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Pasznen 1. Mos Oyaymiasi npodeccus
IIpakTuyeckas padora Nel

Tewma 1.1. Mos Oynymias npodeccus - ASTOMPOU3BOAUTE
Leab padoThI:

1. IloHuMaTh CYIIHOCTh U COLMAIBHYIO 3HAYMMOCTh CBOEH Oyaymiel mpodeccun,
MIPOSABIIATH K HEW YCTOWYMBBIN UHTEPEC.
2. ®opMHpOBaHME KOMMYHUKATHUBHBIX KOMIIETCHIIMW, OBJIAJICHUE JICKCUKOW H
A3bIKOBBIMH KJIMIIE TIO TEME.
Xoa padoThI:
1. BBeneHnue HOBOM JIEKCHUKH.
2. TloBTOpeHue rpaMMaTHYECKOTO MaTepHalia, HEOOXOIUMOIO JJisi U3YYCHUS
TEMBI.

3. Pabora ¢ TekcTamu npodeccuoHaIbHOM HAPaBIEHHOCTH.

I. Read and translate:
TEXT1
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 safeguard data

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
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), is 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 (1G) when talking about records

management. IG is the management of information to support an organization’s
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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 is 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.



IIpakTH4yeckas padora Ne2
Tema 1.2. HeoOxoaumble yMEHNS U HaBBIKU
eab padoThI:

1. IloHMaTh CYIIHOCTh U COLMAIBHYIO 3HAYUMOCTh CBOEH Oyaymied mpodeccum,
IIPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.
2. ®opMHpOBaHHE KOMMYHHUKATHUBHBIX KOMIIETCHIIMM, OBJIAJACHUE JIEKCUKOH M
A3BIKOBBIMH KJIUIIIE 110 TEME.
Xoxa padoThi:
1. BBeaeHue HOBOM JIEKCHUKH.
2. TloBTOpeHre TpaMMaTHYECKOTO MaTepuaja, HEeOOXOTUMOTO JJisl HU3y4eHUs
TEMBI.

3. Pabora ¢ TekcTamu npodeccHOHATBHON HAMPABIECHHOCTH.

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 Skills. 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 is
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.

IIpakTuyeckas padora Ne3d
Tewma 1.3. MecToumenus



Hean padorel: M3yueHne HOBOro rpaMMaTHYECKOIO MaTepraia, yMEHUE
HCTOJIB30BaTh MOJYYEHHBIE 3HAHUS B PA3rOBOPHOU pEYH;
Xoa padorbi: M3yueHrne HOBOro rpaMMaTHYECKOro MaTepuana. Beimoinenue

YIPaKHECHUM.

MecTouMeHue - 5TO 4YacTh peuyd, yHoTpedsseMass B MPEUIOKEHUH BMECTO
CYIIECTBUTEIILHOTO WJIM TIPUIAraTelbHOTO, pPEekKe - Hapeuns. MecToMMeHHe He
Ha3bIBACT JIMIO, MPHU3HAK WM TPEIMET, a JHIIb agpecyeT Hac K HeMy (yxe
ynoMmsHyToMy paHee): Ann asked Peter a question. He answered her. Anna 3anana
IIere Bonpoc. OH OTBETHII €MA.

JNHYHEE, NPHTARATEJILHRIE M BOSBPATHO-Y¥CHMIMTENEHHE MECTOMMEHMA
THCIIO JIHITO JIM9HHEE MECTOMMEHMA IIPHTAEA TEJILHEE BOSBPATHO-
MECTOMMEHMA YCHIMTEJIEHHE
MECTOMME HIA *
MMEHEHTE NEHRH OEBEETHHHA OCHOBHAA AECONETEAA =
NAENER NANEE SOPME $OPMA"
1-e I = m“;ﬁ”f MY aodit mine myself
e you rTm, you r=fa, your
= BE refc TECOR, Bam yours yourself
Ex. u. e he cx | BiMe=ro, | pio . | his himself
(=. B.) =ty
F=
= :,_} she cu2 | her ==, =5 | her e hers herself
3—e it oms, it =ro. its e, : .
(Heomym. ) oH, OHS =Ny, ==, = == its itselsf
1-e We sor usﬂ::c, QUL sam ours ourselves
M. U 2-e you =x ya'l:;aa, YOur ssm | Yyours |yourselves
3-e they onx the}a;nu Hx, thﬁ:r theirs | themselves

* A0coiloTHast (popMa NMPUTSKATEIbHBIX MECTOMMEHMU MEPEBOAUTCS TaK K€,
KaK U OCHOBHAs, M yMOTPEOJIETCS BMECTO OMPEEIIEMOTO CYIIECTBUTEIHHOTO BO
n3zbexxanue nmoBropenus: This is her pen and this is mine. 3To ee pydka, a 3T0 MO,
** Bo3BpaTHO-yCHJIUTE/IbHbIE MECTOMMEHHS B 3aBUCUMOCTH OT YHCIa U Poja
MepeBosITCS: caMm, cama, caMO (€IWHCTBEHHOE YHWCJIO0), CaMH, CaMUX
(MHOXKECTBEHHOE YHCII0), ce0s1, ceOe (eMHCTBEHHOE U MHOKECTBEHHOE YUCIIO) U T.
.
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Exercises

1. Ilepenenarite mpeanokenus mo oopasiy: This is your house - This house is yours.

1

. Thisis my life - ... ;

2. This is his watch - ... ;

3
4
5
6
7

. That's our money - ... ;

. Thisis her plan - ... ;

. These are their clothes - ... ;

. Is this your land? - ... ;

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

2. BcTaBpTe B TIPOIYCKHM TPAaBUIIBHBIC MPUTKATEIHLHBIC MECTOMMEHHS, BBIOWpAsS
MEK]ly OCHOBHBIMHU U a0COTIOTHBIMU (pOpMaMHU:

OCOoOoO~NO OIS, WN B

w

4

1
2
3
4
5

1
2
3
4
5.
6
7
8
9
1

. ... (you) friends are very nice;

. Is that ... (she) hotel?

.... () 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).

. [lepeBennTe mpeaoKeHNs HA AHTJIMUCKUAN SI3BIK:

. Hamra mammnia OoJiblie Bariei;

. I'ne ero ponutrenu? A e€?

. JTa CyMKa HE MO,

. Moii KOHb CHUJIBHBIN, @ TBOM CJIA0BINH;

Hamr otnyck HaunHaeTcst B CeHTS0pe, a ux?

. 910 TBOs manka? - /la, 3Ta mamnka Mos;

. Bamm nepymika u 6abyuika crapbie, a Hallll MOJIOJIBIE;

. Moii TenepoH ciioMan, MOTY 5 B3SITh TBOM?

. Celtyac 51 pazroBapuBaro ¢ OJHUM CBOUM TOBAPUIIIEM;

0. Moii oTens HaAXOAUTCS Ha IUISDKE, a KaK HACUET TBOETO?

. Beibepure npaBuiibHy10 (hOpMy yKa3aTeIbHBIX MECTOMMEHUI:

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

. (This, these) are books.

. (This, these) is a red ball and (this, that) is a yellow ball.
. (That, these) is a cat and (those, this) are mice.

. I like (this, these) flowers!
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. (That, those) pictures are very beautiful.
. They live in (these, this) country.
. BeiOepute npaBmibHy0 (hOPMY BO3BPATHBIX MECTOMMEHU:

o1

. 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).

4. 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).

wWwnN

3 O1

6. 3amoaHuTE IIPOITYCKH IMOAXOAAINNMU MCCTOMMCHHUAMU B 00BEKTHOM magacixe:

My husband and | 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. 3amoaHuTE IMPOITYCKH IOAXOOAINUMHA MCCTOMMCHHUAMMU:

Jack is hungry. Bring a sandwich.

Ann is ill. Take these flowers.

Fred and Jane are in the country. Write a letter.
| 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.

MecToumMeHnus some, any, no, €very U ux rmpou3BoOAHLIC

Hea» paborbl: l3ydyeHne HOBOro TIpaMMATHUYECKOIO Marepuana, YyMEHHE
HCIIOJIB30BAaTh MOJIyYEHHBIE 3HAHUS B PA3rOBOPHON peyu;
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Xoxa padoTsi: M3yueHrie HOBOTO IpaMMaTUUYECKOro Marepuana. BeloiaHeHue
VIIPAKHECHUU.

HCOHpCIIGJIGHHBIC MCCTOMMCHHA SOme M aNy ciayxar i 0003HaYCHUS
HCOIIPCACICHHOI'O (HG6OJII>H_IOFO) KOJIMYCCTBA IIPCAMCTOB HNJIM BCHICCTBA.

MECTOMMEHMA M HAPEUMA, NPOMSBONHEIEE OT SOME, ANY, NO, EVERY

COCHOBHEE NPOMEBONHEE
e NPOMSBOJHHE MECTOMMEHMA HAPETHA
+thing +body +one +where

something somebody somaone somewhere

gTo-TC, BETo-T0, BETO-TO, moe-ro, oS-

T -HHEVOR, ETo-HHOVOR, BETO-EHOVIE . HHEVOR, EYEIE-
Some gro-THEs, ETo-nHbo, ETo-nHES, TS, KYI2-
HedTo KOS -RTS, KoS-RTO, HHETE ,
HEKTS HaETS EYna-mHEs,

KVRA YIomHS

anything anybody anyone anywhere

TTo =M, ETO=T0, BTO=T30, Toe=MEeEoe,

.H.I'.I.Y BCoS, ETo=-nHEo, KRTo= BT =mHOo, EYAE=-HHOVOE,

¥To yIOoES HHOVOE, ECAKHH, ETO-HEHOVIE, Ige YVIOOHED,

Jobon ECERMEH, Janbol FyVOE FIoOED

No nothing nobody no one nowhera
HHYT®, HHY9SIC HHETS, HHEOTS EKETS, HRROTO HHTOS, HHEYOS
everything | everybody everyone everywhere
Every Bo& Bes BCE, KAwINE Besns, nopcHmY,

BoOmy

Some ynorpe0JisieTcsi, Kak MPaBHIO, B YTBEPAMUTENbHBIX MPEAIOKEHUIX
nepe MCUUCISEMBIMU CYIIECTBUTEIILHBIMA BO MHOXXECTBEHHOM YHCIIE U Tepes
HEHCYUCIISIEMBIMU CYIIECTBUTEIBHBIMU, IMES 3HAUCHHE HECKOJIbKO, HEKOTOphIE: 've
got some interesting books to read. ¥ mMeHst ecTh MHTEpPECHBIE KHUTU (=HECKOJIBKO
WHTEPECHBIX KHUT) JIJIST YTCHUSI.

Any ynorpeoJsieTcsi, Kak MPaBHJIO, B BOIMPOCUTEIBHBIX W OTPHIIATCIIBHBIX
npeioxkenusx: Have you got any interesting books? Y Bac ecTh HHTepeCHbBIC KHUTH?

Some M any 4acTo He MEPEBOIATCS HA PYCCKUM SI3BIK (OIMYyCKAIOTCS TPHU
nepeBoe).

Exercises

Yup. 1. BctaBbTe SOME, any uiu 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?
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- - 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, | 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 mim everything.

1. Give me ... to read, please. - - With pleasure, 2. | don't know ... about your town.
Tell me .., about it. 3. Please give me ... warm: it is cold here. 4. | 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 is the book? — It is on the table. - No,
there is . . there.

Yup. 3. BeraBbTe Somebody, anybody, nobody usm 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 is
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.
| saw ... in the train yesterday who looked like you. 10. There is ... in the next room.
| 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, N0 WJid UX NPOU3BOJAHbBIE.

1. Here are ... books by English writers. Take ... book you like. 2. There are ... boys
in the garden because they are at school. 3. | can see ... on the snow, but | 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 | 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? | want to
read ... about him. | have read ... books by Dickens and | 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.

Yup. 5. BecraBbre Somewhere, anywhere, nowhere miu everywhere,

1. | put my dictionary ... yesterday and now | 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. | don't want to stay at home in such
weather. 5. | cannot find my glasses .... | always put them ... and then look for them
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for hours. 6. Today is a holiday. The streets are full of people. There are flags,
banners and flowers ....

IIpakTHyeckas padora Ned
Tewma 1.4. IlpunaratenbHble U HAPEUUS.
CreneHn cpaBHEHHUS NIPUIIAraTeIbHbIX U HAPEUH.
Hear padorbl: l3ydyeHue HOBOro TIpamMMaTHYECKOrO Marepuana,
HCIIOJIb30BaTh MTOJYYEHHBIC 3HAHUS B Pa3rOBOPHOU PEYH;
Xox padorbl: l3ydeHHME HOBOIO IpaMMaTHYECKOTO Marepuaia. BeironHeHue
VIIPAKHCHUU.

YMEHHE

[TpunaraTensHbIe 0003HAYAIOT MPU3HAKY MPEIMETOB U OTBEUYAIOT HA BOMIPOC: KAKON?
A wide road. [IIupokas mopora. A tall tree. Beicokoe aepeBo. An interesting book.
WNuTepecHas KauTA.

Hapeuus oTBeuaroT Ha BOIpocC: Kak?

He speaks English well. On roBoput mo-aHriuicKku X0opoIio.

