. . .

I would like to ask
if/when/why/where... — I 61 XOTEN
CIPOCHUTH, BOBMOKHO JIH,
€CJIM/KOT1a/TI0YeMYy/T/I€. . .

I look forward to your answer/ to
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hearing from you. — XKny ¢
HeTeprieHneM Bamero orsera. ..

3. Konen nucemMa B COOTBETCTBYIOLIEN

dbopwme:

Ecnu nucemo HaunHaercsa Dear Sir or

Madam, TO IMUCBbMO HYKHO 3aKOHYUTH

dpaszoit Yours faithfully,... — nckpenne Bam,
C YBaXCHHUEM. ..

Ecnu mucemo Haumnaetcst Dear Mr/Mrs Yours sincerely,... — uckpenne Ba,
Wilson, Torna nuchbMo 3aKaHUYMBAETCS C YBOKEHHEM. ..

Samples of business/formal letters
IIpumepsl 1e10BBIX OPUIHAIBHBIX THCEM
Letter of enquiry (mucsmo-3anmpoc)

British School Publishing Ltd.
2 Inner Park Road Wimbledon
London 123 45ED LK

Dear Ms Higgins

Cambridge School of Languages
119 Mill Road
Cambridge CB1 242 UK

10 July 2000

Subject: Your request for N ew Cambridge English Language Course

Yours sincerely,
MNoance

Ann Smith
License Manager

TEKCT NMNHCbMA
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Dear Sir/Madam,

I am writing in connection with an advertisement for your English course. I am 19
years-old student from Russia. I am interested in English and have been looking for
a course in English at higher level.

I would like to ask for more details about this English course. I would be very
grateful if you could inform me about payment forms and enrolment requirements.

I look forward to your answer.

Yours faithfully,

Ann Rudova

Dear Mr. Stevens,

Mrs. M.K. Collins has applied for work as saleswoman in my drugstore. She has
referred me to you as one for whom she has done similar work. Please give me some
general information as to her fitness for this work. I shall be grateful to you for this
help.

Sincerely yours,

Brian Warner

3aganus:
1. BoiOepuTe npaBuJIbHOE CJIOBO:

1. A letter which asks a supplier about the price of his goods is:

a) a quotation; b) an order;
c) a letter of credit; d)an enquiry.

2. A letter which says an order has been received is called:

a) a guarantee; b)a covering letter;
¢) an order-form.; ¢) an acknowledgement.

3. A letter which tells a supplier that the customer is unhappy is called:

a) a consignment; b)a complain;
¢) a confirmation; d) a credit period.

OTH TCPMHUHBLI U3BCCTHBI KAXKIIOMY 6H3H€CMeHy. OHpG,ZICJICHI/IH HCKOTOPBIX U3 HUX
Ha aHTJIMHACKOM SI3bIKE IIOMOTYT TOYHCC ITIOHATDH UX COACPKAHUC.

1) barter — Gaptep; 2) a quotation- paclieHKH, CTOUMOCTb;

3) an estimate - cmera; 4) foreign trade — MexayHapoIHAs TOPTOBJIS;

5) currency — BaitoTa; 6) exports — 3KCIOpT;

7) deficit — nedunuT; 8) a statement — BEJOMOCTh, BBIITUCKA O COCTOSIHUH CUETA;
9) a reminder — mucemo; 10) a receipt - KBUTaHIUS, HATIOMUHAHKUE 00 OTUIaTe

2. Haiiure cOOTBETCTBYIOIIEE OIMPEIeNIEHUE CI0BaM ClIeBa.

1. aninvoice; a)an exchange of goods and services between nations;
2. foreign trade; b) the price given for goods or a piece of work;
3. astatement; c) a letter where the customer tries to get better terms;
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Nownk

a receipt; d) a bill for goods sent or work done;

a quotation; ) an approximate calculation of the cost of something;

an estimate;  f) a document that proves you have paid for some goods;

a counter - proposal; g) a list of amounts paid and still owed, sent every
month.

3. JlaiiTe aHIJINIICKHAE IKBUBAJIEHTHI CJIeYIOIIHe CJIOBAM U CJI0BOCOYETAHUSAM:

cimy>k0a JOCTaBKH;

HaJU4IUe TOBAPOB,;

METOJ] TPAHCIIOPTA;
TPaHCIIOPTHBIC PACXO/IBI;

JIaTHl JJOCTABKH,

JaTh BCE NOJIPOOHOCTH;

B CBSI3U C OTHM,;

BCTYIUTh B KOHTAKT C ...;

MBI CPOYHO TpeOyeM ...;

KpallHUU CPOK;

HAIIOMHUTB;

Ha JIbIOTHBIX YCIIOBHSX;
HEME/IJICHHBIN OTBET;

0e3 00s3aTeNbCTB / 0053aTENBCTB C HaIllEH CTOPOHBI;
BaIlle PaccaeIOBaHuUE ...;

HAaIll TOAPOOHBIN KaTaJor;

JUTSI YIIOBJIETBOPEHUS TPeOOBaHUIA;
3aKa3aTh;

MPUHSATH TPEITIOKCHUC;

MBI C COXKaJICHHUEM COOOIIacM BaM;
IPEIJIOKHUTH 3aMEHY;

YTOJIOBHBIC TTOJIOKCHUS;

provide information about;
apologize for anything;

the newest price-list;

indicate prices;

positive solution of the issue;
in case of non-payment;

be grateful;

draw your attention to ...;
referring to ...;

provider;

delivery conditions;

to refer the matter to the arbitration court;
terms of payment;
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offer goods;

claim;

confirmation of an order;
our offer is valid until ...;
fare;

provide a 5% discount;
cancel the order;

in case of your refusal ...;
otherwise

4. Paccmotpure oOpaszen geqoBoro mnucbma. Onpegeaure BHA NHCbMA.
IlepeBeauTe Ha pyCCKUi A3BIK.

Dear Sir,

We read your advertisement in the 'Pet Magazine' of 25th December. We are
interested in buying your equipment for producing pet food. Would you kindly send
us more information about this equipment:

— price (please quote CIF price)

— dates of delivery

— terms of payment

— guarantees

— if the price includes the cost of equipment installation and staff training.

Our company specializes in distributing pet products in Russia. We have
more than 50 dealers and representatives in different regions and would like to start
producing pet food in Russia. If your equipment meets our requirements, and we
receive a favourable offer, we will be able to place a large order for your equipment.

Your early reply would be appreciated.

Yours faithfully

A.  Smirnov

Export-Import Manager

IIpakTuyeckasi padora Ne 19.
Tema 5.2. CtpykTypa u oopMIIEHUE AETOBOTO MUCHMA.

Heab padoTei: OBNaieHNE JEKCUYECKUM MaTEpHUaJIOM 10 TEME.

Xox pabotrbl: PaGota ¢ TekcramMu MOO(ECCHOHATLHONM  HAMpPaBIEHHOCTH.
BrinonHenue ynpaxxHeHHN 110 TEME.

ConeprxkaHue IeTOBOTO MHUCHhMa M €r0 CTHJIb 3aBHCIT OT XapaKTepa muchma. Tem He
MEHee, eCTh O0lIue MPaBUiIa:

1. ITucemo JOJIDKHO OBITH JIJAKOHUYHEIM U I/IH(bOpMaTI/IBHLIM.
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2. TlpenynoxeHus He JOMKHBI OBITh ITUHHBIMH U CIIOKHBIMU.

He ynotpebunsiite cokparieHus B J€JIOBBIX MAChMaXx.

4. Ecnm  Mexay KaxJIodW YacTu TMuMcbMa — TpoOenbHasi CTPOKa, HET

HEO0OXOJMMOCTHU HAUMHATH HOBYIO YaCTh C KPACHOM CTPOKH.

[TucbMO HE TOKHO CoJiepkKaTh 00Jiee OJTHON CTPaHUIIBI.

6. OO0s13aTeIbHO COXpPAHSINTE KOIMUIO JIEJIOBOTO MHUChMA, OHO MOHAJOOUTCS U B
Oyay1iem.

(98]

W

CTpyKTypa 1eJ10BOr0 NMUcbMa

[S—

Kommnanus u agpec ornpaButens — Sender’s address

2. Wms, noJKHOCTh, KOMIIaHus, aapec noiaydarens — Addressee’s name, title,
company, address

3. Ucxonsamuii HoMep ajpecara u otnpaBurens — Y our ref / Our ref/

4. Jlata — Date

5. OGpamenune — Salutation (Dear...)

6. Tema nmucbema — Subject

7. Conepxxanne nucbma — Letter Content (Body of the Letter)

8. 3axmountenbHas yacth — Complimentary close (Yours...... )

9. IMoamuck — Signature

10.ms u gomxHOCTH oTnpaButens — Sender’s name and title
11.Bnoxenue/ npunoxenue — Enclosure.

IIpumep pacnoJiokeHUs YacTeil 1eJ10BOr0 MHCHMA

1. Sender’s Company — Komnanusi oTnpaBuTeJis
Sender’s Address — Axpec Komnanuu

B mpaBoM BepxHeM yIily MUCbMa YKa3bIBaeTCs Ha3BaHUE (UPMBbI WU KOMIIAHUU
ornpasurensi (orotumn) u azapec - Sender’s Company and Sender’s Address.
Kpome Ha3BaHMsI KOMIIaHMM M ajJpeca Kak [OMOJHEHHE YKa3bIBaeTCsl HOMEP
TenedoHa, gakc, azpec 3JIEKTPOHHOU MOUTHI U calTa.

Hanpumep:

The Eagle Press Co Ltd

57 Leningradsky Prospect 119 487 Novosibirsk
Russia

Tel: (095) 246 17 30 Fax: (095) 245 35 20
eagle@mail.cnt.ru

OOparutre BHHMMaHHE: B 3apyOeKHOM BapuaHTE HamMCcaHUs ajapeca CcHayaia
YKa3bIBAa€TCsI HOMEpP KBAapTHUPbI, KOpITyca, 3aT€M HOMEp JI0Ma, Ha3BaHUE YJIMIIBI,
pailioH, ropoji, mouToBbI HHACKC (dakynbratuBHO) cTpaHa; cioBa Flat, Block,
Street, Avenue, Ulitsa , Prospect, Road numyrcs ¢ 3armaBHoit OykBbl. MOXKHO
UCIO0JIb30BaTh oOmenpuHsaTeie cokpamieHus: Fl, Apt, St, Ave, Ul, Pr, RD; B agpece
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HE JIOJDKHO OBITh HUKAKUX 3HAKOB MPEMUHAHUS B COOTBETCTBHH CO CTaHAApTaMU
Benukob6purtanuu u CIIA.

2. Addressee’s name — Umst agpecara
Addressee’s Title - losiskHOCTH ampecara
Addressee’s Company — Komnanust agpecara
Addressee’s Address - Aapec agpecara

UyTh HUXE, B JIEBOM YIJIy YKa3bIBA€TCs CHayayia UMs aJipecaTa, €ro JIOJKHOCTD,
Ha3BaHHE KOMIIAHMM H. HakoHel, aapec - Addressee’s name, title, company,
address. OOpaTuTe BHHMaHHE, YTO aJpec COCTOMT U3 HOMEpa JOMa U YJIMIIbI;
MECTHOCTH;, Ha3BaHUsA OKpyra, IITaTa WIM DIPOBUHIHM; IIOYTOBOrO KOJA.
Heobxoaumo Takke n00aBUTH Ha3BaHWE CTpaHbl HazHaueHWs. Ecim y ampecara
€CTh MOYTOBBIA AIIUK, TO HOMEP MOYTOBOIO SIIIMKA YKa3bIBAETCS BMECTO HOMEpa
JI0Ma U yJIUIIBIL.

Miss E. Hughers
Sales Manager
Soundsonic Ltd

54 Oxford Road
London SE23 1JF UK

3. Your ref: Ucxoasimue agpecara
Our ref: MUcxoaHbie OTIPABUTEJIA

Your ref. uiu Our ref. yka3piBalOT B MHChbME Ha CIydail, €clid MOHAA00SATCS
HEKOTOPBIE YaCTHOCTH, 4 UMEHHO — BXOAIIMN U UCXOIAIIME HOMepa. Ecau Takou
HEOOXOJMMOCTH HET, YBEPEHHO BHIOpACHIBATE BCE HEHYKHOE U3 MUChMA.

4. Date: JlaTa

JlaTy nuiyT no-pa3sHomy:

B BenukoOpuTanuu nuinyT qeHb, MECALL, TOA

26 April, 2008

B CIIA yxka3bpIBatOT cHa4ana MecslIl, 32 HUM CIIEAYET J€Hb, a 3aTE€M IOl
April 26, 2008

Hpyrue uudposbie GOpMbI, TAKUE Kak:

8—11-08,8/11/08 umu 8. 11. 08 He JOTKHBI B ACIOBBIX MMChbMaX, TAK KaK OHU

BHOCST IyTaHuily: B BenukoOpuranuu 3to o3navaet 8 November, 2008, a 8 CILIA
11 August, 2008

5. Dear - O0pamenue

B nacrosiiee BpeMst 1e510Bast NEPENUCKA UIET 110 IIyTH YIPOILEHUS CTAaHAAPTOB U
ctuis. OTHaKO €CTh HECKOJIBKO MPABUI, KOTOPBIM CIEAYIOT ITPU HAITUCAHUU
JIEJI0BOTO MHUCHhMA.