(opMbI
CpaBHUTEIIbHYIO (comparative

[IpunaraTtenpHple W Hapeduuss UMEKOT TpH CTEICHEN
degree),

MPEBOCXOAHYIO (superative degree).

CpaBHEHUS:

MOJIOKUTENBbHYIO  (positive degree),

®opMBbI CpaBHUTEIIBHON U IPEBOCXOHON CTENeHel 00pa3ytoTcs IByMs CIIOCO0aMHu:
Cnoco6 1. Ecnu npuiaratenbHOE OJHOCIOXKHOE, (GopMa ero CpaBHUTEIHHOU
cTeneHu oopa3yeTcs nmpu nomoiu cydukca -er, a popma MpeBOCXOTHON CTETICHH —
npu noMotu cyddukca -est.

IlonoxurenpHasd CTEIEHb

CpaBHUTENBHAS CTEIICHB

IIpeBoCcxoaHAsA CTENECHD

strong (cuIbHBIN)

stronger (cunbHee)

the strongest
(cunbHeHIINI)

cold (xoyoHBII)

colder (xonoauee)

the coldest (camblii

XOJIOAHBIN)

HekoTtopsie AByCIOXHBIE MpHiarateIbHble OKaHUMBAMOIIMECS Ha -y, -er, -OW
00pa3yloT CTETICHU CPAaBHEHHUS TaK )K€, KaK U OJTHOCIIOKHBIC, C TOMOIIBI0 CyP(HUKCOB
-er u -est.

easy (merkwii) — easier (Oosnee merkuii, ynerde) — the easiest (camblif JerKui,
Jeryanimm)

Cnocod 2. OT IBYCIIOXKHBIX NPWJIATATEIbHBIX W MPUJIAraTeNbHbIX COCTOAIINX W3
TpEX uim OoJiee CIIOTOB, CPaBHUTENbHASI CTEMEHh 00pa3zyeTcsl MpHU MOMOIIU CIIOBa
more (less), a mpeBocxoaHas CTENEeHb — MPU MOMOITHY cjioBa most (least)
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famous (3namenuThIi) — more (less) famous (6o1ee (MeHee) 3HaMeHUTHIH ) — the most
famous (cambIif 3HaMEHUTHIN )

interesting (uHTepecHbIl) — more interesting (Gonee mHTepecHbii) — the most
interesting (camplii KHTEPECHBIN)

3anomuume UCKJIIOU€HUA npu 06pa303anuu cmeneHeil CpaeéHenusn

npuiiacamesibHblX:

[TonoxxutenbHas CTEIICHDb

CpaBHI/ITCHBHaﬂ CTCIICHDb

HpGBOCXOI[HaH CTCIICHDb

good (xoporimii)
well (xoporiio)

better (6oJyiee XOpOIIUHA,
JTydIIe)

the best (camprii
XOPOITUH, JTYUIITU)

bad (moxoif)

worse (0oJiee TI0X0H,
XyXKe)

the worst (cambirii
IJI0XOM, Xy 1IN )

little (ManenbKwMit)

less (MeHbIIIEe, MEHBIITUH)

the least (camprii
MaJICHBKHI)

much / many (MHOT0)

more (00JbIIIe)

most (0oJbIIIE BCETO,
caMblii OOJIBIIION)

far (manexwmin)
far (maneko)

farther (6onee manekmin)
further (mambiie)

the farthest (camprii
JAJICKUI)

the furthest (zambiie
BCEr0)

CymiecTBUTENBHOE, ONpPENEIIEMOE NPHJIAraTeIbHbIM B IPEBOCXOJHON CTENEHH,
BCETJIa UMEET OINPEAECIEHHbBIN apTUKJIb.

B nmpennoxeHusx €O CTENEHSMHM CpPAaBHEHUS MNPWIATATEIbHBIX W Hapeuuil
UCIIOJIB3YIOTCS CJIEYIOIME COFO3BIL: as ... aS TAKOH K€ ... KakK; Not SO ... as He TAKOH ...
KaK.

Exercises

1. OOpasyiiTe CpaBHUTEIBHYIO W TMPEBOCXOJHYIO CTENEHb OT CIEAYIOIUX
IIpUJIaraTesIbHbIX U HApEYU .

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,

2. IlepeBenute NpeaIoKEeHUSI HA PYCCKUM SI3BIK.

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
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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, yOTpEOHB HYKHYIO CTEIICHb IpHJIaraTeIbHOr0/HapeuHsl.

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. IlepeBeaure NpeayIOKECHUS.

1. Yapnb3 [IMKKEHC — OJIMH U3 CaMbIX U3BECTHBIX NTUCATENEH B MUpPE. 2. DTOT paccKas
HWHTEPECHEE, YeM TOT. 3. Bam 1oM Bbliie Hamiero? Het, OH Takou e BBICOKUI, KaK U
Baml. 4. JTO — caMas MpeKpacHas KapTWHA BO Bced KoJulekuuu. 5. Poccuiickas
Oenepanus Oosbiiie BenukoOputanuu. 6. OH caenan padoty ObIcTpee, 4eM Bbl. 7.
Yem Ooubiie BeI paboTaeTe, T€M Jierde ciaBaTh 3k3ameHbl. 8. Ero pabora myudie
Baieil, Ho pabota AHHBI — camas nydias. 9. Poccusi — camas Oombliias cTpaHa B
mupe. 10. 5 )xuBy HE Tak TAJIEKO OT MHCTUTYTA, Kak Mo Ipyr. 11. B urone cronsko
e JHEeM, CKoJIbKo U B aBrycte. 12. Camouiet ObICTpee, 4eM Moe3I.

5. Packpoiite ckoOKH, ynmoTpebiisas Tpedyoytocs GopMy IpriiaraTeIbHOro.

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 | 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 | have read this
year. 19. January is the (cold) month of the year. 20. My sister speaks English (bad)
than 1 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. Packpotiite ckoOku, ynotpe0sis Tpedyromiytocs: GopMy MpuiIaraTeabHOTO.
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1. Oil is (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 | 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. IlepeBenure cineayronye MpeiioKeHUs Ha aHIIMACKUH A3bIK.

1. 3manne MOCKOBCKOTO YHUBEPCUTETA - CAMOE BBICOKOE B cTosmue. 2. Hamr ropos
HE Takou O0JIbIIoHN, Kak MOCKBa, HO OH Takoi ke KpacuBbI. 3. HeBckuil mpocmnexT
— oaHa U3 cambIx KpacuBbIX ynuu Caskt-lIlerepOypra. 4. Kto camblii Muaammi
yueHuK B Hamed rpynme? — IlerpoB. Ho oH cambiii BeicOkui. 5. I'pammarnka
AHTJIMICKOTO A3bIKA TPYHAsl, HO aHTJIMKACKOE MMPOU3HOILICHHE TpyaHee. 6. Mara3suHbl
Ha Hamiel ynuie OoJblile, YeM Mara3uHbl Ha Bamel yauue. 7. Ham teneBuszop Takoi
K€ XOpOLIUH, KaK 3TOT. 8. JTa KoMHaTa cBeTiiee Toil. 9. [Torona ceroaus xyxe, 4em
Buepa. Ceroaus xoyiogHee, U uaet 10xap. 10. Mos koMHaTa He Takas OOoJIbIIasi, Kak
KOMHAaTa MO€i MOoApyru, HO OHa cBetiiee U Temiee. 1. Kakas u3 aTux KHUr camas
untepecHas? 12. HosOpb He Takol XOJ0AHbIN Mecsll, Kak sHBapb. 13. Moii orerr —
O4YEHb 3aHATHIN YesoBeK. 14. KpbIM - 0THO M3 caMbIX JIy4IIMX MECT AJIsl OTabIXa. 15.
CeronHst OH 4yBCTBYET ce0sl rOpa3/o JIy4llle.

IpakTnueckas padora Ned

Tema 1.5. OducHas TexHuka
eab padoThI:

DopMUPOBAHUE KOMMYHUKATUBHBIX KOMIICTEHIIMM, OBJIAJICHUE JIEKCUKOW U
SI3IKOBBIMHU KITUIIIE TI0 TEME.
Xoa padoThI:

1. BBenenue HOBOM JIEKCUKH.
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2. Pabora c Tekctamu npoeccruoHaIbHON HAPaBICHHOCTH.

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 , | can a copy of a letter.

I various documents for spelling and formatting.
I

I

I

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

c) Give subtitles for each paragraph. Identify the main idea of each paragraph.
Then compare with the classmates. Discuss which are the best ones.
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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) ldentify the main idea of the text. Compare with the classmates. Discuss
whichis the best one.

Paznen 2. YcrpoiicTBo Ha padoTy
IIpakTuyeckas padora Neb

Tema 2.1. ITouck paboTbl

eab padoThI:

1. TloHuMaTh CYIIHOCTh M COIMAJIBHYIO 3HAYMMOCTh CBOEH Oymymied mpodeccuu,
IIPOSIBJISITH K HEW YCTOWYMBBINA UHTEPEC.

2. ®opMHpPOBAHME KOMMYHHMKATHBHBIX KOMIIETCHIIMI, OBJIAJICHUE JIEKCUKON U
SI3BIKOBBIMHU KJIWILIE 110 TEME.

Xoa padotbi: Kiuie v BeIpakeHus 1o TeMe. BeinonHenne ynpaxHeHul 1Mo TeMe.

1. Answer the questions:

What is a CV (resume)?

What kind of information does it contain?

Who writes a CVV? 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
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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

Quialifications 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

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 ¢) 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 c) attending meetings

5. The applicant .......

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

IIpakTueckasi padora Ne 7.
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Tema 2.2. Hamucanne pestome. CobeceoBanme nmpyu mpruemMe Ha padory.
eab padoThI:
1. [ToHuMaTh CYIIHOCTh M COLIMAJIbHYIO 3HAaYUMOCTh CBOEW Oynymien mpodeccun,
MIPOSABIIATH K HEW YCTOMYHUBBIA HHTEPEC.
2. ®OopMHpPOBAHME KOMMYHMKATHBHBIX KOMIICTCHIIMM, OBJIAJCHUE JEKCUKON U
A3bIKOBBIMH KJIMIIE TIO TEME.
Xoa padorsi: Kiuiie u BeIpa)keHus 1o TeMe. BeInoIHeHne ypa)KHEHUH 110 TEME.

[IpounTanTe 1 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.

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. 1t 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, | 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, | 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.

CocTaBiieHHEe aHKETbDI.

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
itin.

JOB APPLICATION FORM
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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
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. | 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. | authorize the verification of any or all
information listed above.

Signature Date

l. HpaBI/IJIa COCTaBJICHUA PE3IOME HA AHTJIUMCKOM:
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B omimune OT pPyCCKOSA3BIYHOIO, PE3IOME HA AHIVIMHMCKOM S3BIKE HMMEET
HECKOJILKO 0coOeHHOocTeH. Tak, B Hauaje aHKETHI CJI0BO «Resumey» He MUIIETCS, a
Cpa3y YKa3bIBACTCA UMA U (baMI/IJII/ISI. Ilocne 3Toro KOHTaKTHBIE JAaHHBIC: MMOYTOBBIN
aapec, UHIEKC, HoMep TeneoHa U 3IeKTpoHHas moura. OOpaTuTe BHUMAaHUE, YTO
IMOYTOBBIN aJIp€C HAYMHACTCA C HA3BAHUS YJIIUIBI, d T'OPOJd YKAa3bIBACTCA ITIOCJIC 3TOIO.
[Tpumep:

Petr Sidorov

Petrova, 241, apt. 28

Moscow, 257048

(495) 658-12-43

petrsidorov@mail.com

[Tocne sToro ykaswiBaroTcsi miepcoHaibHble cBenenus (Personal Data): mara
POKICHUA, ceMeMHoe IIOJIOKCHHUE, KOJITNYECTBO ,Z[CTGﬁ (GCJII/I GCTB) nT.Ao. HaanMep:

Date of birth: 04/16/1981

Marital status: married

3aTeM, Kak MpaBWIO, B PE3IOME HA AHIJIUMHUCKOM S3bIKE€ TMHUILETCS LEIb
(Objective), ¢ KOoTOpOil BBl yCTpauBaeTech Ha padoTy, chepa AEATEIBHOCTH H
HHTCPCCYIOINUEC BaC OOJDKHOCTH. Ilocne »Toro B XPOHOJIOTHYCCKOM IIOPAOKE
pacinojiararorcsa CBCACHUA 06 OCHOBHOM U JAOIIOJHUTCIIBHOM 06paBOBaHI/II/I.
Hanpuwmep:

Education and Qualifications

Basic:

2002-2007: Moscow State University

Philology Department

Philologist

Additional:

2005: Professional Education College

Computer Operator — Certificate

Hanee crnemyer Haubosiee BaKHBI M MHPOPMATHBHBIA OJOK pe3ioMe Ha

aHTJIMICKOM si3bIke — 00 ombiTe paboTe (Work Experience), KOTOpPBIii 3aroaHsAETCs B
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CIIEYIONEM TOPSAIKE: MEPUOJ 3aHMMAEMOW JOJKHOCTH, KOMITaHUS WU (Pupma,
JIOJHKHOCTH B 00s13aHHOCTH. K puMepy:

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

3atem 3anosiHAeTCs pasnen « HaBbIkuy, T1Ie yKa3bIBAIOTCS pa3IMuHbIC YMEHUS,
M HaBBIKM BJIAQJICHUS KOMITBIOTEPOM, SI3BIKAMH, & TaK)Ke JMYHOCTHBIC KadecTBa W
XxapaktepucTuku. Hampumep:

= excellent oral communication skills — oTinyaple HaBBIKE yCTHOU
KOMMYHHKAIAH

= basic English — 6a30BbIii aHTIHIICKUI

= expertise in human relations — 3Hanue ynpaBjeHHs TIEPCOHATIOM

B camom KkoHIle MOXXHO paccka3zath o cBoux mybnukamusx (Publications),

Harpazgax (Awards) u pexomenaanusx (References).
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OGpa3sel aHKeTbl, 3anonHAeMONA Npu NnpuemMe 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

1)

2)

3)

4)

5)

6)

May we contact the employers listed above?