Ecnu Bamie nucbMo o0paiiieHo K KOHKPETHOMY JIMITY, COTPY/IHUKY KOMIIAHWH, BBI
yKa3bIBa€T€ €ro UMsi M JOJKHOCTh. OJHAKO OCOOCHHOCTH JEIIOBOM MEPENnUCKU
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3aKJIF0YAeTCsl B TOM, YTO OHA BEJIETCS HE Kak JinyHas nepenvcka Person to Person,
a xak opunmanbaast Company to Company.

A) Ecnu Bbl 3HaeTe uMsl Balllero ajapecara, Bol numute: Dear Mr. Patricks,

Dear Mr. — oOpaienue k my>xunne (for any man)

Dear Ms. — oOpamienue k sxeHmune (for any woman)

Dear Mrs.— oOparenue k 3amy>kHei xenmuHe (for a married woman)

Dear Miss - oOpaiienue k He3aMmyxHel sxeHiuHe (for a single/unmarried woman)

Dear Ms. — neliTpanbHoe oOpallleHue K Jame, CEMEMHOE MOJI0KEHUE KOTOPOil BaM
HE U3BECTHO.

OO0parute BHUMaHUE, YTO MUIIETCS TOJIBKO amMuins, 0e3 yKkazaHus UMEHH.
Hampumep: Mr. Patricks, Ms.Brown, Mrs.Bush

B) Ecnu BBl He 3HaeTe UM aapecara, TO Bailie oOpalieHue OyeT CleTyIOIIUM:
Dear Sir, - no otTHomeHuto k my>xunse (for a man)

Dear Madam, - o oTHOIIEeHHIO K JKeHiuHe (for a woman)

C) Ecnu BBl 3HaeTE IUIIB HOJDKHOCTB U HC 3HACTC I10JI aapecaTa (T. C. BBl HC B
KYpPCC, ABJIACTCA JIU Balll aApeCaT JIMIIOM MYIKCKOT'O UJIN JKCHCKOI'O HOJ'Ia), BBl
IMAIIUTC:

Dear Sales Manager, nnu
Dear Sir / Madam,

D) Ecnu BBl 0Opaiaerech He K KOHKPETHOMY ajipecaTy, a K KOMIIaHHH, Balle
obOpaienue OyJeT 3Bydarh TaK:

Dear Sirs,

E) Tonbko B citydae, eciu aapecat — BaIll IPYT WM XOPOITIO 3HAKOMBIH 110 OM3HECY,
BbI MokeTe oOpatuthcs: Dear Joe or Dear Helen.

OOparute BHUMaHUE: TIOCIe 0OpaleHUs] CTABUTCS 3arsiTasl.
6. Subject — Tema

Ctpoxka Subject Line — (Tema nucema / coobiienus) ”HOOPMUPYET O COJePKaHUU
nucbMa. TO MOXKET ObITh ,Harpumep, Cuér-paktypa — Invoice 265 nnm 3aka3 u ero
Homep — Order 439.

7. Body of a Letter — Coaepxxanue nucbma

[Iepexoaum k caMmOMy MUCBMY, KOTOPO€ COCTOUT U3 TPEX YaCTEM:
1. The opening — Hauaro.

2. The main message — OCHOBHAas 4aCTb.

3. The closing — 3akitounTEILHAS YaCTh.
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OcHOBHY0 33J1a4y TUChMa MOXHO BBIPA3HTh CJICAYIONINM CIIOCOOOM: BHUMAHHUE —
UHTEpEC —

noOy>kJaeHne — aelicTBre. B Havane mrucbMa aBTOp OOBIYHO OJarogapuT aapecara 3a
paHee MOIy4YeHHYI0 KOoppecnoHaeHIno, Hanpumep: Thanks for ..., We were very
pleased to ..., How nice of you to ...

8. Complimentary Close — 3ak/j04uTeIbHAS YACTh

3aKIIOunTeNbHAS YacTh 3aBUCUT OT IPUBETCTBHUS; €CIM TNPUBETCTBHE HE OBLIO
o0pameHo K KOHKPETHOMY JIMIy, TO IHCHbMO 3aKAHUYMBAETCS CJoBamu: Yours
faithfully, yTo 03Ha4aeT —c coBepIICHHBIM IOYTEHUEM

Dear Madam, Yours faithfully, or Yours truly,
Dear Sir or Madam,
Dear Sir,

Ecau BRI B Hauasie muchbma 06pau1aeTeCL K ajgpecary 1o HMMCHH, TO 3dKOHYUTH
IMMCbMO HYKHO CJIOBAMMU:

Yours sincerely, - nckpenne Bami.

Dear Mr.Blake,
Dear Ms. Levy, Yours sincerely,
Dear Mrs.Softheard,

OOpaiieHre K TOBapHILy WM XOPOIIEeMY 3HAKOMOMY IO OM3HECY 3aKaHYMBaeTCA
cinoBamu: Best wishes, - ¢ HaWITy4IIUMHU MMOXKETAHUSAMMU.

Dear David,
Dear Betty, Best wishes,
Dear Mark,

9. Signature — Iloanucsn

Korma mnmcemMo 3akoHuYeHO, HE 3a0yJbT€ IMOCTaBUTh CBOI MOANUCH. Eciau BbI
MOJIb3yeTEeCh KOMITBIOTEPOM, HE 3a0ybTE MOCTABUTh COOCTBEHHOPYUHYIO TIOJIIHUCH.

10. Sender’s name — Ums oTnpaBuTest
Sender’s Title — JloJzkHOCTH OTHIpABHTEJIS

3a NoANUCHIO CIAEAYET MOJHOE UMs, (paMUIIMS U TOJKHOCTh aBTopa nucbma. Ilocie
IPOYTEHUS MHUChbMa Balll MApTHEP OyJeT 3HaTh, KaK CIeAyeT K BaM oOpamiarbcs U
KaKyl0 JIOJDKHOCTh Bbl 3aHMMAaeTe B KOMMAaHWM (U, ClIeOBaTENbHO, KakoBa cdepa
BallIUX JIOJPKHOCTHBIX BO3MOXHOCTEH B KOMIIAHUM ).

11. Enclosure — BJ10sKeHHe.

B konue coobmenus Bcrpedaercs npuioxkenue Encl. 91o 3Hauut, 4to B mMUCHEMO
BJIO’KEHBI JOMOJHUTEIIBHBIE MAaTEPUAIIbl, HAIPUMED, PEKIAMHBIA IIPOCIIEKT, PE3IOME
win Opourtopa. Berpewatrorcss Tpu Bapuanta Hanucanus: Enc, Encl, Encis. Eciu
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Br1 xoTHTE yKa3aTh, KAKOE KOHKPETHO MPUJIOKEHHUE CIAEAYET K MUChMY, TO CTPOUYKa
BBITJISITUT TaK:

Encl: Curriculum Vitae (nepconanbHbie JaHHBIEC)
Encl: Catalogue
IIpumep nucbMa Ha AHIIMHUCKOM SI3BbIKE

SYSTEM FURNITURE ple

Brookfield Industrial Estate

Twylord Westshire TD3 2BS

England

Tel: 0193-384 1923 Fax: 0193-2196734
Telex: 342689

Our ref: RPL/ PE

Your ref:

Mr. W. Drake 24 October 2007

Chairman

The Drake and Sons Engineering Co. Ltd
Bristol 5

England

Dear Mr. Drake,
Order 439
Thank you very much for your order of 24 October 2007.

I enclose our latest price list and a new catalogue of our products. I will keep you
fully inform about the progress of your order.

Yours sincerely,
Pauline Ellis
Pauline Ellis (Miss)
Secretary

3AIIOMHUTE:

1. “KauyecTBO cocTaBi€HHs MHCbMa — 3TO KaueCTBO pabOThI Ballell KOMIIAHUU.
CrnenyiiTe MEXIyHapOIHBIM CTaHJIAapTaM HAIMCAHMS [THCbMa HA aHTJIMHCKOM
A3BIKE.

2. Ecnu nenoBoe cooOIIeHne MMEET AIIEKTPOHHBIN (hopMat, OTIPABIIITE €T0 Ha
¢upMeHHbIX OnaHKax — [MAOJOHAX HA AHMVIMWCKOM WM APYTUX S3bIKaX,
COJIeprKaliX JOTOTUI OPTaHU3alNH, €€ aipec U TenedoH.

3. YuuTthiBaiiTe 0COOEHHOCTH M 3TUKET NEPENHUCKHU, XapaKTEPHbIE JJI1 TOH WIH
MHOM cTpaHbl (0OpalleHus, JaThl U T.J1.).
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4. Tlomaute, uto Ne coOTBEeTCTByeT cHMMBOIYy NO B OpPHUTaHCKOM BapuUaHTE
AHTJIMHACKOTO si3bIKa M “#” — B amepukaHckoMm. Hampumep: School No 58 /
School # 58.

5. OOparute BHUMAHUE, UYTO C 3arjJaBHOM OYKBBI B @aHTJIMMCKOM SI3bIKE MUIITYTCS:
HazBanust MecsieB (March, November); na3zBanus s3eikoB (English,
French); naspanus pemuruii (Orthodox, Catholic, Muslim, Protestant,
Buddhist, Jewish).

6. Ha3paHus MIKOJBHBIX MPEIMETOB MOXXHO MHUCATh KaK C 3aryIaBHOM, TaK U C
MajieHbKko# OykBbI (Geography / geography).

3aganus:

1. Caeaywomue ¢pa3pl B3ATHI M3 JABYX Pa3HbIX NHCEM: MpPUIJIalleHHe HA
co0eceqoBaHue M MUCbMO O puéme Ha padorty. IloctaBbTe X B NPaBUJIBLHOM
nopsiike, M BbI noayunte 2 pasubix nucbma (Letter of invitation and Letter of
acceptance).

a) We would like to invite you to the interview on Thursday 28-th April at 2 p.m.
Please, contact us either by fax, e-mail or by phone if this time suits you.

b) We are glad to inform you that we were very impressed by your qualifications
and your work experience. We came to the conclusion to offer you the job you have
applied for.

¢) Dear Mr. Johnson,

Thank you for your letter of application for the post of a marketing manager.
d) Please, confirm your acceptance of the post within the next five days.

e) We look forward to meeting you.

Yours sincerely,
Simon Lavingston
Simon Lavingston
Personnel Manager

f) We look forward to welcoming you to our staff.

Yours sincerely,
Simon Lavingston
Simon Lavingston
Personnel Manager

g) Dear Mr. Johnson,
Thank you for attending the interview for the post of a marketing manager.

h) Please, bring your qualification certificates, if you have any, with you to the
interview.

2. BcraBbTe B NpUBeIEéHHbIe HUJKE OTPHIBKM TEKCTOB NMHCEM NPONYIIEHHbIE
NPUBETCTBUS U 3aKJIHYUTEIbHbIE (pa3bl.
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1. The Personnel Manager 2 s 8 Maver

Travel Unlimited International Publishing Lid-60
Dear Dear
Tours Tours
3. The Vice President 4 The sales Manager
ICTT Technical College Mational Parlc Services
Dear Dear
Tours Tours

IIpakTnueckas padora Ne 20
Tema 5.4. [Tucbmo-3akas.

Heas padorbi: PopmMupoBaHNE KOMMYHUKATUBHBIX KOMIIETCHIIMM, OBJIAJICHUE
JIEKCUKOM U S3BIKOBBIMU KIIMIILIE I10 TEME.
Xoa padoThI:

Read, translate and learn the requirements to the Letter of Order:

To place an order to buy goods special order forms should be filled in. In these
forms the quantity of goods, their description, prices, terms of payment, date of
delivery and discounts should be shown. When it is necessary to make certain points
quite clear a special covering letter is written. An order form is attached to the
covering letter.

If a seller or a supplier is able to carry out an order he sends a buyer an order
acknowledgement which is an order copy. It is signed by a seller or a supplier.

If a seller or a supplier is not able to carry out an order he either refuses the
order or offers a substitute.

Read and translate sample Letter of Order.

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
21st March, 2008

Dear Sirs,

Our Order for Silk Shirts
In response to your letter of 17" March, we thank you for sending us your
catalogues of men’s silk shirts. We are sure there will be a great demand for them in
Ukraine.

We are enclosing our Order No. 142, and would ask you to return its duplicate to us,

duly signed, as an acknowledgement.
Yours faithfully
Vladimir Smurov
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Export-Import Manager
Enc. Order No. 142

ORDER
No. 142
(please refer to
this number on all
correspondence)

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
21st March, 2008
Please
Supply 400 men’s silk shirts in the colours and sizes (collar) specified below:

Size Colour Quantity
14 white 70
14 blue 30
15 white 70
15 blue 30
16 white 70
16 blue 30
17 white 70
17 blue 30
Price: $ 10.53 each (total — $4, 212)
Delivery: air freight, CIF Kiev

Payment: by letter of credit

Packing: standard

p.p. Chief Buyer

Alexey Postnikov
Visteria Ltd.
Please send us the copy of this order, duly signed, as an acknowledgement.

1. Study information about the structure of the Letter of Offer:
reason of writing;
answer to potential customer’s questions;

additional offers;
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hopes to receive the order.
2. Read translate and learn the following information:

Answering the questions it is necessary to give the correct description of the goods
with their pictures or samples. While establishing prices there can be different
discounts. Expenses for packing, transportation costs, terms of delivery and terms of
payment are being shown separately. The firm’s offer includes special conditions,
e.g. the deadline of offer receiving and discount system in the dependence on the
quantity of goods and other conditions.