Indicate which ones you wish us to contact:

Remarks:

e

I11. 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: | received your resume a few weeks ago and | must say that | 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 | ask you why you're interested in working for us?

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

Interviewer: | 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. | mostly deal with
clients and | handle all aspects of their accounts.

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

Dan Brooks: Yes, of course. | 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, | 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. | have graduated from the University of Kent and | have a degree
in Accountancy and Finance.

Interviewer: Do you have any additional certificates?

Dan Brooks: Yes, | 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. | 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, | 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.

IIpakTuyeckas padora Ne8

Tema 2.3. MHOXECTBEHHOE YHCIIO CYLIECTBUTENbHBIX. VcunciseMble u
HEHUCUYHUCIIAEMBIE CYILIECTBUTEIbHBIE.
Henr paborbl: l3ydeHHME HOBOrO TIPaMMATHYECKOIO MaTepualla, yMEHHUE
HCIIOJIb30BaTh [IOJYYECHHbIE 3HAaHUS B Pa3rOBOPHOU peyH;
Xox padorsl: 3ydyeHre HOBOro rpaMMaTHYECKOr0 MaTepraiia. BeinoiHeHne
YIPaXHECHHM.

Nmsa cymecTBUTe/ILHOE — 3TO 3HaMEHATelIbHAash YacTh peuyd, 00O03Havaronas
mpeAMET B CaMOM IIMPOKOM CMbIciie. Hampumep, CyliecTBUTENbHBIE MOTYT
obo3HauaTh BemM (Car, pen), >kuBbIx cymectB (cat, human), mecra (Norway,
mountain, Moscow), wmartepuansl (copper, cloth), npoueccer (life, laughter),
cocrosiuus (rest, sleep), abcrpakrapie nousatus (beauty, evil) u xagectsa (kindness,
bravery).

MHOKeCTBEeHHOE YHCJI0 UMEH CYIIeCTBUTEJLHBIX 00pa3yeTcst MyTeM:
1. Jlo6aBaeHUsI OKOHUAHHSA =S K CYIIECTBHTEIBEHOMY

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

2. Jlo6aByieHUs1 OKOHUAHMS -§ K CYIIECTBHTENLHBIM, OKAHUMBAK)-
IIIUMCS HA IVIACHYIO + Y

turkey HHJLIOK furkeys
monkey 06e3bsiHa monkeys
day IEHb days.
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3. 3amennl Yy Ha i ¥ noOaB/IeHHA -es K CYIIIECTBUTEJILHEIM, OKaHUH -
BAOIIIMMCS Ha COTIACHYIO + Y

a fly

a lady

a body

a counitry
a company
a party

a baby

Myxa
Jiequ
TeJaO
cTpaHa
KOMITaHHUS]
napTHs
MJIaJIeHelL

[lies

ladies
bodies
countries
companies
parties
babies.

4. JloGaBjieHHs OKOHUAHHS -€S K CYILECTBHTEJbHbIM, OKaHUHBAI)-
LLMMCS Ha S, X, Z, ch and sh

mass
class
box
buzz
watch
match
dish
crash

macca
KJ1ace
KOpOoOKa
3BOHOK
4achl
CMHYKA
6J110]10
KpyLleHHe

masses
classes
boxes
buzzes
watches
maitches
dishes
crashes.

9. 3amensl f Ha v 1 106aB/IeHUSI OKOHUAHHMS -€S K CYLLLECTBHTEJIbHBIM,
oKaHuyMBawimmces Ha T u fe

knife
wife
life
half
shelf
woll

Ho He Bcerna.
belief
chief
chef

cliff

roof

HOMK
AHeHa
KHU3Hb
MMOJIOBHHA
[MOJIKd
BOJIK

knives
wives
lives
halves
shelves
wolves.

HekaroueHusamu sSBAsiiOTCS:

BEpa

wed

wed-nosap

yTec
Kpblllia

beliefs
chiefs
chefs

cliffs

roofs.
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b, obapneHHs -8 WK -€8 K CYUIECTBHTENLHOMY, OKaHYHBAKILIEMY -
CA HA O

piano NHAHHHO planos
potato KapTohens potatoes
tomato NOMHAOP fomatoes
hero repoi heroes.

Paji cyuiecTeHTe bHBIX 00pa3yioT MHOMECTREHHOR YHCID He no ob-
UM npasutam:
El} H3MEHHETCH KOPHEBARH TJTaCHaN:

a man MYy RHHHEA men MYy HH B
( Woman HEHIHHA women AEHIMHE]
a foot HOT'd feet HOTH
a tooth 36 feeth 3yl
( goose IyCh geese [YCH
@ mouse MBIl mice MBILLTH,
G) nobapasieTcs OKOHYAHHE -€n;
arn ox ORIK oxen GRIKH
a child pefieHOK children AETH.

B:I SdHMCTBYHTCH I:IJII:IPMFJI COHHCTREHHOD W MHOMCECTECHHOMD 4HCA
H3 JJATHHCKOI'Q H PEYMECKOTD H3LIKOB:

a formula thopmyJia formulae (formulas)  $opmyna

(1 CFisis KPH3HC crises KPHIHCH
i criferion KPHTEPHH criferia KPHTEPHH
a bacterium  Gaxkrepus hacteria GakTepHH
a datum NAHHOE data JAHHLIE
an index HHIEKC indices HHAEKCHL,

B auranfickoM A3bIKE eCTh CYLIECTBHTENLHBIE, KOTOPBIE HMEIOT OIHY
( 06y ) opMy LI5S eIMHCTBEHHOTO M MHOMKECTBEHHOTD MHCIA:

a deer OJIEHb deer OJIEHH

a sheep OBlLA sheep OBLIk

a fish phiGa fish DhIOLI

(1 SWine CEMHbA swine CBHHEH
moose JOCh moose JIOCH
bison GHI0H bison GHI0HLL.
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HexoTophie CyIecTEHTENEHEIE MOTYT YIIOTPEGIATHCA B (DOPME TOJIb-
KO €QMHCTBEHHOIO JHO0 MHOMCCTBEHHOIO YHCIE.

ToabKo B €MHCTBEHHOM YHCIE ynoTpednswTen caosa:

money — JEHLTH

sugar — caxap

hair — BoJsOCKH!

business — jpeno

information — undropMaun, cBeaeHus

Progress — Nporpece, yernexH

news — HOBOCTh, HOBOCTH

peace — MHp

love — nwGoBhL

knowledge — 3nanne, 3HaHHA

advice — coBeThbl

furniture — metensb

luggage — Garas

fruit(s) — dpykrh,

ToabsKo BO MHOKECTBEHHOM YHCIE }'EI]'TPEﬁJIHH}TEﬂ CNOBRA.

clothes — onexna

£goods — ToBapkl

riches — Goratcrea

thanks — GnarolapHoOCTb

Manners — MaHepbl.

TonLKo BO MHOMECTBCHHOM YMcae ynoTpeOamiorTed 0003HAYMCHHA
NpeaMETOR, COCTORAILIMX H3 IBYX H G0Jee vacTel:

trousers — OPIOKH

glasses — oukH

SCISSOrs — HOMHHLLB

shorls — wopTh

pliers — naocKoryGib.

3. McunciasgeMble/HeHCUUCITISIEMbIC CYmCCTBUTCIIbHBIC.
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Hcuncnsiemble CylecTBHTEAbHBIE J1€TKO y3HATh, OHH 0603Ha4aloT
NpPEeIMETEI, KOTOPLIE Mbl MOXKeM cocyuTath. Hanpumep: pyuka. Mbl Mo-
JKEM NOCYHTATB py4Kd. X MoXKeT GuiTh 0/Ha, ABE, TPH WK GOJbLLeE KOJIH-
4ecTBO pydcK. BOT HeKoTOpLie NMpHMepbl HCUHCJSEMbLIX CYLIECTBHTEL-
HBIX:

dog cobaka bottle GyTHIIKA
cat KOT box KopoOka
animal AHHBOTHOE litre JIHTD
man MyHUYHHA coin MOHeTa
person YeJI0Bex dollar aosiap
cup yaiKa plate TapeJika
fork BHJIKA table CTOJ
chair CTYA suitcase yeMojlan
bag CyMKa

Heucuucasiemele cyliecTBHTEIbHEIC 0003HAYAKOT BELLeCTBA, NOHATHSA
H T. I, TO €CTh TO, YTO HE MOXKET Ie/INThCA HA OT/IeJIbHEIE 3JIeMeHThI, Ml
HE MOXKEM MoCYHTaThL HX. Hanpumep, Mbl He MOXEM NOCYHTATH € MOJIOKOY.
MEl MOKEM NOCYHTATE « OYTLUIKH MOJIOKA» HJIH «JHTPLI MOJIOKA», HO Mbl
HE MOXKEM HernocpejICTBEHHO MOCYHTATh €MOJIOKO». BOT HeKOTOpbIe MnpH-
Mepbl HEHCUHC/IIEMbIX CYLIeCTBHTEJbHBIX:

music My3blKa rice pHC

art HCKYCCTBO sugar caxap

love Mmo6oBL butter MacJ10
happiness CHACTLE water BOJA

advice COBET air BO3yX
information HHopMaLKs electricity JIEKTPHYECTBO
news HOBOCTH gas ras

furniture mebesb money JCHbLIH
luggage Oarax currency BaJIOTA
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Heuncuncasemeie cyuecTBHTENBHEIE 00BIMHO YNOTPeGARITCH B SIHH-
CTBEHHOM HHCJE, OITOMY HCMOL3YETCH MIArCS B €IHHCTBEHHOM HHCJIE,
Hanpumep:

This news is very imporiant. — 3TH HOBOCTH OYEHL BAXKHEL

Your luggage looks heavy. — Baw Garam BEINIAIHT TAHEILIM.

C HeHCHHCASIEMBIMH CYLIECTEHTENLHBIMH OOLIMHO HE HCIOAL3YETCH
Heonpele/IeHHEIA apTHRIL a/an. Henb3n ckazates «an informations win
«a music». Ho MOHO cKasaTe:

a piece of news  HOBOCTH

a bottle of water GyThuiKa BOJEI

a grain of rice  aepHo puca

Hanwriy (kode, Boja, Yail ) 00bMHO HEHCHHCIAEMBIE CYLIECTBHTEb-
Hele. Ho MBI MOeM ckazate (Hanp., B pectopane ): Two teas and one cof-
fee, please. — Jlpa uan v omuH Koe, noxamyicTa,

Much, many, little, a little, few, a few ¢ ucuucnsseMpiMu u
HEHCUHCIISIEMBIMH CYIIECTBUTEIHHBIMU

B anrnuiickoM s3bIKe BBIACIIAIOT CIICAYIOITHUC MCCTOMMCHHLBIC IIPUJIAIraTCIIbHBIC!
much, many - "muaoro"

little, few - "mamo"

Much, little onpeaenstor HencumcIsEMbIe CYIIECTBUTEIBHBIC:

There is much snow in the street.Ha ynuiie MmHoro cHera

There is little sugar in my tea.B moém 4ae masio caxapa.

Many, few - craBsTcs nepe UCUNCIIIEMbIMU CYIICCTBUTEIbHBIMH:

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

Ha ctose MHOrO0 J103K€K, HO MaJIo HOXKEH.

Little, few 6 couemanuu c¢ neonpedenéunvim apmuriem o0opaszyrom
ycmouuuevle COUemanus co ciedyiouumMu 3HAYeHUAMU:

a few - "Heckonpko"

a little - "memuoro"

A little - "HemHoro" u a few - "HeckoJIBKO" YITOTPEOISIOTCS B CMBICIIE "HEKOTOPOE,

XOTs M He0OJIbIIIOE KOoJMuecTBO", B TO Bpemsi Kaxk little u few - "mano" ynorpebnsrores
B CMBICJIE "HETOCTAaTOYHO, ITOYTH HET".

I've got little time.Y MeHs Majo BpeMeHHU.
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I've got a little time.Y MeHst ecTh HEMHOTO BpEMEHH.
He has few friends. ¥ wero maino npyseit.
He has a few friends. ¥ Hero ectb HECKOIBKO IPY3€H.

Hapsngy ¢ MeCcTOMMEHHBIMM IPWJIAraTe€IbHBIMH B 3HAYEHHH ''MHOIrO"
ynotpeosirorest couetanus: a lot of, lots of, plenty of - kak ¢ ucunciasiembiMu, Tak u
C HEUCUHCIIIEMBIMH CYIICCTBUTCILHBIMU, OO003HAYAIOUIMMH SIBJICHUS TMPUPOJIBI
(snow, rain), semectBo (ink, water, salt), adbcrpaktusie monstus (love, beauty,
inclination):

There are a lot of English books in my library. B moeli 6ubimoTeke MHOTO
AHTJIMACKUX KHHT.