3. Read and translate sample Letter of Offer:
Mr. ...

Purchasing Manager
Broadway Autos

June 15, 2006.
Dear Mr. ...

Thank you very much for your enquiry. We are of course very familiar with
your range of vehicles and are pleased to inform you that we have spare parts for the
electrical power systems.

These parts combine economy, high power output and quick charging time.

I enclose a detailed quotation, specifications and delivery terms. As you will see
from this, our prices are very competitive. I have arranged for our agent Mr. ... to
deliver a few spare parts to you next week, so that you can carry out the laboratory
tests. Our own laboratory reports, enclosed with this letter, show that our new spare
parts perform as well as any of our competitor’s product and, in some respects,
outperform them.

If you would like further information, please telephone or telex me: my
extension number is ...

I look forward to hearing from you.

Yours sincerely,

IIpakTnueckas padora Ne 21
Tema 5.4. [IuceMo-0TKA3.

He.]'lb paﬁon: q)OpMI/IpOBaHI/IC KOMMYHHKAaTHUBHBIX KOMHCTGHIII/Iﬁ, OBJIAICHUC
JICKCUKOM M SI3bIKOBBIMH KJIMIIIE TI0 TEME.
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Xoa pa6oThI:

1. Read and translate and learn the requirements to the Inquiry Letter.
The company sends the inquiry letter when it is necessary:
— to receive detailed information about goods;
— to know about the availability of goods;
— to define delivery dates;

— to receive information about terms and discounts, the method of transportation
insurance;

— to receive information about prices of goods;
— to receive catalogues and samples of goods, etc.

If you apply for the company for the first time you should include the following
points:

— information about this company and its goods;
— the main points of your letter;

— short information about your company;

— your hope to corporate with this company.

Read and translate sample Inquiry Letter:

Max Computers Ltd
170 London Road
Exeter EX4 4]Y
England
17th May, 2005

Dear Sir,

We read your advertisement in the “Computer Magazine” of 5th March. We are
interested in buying your computers. Would you kindly send us more information
about this equipment:

—price (please quote CIF Odessa price)
—dates of delivery

—terms of payment

—guarantees

—if the price includes the cost of computer installation and staff training.
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Our company specializes in distributing computers in Ukraine. We have more than
50 dealers and representatives in different regions and would like to start
producing computers in Ukraine. If your computers meet our requirements, and we
receive a favourable offer, we will be able to place a large order for your
computers.

Your early reply would be appreciated.
Yours faithfully,

P. Ivanov
Export-Import Manager

Read and translate sample Letter of Acknowledgement.

Visteria Ltd.
P.O. Box 82
Kiev 253206
Ukraine
28™ March, 2008
Ref: Order No. 142 of 21st March, 2008

Dear Mr. Smurov,

Thank you for your letter of 21st March, 2008. We are pleased to acknowledge your
order for 400 men’s silk shirts and enclose the copy of it, duly signed, as requested.

Delivery will be made immediately on opening a letter of credit with our bank for
the amount of $4212.

We hope our shirts will be in great demand in Ukraine and you will be able to place
large orders with us in the future.

Y ours sincerely,
Alfred Smithers
Sales Manager

IIpakTnueckas padora Ne 22.
Tema 5.5. MoganbHBIE TIIarOJIBL.

Heas padorei: OBnajeHue rpaMMaTHYECKUM MAaTEPUATIOM T10 TEME.

Xox  paOorbi:  N3ydeHWe  TEOPETHUECKOTO  MaTepuasia.  BeInoiiHeHUe
rpaMMaTUYECKUX YIIPAXKHEHUU.

1. MOJAJIBHBIE T'JIATI'OJIBI MAY, CAN, MUST, HAVE TO, SHOULD 1
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NX SKBUBAJIEHTBI.

Can — Mory, ymero

uMmero crocobroctu (ability);

MMEI0 BO3MOKHOCTH (possibility);

UMEI0 paspelnieHue (permission = may)).

B npouenmem Bpemenu umeet popmy could (mor, ymen). B Oynyiiem BpeMeHH
ucnoiib3yercs 3kBuBasieHT — will be able to (cmory, cymero). To be able to moxer
WCIIOJIB30BAThCS B PA3IUYHBIX BUIOBPEMEHHBIX (hOpMax.

Must — gomkeH, o0s13aH

00s13aHHOCTH/HE00X0TUMOCTD (Oobligation/necessity)

JMYHOE MHEHUE, JTUUHbII MoTuB (personal feelings)

HACTOsTENIbHAS TPOCh0a, COBET (00sA3aTEIBHO JTOKEH) (request)

npuka3 (the authority of the speaker)

He umeer npyrux ¢popm, BMecTo must ucronb3yetcs “have to” B pa3nuyHbIx
BUJIOBpEMEHHBIX (popMmax. HacTo ucronb3yercs B 00BsIBICHUX (a notice)

Have to / has to —BbIHYXJ1eH, TpUXOAUTCS, T0JKEH (obligation/necessity)

B CHJIY HE 3aBUCSIIMX OT Te0sa 00cToATenscTB (arising out of

circumstances);

COTJIACHO 3aKOHY, HopMaMm wiH npasuiam (based on a law, rule, or

authority)

B npomeamem Bpemenu umeet popmy had to (1omxeH ObUI, BRIHYXKIACH OB,
npunuiock). B 6ynymem Bpemenu — will have to (mopken Oyy, BRIHYXK/EH Oyy,
npunércs) To have to MoxkeT UCIIONB30BATHCA B PA3TMYHBIX BUOBPEMEHHBIX
dbopmax.

I can play the piano. (ability) — 51 ymero urpaTh Ha MHAHUHO (CIIOCOOHOCTH )

Can (may) 1 send an e-mail from your computer? (permission) — Moo«cHo OTIpaBUTH
MUCHMO C Balllero KOMIbIOTepa? (pa3pelieHue)

I have been able to do this difficult task. (ability) — 51 cmoria BEIIOJIHUTH 3TO
CJIO’KHOE 3a7iaHue. (CIIOCOOHOCTbD)

I think I will be able to organize this kind of work. (ability) — I nymato, s-To cMory

OpraHu30BaTh 3TOT BUJ Pa0bOTHI. (CIIOCOOHOCTH)
68

The windows are dirty. I must clean them (personal feeling). — Oxna rpsizubie. S
00J1(CHA TIOMBITh UX. (JTUYHBIA MOTHB/MHEHUE)
It’s a very interesting film. You must see it. (request) — 910 0O4eHb UHTEPECHBIN
¢bunbM. Thl 00s13aTE€BHO JOJKEH MOCMOTPETH €r0. (HACTOSITEIHLHBIN COBET,
npochoa)
Dogs must be kept on a lead. (a notice) — Cobak nepxath Ha MOBOJIKe!
(0OBsIBICHUE)
I’1l be late for work tomorrow. I have to go to the dentist. (necessity arising out of
circumstances) — 51 ono3naro Ha paboTy 3aBTpa. MHe HY>KHO CXOJIUTh K
JTAHTHUCTY. (HE0OXOIMMOCTh, BOSHUKAIOIIAS B CUITy HE3aBUCAIIUX OT TEOs
00CTOSITEIIHCTB)
Exercise 1. Complete the sentences with can (3), could (1), must (3), have to (1),
has to (2), had to (1), able (2).
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Sarah speak Italian.

Jill’s eyes are not very good. She wear glasses.
I use your pen?
Marylyn is a very interesting person. You meet her.
I like this hotel room. You see the mountains from the window.
[ haven’t been to sleep recently.
Jill starts work at 7 o'clock, so she get up at 6.
My hands are dirty. | wash them.
I am sure Jill will be to get this job.
When [ was young, I run very fast.
I think they will sit up late to finish the project on time.
I walk home last night. There were no buses.
Hotel guests sign the register.

2. MOJAJIBHBIE I'VIAT'OJIBI CAN, MUST, HAVE TO B
BOITPOCUTEJIBHBIX U OTPULHATEJIBHBIX ITPE/IVIOKEHUAX
2.1. CAN

Can you...?

I can’t (cannot)... .

Can you swim? — Yes, I can. — T ymeenis miaBats? — Jla.

We can’t come to your party next Saturday. — Mbl He MOXKeM NMPUNUTH K TeOE Ha
BEUEPHUHKY B CJIICAYIOIIYIO CyO0O0TYy.

Can I smoke in here? — No, you can’t. — MokxHO MHE IOKYpuUTb 311echb? — Her,

HECJIb34].
69

Could you read when you were 5?7 — Trl yMen uutaTh, Korja teoe Ob110 5 eT?

B npocb6ax ucnonb3yrores U popMa Ipomienero u GopmMa HaCTOSIIETO BPEMECHH:
Can you help me? = Could you help me?

Can you...? — Bs (ue) moxere ...?7

Could you — He moruu Ol BbI ... 7 (Gonee BexiuBas opma).

2.2. MUST

B BompocutenbHOM (hopMe MpakTHUECKH HE YIIOTPEOIsSeTCss B pa3rOBOPHOM peuH.
Paznmuuator nBa oTpumaTenbHBIX OTBETa: mustn’t (HeIb3sl, He JoJKeH) U needn’t (He
HY’KHO, HE 0053aTEJIbHO).

[ must hurry. I mustn’t be late. — I nomkHa notoponuTses. S He

JOJKHA (MHE HEJIb3sI) OIM03/1aTh.

You needn’t clean the windows. They are not dirty. — Tebe He Hy)HO

(He o0s3aTeIbHO) MBITh OKHA. OHU HE TPS3HBIE.

2.3. HAVE TO

B BompocuTenbHBIX U OTPUIIATENBHBIX MPEIOKEHUAX YIOTPEOIIIeTCs CO
BcriomorarenbHbIM raarosiom: do/does (Present Simple), did (Past Simple).

What time did you have to go to the dentist yesterday? — Bo ckonbko

ThI JIOJDKHA ObLJIa TOWTH K TAHTUCTY BUepa?

Does Jill have to work on Saturday? — JI>xwuin gomkHa paboTath 1Mo

cy66otam?
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We didn’t have to wait very long for the bus. — Ham He nmpumnuiock

JI0JITO KJaTh aBTOoOYCA.

[an doesn’t have to work very hard. He has an easy job. — fIny ne

OPUXOAUTCS paboTaTh OYEHb MHOTO. Y HEro JI€rkas padora.

Exercise 2. Complete the sentences with can't or couldn't.

I was tired but sleep.

I wasn't hungry yesterday. | eat my dinner.

Ann doesn't know what to do. She decide.

Do you know where Martin is? I want to speak to him but I find him.
Jim go to the concert next Saturday. He has to work.

Paula go to the meeting last week. She was 1ill.
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Exercise 3. Complete the sentences with 7 must or I had to.

It’s late. g0 Now.

I don't usually work on Saturdays but last Saturday work.
get up early tomorrow. I've got a lot to do.

I went to London by train last week. The train was full and stand all the
way.

I was nearly late for my appointment this morning. run to get there
on time.

I forgot to phone David yesterday. phone him later today.
Exercise 4. Complete the sentences with mustn’t or needn't.

We have a lot of time. We to hurry.

Keep these documents in a safe place. You lose them.
I'm not ready yet but you wait for me. You can go now and I’ll
come later.

We forget to turn off the lights before we leave.

I write the letter now. I can do it tomorrow.

Exercise 5. Match the sentences with the same meaning.

We can leave the meeting early.

We must leave the meeting early.

We had to leave the meeting early.

We needn't leave the meeting early.

We mustn’t leave the meeting early.

We must stay until the end.

We couldn't stay until the end.

We can't stay until the end.

We needn’t stay until the end.

We can stay until the end.

1d

Exercise 6. Complete the sentences with must / had to / mustn't / needn't.
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You go. You can stay here if you want.

It's a fantastic film. You see it.

We've got enough food, so we go shopping.

We didn't have any food yesterday, so we go shopping.

I want to know what happened. You tell me.

You tell Sue what happened. I don’t want her to know.

I hurry or I'll be late.

“Why were you so late?” — “I wait half an hour for a bus”.
We decide now. We can decide later.
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Exercise 7. Complete the sentences with don't/doesn't/didn't have to.
Why are you going out? You don’t have to go out.

Why is Ann waiting? She
Why did you get up early? You
Why is Paul working so hard? He
Why do you want to leave now? You
Exercise 8. Complete the questions using do/does/did.

I have to get up early tomorrow. — What time do you have to get up?

George had to wait a long time. — How long ?

Liz has to go somewhere. — Where ?

We had to pay a lot of money. — How much ?
I have to do some work. — What exactly ?

Exercise 9. Choose the correct answer. Sometimes the both answers are
correct.

If you show you personal feelings, use must or have to

If you talk about a fact, only use have fo

It's a great film. You must see / have to see it. (the both answers are correct)

In many countries, men must do / have to do military service. (have to is correct)
You can’t park your car here for nothing. You must pay / have to pay.

I didn't have any money with me last night. So I must borrow / had to borrow some.
I eat too much chocolate. I really must stop / have to stop.

“Why is Paula going now?”” — “She must meet / has to meet somebody.'

What's wrong? You must tell / have to tell me. I want to help you.

Paznen 6. PaGora ¢ nokymeHTaAMHU.
IIpakTnueckas padora Ne 23.
Tema 6.1. Bxoasmmas u ucxoasiias KOppeCOHICHITHS.

Heas padorbi: PopMupoBaHWE KOMMYHUKATHUBHBIX KOMIIETECHIIMM, OBJIAJICHHUE
JIEKCUKOM U A3bIKOBBIMU KJIMIIE I10 TEME.

Xoa pabOorbl: M3yueHHe TEOpETUYECKOro Marepualia. BbIMOJHEHHE JIEKCHUKO-
rpaMMaTUYECKUX YIIPAXKHEHUU.
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Read an extract from a procedures manual. Copy out new words and check
their meanings with a dictionary.

DEALING WITH INCOMING AND OUTGOING CORRESPONDENCE
Incoming correspondence. One of the essential functions of a records office is
to receive, record and distribute incoming and internally created mail of all kinds
(such as letters, memoranda and faxes). Records staff must deal promptly and
accurately with many different kinds of correspondence. Incoming
correspondence will reach the records office in a number of different ways. Some
will come through the mail, some by hand, some by telex, fax or electronic mail.

There are also differences in the way in which items are addressed. Some
are addressed to a department and some to individuals either by name or by title
of office. Other items may be illegibly addressed. A smaller number of items will
bear security or privacy markings, such as ‘confidential’ or ‘personal.” Some mail
may contain cheques, money or other valuables which need to be carefully
recorded and accounted for in the records office.

Rules for handling ‘confidential’ and ‘personal’ letters should always be
followed. All other mail should be opened and date-stamped as soon as it is
received by the records office. During this process letters should be kept in a box
file or other suitable container.

After the mail has been opened and all enclosures accounted for, each letter
must be registered in the Inward Correspondence Register. All columns of the
register must be completed.

Outgoing correspondence. Every letter leaving the records office must quote the
full address and reference number. Security or privacy markings are typed in a
prominent position at the top and bottom of each sheet.

Once a letter has been signed it must be returned to the records office for
dispatch. Records office staff are responsible for maintaining a record of what is
dispatched. All letters leaving the office are registered in the Outward
Correspondence Register.

Answer the questions:

What is one of the main functions of a records office? How does incoming mail

reach the records office? To whom can items be addressed?
What can they contain?

What markings can they bear?
How is mail handled after it has been received by the records office?
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Procedure for the Handling of Incoming Correspondence for Filing and
Archiving Purposes

Types of Correspondence

Records Office staff must deal promptly and accurately with many different types of
correspondence. Incoming correspondence will reach the Records Office in a
number of different ways. Some will come through the traditional mail, some by
hand, and some by telex, fax or electronic mail. There will also be differences in the
way in which items are addressed. Some will be addressed to a ministry, department
or agency and some to individuals either by name or by title of office. Other items
may be inadequately or illegibly addressed. A smaller number of items will bear
security or privacy markings, such as ‘confidential’ or ‘personal.” Some mail may
contain cheques, money or other valuables which will need to be carefully recorded
and accounted for in the Records Office.

Opening Mail

Mail which is:

Marked personal or confidential or is addressed to an officer of the
Ministry/Department by personal name, not by title or position should be left
unopened and passed on to the addressee immediately.

Mail which is:

An obvious bill, receipt, statement or invoice
Marked return to sender in cases when the sender’s name is clearly identifiable
Intended for a non — administrative Department

is left unopened and is placed in the appropriate dip/tray for further sorting and
delivery. All offices should have at least one dip/tray identified for incoming mail
into which unopened regular external mail is deposited.

Rules for handling ‘confidential’ and ‘personal’ letters and classified documents
should be followed always. (See Also : Handling Classified Documents and Files).
All other mail should be opened and datestamped as soon as it is received by the
Records Office. During this process letters should be kept in a box file or other
suitable container.

Slit open envelopes across the top. Care must be taken to ensure the contents of
letters are not damaged when the envelopes are slit. Many enclosures are received
loose or separated from their covering documents. Attach such enclosures to the
relevant documents, taking care not to damage cheques, certificates or similar items.
All enclosures must be noted on the covering documents. This is particularly
important when the enclosures are valuable or are personal papers.

Certificates, deeds and other legal documents require special care. Place such
documents in separate envelopes, noting the contents and the reference number of

103



A

the file on the outside. Record these in a register or Valuables Book and store in a
safe place. Cross-reference on the file.

Registered Mail

Incoming registered mail is picked up from the Post Office by a Records Office
messenger at the set time. The messenger is required to sign for registered mail.

The registered mail is then delivered, along with regular incoming mail to the Mail
Desk in the Records Office. Procedures for registered mail are similar to ordinary
mail described above.

After registered mail or unregistered mail with cash has been processed it is hand
delivered to the addressee by the Mail Desk Clerk, who ensures that the addressee
signs in the Valuables Book as evidence that the mail was received.

Once all signatures have been obtained, the Valuables Book is returned to the
Treasury Cashier who reconciles the signatures with the money received

Inward Correspondence Register and Mail Folder

After the mail has been opened and all enclosures accounted for, each letter or
memorandum must be registered by a designated officer in the Inward
Correspondence Register. All columns of the Register must be completed. The
details to be entered initially are:

Serial number (the next number in sequence)
Date of the letter

Date the letter was received

From whom the letter was received
Reference given by the writer of the letter
Subject of the letter

The Head of the Records Office or a designated officer will decide how items are to
be handled. For example:-

. Mark routine documents with filing instructions and pass to the officer responsible

for filing.

. Place letters which are not routine in mail folders for circulation. The list will vary

from agency to agency, but it is important that it is as short as possible so that the
mail folder is returned to the Records Office quickly.

Officers on the circulation list should attend to the documents in the mail folder
promptly. They should mark those letters that they would like to deal with
personally or that they would like referred to their staff by indicating to whom they
are to be sent. All such directions should be initialled and dated by the officer
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making them. Letters may not be removed from the mail folder. All must be
returned to the Records Office for filing.

Where there are more than one circulation of mail each day, correspondence
delivered after a circulation has been dispatched, should be held over and included
in the subsequent batch, except for any that are marked ‘urgent’ which must be
delivered immediately. Records Offices receiving mail once a day only, may find it
necessary to have a second circulation to deal with hand delivered mail.

When the mail folder is returned to the Records Office the documents should be
placed immediately on the appropriate files. Before the files are passed to the
nominated action officers, Records Office staff should note on the relevant File
Transit Sheet the name or title of the action officer and the date of transit. The
following information should be recorded in the Inward Correspondence Register:

. Name or title of the action officer to whom the file was passed, and the date the

letter was filed
Number of the file on which the letter was placed

The file must be delivered to the relevant action officers without delay.
Mail Containing Valuables

Post containing or likely to contain, cheques, bank drafts, money orders or other
valuable items must be carefully safeguarded from the time it is received.

A written record of all postal remittances received each day must be prepared (in
addition to the Inward Correspondence Register) and signed by the post opener. A
Valuables Book or Remittance Register is used for this purpose. Records Office
staff should record the following information in the Remittance Register:

Serial number

Date received

Name of person sending remittance

Amount

Details of remittance

Cheque number/ Bank sort code (cheques only)
Name and signature of officer opening remittance

Each sheet of the register must be serially numbered. Cash received should be
counted and noted in the register as well as on the accompanying document by the
post-opener. Erasures and pencils entries must not be made in the register. A wrong
entry may be cancelled only by ruling it through and correcting it with a new entry
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that leaves the original entry legible. All such alterations must be initialled jointly
by the post-opener and the supervising officer.

Examine all payable instruments (cheques, money orders, postal orders, bank drafts
and so on) to ensure that:-

the amount agrees with that on the remittance advice slip or other accompanying
document

the amounts in words and figures agree

the date and payee details are completed correctly

the remittances are signed (excluding postal and payable orders)

If the purpose of which a remittance was sent cannot be identified, include it with
the daily banking and take action to obtain the necessary information as quickly as
possible.

In cases where money apparently has been omitted or differs in amount from that
stated on documents received by post, a note must be made on the document jointly
by the post-opener and the supervising officer. The person who sent the remittance
is then advised at once that there is an error. The cheque may be banked in the
meantime.

Telegrams and Faxes

Place telegram in folders marked ‘URGENT’ immediately after they have been
registered. These folders must then be passed without delay to a senior officer for
directions on how they are to be treated.

An increasing quantity of mail is received by fax. As ‘junk’ mail is sometimes sent
by fax, check that faxes received concern genuine office business. The unnecessary
use of fax should be discouraged and care should be taken in deciding whether faxes
need to be treated as urgent. Routine non-urgent correspondence should not be sent
by fax. The Head of the Records Office should consult the appropriate action officer
if in doubt.

Faxed material tends to fade if printed on thermal paper. Once it has been
established that a fax concerns official business, the fax should be photocopied and
the copy placed in the mail folder or on the appropriate file as necessary. The fax, as
received, should then be placed on a file kept for original faxes.

All incoming faxes on the fax file should be destroyed after six months as a matter
of routine. If the original of the document faxed is received at a later date in the
Records Office, it should also be placed on the appropriate file. Both the photocopy
of the fax and the original document should be retained on the file as the photocopy
may have had comments written on it by action officers.

Electronic Mail
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Increasingly more communication is being received by electronic mail on action
officers’ desk computers. However, many e-mail messages are routine or unrelated
to official business and will not need to be retained once they have been read.
Officers sending or receiving electronic mail must decide whether each item of e-
mail received or dispatched concerns official business and needs to be printed so
that a copy 1s placed on file.

In all cases when incoming electronic mail is printed for filing, any outgoing reply
should also be printed and filed with the incoming message where possible.

E-mail messages should relate to one subject only to facilitate filing. If an e-mail
relates to several subjects, copies will need to be made and placed on the appropriate
files. ((Rules for filing and retaining email electronically are being revised and
developed continuously)

Classified Documents and Files

The circulation of ‘classified’ documents should be strictly limited to those officers
who need them for their efficient performance of their duties. They should have
appropriate clearances.

IIpakTnueckas padora Ne 24
Tema 6.2. Opranuzainust paboThl C JOKYMEHTAMH.

Heas padorbi: PopmMupoBaHWE KOMMYHUKATHUBHBIX KOMIIETECHIIMM, OBJIaJICHHE
JIEKCUKOM U S3BIKOBBIMU KJIMIIIE 110 TEME.

Xox padorbl: M3yuenue teopeTuueckoro marepuaina. Pabota ¢ TekcTom
npodecCUOHANIbHOW HAMPABICHHOCTH.

1. Read and translate:
ORGANIZATION OF WORK WITH DOCUMENTS
As a result of mastering this chapter, the student must:
know
» the order, stages and basic procedures for organizing work with documents;
« stages of document movement in the organization in the process of document
circulation and the order of their registration;
* rules for working with incoming, outgoing and internal documents;
» Features of work with personnel documents, with citizens' applications
be able to
» organize document flow in the workflow system, routes of document movement in
the organization, preparation of cases for transfer to the archive;
* register documents in the organization;
» organize work with incoming and outgoing documents;
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» prepare documents for transfer to storage in the archive;

own

* the method of drawing up the nomenclature of cases;

» skills in the formation and registration of the case, a list of cases.

The correct approach is to develop single simple processes with their subsequent
integration, and not to build a single cumbersome process.

Bill Gates

Organization of work with documents is an important part of the workflow in the
chain "creation/receipt of the document - execution/dispatch of the document -
storage of the document". This stage of work with documents largely determines the
effectiveness of the activity of the device, providing rational document circulation,
creating information retrieval systems for documentation, monitoring the execution
of documents and preparing documents for transfer to the departmental archive.
Organization of workflow

* Organization of work with documents - organization of document circulation,
storage and use of documents in current activities.

The document turnover, i.e. the movement of documents in the organization from
the time they are created or received to the completion of execution or dispatch is
carried out in the form of document flows between the information processing
centers (managers, specialists, employees) and points of technical processing of
documents (expedition, secretary, copying service, etc .)

Workflow Scheme

Basic threads of documents are divided:

* to incoming (incoming to the organization);

* outgoing (sent from the organization);

 internal (documents created in the organization and used in its internal
management process).

Incoming documents, in turn, are divided into document flows sent to managers
directly to structural units or specific executors.

The most important characteristic of the workflow is its volume , ie. the number of
documents received in the organization and created in it for a certain time. This
indicator is important because it determines the choice of the organizational form of
office work, the type of information retrieval system based on the documents of the
institution, the structure and staffing of the documentation support service of a
particular organization, the degree of technological equipment of the processes of
working with documents.

The number of documents received and created in the organization is calculated
monthly, for the first half year and by the end of the year, with an accrual result
from the beginning of the current year for control and registration forms in the
places of their registration. For the unit of accounting for the number of documents,
the document itself, taking into account the copies reproduced, is adopted.
Replicated instances are counted separately.
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The number of documents can be accounted for by the organization as a whole or by
its separate divisions. The final counting data is presented in tabular form.

For each group, the number of documents and their circulation are taken into
account (the figures are placed through a slash or in separate columns).

It is expedient to count the volume of document circulation by groups of documents:
administrative, statistical, correspondence, letters of citizens, financial, etc.