There 1s a lot of rain this autumn. 9Toi 0CEeHbIO MHOT'O TOKJICH.
There are lots of roses in this garden. B atom camxy MHOTO pO3.

We have lots of snow this winter. Toii 3uM0it MHOTO CHera.

There are plenty of pictures in his studio.B ero cTyauu MHOTO KapTHH.
We have plenty of time. Y mac MHOTO BpeMeHHU.

Exercises

1. ITocTraBbTE creayromue CylieCTBUTEC/ILHBIE BO MHOKECTBCHHOC YUCJIO (He
3aﬁy111>Te, 9710 nepea MHOKECTBECHHBIM YU CJIOM Heonpenenenﬂmﬁ APTHUKJIb
HYKHO OIIyCTHTB),

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. IlocTtaBbTE creayriomue CylieCTBUMTE/IbLHBIC BO MHOXKCCTBCHHOC YHCJIO
(oOpaTuTe BHUMAHHE HA APTUKJIM: HeollpeleIeHHbII APTUK/IbL BO MHOKe-
CTBEHHOM YHCJIE OIYCKAETCH, ONpeAe/IeHHbIN APTHKJIb COXPaHAeTCH).

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 cleayromue CJI0BOCOYETAaHUA BO MHOKECTBEHHOEC 1HUCJI0.

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

3anomnume:

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

4. IlocTaBbTE CJIeayromue nNpeajioKeHud BO MHOKECTBEHHOE YU CJI0.

1. Thisis astar. 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. Itis not a girl. 26. Itisn'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?

5. IlocTaBbTe CileaylLIue Mpeai0KeHUs BO MHOKECTBEHHOE YHCJI0.

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. | 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. IlocTraBbTe cieaylIINe NPeAJI0KEeHU BO MHOKECTBEHHOE YHCJIO.

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. | 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. Pactipeenure cienyronme CymecTBUTENbHbIC Ha JBE TPYIIIIHIL.

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

Hcuuciaaemele:
Heucuucnaemsie:

2. [ToctaBpre HOW many? wim 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?

ook wbdrE
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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. BcraBpre B ipemoxenus 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. | 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. Berasbre B pemnoxxenus few/a few/fewer/little/a little:

1. I suppose she has choice.

2. l'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'mso 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.

IIpakTuyeckas padora Ne9
Tema 2.4. I'naroun to be. O6opot There is / There are

Hear padorbi: I3ydyeHMe HOBOrO TIpaMMaTUYECKOTO MaTepHana, YMEHUE
UCIIOJIb30BaTh MOJYYEHHbBIC 3HAHUS B Pa3rOBOPHON PEYH.

Xoxa pabdortbi: M3ydeHrne HOBOTO rpaMMaTUUYECKOr0 MaTtepruaiia. BeimoaHenue
YIPaXHEHUH.

[naron to be B anrimiickom si3bike
3HaveHue rinaroia to be - "ObITh, HaxoaUTHCA". B OoTiMuUMe OT APYrUX aHTIIUHACKUX
TJIaroJioB, riarosn to be cipsiraercs (T.e. U3MEHSIETCS 0 JIUIAM U YHACIIaM).

B oTamune OT pyccKOro s3bIKa, B aHTJIHHCKOM SI3BIKE TIAroJI-CBS3Ka HUKOIJA HE
OITyCKAeTCs, MOCKOJIbKY aHTJIHICKOE MPEAI0KEHHE HMEET CTPOro (hUKCHPOBAHHBIH
MOPSIZIOK CITOB:  mojyiexariee (Subject) + ckazyemoe (verb) + nomosaenue (object)
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| am a doctor. 4 Bpau. (S ects Bpau.)

The weather is bad. IToroaa nutoxas.

They are from Paris. Ouu u3 [Tapuxa.

[maron to be wHe Tpebyer BcmomorareiabHOro TJaroyiia s o0Opa3oBaHUs

BOIIPOCUTETLHOM WIIM OTPULIATETEHON (POPMBI.

YToOBI 33/1aTh BOIPOC HY>KHO MOCTaBHUTH Ti1aroi t0 be mepex moexarmm:

Am | happy? Is the book interesting? Is he our teacher?

Jlnisa oOpa3zoBaHus OTpHULIATEIHHON (POPMBI TOCTATOYHO MOCTABUTH OTPHUIATEIHHYIO

yactuiry NOt mocsie riaroja to be:

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

Cupsizxenue riaroJia to be B Hactosimem Bpemenu Present Simple:

I am I am not AmI?

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

She 1s She 15 not (she Is she?
1sn't)

It 1 It 1¢ not (1t 15n’t) Is 1t?

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

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

CnpsizxeHue riaroJia to be B npomenmem Bpemenn 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)

CupsizxeHue riaroJia to be B oyaymem Bpemenu Future Simple:

YVTBepOHTEbHOE OTpHOaTeLHOE BonpocuresHoe

npeanosKeHHe npennosKeHHe npennosKeHHe

I will 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)

Ooopor there is / there are B aHrimiickoM si3bIKke

Ob6opor there is/there are B aHTJIMHCKOM SI3bIKE YNMOTPEOIseTCs, KOrjna HYXHO
yKa3aTh HA HAJTMYUE KaKOT0-TH0O JINIA WK SIBJICHUS B OTpeieliecHHOM MecTe. [loce
oboporta there is/there are craButcs moiexkariee.
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There is a lamp on the table. Ha cmone (naxooumcs) namna.
There was a storm last night. ZIpowuioii nousto OvL1a 6ypsi.

[lepeBo npeasiokeHuit ¢ STUM 000POTOM HAUMHAETCSI OOBIYHO C 0OCTOSTENHCTBA
MecTa.

Ecan noajicikamee BbIpakKCHO CYIICCTBUTCIIbBHBIM BO MHOKCCTBCHHOM YHCJIC, TO
riaroi to be mocne there cTaBUTCsS Tak)Ke BO MHOKECTBEHHOM YHCJIE.

There are two lamps on the table. Ha cmone (naxoosmcs) one namneol.

[Tpu W3MeHEeHHH BpEMEHH U3MeHseTcs (hopma riiaroja to be:

There was a lamp on this table. Ha smom cmone 6vina 1amna.

There were three cars in the yard. Bo dsope 6vL10 mpu mawiunoi.

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

XPYCMAIbHASL TIOCMPA.

OtpuniatenpHas ¢opMa o0pasyercss Mpu TMOMOIIM OTPUILIAHUS NO, KOTOPOE
CTaBHUTCSI MOCJIE TJIaroja to be mepes CymnecTBUTEIbHBIM.

There is no lamp on the table. Ha cmone nem namneo:.

Ecim  mepen  CcyliecTBUTEIBHBIM  CTOUT  OIpPEACIICHHUE,  BBIPAXKEHHOE
MECTOMMEHUSIMU any, much u ap., To mociie riarosna to be craBuTcs yacTuiia not.

There is not any lamp on the table. Ha cmone nem (nuxakoii) namneoi.

There is not much snow in the street. Ha yruye ne mnozco cneea.

Bomnpocurensnas ¢popma npu ynorpebdiienuu riaaroia to be B Present Simple v
Past Simple (unu Present u Past Indefinite) oGpa3yeTcst myTem moCTaHOBKM Tiarosia
to be Ha nmepBoe mecto — niepey there.

Is there a lamp on the table? Ha cmone ecmo namna?

[Tpu Hamu4uu ciaokHOM (opmbI Tiaroja (T.e. MPU HAJIWMYUHA BCIIOMOTATEIbHBIX

WM MOJAJbHBIX TJIarojoB) BCIIOMOTATEIbHBIA WM MOJATBHBIA TJArojl CTABHTCS
niepen there, a rmaron to be — mocie there.

Will there be an English lesson at 3 o’clock? Byoem nu ypok aHenutickoeo si3ulka
6 mpu uaca?

IIpu mocraHoBKe Bompoca K MoiiexamieMy ¢ obopotom there is/there are
yIOTPEOJIIeTCSl BOMPOCUTENBHOE CIIOBO What, KOTOpoe SBISICTCS TIOJICKAIIAM
npemioxkeHus. ['maros to be B 3TuX ciaydasx BCeT/ia yIoTpeOseTcs B ¢ IMHCTBEHHOM
YHUCIIe, TaXKe €CIM BOTPOC CTABUTCS B OTHOIICHUY HAJIMYMS HECKOJIBKHUX MPEAMETOB

WJIA SIBJICHUU.

What is there on the table? Ymo na cmone?
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HO: B otBeTe Ha Takoii Borpoc riaroi to be ynorpe0iasieTcst BO MHOKECTBEHHOM
YHCIIe, eCIM KOHCTATHPYyeTCs (aKT HaJTHMUUS HECKOJIBKHUX MPEAMETOB UJIH SBJICHHIA.

What is there on the table? Ymo na cmone? There are some books. Heckonvko
KHUZ.

Bonpocsl k IpyruM wieHaMm NPEIOKEHUS C 3TOW KOHCTPYKIIMEW CTPOSATCS IO
00111eMy MpaBuUIy.

Kpatkue oTtBeThl Ha Bompoc, coaepkamuii 06opoT there is/ there are, Takxke
CTPOSTCA MO O0IIEMY MPABUITY.

Are there any books on the table? — Ha cmone ecmo kaxue-nu6o knueu? —
Yes, there are (some). Ja, ecmo. (No, there aren’t.) (Hem.)

Exercises.

1. [lepeBeauTe HA aHIIMHCKHI SI3BIK, yIOTPeOasis riaaro to be B Present niam
Past Simple,

1. S yuenuk. 2. On netuuk. 3. Ona goktop. 4. Mel mkonsHUKU. 5. Bel paboune. 6.
Te1 pabounii. 7. Onu yuenuku. 8. S noma. 9. On B mkose. 10. Ona B kuHo? 11. Mbi
B napke. 12. Onu B reatpe? 13.0na monogas? 14. On crapsiid. 15. Ona He crapas. 16.
Onu cunbhbie. 17. Ona 6onbHa. 18. Bel 60mbHb1? 19. OH 60sen? 20. S He Gonen. 21.
S 6b11 OosieH Buepa. 22. Ona He ObuIa OosibHA. 23. MBI OblTu B KMHO. 24. OHU He
ObUTM B KMHO. 25. OHM He B mikojie. 26. Ouu goma. 27. Bel 6bu1H B mapke Buepa? 28.
OH 6b11 B mikosie Buepa? 29. Ou 611 padounm. 30. OHa ObUTa YYUTETBLHULICH.

2. BecraBbTe riaroa to be ¢ Present, Past mam Future Simple.

1, My father ... a teacher. 2. He ... a pupil twenty years ago. 3.1... a doctor when |
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? — | ... at the
cinema. 13. When | come home tomorrow, all my family ... at home. 14. ... your little
sister in bed now? — Yes, she ... 15. ... you... at school tomorrow? — Yes | ... . 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. [lepeBenuTe HA aHTJIMACKHIA A3BIK, yHoTpedsisi riaaroa to be B Present, Past
nim Future Simple.

1. Moii Opat ceituac B mkose. 2. Mo 6part 0bu1 BYepa B kuHo. 3. Moii O6pat Oyner
3aBTpa Aoma. 4. Tel Oynemb 1oMa 3aBTpa? 5. OHa Obla Buepa B napke? 6 On ceifuac
Bo nBope? 7. I'me mana? 8. I'ne BeiObuH Buepa? 9. I'ne on Oyner 3aBtpa? 10. Mou
KHUTH ObLIM Ha ctojie. I me onm ceituac? 11. Mos mama Buepa He Oblia Ha pabore.
Omna 6b11a oMa. 12, Moit apyr He B mapke. OH B mikose. 13. 3aBTpa B Tpu yaca Ko
u Muma OyayT Bo aABope. 14. Mbl He ObUTH HA OTE MPOIULIBIM JIeTOM. MBI OBLIHN B
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Mockse. 15. 3aBTpa moit neaymka Oyner B nepeBHe. 16. Korma TBost cectpa Oyner
noma? 17. Tl 6ynems netaukom? — Her, s 6yny Mopsikom. 18. Mos

cecTpa OblIa CTYJICHTKOM B MPOILIOM rojy, a eel vac ona Bpau. — ThI TOXKE OyeIb
BpauoM? — Her, s He Oyny BpauoMm. S Oyly HHXKEHEPOM.

4. BcraBbTe is WM are.

There _ two cups of tea on the table.

There _ some milk in the cup.

There _ anorange 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 _ apoton the table.

______ there a bathroom near the kitchen?
______there four rooms in the house?

_______ there a kitchen under your bedroom?

. CocTaBb U 3anuIIN NPEeaAJTOKCHUS.

. 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 / ?

. BcraBbre is/are, was/were.

There two banks in our street.

SN O U W DN P, W
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There a cafe behind the supermarket last year. Now there a museum

there.
There a cinema 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. IlepeBeauTte nmpeaioKeHUsI.

1. Psgom c oTeneM eCTh YMCTBINA MUISTK.

2. Ha nuBaHe Tpu KOIIKH.

B xonoaunbHuKE €CTh OYTHUIKAa MOJIOKA.
B xop3uHe HeT KITyOHUKH.