The order of movement of documents in the organization can be divided into
several stages :

1) the organization of delivery of documents;

2) reception and initial processing of documents arriving in the organization;

3) preliminary review of documents by the documentation management service;

4) registration and review of documents by the head of the organization;

5) delivery of documents to performers;

6) the work of the performers over the document;

7) control the execution of documents;

8) processing of executed and sent documents, the formation of cases;

9) preparation for transfer of cases to the archive, transfer to the archive.

2. Answer the questions:
1. What is a record?
2. What format does a record have?
3. Which of the following can be considered a record: a phone book, a personal
soccer schedule, a contract, a formal letter?
Which of them is a non-record (reference material)?
Which of them is just a personal paper?
Do you know any other examples of records? What are they?
What information does a record contain?

Nownk

3. Read the information below to check your answers.

All information created, sent and received in the course of your job is potentially a
record. Records provide evidence of your agency's business. Whether something is a
record depends on the information it contains and the context. Records can be in
paper, digital or other formats.

Examples include:

- Emails/ faxes/ letters/ text messages/ minutes

- Photographs/ maps and plans/ samples and objects /research data

- Databases/ spreadsheets /social media sites/ policy and briefing papers /

information in business systems
1 minutes — MPOTOKOJ 3aceaHus1/COOpaHus
2 sample — obpa3er, mpoba
3 spreadsheet (computer)— kpymHOQOpMaTHAS TaOIHIIA
4 policy — nuHUS IOBEAEHMSI, KypC, TIOJIUTHKA, AEATEIHHOCTD MPENTPHITHS
5 briefing — MHCTPYKTaX, yKa3aHUs
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Records need to be kept. You should keep the records that support your business
decisions. Records provide proof of what happened and who made the decisions.
Make or keep a record if you need to show:

what happened, when it happened and who was involved

what was decided or recommended and by whom

what advice or instruction was given the order of events or decisions

IIpakTuyeckas padora Ne 25
Tema 6.3. PaGora ¢ apxuBamu.

Heas padorbi: PopMupoBaHWE KOMMYHUKATHUBHBIX KOMIIETCHIIMM, OBJIAJICHHE
JIEKCUKOM U A3bIKOBBIMU KJIMIIE 10 TEME.
Xoa paoOotbl: M3yueHue TEOpETUYECKOro Marepuala. BbINOJHEHHE JIEKCHUKO-

IrPAMMAaTHYECKUX YIIPAKHEHUM.

1. Here are some other examples of records. Match A and B.

A

Calendars, meeting minutes, project reports...
Correspondence, agreements, studies ...
Grants, contracts ...
Guidance documents, policies, procedures...
Requests, controlled correspondence ...

B

are created in the course of business

are received for action

document the organization’s activities and actions
support financial obligations
communicate the organization’s requirements

2. IlepeBenuTe Ha pycckuii si3bIk: bar code check-out system, bookshelf, file,
filing cabinet, filing alphabetic system, filing number-based system, fold, vault.

VOCABULARY
Records Job hunting Cover letter Skills and Disposal of Paperless office
manager Job interview responsibilities records
agreement additional accompany act as access add
ability skills achievement activity accessible additional
accurate ambition achieve goals adapt acquire air filtration
active files appear advertisement adaptability active/inactive artifact
Administrative | applicant application letter | affect file assist
Office / application apply for a job apologize adoption back-end
Records Office | apply for (a | appropriate approve appointment backup
advice, to | job) arrange archives architectural be attributed to
advise approach attachment awareness drawing be convinced
appraisal as soon as | attend be (not) up to | archivist be indexed
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archival possible attitude standard arson be situated
authority as well as availability be obliged assess boost productivity
bachelor/ at the top /| background be prepared assessment both ... and ...
master degree | bottom be available for | be shortlisted (for an | basement calculation

bar code attend be capable of interview) be related to captured

be able to meetings be held up broaden burn information

be allowed to | available be (not) to the | carry on business buyer cause

be in charge of | be illegibly | level carry out cable (=telegram) | check

be involved addressed benefit catalogue charity compatibility
be responsible | bear security | benefits (perks) | challenging citation complex

for or privacy client colleague climb the ladder (structure)
bookshelf markings coach commitment to control conduct
briefing papers | benefit confident compensation creator conversion
business body of the | convince competition deposit convert
activities letter convincing condition depository copier
business business trip count on confidence destruction costly
decision candidate cover letter consumption destructor court of law
calendar career customer contract dirty cultural treasure
can (could) objective data specifications disposal customized vault
certain cart description coordinate dispose of data center
certificate clerical duties | development correct the error disposition data entry
circulation closing plans co-worker electronic deal with
circumstance salutation drawback damage obliteration decrease
command collect enclose demonstrate emergency delivery
complete completion encourage devise file plan depth

contract computer enthusiasm discount film reel designed for
correspondenc | application explain discover fragile desktop

e condition feedback dispute (between two | general public digitizing
correspondenc | confidential find out parties) generation directly

e course contain follow-up diverse guardian disadvantage
course of work | Curriculum helpful tip due to handle document
create Vitae (CV) = | impression ensure hardware/ processing
creation resume indicate environment software dust-free

Cv date-stamped | interviewee essential humidity efficiency

data deal with | interviewer evaluate incident eliminate
decide documents introduce evidence incinerate employ

delete deliver (mail) | introduction familiarity independence entrance
destroy desired  pay | involve field inventory evidence
destruction range IT ability filing plan legend evolve
develop destroy long-term flexibility legislative expensive
development determine look forward to | gain macerate export to
digital format | differ from maintain goods mandate databases
dispose of | difference mission guide manual extreme
record dispatch statement handwritten move facilities
disposition distribute motivation hone occupy fast

distance driving licence | offer improve onsite/offsite fireproof
learning employment opportunity in accordance with storage giant

division/ enclosure personality in case of particularly government
department entry-level polite in order to peacetime regulations
(Dept) position previous join preservation GPS tracking
employee envelope problem solving | length private hard drive
employer equipment skills letter of apology pulp have in common
enable experienced product letter of application | record series improvement
enroll in (a | expert development letter of complaint recycle in addition (to)
program) fieldwork prospects letter of enquiry reference book include
experience fluent in | provide liaise rescue inefficient
external/ (French) reference locality resolution infrastructure
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internal follow rules regarding look into the matter | retain initial

file graduate (with | relationship make a decision save insurer

filing system Honours) request meet the | Secretary of State | integrate
General graduation requirement requirements seller intellectual
Manager handle (mail) | shredder monitor serve as property

grant high school specific negotiations shred Intelligent
guidance hourly specifically oral sound recording Character
happen (to) identify staff oversight step Recognition
have to internship strength overview subtopic (ICR)

in line with Inward stuff persuade supersede invoice

in order to Correspondenc | success price-list temperature life insurance
inactive e value print the State | longevity
records Register weakness product order Department maintenance
incoming/ junior position | Yours sincerely | project management | theft make sure
outgoing key skills quality transaction manila folder
instruction letterhead quotation letter trash media

internal (sender’s rapidly treaty microfiche
inter-office address) regulatory user missing
junior/senior location restrict vandalism information
keep records mail clerk retention schedule verify multi-paged
knowledge mailing review via network

law address rewarding video cassette Optical Character
letter maintain secondary /| vital record Recognition
level major (subject) vocational / wartime (OCR)

locate a record | mention tertiary wear gloves optical disk
maintain move ahead sincere original
maintenance objective sound outsource

may (might) salutation strategy paper-based
media operate stretch skills document
meeting machines supervisor paperless office
mentor Outward supplier partner
minutes Correspondenc take a chance pay back

must e take place pension
necessary Register take responsibility perform
necessity package team prefer

notice, n perform terms of payment print out
obligation personal train (documents)
occupation details transfer printer
on-the-job photocopy trend prior to
training place (v) try profitably
order of | postage unsatisfactory proofread
(events) procedures unsuitable for properly
oversee manual vacancy protect

pass an exam | proficiency verify recovery
permanent proficient  in vital assets reduce
permission (Microsoft voluntary work reliable
Personal Word) well-paid rely on
Assistant qualification reproduce
personal data | recipient (the retrieval tool
Personnel addressee) return on
Manager reference investment (ROI)
photograph (number) analysis
policy register (v) safeguard
position request safely
possibility require safety device
preserve retrieve (data) scanned image
procedure return address scanner
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process
project

receipt, to
receive
recommend
record

records
lifecycle
record keeping
records clerk
records
management
records
manager
reference
material

report

request

require
requirement
research
responsibility
retention
period
retrieval, to
retrieve

rule

sample
semi-active
records

send (sent)
shred (records)
skill
spreadsheet
staff

storage

store

structure
support

text message
the (Trade)
Union

the Board

the Chairman
transfer
uncertainty
value

vault

salary

seek (sought)
sender
(addresser)
senior position
serial number
sign
signature

SO

sort (mail)
special skills
staple
(material
together)
start date
subject line

(Re: -

regarding)
such as
summer
placement
title of office
typing
undergraduate
unlike
volunteering
undertake
work
experience
work setting
zip code

screen
search

secure

security
separate
setting

share

smoke detector
solution

space

stability
storage
requirements
streamline
supply

surface

survey

take notes

tape
underground
valuable

vault

vehicle
verification
video surveillance
widespread
workflow
Xerox

IloBTOpEeHMEe BpeMeH AaKTHBHOI'0 32J10Ta

Yup. 1. Packpoiite ckoOkH, ynorpedJsisi rjarojbl B OAHOM M3 CJIeIYIOUIHX
BpeMeH: Present, Past, Future Simple; Present, Past Continuous; Present, Past
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Perfect.

1. We (to go) to school every day. 2. Nick (to do) his home-work by seven o'clock
yesterday. 3. You (to help) your father tomorrow? 4. We (to bring) a lot of berries
from the wood. Now we shall make jam. 5. Look! Jane (to swim) across the river. 6.
What you (to do) at six o'clock yesterday? 7. You ever (to see) the Pyramids? 8. |
(to go) to the Caucasus two years ago. 9. When Nick (to come) home yesterday, his
mother (to return) and (to cook) dinner in the kitchen. 10. When I (to go) to school
yesterday, I suddenly (to remember) that I (to forget) to take my English exercise-
book. 11. Yesterday grandfather (to tell) us how he (to work) at the factory during
the war.

Yup. 2. PackpoiiTte cko0KH, ynorpedJsisi rjarojbl B OJHOM M3 CJeIYIOUIHX
BpeMeH: Present, Past, Future Simple; Present, Past Continuous; Present, Past
Perfect,

1. I always (to come) to school at a quarter to nine. 2. Yesterday I (to come) to
school at ten minutes to nine. 3. Tomorrow Nick (not to go) to the cinema because
he (to go) to the cinema yesterday. He already (to be) to the cinema this week.
Look! He (to cry). 4. What your brother (to do) now? 5. My friend (to like) pies. He
(to eat) pies every day. When I (to meet) him in the street yesterday, he (to eat) a
pie. He (to tell) me that he (to buy) that pie at the corner of the street. Look at my
friend nowl He (to eat) a pie again.

Yup. 3. Packpoiite cko0KH, ynoTped/sii rjaarojbl B OJHOM M3 CJeTYHOIIUX
BpeMeH: Present, Past, Future Simple; Present, Past Continuous; Present, Past
Perfect.

1. When you (to come) to see us? — I (to come) tomorrow if I (not to be) busy. 2. I
(not to like) apples. 3. He (to come) home at five o'clock yesterday. 4. I (to ring) you
up as soon as I (to come) home tomorrow. 5. I (to show) you my work if you (to
like). 6. He (to come) home by six o'clock yes terday. 7. Pete certainly (to help) you
with your English if you (to ask) him. 8. This little boy never (to see) a crocodile. 9.
Send me a telegram as soon as you (to arrive). 10. Let's go for a walk. The rain (to
stop) and the sun (to shine). 11. If you (to help) me, I (to do) this work well. 12. I
always (to get) up at eight o'clock, but tomorrow I (to get) up a little later. 13. What
you (to read) now? — I (to read) Tom's book. I (to be) in a hurry. Tom soon (to
come), and I (to want) to finish reading the book before he (to come). 14. As soon as
you (to see) your friend, tell him that I (to want) to see him. 15. When I (to come)
home yesterday, my brother (to sleep).

IIpakTuyeckas padora Ne 26
Tewma 6.4. PaboTa ¢ 37IeKTPOHHBIMH TOKYMEHTaMHU.
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Heas padorbi: PopmMupoBaHWE KOMMYHUKATHUBHBIX KOMIIETCHIIMM, OBJIAJICHHE
JIEKCUKOM U S3BIKOBBIMH KIIMIIIE I10 TEME.

Xox pabdorbl: M3yueHue teopeTuueckoro marepuana. Pabota ¢ TekcTom
npo(ecCHOHaNbHON HANpaBICHHOCTU. BBINOIHEHUE JEKCHKO-TPaMMaTUYECKUX
yIpaXHEHUH.

1. a) Read the text. Check the meaning of the new words with a dictionary.
ELECTRONIC DOCUMENT MANAGEMENT

History. Beginning in the 1980s, a number of sellers began developing software
systems to manage paper-based documents. These systems dealt with paper
documents, which included not only printed and published documents, but also
photographs, prints, etc. Later developers began to write a second type of system
which could manage electronic documents, i.e., all those documents, or files, created
on computers, and often stored on users' local file-systems. The earliest electronic
document management (EDM) systems managed a limited number of file formats.
Later EDM systems evolved to a point where systems could manage any type of file
format that could be stored on the network.

Storage. While many EDM systems store documents in their native file format
(Microsoft Word or Excel, PDF), some web-based document management systems
are beginning to store content in the form of html. These policy management
systems

require content to be imported into the system. However, once content is imported,
the software acts like a search engine so users can find what they are looking for
faster. The html format allows for better application of search capabilities such as
full-text searching and stemming.

Enterprise-level Document Management. An organisation is made up of different
departments, each performing specific functions. Each department carries out its
own work and often has to work with other departments. Many EDMS solutions
allow the organisation to co-ordinate and integrate these various departments'
records stores to allow the sharing of information across the whole company. An
enterprise-level EDMS provide:

Efficient communication within and between departments

Removing the need to physically move documents between areas

Automatic routing of electronic documents to the appropriate people

Document management process. Documents are scanned into the system. The
document management system stores them somewhere on a hard drive or optical
disk. The documents then get indexed. When a person later wants to read a
document, he or she uses the retrieval tools available in the document management
system.

Which documents can be read and what actions performed on these documents is
dependent on the access provided by the document management system.

b) Answer the questions.

What is the EDM system?

What did the first type of EDM systems deal with?
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What did the second type of the EDM systems deal with?

What was the disadvantage of the earliest EDM systems?

How did the EDM systems evolve?

Where do the EDM systems store documents?

Why do organizations use the EDMS?

¢) Describe the five elements of the EDMS: scanning, storage, indexing,
retrieval, access.

2. a) Watch a video. It’s an advertisement of an EDM system. While watching
the video number these items in the order they appear in the video.
Scanning

Invoices

Multi-Level Classifier

Various types of documents

Forms

Verification

Export to databases

Automated workflow

b) Mark the sentences true or false. Watch the video again to check your
answers. Correct the false statements.

Manual data entry is a costly and inefficient use of valuable work time.
ABBYY FlexiCapture involves manual data entry.

FlexiCapture increases efficiency and streamlines business processes.
FlexiCapture automated flexible workflow grows with the needs of a company.
Scanning is the second step of automated document processing.

The operator separates the mix of scanned images manually.

Captured information is indexed and archived automatically.

Multi-paged documents and documents with complex structures are indexed
manually.

Optical Character Recognition (OCR) and Intelligent Character Recognition (ICR)
technologies are used for accurate document indexing.

The final step is exporting data to databases, back-end systems, and various file
formats.

3. a) There are companies that provide information management services.
Read

the information about one of the largest companies in this industry. Check the
meaning of new words with a dictionary.

[ron Mountain is a world leader in

information management services,

assisting more than 156,000

organizations in 35 countries on five

continents with storing, protecting and

managing their information.

Organizations in every major industry

and of all sizes rely on Iron Mountain as
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their information management partner.

Iron Mountain safely stores some of the world’s most valuable historical

artifacts, cultural treasures, business documents and medical records, including the
wills of Princess Diana, Charles Dickens and Charles Darwin, and the original
recordings of Frank Sinatra. To properly protect and render this information, Iron
Mountain employs almost 20,000 professionals and has the infrastructure that
includes more than 1,000 facilities, 10 data centers and 3,500 vehicles.

Iron Mountain provides the following services:

Information Management (including scanning and digitizing services)

Data Protection and Recovery

Information Storage and Destruction

Iron Mountain helps organizations develop and manage a secure, fully

integrated document management program and fully automate the business process,
which allows to eliminate paper from the process.

b) Answer the questions.

What services does Iron Mountain provide?

How many organizations do they assist with information management?

How many countries do their services cover?

How many people work for Iron Mountain?

What does their infrastructure include?

What does Iron Mountain help organizations develop?

4. a) Watch a video about one of Iron Mountain’s services. What service is it?
Tick the answer.

records management service

scanning and digitizing service

archival service

b) Watch the video again. Complete the sentences with the information missed.
Check your answers as a class.

Vital records have special legal, , and intellectual property value.

The loss of vital records can create a distinct in a court of law.
[ron Mountain has constructed vital records vaults that lie as much as

feet below the surface.

Iron Mountain’s underground facilities have the size of a small town with over
employees and their own Fire , Security ,

and Transportation
They provide climate control env1r0nments for proper long-term storage of any
media including , , audio and tape, or
magnetic media.

They also store vital data backup
Iron Mountain also builds customized vaults that 1nclude air filtration

, dust-free environments, humidity , and extreme
settings.
Nearly every top movie studio stores their films with them.

One music giant stores their music recordings dating back to
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There is a private vault designed for photographs. It can maintain
of below zero if needed.

Access to the underground vaults is to one main entrance.
If you need fast access to your vital records you can use the image archiving
. Original images are scanned and sent to you, while

the originals are safeguarded in Iron Mountain’s facilities.
¢) Order these ideas as they appear in the video. Check as a class. Talk about
some of them.

Security

Customized vaults

Iron mountain’s clients

Storage requirements

Image archiving services

Specialized storage requirements

The importance of vital records

The loss of vital records and its effect

Vital records vaults and their infrastructure

IIpakTuyeckasi padora Ne 27.
Tema 6.5. [TacCuBHBIN 3aJI0T IJ1aroJioB B HACTOSIIIIEM BPEMEHH.

Heab padoTei: OBnajieHUE rpaMMaTHYECKUM MaTEPUAJIOM MO TEME.

Xox paOorpl: 3yueHne TEOpPETHUECKOrOo Marepuana. BeimoiHeHue
rpaMMaTUYECKUX YIPa)KHEHUH.

[';1aroJipl B aHIVIMMCKOM SI3BIKE YHOTPEONSIIOTCA B akTUBHOM (popme 3anmora — «the
Active Voice» u B mnaccuBHOM (cTpamarenbHoi) — «the Passive Voice». B
AKTUBHOM 3aJI0re CYOBEKT BBINOJIHSAET JCHCTBUE, YyKa3aHHOE TIJarojioM, a B
MaCCUBHOM — Ha CyOBEKT JeHcTByeT cam miaroi. She wrote a book (Active) — A
book was written by her (Passive).

UYTo Takoe nacCHUBHBIN 3a10r1?

IMaccuBHBINH 3aJ0r MHUPOKO YMOTPEOISIETCS KaK B YCTHOM TaK M B NMHCbMEHHOM
COBPEMEHHOM AaHIVIMICKOM. 3a4acTyl0 MaCCHUBHBIE KOHCTPYKLUMH HCIOJIb3YIOTCH,
KOT/la HET HEOOXOJMMOCTH Ha3bIBaTh HCIIOIHUTENS KaKOro-Inbo JeHCTBuUs, a
TaKXe, €CJIM HET Pa3HULIBI B TOM, KTO UMEHHO 3TO JEHCTBHUE BBHIMOJHSIET — BaXKEH
JUUIb PE3yJbTaT.

CrpamarenbHblil 3aJ0T HMCHOJB3YeTCA, 4YTOOBI IOKa3aTh HMHTEPEC K OOBEKTY,
KOTOPBII UCTIBITBIBAET ACHCTBUE, @ HE K OOBEKTY, KOTOPBIA €0 BHIOTHSET.

The book was written last Monday. — Knura Opiia Hamucana B HpOLUIBINA
MOHEIENbHUK.

118


https://www.englishdom.com/blog/glagoly-v-anglijskom-yazyke/

B atom mpemnoxenun momiexariee «the book» ucmbeIThIBaeT Ha cebe JeHCTBUE
cyObeKTa, TO €CTh HEe cama KHHWra ceOs Hamucaia, a Oblla KeM-TO HamucaHa. [lpu
9TOM, CKOpEe BCEro, M3BECTHO, KTO €€ Hammcall, HO 37IeCh BaXXCH caM (akT
COBEpIIICHUS NEHCTBHUs (KHUTY HAIMWCajid, W OHA TOTOBA), a HE HCIIOJHUTEINb.
[ToaToMy TipeIo’KeHne U yIOTPEOJICHO B TACCHBHOM 3aJI0Te.

Korma HeoOXoammo ykaszaTh WCHOJHUTENS ICHCTBHUS B ITACCHBHOM 3aj0re, TO
noGasisieM mpeaior «by»:
The book was written by me. — 3ta kHura Obl1a HarTMcaHa MHOM.

O0Opa3oBaHuE NACCUBHOI'O 3aJI0Ta B Pa3HBIX BpEMEHaX

[TaccuBHBI 3aj0or 00pa3yeTcsl ¢ MOMOIIBIO BCIIOMOTaTelbHOrO riaroia «bey
u ¢popmbl Past Participle (cmbicioBoro riarosia B 3 ¢gopme) U TOJIBKO TEPEXOHbIC
riaroiibl (0003HAYAIOT IEUCTBHE, KOTOPOE TI0 CBOEMY CMBICTY MEPEXOAUT Ha HEKUN
IpeIMET) MOTYT 00pa30BhIBATh (DOPMBI TACCUBHOTO 3aJI0TA.

Oo0Opa3zoBaHMe MACCUBHOIO 32J10Ta

Bpemst dopmyana IIpumep

i Mails are sent every day. — [Tocsuiku
Present Simple is/am/are + Ved (V3) ryu Y
OTIIPABJISAIOT KaXKIbIH JCHb.

Mails were sent yesterday. — ITochuik
Past Simple was/were + Ved (V3) w y y BUTKH
OTIIPABUJIU BYEpA.

. will/shall + be + Mails will be sent tomorrow. — ITocbluikn
Future Simple
Ved(V3) OTIPABSAT 3aBTpa.
Present 1s/am/are + being + Mails are being sent now. — [locbuiku
Continuous Ved (V3) OTMPABJISIOT ceifyac.

Past was/were + being +  Mails were being sent at 5 yesterday. —
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Continuous Ved (V3) [Tockuiky Buepa OTHpaBIsLIU B 5 4acoB.

Future
Continuous
Present has/have + been + Letters have been already sent. — [Tucema
Perfect Ved (V3) y>K€ OTIIPABUIIH.
had + been + Ved Letters had been sent before he phoned. —
Past Perfect (V3) [InceMa oTIpaBWIN 10 TOrO, KaK OH

ITIO3BOHMII.

will/shall + have/has+ Letters will have been sent by 5 tomorrow. —
Future Perfect
been +Ved (V3) [Tucbma OTHpABAT 3aBTpa JO 5 4acCOB.

Perfect
Continuous

Attention: Perfect Continuous BooOI1e HE UCTIOIB3YETCS B CTPAAaTEIbHOM 3aJI0Te.
A Bpems Continuous He UMeeT OyAyIIEero OTpe3Ka.

Kpome storo, erie MOKHO 00pa30BBIBATh MTACCUBHBIC MTPEIOKECHUS C ABYMS
o0bekTaMu. Tak akTUBHOE MIPEIOKEHUE B TACCUBHOM (hopMe 3ajiora MOXKET
BBITJISIIETH CIICAYIOIIMM 00pa3oMm:

Active Voice:
Linda gave an apple to me.

Passive Voice:
An apple was given to me by Linda or
I was given an apple by Linda.

OnuH U3 IByX 00BbEKTOB CTAHOBUTCS CYOBEKTOM, & IPYroil 0CTaeTcs 0ObEKTOM.
Kakoit 00beKT mpeBpaTUTCs B CyOBEKT 3aBUCUT OT TOTO, HA YEM BbI
COCPEIOTOYUTECD.

120



OTpuratenbHbie U BOMPOCUTEIbHBIE (POPMBI IJ1aroyia B MaCCHBHOM 3aJ10Te

OTtpuuarenbHas ¢popma riaroia oopa3yercs ¢ IOMOIIbIO YaCTUIIBI «Not», KOTopas

CJIEITyeT 32 BCIIOMOTATEIIbHBIM IJ1arojioM (€CIM BCIIOMOTATEIbHBIX IJIaroJioB
HECKOJIBKO, TO «NOt» CTAaBUTCS MOCIIE MEPBOTO):

The cat was not fed by him yesterday. — Kot He 6b11 HaKOpMIIEH UM Buepa.
The cat was not often left hungry. — Kora He yacTo ocTaBiisiiv rojioHbIM.

Huuero cioxHoro u B BonpocureibHOi (opme. /[ oOpazoBaHus Takoi B
[ACCMBHOM 3aJI0T€ NMePBbIi BCIOMOraTeJbHbIN IJIaroJCTaBUTCS Mepes
NMOAJIeKALMM:

Are you often invited to the circus? — Te0s yacTo npuriamaioT B LUPK?
Has the book been written by her? — Knura Opi1a Hancana exo?

Exercises.
Exercise 1. Complete the sentences with the correct form of the verbs in
bracket.
Butter is made of milk. (make)

Oranges are into Britain. (import)

How often are these rooms ? (clean)

I am never to parties. (invite)

This house was 100 years ago. (build)
When was the telephone ? (invent)
Two people were to hospital. (take)

Exercise 2. Make up sentences in the Passive Voice.

a) in the Present Simple tense

0. (the office / clean / every day) The office is cleaned every day.

0. (these rooms / clean / every day?) Are these rooms cleaned every day?
(private letters / not / open / in the mail room)

(stamps / sell / in a post office)
(this room / not / use / very often)
(we / allow / to park here?)
(how / this word / pronounce?)
b) in the Past Simple tense

(the office / clean / yesterday). The office was cleaned yesterday.
(the office / paint / last month)
(the letter / lose / a few days ago)
(when / this equipment / buy?)
(you / invite / to the party last week?)
(how / these letters / deliver?)
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Paznen 7. busHec JoKyMeHTALMS
IIpakTuueckas padora Ne 28.
Tema 7.1. ®opmbl opranuzanuu Ou3Heca
Heabp pabdorpl: POpMUPOBAHME KOMMYHHUKATHBHBIX KOMIICTCHIMW, OBJIAJICHUE
JIEKCUKOM U SI3BIKOBBIMU KJIMIIIE 110 TEME.