Ha aBTOOYyCHOI OCTaHOBKE €CTh JIIOAH?
B tBOEH cymKe ecTh 3epkano?

B sTOoM mapke HeT Tyasnera.

B namem cagy MHOTO IIBETOB.

© ® N U ®

ITox cTosiOM 3€1EHBIN MSY.
10.3a 1BepbIO HUKOTO HET.
8. 3ajaiiTe K MpeasI0KEeHUSIM BONPOCHI, HAYUHAS C MPeAIaraemMbix CJI0B.

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. IlepeBenuTe NMOCJA0OBUIBI ¥ IOTOBOPKH.

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.

IMpakTuyeckas padora Nel0

Tema 2.5. JlenoBoii 3THKET
Heab padoTsi:

@opMHpOBaHNE KOMMYHHKATUBHBIX KOMITETCHIIUH.
OBnazeHue JIEKCUYECKUM MaTEpHaJIOM I10 TEME.

Xoxa pabdoThi:
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PeueBbie hopmybl A€TOBOTO STUKETA.

PeueBbie popmybl 66ITOBOTO U MPOGHECCHOHATBLHOTO OOIICHHUS.

FORMS OF ADDRESS.

®OPMbI OBPALIEHUA
Ecnu oOparmmaroTcest k 4enoBeKy, He Ha3bIBas €10 UMEHH WK (DaMUIAH, TO BO3MOKHBI CIIETYIOIINE
dbopMBI 0OpareHus:
Dear Sir! YBaxkaemsriicop!
Dear friend! Joporoii apyr!
Young man! Monozoii yenosexk!
Gentlemen! 'ocrioxa!
Oo6pamenue Mister 1'misto] (MucTep, rocroAMH) COKpallleHHOo numercs Mr u ynorpebinsercs
TOJIFKO BMECTE C (paMHIIUEH WITH TOJHKHOCTBIO JIUIA MYKCKOTO TTOJIa.
Mr Chairman! 'ociogunlIpencenarens!
Dear Mr President! Yeaskaemsiii roctionus IIpe3uaeHT!
Mr White! I'ocioaun Yaiit!
Mr Ivanov! I'ocnonua YBanosB!
BexnuBoit popMoit oOpaiieHus CIIyKUT Takke cioBo Sir [sa:] cap, B ciiydae, KOrjaa UMs TOTo, K
KOMY 00pallaroTcsi, HEM3BECTHO.
Thank you, sir! I am at your service. Ciacu6o0, 51 K BallluM yCIyraMm.
[Tepen nmeneM win GpamMuiIMe IEBYIIKU WM HE3aMYXHEH KeHITUHBI YIOTPEOIIIeTCs CII0BO
Miss (mucc)
Miss Mary. MuccMbapu.
Miss Blake. Mucc breiik.
BexnmuBoit popmoit oOpaiiieHus K JEBYIIKE WK MOJIOIOHN JKEHIIMHE MOTYT OBITh ClIOBa: Young
lady. FOnas (monionas) nenu (neBymika).
Meet this young lady. [To3HakOMBTECH C 3TOM JEBYIITKOM.
[Tepen pamunueit 3aMmyxHe >KeHITUHBI yOTpebisieTcs: ciioBo Missis (cokparieHHO Mrs —
yrTaercs kak f'misiz]) Muccuc, rocroxa.
Mrs Jones! I'ocnioxka JkoyHc!
B nocnegnee Bpems popma Ms (untaercs kKak [miz]) ctayia ynoTpeOUTeNnbHOU Mpu oOpalieHus
KaK K 3aMy>KHEH KEHILIHWHE, TaK U K JE€BYIIKE WA MOJIOJOM KEHIIMHE.
BexxnuBoit popmoii oOpalieHus K )KeHIIWHE, He Ha3bIBas ee paMuInio, CIyKuT cioBo Madame
['maedam;j (cokpamieHHo ma'am — unutaetcs kak [mam]). Thank you, Madame (ma am).
[Tpu oOpareHNu K TPyNIe MYXYUH U KESHIITUH YIOTPEOIISIOTCS CIIOBA!
Dear friends! Toporuenpy3ss!
Ladies and gentlemen! Jlamsl 1 rocnioza!
3anoMHUTE cJIeAyIOlIHe CJI0BA U BHIPAKEHH:
How do you do? [ haudju du:] 3apaBctByiiTe. OTBeTTaKOMM)e — HOW do you do?
Hello! Hallo! [he'lou] 3apaBctyii! OTBeT TOT )¢ cambiii — Hello!
Hi, Nick! [hai] — IIpuBer Huk! (mpuBeTcTBYs Apy3eit uin 3HakoMbix) OTBeT Takoit ke — Hi!
Good morning! Morning! Io6poeytpo!
Morning, sir! JToopoe ytpo, cap!
Good morning, dear friends! To6poe ytpo, noporue apys3bsi!
Good afternoon! J{oOpsiii neHb!
Good, afternoon, Madame! /To6psriit nens, magam! Good evening! Evening! JToOpsriiBeuep!
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Good evening, Ladies and Gentlemen! JToOpsrii Bedep, 1aMbl U rocmoa!

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

3npaBcTBYyiiTe, r-H bpayH. Paa BcTpeTuTs Bac 31€ch.

GREETINGS WHEN MEETINGS GUESTS (IPUBETCTBUSI ITPU BCTPEYUE
T'OCTEN)

We are pleased to welcome you in our restaurant

frest(s)ro:rj], (hotel [hou'tel]). MsI paasl mpUBETCTBOBATH Bac B HAIlIEM pecTOpaHe, (TOCTHHHMIIE).
Welcome to our restaurant. J[o6po mokanoBarh B Halll PECTOPAH.

We are happy to receive [ri'si:v] you. Mbl cuacT/IMBBI IPUHSATH Bac.

Welcome, dear guests! [[o6po noxanoBatb, JOporue roctu!

Good afternoon, dear guests! /1o0psiii ieHb, yBaxkaeMble rocTH!

Good evening, dear guests. J100psbIit Beuep, J0porue rocT!

You are welcome! JIoOpo moxaioBathb!

Welcome! [1o6po noxanoBats!

I am pleased to meet you. — S pan, uTo BcTpeTri Bac (TTIO3HAKOMUIICS C BaMH).

We are glad to meet you. Mb1 pajibl BCTPETUTHCS (ITO3HAKOMUTHCS) ¢ BaMu!

I hope you will have a pleasant evening at our restaurant. 5l HazietoCh, BbI TPOBECTE MPHUSTHBIH
BEYEP B HAIIIEM PECTOPAHE.

Let me introduce myself. | am your headwaiter. My name is George. [1o3BoabTe MpencTaBUTHCS.
Sl Bamr meTpaoTenb. MeHs 30ByT JKopax.

(It’s) Nice to meet you. IIpusitHo ¢ Bamu 03HAKOMUTHCS.

Let me introduce your waiter Boris to you. ITo3BoibTe MHE IIPEICTaBUTh BaM Baliero opuiianTa
bopuca.

| am your waiter. My name is Boris. I’m at your disposal. fIBamodunuant. Mens 30yt bopuc. S
B BallleM PacIoOpsOKCHUH.

Meet my friend Mr Johnson. [To3HakoMbTeCh C MOUM APYTrOM, MUCTEPOM JI>KOHCOHOM.

Best regards to your friend. [1epenasaiite npuBeT Baemy apyry.

SAYING GOOD-BYE (CJIOBA IIPHU ITPOLLIAHUN).

Good-bye! Jlo cBuganusl.

Bye-bye! = Bye! Jlo cBumanus!

So long! IToxka!

Good-bye, ma’am. 1o cBuganus, magam!

See you later! Yeunumcsmnosxe!

Bye-bye. See you soon. [To cBuaanust, CKOPO YBHIMMCSI.

PaccraBasich, aHTIMYaHe 4acTo YHOTPEOIISIIOT T€ K€ CJIOBa, YTO U MpuU BeTpeue. Hanpumep:
Morning! Evening! Good afternoon! /TocBunanus!

INVITATIONS (ITPUTJIALLHEHUS).

We are glad to welcome you in our restaurant. Meipa/ibl IpUBETCTBOBATH BaC B HAIIEM
pecTopase.

We hope that you will like it here and you will have a pleasant evening. Hageemcs, uto Bam y
HAC TIOHPaBUTCS, M BB X0poI1110 mpoBeaeTe Beuep.

We hope that you will return home with pleasant memories of your staying in our hotel. Mer
HAJICeMCsl, YTO BBl BEPHETECH JIOMOU C CAMBIMU MPUSTHBIMU BOCIIOMUHAHUSIMU O BaIlIeM
npeObIBAHUY 3/IECh.

We hope that your stay here will be pleasant. Mb1 Hageemcst, 4to Baiiie peObIBaHUE 371€Ch OyIeT
OPUSTHBIM.

We cordially welcome you here. CepaeunonpuBeTcTByeMBac31eCh.
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| hope to see you tomorrow in our restaurant. Hageroch yBuIeTh Bac 3aBTpa B HAIlIEM PECTOpPaHE.
Will you make a reservation of the table beforehand? Ber 6ynere 3aka3siBaTh cTON 3apaHee?
Will a table for two on Friday evening suit you? Bac ycTpouT cToJ1 aJisi ABOUX BEYEPOM B
NATHUILLY?

When can we expect you? KoragaBackaats?

You can drop any time you like. 3axoauTekoraayromHo.

Bring your friends along with you. IIpuBoauTe ¢ co6oii Bamux Apy3ei.

THANKS (BJIAT'OJAPHOCTD).

Thank you. = Thanks. Cracu6o.

Thank you very much. Bosbimoecmnacu6o.

Thank you ever so much. Bosbioecnacu6o.

Thanks a lot. boasioecnacu6o.

I’m very much obliged [ob'laidjd] to you. — KpaitHeBamIipu3HaTeneH.

I’'m very grateful to you! S ouens Onarogapen Bam!

How kind of you! Kak 3t0 nro6e3Ho ¢ Baieit cTopoHs!!

I want to express my deep gratitude [ gratitju:dj to you. 4 xouy BbIpa3uTh MO TTTyOOKYIO
NPU3HATETHHOCTH BaM.

Thank you for having chosen our hotel. Cniacru60 Bam 3a To, 4TO BbI BEIOpaJIH HAI'y TOCTHHUILY

REPLIES TO THANKS (OTBETbI HA BJIAT'OJAPHOCTD).
You are welcome, sir. IToxainyiicta, cop.

My pleasure, madam. IToxkanyiicta, Magam.

Don’t mention it, sir. Hccrout6marogapaoctu, cap.

APOLOGIES (M3BBUHEHUSA).

lamsorry. IIpoctute. Bunosar.

Excuse me! [iks'kju:z] 3BuHuTEMCHS.

| am awfully sorry! ['o:fuli] KpaiineoropueH!

| beg your pardon! ['peudn] IIpomrymnporienus!

I’'m sorry for giving trouble. I[Tpomry npormienust 3a 6€CrioKONCTBO.
Excuse me for troubling. ITpoctute 3a OecriokoiictBo. EXcuse my coming late. ITpocture 3a
OTIO3/IaHHE.

POSSIBLE ANSWERS TO APOLOGIES (BO3MOKHBIE OTBETbI HA
N3BUHEHMUS).

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

It’s OK. Huuero. (Bce B nopsiake.)

Never mind! Hugero. (He umeer 3HaueHus1.)

It’sallright. Nothing serious. Bee B mopsnke. Huuero ctpamsoro.
You are welcome! Beexoporo! Not at all! Hugero!

SEEING OUT THE GUESTS

See you soon. Come again! [To ckopoii Bctpeun. [IpuxoaurecHosa!
Hope to meet you again. Haieroch BCTPETUTBLCS C BAMHU OIISTb.

We are not saying good-bye. MsI He pomaemcs.

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

Till tomorrow! See you tomorrow! [lo 3aBtpa.

Exercise 1. OTBeThTe Ha BOIIPOCHI:
What words do we use:
1. before the name (surname) of a man when we address him?
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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 BOIIPOCHI:

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 noxwusaere, r-H bpayn? Mel cuacTinuBsl IpUHUMAaTh Bac B HaleM pecTopase.
. Cmacu0o 3a npurmiamienue!

. Hoporue roctu! JIo6po moxanoBars B Hall ropo!

. JoOpwr1it Beuep, nambl U rocmnojal

. Joporue roctu! MsI pajbl BUAETh Bac B HallIEM pecTopaHe!

. 51 x BamIuM yciyram, cap.

. Joporue npy3bs! Mbl cuacTauMBBI BUIETh Bac CHOBaA!

. [IpusiTHO ¢ BaMM MMO3HAKOMHUTHCS.

. HoGpoe ytpo, noporue npy3bsi!

10. Hageroch BCTPETUTHCA C BAMU OIISITh.

11. Kak »To m06e3H0 ¢ Barieil CTOpoHbI!

12. IIpuxoaure cHoBa!

13. Tlpomry mpormeHus 3a 6ecniokoiicTBo. Bee B mopsinke. Hudero crpamHoro.

14. 1o ceunanus. XKenato BaM ygauu!

15. «Anno, ato [Tutep bpayn. Mory st noroBoputs ¢ Po6eprom?» — «lIpocTtute, ero HeT Aoma.

O 001N L & WIN

Urto emy nepenatb?»

Pa3nen 3. [lesioBasi nepenucka.
IIpakTuyeckas pabora Ne 11.
Tema 3.1. Buasl neoBbIX THCEM.

Iear paGoTbl: pa3BUTHE JMHIBUCTHYECKOM KOMIETEHIIMHM B  00JacTH
JIIONTPOU3BOICTBA (PACITUPUTH CIICKTP YUECOHBIX CUTYaIMH U 3329 C OPUCHTAINEH
Ha pealbHYI0 MPAKTUYECKYI0 JIESITEIbHOCTH); BOCIUTAHHE YBAXKEHHUS K
OCOOEHHOCTSIM U ITHKETY MEPENHCKH, XapaKTePHBIM JJII TOW WM WHOU CTPaHBI.
dopMHUpOBaHME KOMMYHUKATHUBHBIX KOMIIETEHLIMM, OBJIAJICHUE JIEKCUKOW U
SI3BIKOBBIMHU KJIUIIIE 10 TEME.

Xoxa padoThI:

TYPES OF BUSINESS LETTERS
Communication through exchange of letters is known as correspondence.
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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).

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_IGCTBy}OT Pa3HBIC THUIIBI ACIOBBIX IMMCEM, HAIIPUMED.

[Tucemo-no3apasnenue - Letter of Congratulation
[Mucemo-npurnamenwue - Letter of Invitation
[TuceMmo o npuéme Ha paborty - Letter of Acceptance
[Tucemo-3asBienne — Application letter
[Mucemo-nipeaoxkenne - Commercial Offer
[Tucemo-xkanoba — Letter of Complaint
[Mucemo-3anpoc, TpedoBanue — Enquiry Letter
[Tucemo-oTBeT Ha 3ampoc — Reply (Quotation)

. ITucemo-BcTpeunoe mpemtoxkenue — Counter -proposal
10 [Tucem-3aka3 — Order

11.0tBeT Ha 3aka3 - Response to Order
12.Cuér-daxrypa — Invoice

13.ITuceMo-oTuéT (U3 GaHka), cu€t — Statement

CoNoakrwLDNE
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JenoBoe mo3apaBuTeIbHOE MUCHMO

Letter of Congratulation
L[GJIB MMO3APAaBUTCIIBHOTO  ACJIOBOI0O IMHCbMAa — O(i)I/IIII/IaJILHO MMO3APAaBHUTH
PYKOBOJAUTCIII KOMIIAHUHW HJIN CBOCTO KOJUICTY. DTO MUCBMO MOXET OBLITH KOpOo4c,
geM o(pUITHaTbHOE JEI0BOE TMCHMO, HO UMETh 00JIee YMOITMOHAIILHYIO OKPACKY.

l[OHO.]IHI/ITe.]'IbeIe pe€d€BbIC MOACIH 1JIA MMO3IPABUTEC/IBHBIX IINCEM:

« Best wishes for a happy and prosperous New Year from ...! [Ipumute
HAWTYYIITUE TIOXKEJIaH!s CYacThs U TIporBeTanus B HoBom roxy ot ...!

= In appreciation of our association during the past year, everyone at ... extends
our very best wishes for a wonderful holiday season! — Ilens name
COTPYJHMYECTBO B TEUECHHUE MPOIICAINIEIO Tro/a, KaXIblH COTPYIHUK
BBIpaKAET HAITM HAWTYUIIIHE ITOXKETAHNS B CBS3H C MPa3THUKAMU !

= Warmest wishes for a happy holiday season and a wonderful new year! — C
CaMBbIMH TEIUTBIMU TTOKEJIAHUSMH CYACTIUBBIX TMPA3IHUKOB M TPEKPACHOTO
HacTymnarouero roaal

IIucsMo 0 npueme Ha padoTy (CONMPOBOAUTEIBLHOE NMCHbMO K pe3loMe)
Letter of Acceptance

Bo BcTymiieHnn K CONMpOBOAMTEILHOMY MHUCHMY PEKOMEHAYETCS YMOMSHYTH 00
UCTOYHHUKE MHPOPMALIUH U KEITAeMOH TOKHOCTH.

B ocHOBHOI YacTu nucbMa roBOPUTCS O MPO(ECCUOHATBHBIX 3HAHUSAX, YMEHUSIX U
HaBbIKaxX NPETEHACHTa, COAECPKUTCS MH(GOpMaLUsi O pe3toMe, COMPOBOKIAIOLIEM
nucbMo. 3bsIBUTE keTaHue TPUITH Ha coOeceIoBaHKe, 10 BO3MOXHOCTH B YZI00HOE
g paboTodaTenss WM €ro MpeACTaBUTENs BpeMs, a Takke O HaJAeKIe Ha
MOJIOKUTENBHOE PpEIIeHHE B CTOPOHY MpETeHACHTa. B 3aKIOYMTeNbHON YacTH
no0JiarolapuTe 3a MPOYTEHUE MUChMA.

JlonoJIHUTeIbHBIE peYeBble MO/1eJIM /ISl IceM 0 mpuéme Ha padoTy:

= [ was interested to read your advertisement for ... 51 6bu1 3auHTEpECOBaH, KOTaa
MIPOYNTAJ BaIly PEKJIaMy B ...

= Please accept this letter as application for the ... position currently advertised in
the ... Iloxanyiicra, mpuMUTE 3TO MHUCHMO KakK 3asBJICHHE Ha 3aMEIICHHUE
BaKaHTHOW JIOJDKHOCTH ... , KOTOpasi Obljia OOBSBICHA B ...

- | have exceptional verbal and written communication skills. SI o6amaro
UCKIIIOUUTEIFHBIMU ~ YCTHBIMA HM  THCHhbMEHHBIMH ~ KOMMYHUKATHBHBIMH
HaBBIKAMH.

« [ can supply references from...if required. I wmory mnpegocTaBUThH
PEKOMEH/IAIINH 3. ..eCITH MOTpedyercs. ..

= Thank you for your attention. Cnacu6o 3a BHUMaHue.

Letter of application
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(ITucbMo-3as1BJIEHME)

Dear Sir or Madam,

| am writing in response to your job offer concerning the post of computer operator
which I found in the latest issue of «Daily Newsy.

| believe this position fits my expectations of a perfect job for a young person. As far
as my qualifications are concerned | 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 | have gained a lot of valuable
professional experience. In addition to this, | consider myself to be hard-working and
a very sociable person.

| 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. | look forward to hearing from you.

Yours faithfully,

Jane Morrison

IlOHOJIHHTCJILHbIe pedeBbI€ MOJC]U TJIsI MUCbMAa-3asiBJACHUA IJIA IMOJYYCHUSA
padoThI:

= [ am writing in reply to/with regard to... — S nurry, 4To0ObI OTBETUTH/B CBA3H. . .

= [ am writing in connection with... — I nuiny B CBsI3H. ..

= I 'would like to express my interest in... — 5 ObI XOT€J BBIPa3UTh CBOM HHTEPEC

« [ found the position/job/post offer extremely interesting because... —
CUMTAI0, YTO IOJHKHOCTB/pabOTa/lIOCT SIBIACTCS YPE3BBIYAHO HHTEPECHOH,
MOCKOJIBKY. ...

« [ would like to apply for this job because... — 5 Obl XOTen MOJYYUTH ITY
JIOJHKHOCTb, TaK Kak...

= My reason for applying for this job is that...(I am very sociable, hard-working,
talented in...) —[IpuunHa, KOTOPOI1 51 XOUY MOJIYYUTh ITO MECTO. ..

= As for my experience it includes... — Yto kacaeTcst Moero omnbita paboTHl. . .

« [ worked for...as... — 4 paboTtan Ha JOJDKHOCTH. .. B TCUEHUH. ..

- | am ready to come to an interview at any time. — 5 roToB mnpuiiTH Ha
cobOecemoBaHuE B JTI000€ BpeMs.

= | enclose my CV/references from my previous employers. — S npuiaraio
pe3roMe/peKOMEHIAIK OT MPEKHUX paboTOoIaTeNeH.

JenoBoe pexoMeHAaTEeIbHOE MUCHbMO HA AHTJIMIICKOM SI3bIKE

B pekoMeHmaTrenbHBIX TMUCHMAax COJIEPXKHUTCS HWHPopMamuss o pabouyux
YMEHUAX, HABBIKAX, 3HAHUSX, OIBITE, 3aCIIyraX PEKOMEH1yEMOT 0 YEJIOBEKA U OLIEHKA
€ro paboThI MPEIABITYIINM PYKOBOIUTEIICM.

JlonosiHUTE ILHbIE peYyeBble MOAEIH IS PEKOMEHAATEeIbHbIX ITUCEM:

50



I met him...in..., when he joined... 51 BcTpeTuncs ¢ HUM ... B..., KOTJa OH
IPUCOCTUHUIICS K. ..

...has asked me to write a letter of recommendation to accompany his
application for... I am very pleased to do so.... monpocus MeHs HamucaTh
pPEKOMEHIaTeIbHOE TMHCHMO I TI0Ja4d 10 MecTy TpeboBaHus.... Sl
paa caenats 3To.

...distinguished himself / herself ... mokazan ce6s kax...

His / her greatest talent is ... Ero/ee rmaBHbIM TanaHTOM SIBISIETCA. . .

He/she is a creative person... OH/0OHa KpeaTUBHAs JTHYHOCTb. . .

His / her excellent capacity to...was invaluable... Ero/ee oTaudHBIN MOTEHITHAIT
K... ObLT O€CIICHEH. . .

While he / she was with us he / she... His responsibilities included...3a Bpems
paboThl y HAC OH/OHA... B ero/ee o0s3aHHOCTH BXOIUIIO. ..

His / her main responsibilities were... Ero/ee rinaBHbIMEH 0OO0S3aHHOCTSAMHU
obuto... His / her daily tasks included... Ero/ee exenHeBHble 3amaun
BKJTFOYAJTH. . .

The only weak spot that | ever noted in his / her performance
was... ENMHCTBEHHBII HEIOCTATOK, KOTOPBIX 51 OTMETHII B €ro/e€ JIMYHOCTH. . .
[ am confident that...will continue to be very effectively. He/she deserves my
best recommendations. Sl yBepeH, YTO ... TPOJOJDKUT pPabOTaTh OYCHBb
s pexTrBHO. OH/OHA 3aCTY’KUBAET MOUX HAWIYUIIUX PEKOMEH AN,

I would happily recommend ...as a hopeful candidate. I ¢ ynoBosbcTBHEM
PEKOMEHYIO ... KaK MMOJAI0IIEro HAACKIbl COTPYTHUKA.

[enoBblie u popMaIbHbIEC MACHMA.

PeueBrie Monenun
Crpykrypa nucbma

Dear Sir or Madam — Jloporoii Cap

1.  OdwumansHoe obpamieHue K (oOpatenue kK My>kunHe) win Majgam
noxydateinto (Address the recipient in a (K >KEHIIMHE)
formal manner)
| am writing in connection with/to ask
about... — 5l mumry B cBsA3M ¢/ 1 TOTO,
4TOOBI Y3HATH/CIIPOCHTb. . ..
| have read/found your advertisement
in...and would like to ... — 4
2. B mepBom ab3zaile yKaxure 1eib npouunTa/Harien Baie o0bsBicHIE
Hanucanus nucbma. (He ucnonnsyiite B...H XOTeJI OBbl. ..

IJIaroJibl B COKpanieHHou dopme!)

51



3. Kosnen muchbma B COOTBETCTBYIOMICH
dbopwme:
Ecnu nmucemo Haunnaercsa Dear Sir or
Madam, To MIChMO HYKHO 3aKOHUUTH
bpazoit

Ecnu nucemo HaunHaetrcs Dear Mr/Mrs
Wilson, Toryja nucbMo 3aKaHYMBACTCS

I am interested in... — MeHs
UHTEPECYeT. ..

| would like to know more details
about... — I ObI X0TeN y3HATH OOJIBIIIC
JeTaneu o...

I would like to ask further information
about/concerning... — S ObI X0TEN
Y3HATh/CIPOCUTH TOTIOTHUTEIBHYIO

uHbOpMaIUIO O/MHPOPMAIIIO
OTHOCSIIIYIOCH. . .

| would like to ask
if/when/why/where... — 5 ObI X0TEN
CIPOCHUTH, BO3MOXKHO JIH,
ecau/Koraa/moueMy/Tae. . .

| look forward to your answer/ to
hearing from you. — XKy ¢
HCTCPIICHUCM Bamero orBera...

Yours faithfully,... — uckpenne Ban,
C YBOXKCHHEM. ..

Y ours sincerely,... — nckpenne Bamn,
C YBO)XXECHHUEM. ..

Samples of business/formal letters
IIpumeps! 1€JI0BBIX 0(PUIIHATBHBIX THCEM

Letter of enquiry (mucpmo-3ampoc)
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Cambridge School of Languages
119 Mill Road
Cambridge CB1 2AZ UK

British School Publishing Ltd.
2 Inner Park Road Wimbledon

London 123 45ED UK 10 July 2000

Dear Ms Higgins
Subject: Your request for N ew Cambridge English Language Course

TEKCT NACbMA
Yours sincerely,
Moanuce

Ann Smith
License Manager

Dear Sir/Madam,

| am writing in connection with an advertisement for your English course. | am 19
years-old student from Russia. | am interested in English and have been looking for a
course in English at higher level.

| would like to ask for more details about this English course. | would be very grateful
if you could inform me about payment forms and enrolment requirements.

| 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. | shall be grateful to you for this
help.