Xoxa pab6oThi:
Learn the words:

Individual proprietorship
sole trader

sole proprietor
self-employed

entrepreneur [ ontrapra’na:]
distribution

benefit

profit

control

fiscal ['fiskal] responsibility
in effect

widespread

family enterprises

purpose

consulting firm
shareholders

to raise funds

general public

building industry

retailing [ 'ri:terlr]

clothing industry

assets

to sue

to be sued

board of directors
abbreviation

associated [o'souTertid]
holding company
subsidiary [sab'sidjer1] company
parent company

shares

branch company

WHIAWBUAYAJIBHOC BJIAJACHUC

npeAnpuHUMAaTENb 03 00pa30BaHUs IOPUIH-

yeckoro nura (IIBOKOJT)
€IUMHUYHEIN BIIaJIEIEl]
3aHATBHI COOCTBEHHBIM JI€JIOM, HE pabo-
TAOUIUH 110 HAMY
peIIpUHUMATEND
pacrpeneneHme

BBIT0/1a

npuObLIb

yIpaBiIcHUE

(¢uHaHCOBAasI OTBETCTBEHHOCTh
B JICHCTBUU

HIMPOKO PacpOCTpaHEHHBIN
CEMEMHbIE PEAIPUATHUS

LeIb

KOHCAJITHHTOBas pupma
AKIMOHEPHI

coOHMpaTh JICHEe)KHbIE CPeICTBA
HaceJeHue

CTPOMUTEIBHAS IPOMBIIIIEHHOCTb
PO3HHYHAs MPOJIAKa

HIBEIHAs IPOMBIIIIEHHOCTh
AKTUBBI

peabABIATH Cy1eOHbIN UCK
HoBeprarbest cyAe0HOMY Ipeciie10BaHUI0
COBET IUPEKTOPOB
abOpeBHaTypa, COKpalieHue
B3aUMOJICUCTBYIOIIUI
XOJIAMHTOBasi KOMITAHUS
JIOUYEPHSISI KOMITAaHUS
MaTepUHCKask KOMITaHUS
aKIHU

KOMIaHUs-QuiInan

Business is the production, distribution, and sale of goods and services for the benefit of
the buyer and the profit of the seller. In the modern world the control of production is
largely in the hands of individual business people or entrepreneurs, who organize and
direct industry for gaining profits.
Individual Proprietorship
(Sole Trader or Sole Proprietor)

This is the simplest way of starting a business. You are self-employed and fully
responsible for all the aspects of the management of your business.
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In this form of organization the owner himself is responsible for success or failure of his
business. Any line of business is open to an owner.

Although this form of small business has its advantages, it has certain drawbacks, too. In
the first place the single owner is seldom able to invest as much capital as can be invested
by a partnership or a corporation. If single owners are able to invest large amounts of
capital, they run great risk of losing it all because they are personally liable for all the
debts of their businesses. This is called unlimited liability.

Partnership

Two or more people starting a business together can set up a partnership. All partners are
responsible for the debts of the partnership and profits and losses are shared between them
The agreement to form an association of this nature is called a partnership contract and
may include distribution of profits, fiscal responsibilities, and a specific length of time
during which the partnership is in effect.

Public and private companies

A company is usually formed for the purpose of conducting business that is separate from
its owners, the shareholders. The main difference is between public and private companies.
Private companies cannot sell shares to or raise funds from the general public.

Public companies can sell their shares to the general public (which they usually do through
a stock exchange). A company continues to exist despite changes in its owners. A
company can hold assets; it can sue, and it can be sued. The profits are distributed to the
members as dividends on their shareholding. Losses are borne by the company. The
management of the company is carried out by a board of directors. Private limited
companies are often local family businesses and are common in the building, retailing and
clothing industries.

A private company can be formed with a minimum of two people becoming its
shareholders. They must appoint a director and a company secretary. If the company goes
out of business, the responsibility of each shareholder is limited to the amount that they
have contributed; they have limited liability. Such a company has Ltd (Limited) after its
name.

Many large businesses in the UK are Public Limited Companies (PLC), which means that
the public can buy and sell their shares on the stock exchange. Marks & Spencer, British
Telecom and the National Westminster Bank are the examples of public limited
companies.

In the US, businesses take the same basic forms. American companies have abbreviations
Inc. and Corp.

Other types of companies are:

1)holding company, a company that owns another company or other companies and which
1s sometimes referred to as the parent company (most public companies I operate through a
number of companies controlled by the group's holding company);

2) subsidiary company, a company controlled by ft holding company, usually because the
holding company owns (or indirectly owns through another subsidiary) more than 50 per
cent of the subsidiary company's shares.

3) associated company, which is a company over which another company has substantial
influence; for example it owns between 20 per cent and 50 per cent of its shares.

Answer the questions:
1. What is business?
2.Who can be called an entrepreneur?
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3. What are the forms of small business?

4. What are the advantages and drawbacks of small business?

5. What is a partnership?

6. What are the types of companies?

7. What are the main differences between public and private companies?
8. What is a corporation?

IIpakTnueckas padora Ne 29.

Tema 7.2. 3anoiHeHUE JOBEPEHHOCTH, PETUCTPALIMOHHOTO OJIaHKa, JACKJIapalliu.

Ieab padoThbI:

®opmMUpOBaHUE KOMMYHUKATHUBHBIX KOMIICTCHLUM, OBJIAJICHUE JIEKCUKOU

SI3BIKOBBIMU KJIMIIIE TIO TEME.
Xoa pa6oThI:

I. Study the following documents. Have them photocopied and
supply the required information.

1. POWER OF ATTORNEY

JNOBEPEHHOCTD

1) I/We, the undersigned,
do hereby appoint

as my/our lawful attorneys with full power of substitution and revocation to

in my/our favour and further empower said attorneys to take
all steps, as said attorneys may find it necessary under

_day o f2) I/We entrust _

or any one they may appoint in their stead to act on my/our behalf in
everything concerning

)51

1/We acknowledge and ratify any act done by the said Appointee in respect
of

3) Messrs.

inperson o f

by this power o f attorney authorized

to represent us in any proceedings before

courts and institutions incidental to arbitration proceedings between our
firm and

This power o f attorney is valid up to

2. REGISTRATION FORM
PET'ICTPAILL MOHHBIN BJIAHK
[Tpumepnas hopma perucTpaliioHHOTO OJlaHKa yJacTHUKA KOH(epeHun
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I§98 Microwave COnfE:TEI’l::i.
8-12 Sepiember

REGISTRATION FORM

To be completed and retumed 1o

{address, telephone, telex)
Please print

ACTIVE PARTICIPANT

Surname
First Name
Description or title
Name of organization
Address
City/S1ate
Country
Business telephone
Telex

ACCOMPANYING PERSON
Tatle (Ms., Mrs., Miss)
Narne
Address _ -
Sity/State o
Country |

VISA APPLICATION FORM FOR

FOREIGNERS

This form must be completed in duplicate and two recent photographs attached.

Full answer to all questions should be typed or clearly written in black ink.

It is recommended that applications be lodged at least two weeks before the

proposed date o f departure.

Country for which visa is required

1. Name o f any sponsoring Ministry or Organization (or “Private”)

2. Surname (in capital letters)

First name(s)
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Patronymic, if any

Full maiden name (in the case o f women who are or have been married)
State any other names you use or have used

Day, month, year and place of birth

Present citizenship (give also former citizenship if different)
State sex, and whether married, widowed, single or divorced

What is your profession or rank?

Where are you employed (give exact address)?

What type o f work do you do?

3. How long do you wish to stay in the “country”?

4. What is the purpose of your visit?

Do you intend to seek (answer both questions)

(a) employment

(b) permanent residence?

5. If a business or professional visit, give names and address to be visited.
If a large firm, give names o f individuals, departments or sponsoring

organization who are aware o f your visit

If a private visit give

(a) name

(b) address

(c) occupation

(d) relationship of host(s)

How long have they been residents?

If staying in a hotel give the name and address
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6. Date of departure, route and date of arrival in “the country”
7. How much money is available for your visit (evidence of this may be

required)

8. Have you ever visited “the country”? If so, give dates o f visits and say in

what capacity

9. If married, give the full name, date and place o f birth of:

Husband/Wife (as appropriate)

Any children

Which of them, if any, are accompanying you?
10. Give the full names, date and place o f birth of:

Your father

Your mother

What is their address?

11. If you are not bom in RF, when did you arrive and where did you live
before?

12. State your present address

Telephone number

Give you permanent address if different from above
13. Passport number

Place and date of issue

Date o f expiry

Exit visa number

Date of issue

Period of validity
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Re-entry visa number
Date o fissue

Date o f expiry

I declare the above to be a full and true statement

Date
Personal signature

IpakTnueckas padora Ne 30.
Tema 7.3. [lognucanure KOHTpaKTa
Hean padoTsi:

1. ®opmMupoBaHrEe KOMMYHHUKAaTUBHBIX KOMIIETEHIIAMN.

2. OBiasieHuE JIEKCUKO-TPAMMATUYECKUM MAaTEPUAIIOM I10 TEME.

Xoa padoThI:

THE CLAUSES OF THE CONTRACT

Contract design (contract) is considered to be the most difficult and responsible part of
doing business. From how professionally prepared contract will depend on its
effectiveness. In practice, there are different types of contract that defines the
commodity, but most of the contracts contains an introductory part ( for the name of
the organization,surname, name, patronymic and position of the person signing the
contract) and the basic articles such as:
- the subject of the contract
- price
- payment
- obligations of the parties
- acceptance of goods
- sanctions
- osvobojdenie from liability
- the procedure for settlement of possible disputes
- the entry into force of the contract
- Details, addresses and signatures of the parties to the contract
- other conditions
- changes and additions to the contract

Articles can be integrated or included in the contract in a different order.
CONTRACT.
"Moscow" 20

here 1n after referred to as the Sellers, on the one hand and
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here in after referred to as the Buyers, on the other hand have concluded the present
Contract as follows:
1. Subject of the Contract.
The Sellers have sold and the Buyers have bought on (FOB)

(port)
basis the goods to the amount of in the quantity,
assortment, at prices and according to technical conditions NN 1,2...., as stated in
Supplements N 1,2... which are the integral part of the present Contract.
2. Price and Total Amount of the Contract.
The prices for the goods are fixed in

(currency)
and are to be understood

(FOB, CIF...)
packing and marking included. The Total Amount of the present Contract
is
3. Dates of delivery
Delivery of the goods under the present Contract should be effected within the dates
stipulated in the Supplement N to the present Contract.
The data of the Bill of Lading and/or the date of frontier station stamp of the Sellers'
country stated in (rail-) way bill to be considered as the data of delivery.
4. Payment.
Payment for the goods delivered is effected in

(BayroTa)
under an irrevocable, confirmed divisible Letter of Credit established by the Buyer
with the Bank
The Letter of Credit to allow transshipment and partial shipment and to stipulate that

all the xu, expenses connected with the opening and the extension of the Latter of
Credit and any other banc charges to be for the Buyers' account. TheLetter of Credit is

to be valid for days.

5. Claims.

Claims in respect of the quantity in case of shortage inside the case may be submitted
by the Buyers to the Sellers not later than

days and in respect of the quality of the goods in case of non-conformity of same to
thatstipulated by the Contract not later than days after the arrival of the
goods at the port of destination. Contents and ground of the claim should be certified
either by Expert's Report or by a Report made up with the participation of a
representative of an uninterested competent organization.

The Buyers have the right to return to the Sellers the rejected goods for their
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replacement by the goods of proper quality.

All the transport and other expenses connected with delivery and return of defective
goods are to be paid by the Sellers.

6. Arbitration

All disputes and differences which may arise out of the present Contract or in
connection with the same are to be settled without application to State courts by
Arbitration Court at Chamber of Commerce, Moscow in accordance with the Rules of
procedure of the above Court the awards of which are final and binding upon both
Parties.

7. Force-majeure

Should any circumstances arise which prevent complete or partial fulfilment by any of
the Parties of their respective obligations under the present Contract, namely: fire, acts
of God, war, military operations of any kind, blockade, prohibition of export or import
or any other circumstances beyond the control of Parties, the time stipulated for the
fulfilment of such obligations shall be extended for the period equal to that during
which such circumstances will | remain in force.

8. Other Conditions.

All dues (including port and dock ones), taxes and customs duties levied in the
territory of the Sellers' country connected with execution of the present Contract are to
be paid by the Sellers and for their account. None of the Parties has the right to assign
their right and obligations under the present Contract without written consent of the
other Party. Any amendments and supplements to the present Contract are valid only if
made in writing and signed by duly authorized representatives of both Parties.

The present Contract is made up in two copies both having the same value.