Sincerely yours,

Brian Warner

3aganuda:
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1. Boi0epuTe NpaBuJibHOE CJI0BO:

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.

OTU TEpMHHBI U3BECTHBI KaXX10My OM3HecMeHy. OnpeieIeHus HEKOTOPBIX U3 HUX Ha
AHTJIMMCKOM SI3bIKE IIOMOTYT TOYHEE MOHATh UX COJEPKAHUE.

1) barter — 6aptep; 2) a quotation- pacIeHKH, CTOMMOCTb;

3) an estimate - cmeTa; 4) foreign trade — MexyHapoIHASI TOPTOBJIS;

5) currency — BamoTa; 6) exports — SKCIOPT;

7) deficit — neduruT; 8) a statement — BeJOMOCTb, BBIITHCKA O COCTOSHUN CYETa;
9) a reminder — mucbMo; 10) a receipt - KBUTAHIUS, HATOMHUHAHKUE 00 OILIaTe

2. Haitgure COOTBCTCTBYIOIICC OIIPCACIICHUC CJIOBAM CJICBA.

NoakwhE

an invoice; a) an exchange of goods and services between nations;

foreign trade; b) the price given for goods or a piece of work;

a statement; c) a letter where the customer tries to get better terms;

a receipt; d) a bill for goods sent or work done;

a quotation; e) an approximate calculation of the cost of something;

an estimate;  f) a document that proves you have paid for some goods;

a counter - proposal; @) a list of amounts paid and still owed, sent every month.

3. JaiiTe aHrJIMHCKHE IKBUBAJICHTHI CJICAYIOLIME CJIOBAM U CJI0BOCOYCTAHUAM

CITy»0a JOCTaBKH;
HaJIMYHUE TOBAPOB;
METOJI TPAHCIIOPTA;
TPAHCIOPTHBIC PACXOIbI;
JIaThl IOCTABKH;

JIaTh BCE MOJAPOOHOCTH;
B CBSI3U C DTHM;
BCTYIIUTH B KOHTAKT C ...;
MBI CPOYHO TPeOyeM ...;
KpalHUU CPOK;
HaIlOMHUTE;

Ha JIbITOTHBIX YCIIOBUSX;
HEMEJIEHHBIA OTBET;
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0e3 00s13aTeNnbCTB / 00s13aTENIBCTB C HAllleH CTOPOHBI,;
BAIlle paccieIOBaHUE ...;

HaIll MOJIPOOHBIN KaTajor;

IUISL YIOBJIETBOPECHUS TPeOOBaHUIA,

3aKa3aTh;

IPUHSTH TPEITI0KEHHE;

MBI C COXKAJICHHEM COO00IIacM BaMm;

NPEUIOKUTH 3aMEHY;

YTOJIOBHBIE MTOJIOKEHHUS;

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;

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. PaccmoTpute oOpasden AejoBoro mnucbma. Omnpeaenure BHA NHCbMA.
IlepeBenure Ha pyCcCKuUil 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
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— 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

IIpakTueckasi padora Ne 12.
Tema 3.2. Ctpyktypa u oopMiIeHHE ASIOBOTO MUCHMA.

I.[e.m; paﬁoTu: OBJIaI[GHI/IC JICKCUYCCKHUM MAaTCPpUATIOM I10 TCMC.

Xox

padorsi: PabGota ¢ TekcTamMu MOO(PECCHOHATBLHON  HAIMPaBICHHOCTH.

BrinosHeHNEe yrpa)KHEHUH IO TEME.

COI[Cp)KaHHe ACJIOBOI'O IMUCbMAa U €TI0 CTHUJIb 3daBHUCAT OT XapaKTCpa IIMChbMa. TeMm He
MCHECC, CCTh 06HII/IG IIpaBuJIa:

i N

o O

N

CoN Ok~

[TucebMO 1OMKHO OBITH TAKOHUYHBIM U HHPOPMATHUBHBIM.

[Ipennoxenus: He JOJKHBI OBITh JJIMHHBIMU U CJIOKHBIMHU.

He ymoTpe6uisiiiTe cokpaliieHus B IeJIOBBIX MUChMaX.

Ecou wmexny kaxmold dYacTH mNHChbMa — TMpoOenbHas CTPOKa, HET
HEOOXOMMOCTH HAUMHATH HOBYIO YaCTh ¢ KPACHOM CTPOKH.

[TucbMO HE AOMKHO CoAepKaTh OOJiee OJTHOM CTPAHUIIBI.

O06s3aTeIbHO COXpaAHSNUTE KOMHUIO JEJIOBOTO MUCHhMa, OHO IOHAJIO0UTCS U B
Oyymiem.

CTpyKTypa 1eJ10BOro mucbMa

Kowmmanust u anpec ormpaButens — Sender’s address

Nwms, nomkHOCTH, KOMIaHUs, aapec noay4darens — Addressee’s name, title,
company, address

Hcxonpsmmii Homep aapecaTa u otmnpasurens — Your ref / Our ref/

Jlata — Date

Oopamienne — Salutation (Dear...)

Tema nucbema — Subject

Conepxanne nmucbMa — Letter Content (Body of the Letter)
3akmountenbHas yacth — Complimentary close (Yours...... )

. oxmuck — Signature

10 Wms u nomwkHOCTh oTnpaButens — Sender’s name and title
11.Brnoxenue/ npunoxenne — Enclosure.
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IIpuMep pacnoJiokeHus YacTel 1eJ0BOro nuchbMa

1. Sender’s Company — Komnanusi oTnpaBure/is
Sender’s Address — Aapec Komnanuu

B mpaBoM BepxHEM yrily muchbMa YyKa3bIBae€TCsS Ha3BaHWE (DUPMBI WIIM KOMITAHHUH
otnpaButens (norotun) u aapec - Sender’s Company and Sender’s Address.
Kpome Ha3BaHMs KOMIIAaHMM W ajpeca KakK JOMOJHEHUE YKa3bIBA€TCSI HOMEP
tenedoHa, Gakc, aapec dICKTPOHHON MOYTHI U CaiTa.

Harmpumep:

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

O6OpaTuTe BHMMaHHE: B 3apyOCKHOM BapHaHTE HAIMCAHHUSA ajpeca CcHadaja
yKa3bIBa€TCS HOMEpP KBapTHPBI, KOpIyca, 3aTeM HOMEpP JOMa, Ha3BaHHUE YIIMIIHI,
paiioH, ropoj, moduToBBI HHAEKC ((paxynpraTuBHO) cTpaHa; ciosa Flat, Block,
Street, Avenue, Ulitsa , Prospect, Road mumryrcst ¢ 3ariaaBHOR OyKBbI. MOKHO
HCIIOJIK30BaTh o0IIenpuuaTeie cokpamenus: Fl, Apt, St, Ave, Ul, Pr, RD; B anpece
HE JOJDKHO OBITh HMKAaKHWX 3HAKOB IPEMHWHAHHMSA B COOTBETCTBUH CO CTaHIApTaMHU
BenukoOpurtanuu u CILA.

2. Addressee’s name — Umsi agpecara
Addressee’s Title - /loszkHOCTL agpecaTa
Addressee’s Company — Komnanusi agpecara
Addressee’s Address - Aapec agpecara

UyTe HIWKE, B JICBOM YTy YKa3bIBaeTCS CHadajla MM ajpecaTra, ero JIOJDKHOCT,
Ha3BaHME KOMIAHMM HW. HakoHel, aapec - Addressee’s name, title, company,
address. OOpatuTe BHHMaHHE, YTO aApPEC COCTOMT W3 HOMEpPAa JOMa U YJIHUIBI,
MECTHOCTH;, Ha3BaHMs OKpyra, IiuTaTa WIM MPOBUHIIMUA; IIOYTOBOrO KoOJja.
Heo6xonumo takxke 100aBUTh Ha3BaHKME CTpaHbl Ha3HaYeHUs. Eciu y aapecaTa ecthb
MOYTOBBIN SALIKK, TO HOMEP MOYTOBOTO SIIIMKA YKa3bIBAETCS BMECTO HOMEPA I0Ma U
YIULBIL.

Miss E. Hughers
Sales Manager
Soundsonic Ltd

54 Oxford Road
London SE23 1JF UK

3. Your ref: Ucxoasimue aapecara

Our ref: Ucxoanbie oTIpaBUTEIS
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Your ref. wmm Our ref. yka3piBaroT B MUChbME Ha CIy4aid, €CJIM IOHATOOSTCS
HEKOTOpPbIE YaCTHOCTH, @ UMEHHO — BXOSIIMIA U HCXosume HoMepa. Eciau takoi
HEOOXOAMMOCTH HET, YBEPCHHO BHIOpAChIBalTEe BCE HEHY)KHOE U3 TIHChMA.

4. Date: laTa

JlaTy nmumyT no-pasHomy:

B BenukoOpuTanuu OUIIyT JIEHb, MECSILI, TOJT

26 April, 2008

B CIIIA yxa3piBalOT cHa4yajIa MEcCSIl, 34 HUM CJIEAYET JICHb, a 3aTEM IO/l
April 26, 2008

Hpyrue uudpobie GOpMbI, TAKUE KaK:

8-11-08,8/11/08 mm 8. 11. 08 He JOIHKHBI B JCJIOBBIX MHChMaX, TaK KaK OHU

BHOCST nyTanuily: B Benukobpuranuu 3to o3nadaet 8 November, 2008, a B CIIIA
11 August, 2008

5. Dear - Oopamenue

B nacrosmiee BpeMs 1€510Bast NEPENUCKa UAET MO IyTH YIPOILIEHUS CTAHIAPTOB U
ctuisd. OHAaKO €CTh HECKOJIBKO MPABUII, KOTOPBIM CIEAYIOT IIPU HAITUCAHUU
JEJI0BOT0 NMChMa.

Ecnu Bame nuceMo 06pameH0 K KOHKPCTHOMY JIHLY, COTPYAHUKY KOMIIAHHWH, BBI
YKa3bIBaACTC €10 HMMA H AOJIZKHOCTBD. O,Z[HaKO 0COOEHHOCTh I[GJIOBOﬁ IICPCIINCKH
3aKJII0YaeTCs B TOM, YTO OHA BEJIETCS HE Kak JU4YHas repernucka Person to Person, a
kak ourmanbaas Company to Company.

A) Ecim BBl 3HaeTe MM Balllero aapecara, Bel nuimure: Dear Mr. Patricks,

Dear Mr. — oOpatienue k my>xuune (for any man)

Dear Ms. — obparnienue k xennuHe (for any woman)

Dear Mrs.— o6paiienue k 3amyxHeit sxenmune (for a married woman)

Dear Miss - oOpamienne k HezamykHe# xenmuHe (for a single/unmarried woman)

Dear Ms. — nelitpanbHoe 00pallileHHe K JamMe, CEMEMHOE MOJI0KEHUE KOTOPO BaM
HE U3BECTHO.

OOparute BHUMaHUE, YTO MUILIETCA TOJIbKO GamMuius, 0e3 ykazaHus UMEHH.
Hanpuwmep: Mr. Patricks, Ms.Brown, Mrs.Bush

B) Ecnu BbI He 3HaeTe uMs azipecara, TO Balle oOpalieHre Oy1eT CIeIyIOIUM:
Dear Sir, - no otHomeHUO K MyuuHe (for a man)

Dear Madam, - o otHo1reHuto K keHiune (for a woman)

C) Ecnu BBl 3HaeTe ML AOHKHOCT M HE 3HAETE MOJ ajpecara (T. €. Bbl HE B
Kypce, SIBJISIETCS JIM Balll agpecaT JJMLIOM MY>KCKOTO W dKEHCKOT'O 0JIa), BbI
MUIINATE:
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Dear Sales Manager, wiwm
Dear Sir / Madam,

D) Ecnu BBl 0Oparmaerech He K KOHKPETHOMY aJipecaTy, a K KOMITaHHH, Balle
oOpaiiienune OyJeT 3BydaTh TaK:

Dear Sirs,

E) Tonbko B ciayuae, eciiv ajipecat — Balll APYT WIK XOPOIIIO 3HAKOMBIN 110 OM3HECY,
BBl MOJKeTe oOpatuthes: Dear Joe or Dear Helen.

OO6paruTe BHUMaHHE: TOCIIe OOpAIeH s CTABUTCS 3aIisaTasl.
6. Subject — Tema

Crpoka Subject Line — (Tema nucema / cooOIieHus ) HHGOPMHUPYET O COACPKAHUH
nuchbMa. ITo0 MOXKET OBITH ,Hanpumep, Cuér-daktypa — Invoice 265 wiu 3akas u ero
Homep — Order 4309.

7. Body of a Letter — Conep:xanne nucbpmMa

[Tepexoaum k caMOMy MHUCbMY, KOTOPOE COCTOMT U3 TPEX YacTeH:
1. The opening — Hayaro.