9. Legal Addresses of the Parties

Do some exercises.
Exercise 1./lononaurenpenioxenusanpauiibaoiidopmoii Present Perfect:

1. I know who your boss is. I (work) for him.

2. Look! Somebody already (broke) the tree.

3. Mary (go) to Moskow, but she’ll be back next Monday at the latest.
4. Andy is in hospital now. He (have) a bad crash.

5. Jane is crying. She (hurt) her knee.
Answers: have worked; has already broken; has gone; has had; has hurt;

Exercise 2. 3anosinute nponycku sinse uin for.
Mike left school when he was 16. ... then he has had five cars. He usually keeps a
car ... a year. Then he gets bored with it and buys another one. As far as his dad, he
has had the same car ... ten years. Mike can’t understand that. He’s had this Ford
Mondeo ... 2002 and it’s still going well. He’ll probably keep it ... a few month.
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Answers: Since, for, for,since, for

Exercise 3.[loctaBpTenpaBunbaytodopmyriaronas Present Perfect Simple unu
Present Perfect Continuous:

— Hi, Mark! I (not/see) you for ages.

— Hi. I (work) quite hard as usual. How about you?

— Great. I (look) around for a new flat, but I (not/find) one yet.

— What’s wrong with your old one?

— It’s OK. But I (just/get) a new job and it’s on the other side of town. By the way,
you (finish) that book I gave you last month?

— 1 (not/have) time, I was very busy. I (start) it but I’ve only got as far as the first
chapter.

— What you (do) since I last saw you?

— I (prepare) for exams, of course. | (take) maths I’ve still got physics and
chemistry to go.

— How did the maths exam go?

— I think I (pass) it. We’ll see.

haven’t seen

have been working

have been looking/haven’t found
have just got/have you finished
haven’t had/ have started

have you been doing

have been preparing/ have taken

X NNk =

have passed

Do some exercises.
The Past Perfect Tense.

Exercise 1. ITocTaBbTe rJ1aroJibl U3 cko0ok B (popmy Past Perfect.

1. He never ... (be) to Oxford before. (On Hukoraa pansiine He 0611 B Okcdop/e.)

2. When I found my camera the butterfly already ... (fly away). (Korma s mamen
¢doTtoamnmapat, 6abouka yxe yierena.)

3. Sandra ... (suffer) from pneumonia for many years. (Canmpa crpagana oOT
THEBMOHUY B TEUYCHUE MHOTHX JICT.)

4. Tony ... (not appear) on TV before that. (Tonn HuKOra paHbIlle HE MOABISUICS Ha
TB.)

5. My cousin ... (buy) the tickets before we came. (Mot Ky3eH Kynuia OWJIETHI 10
TOT0, KaK MBI TIPHIILTH. )

6. 1 was too tired because my working day ... (start) at six. (S ciumkom ycradn,
MOTOMY YTO MOU pabouunii IeHb HAYaJICS B IIECTh.)
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Exercise 2. Packpoiite cko0ku, ynorpeduasiss rjaarobl B Past Simple nnun Past
Perfect:

. When I (to come) home, mother already (to cook) dinner.

. When father (to return) from work, we already (to do) our homework.

. When the teacher (to enter) the classroom, the pupils already (to open) their book.

. Kate (to give) me the book which she (to buy) the day before.

. Nick (to show) the teacher the picture which he (to draw).

. The boy (to give) the goats the grass which he (to bring) from the field.

. Mother (to see) that Nick (not to wash) his hands.

. The teacher (to understand) that Lena (not to do) her homework.

. When we (to come) to the station, the train already (to leave).

10. Tom (to return) from the cinema at five o'clock.

11. Tom (to return) from the cinema by five o'clock.

12. I (to finish) my homework at seven o'clock.

13. I (to finish) my homework by seven o'clock.

14. He (to think) that he (to lose) the money.

15. Ann (to tell) me that she (to see) an interesting film.

16. When I (to wake) up yesterday, father already (to go) to work.

17. Nick (to think) that his father (not yet to come) home.

18. Mary (to tell) us that she (to cook) a good dinner.

Exercise 3. CocTaBp nipe/yI0KESHHSI, UCTIONB3YS CIIOBA B CKOOKAX:

I wasn't hungry. (I/just/have/lunch) [ had just had lunch.

1.  Tom wasn't at home when I arrived. (he/just/go/out).
2. We arrived at the cinema late. (the film/already/begin).
Exercise 4. IlocraBp rmaron B HyxHou ¢opme (Past Perfect wnmm Past Simple) B
3aBUCUMOCTH OT cMmbIcia. (3aech mocrtapaiica He mnomacthes! Eme pa3 mepeuwnrait
cMbiciioBoe 3HaueHue Past Perfect):

0N DNk~ W~

\O

1. The house was very quiet when I got home. Everybody (go) to
bed.

2. I felt very tired when I got home, so | (go) straight to bed.

3. Sorry I am late. The car (break) down on my way here.

4. There was a car by the side of the road. It (break) down and the driver
was trying to repair it. So we (stop) to help him.

Answers:

1. Tom wasn't at home when I arrived. He had just gone out.2. We arrived at the
cinema late. The film had already begun.IV.1. The house was very quiet when I got
home. Everybody had gone to bed.2. I felt very tired when I got home, so I went
straight to bed.3. Sorry I am late. The car broke down on my way here.4. There was a
car by the side of the road. It had broken down and the driver was trying to repair it. So
we stopped to help him.

IIpakTnuyeckas padora Ne 31.
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Tema 7.4. [laccuBHBIN 3aJI0T TJIArOJIOB B MPOINIEANIEM U OyAyIleM BpEeMEHax.
Heas padorei: OBnajeHUEe rPaMMaTUYECKUM MAaTEPUATIOM T10 TEME.

Xox  padorbi:  M3ydyeHue = TEOPETHMYECKOTO  Marepuana.  BrinmonHeHue
rpaMMaTUYECKUX YIIPAKHEHUMU.

Yup. 1. llepenaiite ciaenyromue npeajioxkenus B Passive Voice.

1. The students greeted the famous lecturer warmly. 2. They have recently built a
huge plant, in the town of N. 3. We must finish the work by tomorrow. 4. When I
fell ill, my mother sent for the doctor. 5. They looked for the girl everywhere. 6.
They did not listen to the boy. 7. She looks after the patients well. 8. They asked for
our address. 9. My father looked through these papers this morning- KO- He will
give my brother English lessons. 1.1. A friend of his has shown me an interesting
magazine. 12. His friend told him everything. 13. They showed Helen the nearest
way to the theatre. 14. He gave his patient some good advice. 15. Mary has told me
the news. 16. The people looked at the little boy with interest. 17. They examined
the paper attentively.

Yup. 2. llepenaiite ciaenyromue npeajiokenus B Passive Voice.

1. We asked him about his holidays. 2. They have already discussed the novel. 3. He
did not give me his address. 4. She showed him the way to the metro station. 5. He
will introduce me to his friends. 6. They are building a bridge over the river. 7. 1
haven't yet translated the article. 8. We were looking at the man with great surprise.
9. You will speak about the film at the lesson. 10. The headmistress sent for the
pupil's parents. 11. Has the secretary typed the letters? — No, she is typing them
now.

Yup. 3. llepenaiite cienyromue npeajioxkeaus B Passive Voice.

1. We turn on the light when it is dark. 2. The students finished their translation in
time. 3. Helen washed the dishes. 4. Betty often took her younger brother for a walk.
5. Mother has made some coffee. 6. Have you ironed your dress yet? 7. Nina
mispronounced this word. 8. They have told her the truth. 9. She promised us an
interesting entertainment. 10. One uses chalk for writing on the blackboard. 11. I
shall finish my work about seven o'clock. 12. Somebody has opened the door. 1.3.
The waitress brought in the coffee. 14. One of

my friends took me to the cinema last week. 15. We shall finish this work in time.
16. They built this house in 1960. 17. They were selling new children's books in that
shop when I entered it yesterday. 18. A large group of young people joined us on
our way to the station. 19. A young teacher started a school in this village. 20. They
are translating this article now. 21. Galsworthy wrote "The Forsyte Saga." 21.
Thousands of people attended this meeting. 22. He has just interrupted me. 23. The
teacher has explained it to us.

Yup. 4. IlepeBeaure Ha AHIVIMACKUN SA3BIK, yNOTpedasisi riaarojbl B Passive
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Voice.

1. Cobop Casroro IlaBna crpoun apxurektop Pen. 2. Korma nanucanu mucemo? 3.
Kyna nonoxunu kauru? 4. 3a goktopoM nonutoT 3aBTtpa. 5. B Caukrt IletepOypre
CTPOSIT MHOTO OMOB. 6. IIpon3BeneHuss aHIVIMICKAX M aMEPUKAHCKUX INHCATENEN
u3aaoT Bo BceM mupe. 7. Ctuxu PoGeprta bepHca 3HaIOT BO MHOTHX CTpaHax MuUpa.
8. Korma Yapnw3 JlukkeHC ObUT MaJICHBKMM Malb4MKOM, €ro OTIa MOCaIuiIN B
JOJITOBYIO TIOPBMY. 9. DTa omnepa Obuta HamucaHa cTo JieT Hazan. 10. DToT poMan
yKe TepeBe/ieH Ha MATh A3bIKoB. 11. O0en Bapuiu, korjaa s npuien gomon. 12. K
TOMY BpPEMEHH, KaK OH Mpuexa, MUCbMOo ObLIO yxke nosyueHo. 13. Ham nom ceifyac
pemontupytor. 14. Komto kak pa3 copamuBaroT. 15. KHuru yxe mnpuHecan u3
oubmmorexu? 16. DTOT KUHOTEATP OBLI MOCTPOEH JI0 TOTO, KaK MBI IPUEXATH CIOJA.
17. Tne ceituac Bam Opat?— Ero mocnamu Bo ®@pannmio. 18. O Bac TOIBKO YTO
ropopwid. 19. Jloma Haa Heit nocmesnuck. 20. «MHe TOJIBKO YTO MPUKA3AIA BBECTH
IUICHHBIX», — cKa3an cojimat. 21. KTo Hammcan 3To nucbeMo? 22. OTH HBETHI TOJILKO
yTo copBaiu. 23. Tebs Buepa nmpocuwiu npuitu nopassiie? 24. B Oynymem roay
ero neeca OyAeT MocTaBlieHa B ATOM Tearpe. 25. 3a 3TuM npodeccopoM Bceraa
MOCBUIAIOT B TPYAHBIX CUTYaIIUSIX.

PexomMenayemas iureparypa

OcHoBHas JuTEpaTypa:
1. bensesa, WM. B. Wnuoctpanubii s3eik B chepe mnpodeccrnoHATbHON
komMMyHuKaruu: yaeoHoe mocobue mist CI1IO / U. B. bensiea, E. 0. Hecrepenxo,

T. N. Coporuna; non penakiueid E. I'. CobGoneBoit. — 2-e uzn. — Caparos,
ExarepunOypr : [IpododpazoBanue, Ypanbckuil (peaepaibHblii yHuepcureT, 2019.
— 131 c¢. — ISBN 978-5-4488-0409-0, 978-5-7996-2848-2. — Tekcrt:

3JIEKTPOHHBIN // DnexktpoHHO-OMOMMoTeuHas cuctema IPR BOOKS: [caiiT]. —
URL: http://www.iprbookshop.ru/87805.html

2. Kyznenora, T. C. AHrIuicCKuN s3bIK. YCTHas pedb. lIpakTukym: ydeOHOE
nocobue ans CIIO / T. C. Ky3neunoBa. — 2-e uza. — CapatoB, ExarepunOypr :
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[IpodoOpazoBanue, Ypansckuii denepanbubiii yauepcutet, 2019. — 267 ¢. —
ISBN 978-5-4488-0457-1, 978-5-7996-2846-8. — Tekct: 531neKTpOHHBIN //
OnexktpoHHO-OmOmoTeynas cuctema [PR BOOKS: [caiit]. —  URL:
http://www.iprbookshop.ru/87787.html (nara obpamenus: 23.09.2020). — Pexum
JI0CTyTA: JIJIsl aBTOPU3UP. TOJIB30BaTENEH

3. boukapeBa, T. C. Axrnuiickuii s3bik: ydebHoe mocodbue s CIIO / T. C.
boukapeBa, K. I'. Yananma. — Caparos: IIpodobpazoBanue, 2020. — 99 c. —
ISBN 978-5-4488-0646-9. — TekcT : 3JIeKTPOHHBIN // DNeKTpOHHO-OMOIMOTEUHAs
cucrtema IPR BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/91852.html.

JonosHuTeIbHAS JIUTEPATypa:

1. Aurnuiickuil s3eIK [DNEeKTpOHHBIN pecypce]: yuebHoe mocodue s CITO / M. A.
BonkoBa, E. FO. Knenko, T. A. Ky3pmuna [u ap.]. — ODJEKTPOH. TEKCTOBBIC
nanubsie. — Caparos : [IpodoOpazoBanue, 2019. — 113 c¢. — 978-5-4488-0356-7.
— Pexum noctyna: http:// www.iprbookshop.ru/86190.html

HNuTepHeT-pecypcesbi:

1. IIkona u3yuenus anriuiickoro sizbika (http://engblog.ru/ - onnaiin)

2. Kny6 uzydenus anrnuiickoro s3bika (http://english-club.tv)

3. Jlemompoun3BOAUTEh B WHOCTPaHHON KOMITaHUH
(http://www.ehow.com/about_6085880_records-manager-job-
description.html)

4. CocraBieHue pesome Ha AHTJIMHMCKOM A3BIKE
(http://www.dayjob.com/content/entry-level-resume-templates-998.htm)
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