2. The main message — oCHOBHas 4acTb.

3. The closing — 3akmrounTenbHas YacTh.

OCHOBHYIO 3aJ1auy MMCbMa MOKHO BBIPA3UTh CIEAYIONIUM CIIOCOOOM: BHUMaHUE —
UHTEPEC —

noOyxaeHne — AeiicTBue. B Hayane nucbma aBTOp OOBIYHO OJIAroAapuT ajpecara 3a
paHee TOJy4eHHYI0 KOppECTIOH IeHIInI0, HanpuMep: Thanks for ..., We were very
pleased to ..., How nice of you to ...

8. Complimentary Close — 3akiiiounTe/ibHast 4acTh

3aKIIOYNTEIbHAS YacTh 3aBUCUT OT IMPHUBETCTBUS; €CJIM MPHBETCTBUE HE OBLIO
o0pamieHo K KOHKPETHOMY JIMIly, TO IHChMO 3aKaHYMBACTCS CJIOBaMHU: YOUIS
faithfully, uro o3HavaeT —c COBEpIICHHBIM MOYTCHHEM

Dear Madam, Yours faithfully, or Yours truly,
Dear Sir or Madam,
Dear Sir,

Ecnu BbI B Hauane nucbMa oOpaniaeTech K apecary o UMEHH, TO 3aKOHUYUTh TUCHMO
HY>KHO CJIOBaMH:

Yours sincerely, - uckpenne Bari.

Dear Mr.Blake,
Dear Ms. Levy, Yours sincerely,
Dear Mrs.Softheard,
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OOpaienre K TOBapHIy WIH XOPOIIeMYy 3HAKOMOMY IO OM3HECY 3aKaHUMBACTCS
cioBamu: Best wishes, - ¢ HauTydIuMu MOKeTaHUSIMU.

Dear David,
Dear Betty, Best wishes,
Dear Mark,

9. Signature — Moanuck

Korma muceMo 3akoHYEHO, HE 3a0yJbTe€ IIOCTaBUTh CBOIO MOAMHCH. Ecim BbI
MOJIB3yEeTECh KOMITBIOTEPOM, HE 3a0yIbTE TTOCTABUTH COOCTBEHHOPYUYHYIO TIOIITHCH.

10. Sender’s name — Ums oTnipaBuTe/Is
Sender’s Title — JIo/ZKHOCTH OTHIPABUTEJIS

3a NOANMHUCHIO CIEAYET MOJHOE UMs, (paMUIUs U JOJDKHOCTh aBTopa nuchMma. [locne
MPOYTEHUSI MUChMa Balll MapTHEp OYyJET 3HaTh, KaK CIEIyeT K BaM oOpamiaThCsa U
KaKyl JOJDKHOCTh Bbl 3aHMMAETEe B KOMITAaHMM (U, CIIe0OBaTelbHO, KakoBa cdepa
BallIMX JOJDKHOCTHBIX BO3MOKHOCTEW B KOMITAHUH ).

11. Enclosure — Bio:xenue.

B xoHie cooOmienus BcTpedaercs npuiiokenue Encl. Dto 3HauuT, 4TO B MUCHMO
BJIO’KEHBI JIOTIOJTHUTENIbHBIC MaTepUalibl, HAIIPUMEDP, PEKIIAMHBIN TPOCIIEKT, PE3IOME
wim Oporrropa. Berpeuatores Tpu BapuanTta Hanmcanus: Enc, Encl, Encis. Eciau Bt
XOTUTE YKa3aTh, KaKO€ KOHKPETHO MPUIIOKEHHE CJeAyeT K MUChbMY, TO CTpOUYKa
BBITJISITUT TaK:

Encl: Curriculum Vitae (nepcoHanbHbIe JaHHBIE)
Encl: Catalogue

IIpumep nucbMa Ha AaHIVIMUCKOM SI3bIKE
SYSTEM FURNITURE plc

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
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Thank you very much for your order of 24 October 2007.

| enclose our latest price list and a new catalogue of our products. | will keep you
fully inform about the progress of your order.

Yours sincerely,
Pauline Ellis
Pauline Ellis (Miss)
Secretary

3AIIOMHMUTE:

1. “KadecTBO coCTaBlICHHS MHChbMa — 3TO KAa4ECTBO PaOOTHI Balllell KOMIIAHHH.
CrnenyiiTe MeXIyHapOIHBIM CTaHIAApTaM HAlMCaHMs MHUChMa HA aHTJIMICKOM
SI3BIKE.

2. Ecnu nemoBoe cooOIIeHre UMEET JICKTPOHHBIM (hopMaT, OTIPABIISIATE €ro Ha
dbupMeHHBIX OJlaHKaxX — IIa0jJoHaX Ha AHTJIMMCKOM WM JPYTUX S3bIKaX,
COJICpIKAIlIUX JIOTOTHUIT OpTraHU3alk|, €€ aapec U TeedoH.

3. YuuThIBaliTe 0COOCHHOCTH W ATHUKET MEPENUCKH, XapaKTepHbIE JIJIsT TOW WU
WHOM cTpaHbl (0OpaIieHus, JaThl U T.1I.).

4. Tlomaute, uto Ne coorBercTBYyeT cMMBOIY NO B OpHUTAaHCKOM BapHaHTE
aHTJIMICKOTO s3bIKa W “#” — B amepukaHckoMm. Hampumep: School No 58 /
School # 58.

5. OOparuTe BHUMaHHE, YTO C 3arjlaBHOM OYKBBI B aHTJIMICKOM SI3BIKE MUIITYTCS:
nasBanus wmecsies (March, November); wnassanms s3eikoB (English,
French); nasBanms pemuruii (Orthodox, Catholic, Muslim, Protestant,
Buddhist, Jewish).

6. Ha3paHus MIKOJBHBIX MPEIMETOB MOYKHO NHCATh KaK C 3arjaBHOM, Tak U C
MasieHbKoi OykBbI (Geography / geography).

3aganus:

1. Caenyomue ¢pasbl B3SIThl M3 JABYX PAa3HbLIX NHCEM: MPHUIJIALLIEHHE HA
co0eceoBaHHe M MUCHLMO 0 puéme Ha padorty. IlocraBbTe MX B NPaBUWJILHOM
nopsiike, M BbI nojyunte 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.

c) Dear Mr. Johnson,

Thank you for your letter of application for the post of a marketing manager.
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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

) 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 NpHUBeA¢éHHbIC HUXKE OTPBIBKH TEKCTOB IMHCEM MPOMYIICHHbIE
NPUBETCTBHS U 3aKJII0YHUTEIbHbIE (Dpa3bl.

1. The Personnel Manager 2.0z A Maver
Travel Tnlimited International Publishing Ltd-60
Dear Dear
Tours Yours
3. The Vice President 4 The sales Manager
ICTT Technical College HMational Park Services
Dear Dear
Tours Tours

IIpakTuyeckas padora Nel3
Tema 3.3. Bpemena rpymmsr Continuous

Hear padorbi: 3ydyeHMe HOBOrO TIpaMMaTUYECKOr0 MAaTEpHAIa, YMEHHUE
HCHOJI30BaTh MOJYYEHHBIC 3HAHUS B PA3rOBOPHOM pEYH;
Xoxa pabdotsl: M3ydeHrne HOBOTO rpaMMaTUUYECKOro0 MaTtepruaiia. BeimoaHenne

YIPaXHEHUH.
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BpemeHa rpynnbl Continuous
(Progressive)

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

Hdenctene [poueccB  [lpouecc B
cenyac NpOLW/IOM byaywem

Bpemena rpynnbl CONtinuUOUS yka3bIBalOT Ha TpoOLIECcC, AEHCTBHE, UTAIICECs

B OHpCIICHeHHBIﬁ MOMCHT B ITPOILJIOM, HACTOAIICM HJIN 6y,[[y1]ICM.

Bpemst Present Continuous oOBIYHO yKa3bIBaeT Ha MPOIECC, UISIIUACS

HETOCPEJICTBEHHO B MOMEHT peun. Ha 3TO MOryT yka3blBaTh KOHTEKCT WJIU TaKHe
CJIOBa, Kak NOW (ceiivac), at the moment (B Tekymuii MOMEHT) | T.I1.:

peun:

Sally is doing her homework at the moment.
Cannu cetiuac denaem oomauinee 3a0anue.
Dad and me are fishing now.

Mpvt ¢ nanou ceiiuac pvloayum.

OopaszoBanue Present Continuous

VT BCPANUTCIIbHBIC ITPCAJIOKCHUA:

| am playing

He/she /it is playing

You/we/they are playing

BompocurenbHbie peaoKeHus:

Am | playing?

Is he / she / it playing?

Are you/we/they playing?

OTpI/II_IaTeJ'IBHBIe MNpCaAJIOKCHUA:

| am not playing

He / she / it is not/isn’t playing

You/welthey are not/aren’t playing

Cayuan ynorpeo6saenust Present Continuous
° YKa3zaHnue Ha TIPOLECC, MPOUCXOAAIINN HEMOCPEACTBEHHO B MOMEHT

The doctor is conducting an operation now.

Bpau cetiuac nposooum onepayuio.

° JlelicTBHE INTCS OTPAaHUYCHHBIN NIEPUOJ BPEMEHU:
She is staying in London for a couple of weeks.

Ona 6yoem 6 Jlonoone napy neoeno.
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o Korma HOBOe COCTOSTHUE KOHTPACTHPYET C TIPS IbITYIIHM:

Most women aren’t staying home these days.

B nawe epems bonvuiuncmeo s’cenyun He cuoum ooma.

o Korma 4ro-mbo MEeHSIETCs, pacTeT WIH pa3BUBACTCS:

Life is changing fast.

Kuznb Obicmpo meHsemcs.

o OnucaHre XapaKTePHBIX CBOWCTB 4YEJIOBEKAa, YacTO C HETaTHBHOW
OKPACKOM:

Why are you always interrupting people?

Ilouemy moi 6euno nepebusaeutv nooeti?

o 3armiaHupOBaHHOE ACHCTBUE B OYTyIIIEM, YacTO C IIarojaMu JIBHKCHUS

We are landing in Heathrow in 20 minutes.

Mui npusemnsemca 6 Xumpoy uepes 20 munym.

[Ipumeuanue:

AHTIIMHCKHE TJIaroJibl, CBsI3aHHbIe ¢ BocnpusTueM (Nnotice, hear, see, feel ...),
smommsamu (love, hate, like ...), mpomeccamu ymctBenHo# nestenbHOCTH (think,
believe, understand ...), Braxennem (have, POSSESS ...) HEe HCIOIB3YIOTCS BO BpeMeHaX
rpymmbel Continuous, MoToMy YTO OHU caMH 1o cebe 0003HavaroT mpoiecc. BMecTo
HUX HCToJIb3yeTcs BpeMs Present Simple:

I hear you, don’t shout.

A caviiy mebs, e Kpuu.

Bpemst Past Continuous oObIYHO yKa3blBaeT Ha JCHCTBHE, JJIUBIINCECT B
OTPEICICHHBI MOMEHT B MTPOIILIOM.

OopaszoBanue Past Continuous

YTBepAUTENbHBIC MPETIOKECHUS:

I/ he/she /it was playing

You/we/they were playing

BomnpocutenbHble MPeIoKEeHUS:

Was I/ he/she /it playing?

Were you/we/they playing?

OTpunarenbHble MPEII0KEHUS:

I/ he/she /it was not/wasn’t playing

You/welthey were not/weren’t playing

Cuayuyam ynorpednenus Past Continuous

[Tpomeniiee npo1oKEHHOE BpEMs YIIOTPEOIIIeTCs:

1. Jlyst BeIpa)KE€HUsI JEUCTBUS, COBEPLIABIIETOCS B KAKOM-TO OINPEIECIEHHBIN
Nepuo WJIK MOMEHT BPEMEHHU B MPOIUIOM. DTOT MEPUO/T (MJIM MOMEHT) MOXKET OBbITh
BBIpaKeH JIMOO OOCTOSITENILCTBOM BpPEMEHH, JIMOO MPUAATOUYHBIM MPEIOKEHUEM
BPEMEHH C TjarojioM-ckasyembsiM B Past Simple , Ho wHOrma oH Moxer He OBITH
yKa3aHHBIM B MPEIJIOKCHUHU, a JIMIIb MOApPa3yMeBaThCs (U4eMy, Kak IPaBHIIO,
CIIOCOOCTBYET KOHTEKCT).

When he came, the children were watching TV.

The twins were examining Ralph curiously, as though they saw him for the first
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time.

2. Jlns BbIpaKe€HUS JEHCTBUS, COBEPIIABIIECTOCS B TEYCHHE IIIUTEIHLHOTO
Neproia BpEMEHH B ITponuioM. Ha 3To MOTyT yKka3bIBaTh KOHTEKCT WIJIH TaKHE CJIOBA,
kak all day long yesterday, the whole evening yesterday, at 5 o’clock yesterday, from
5 till ot 6 yesterday u ap.

He was working at 5 o’clock yesterday.

OH paboTan B ATh 9acOB BUepa.

Bpewms Future Continuous oObIYHO yKa3bIBaeT Ha JICHCTBUE, KOTOPOE OyAeT
JUTHTHCS B OTIPEICTICHHBIA MOMEHT B Oy TyIIIEM.

OopaszoBanue Future Continuous

VY TBepAUTENbHbBIE TPEITIOKECHHUS:

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

BormpocurenbHbie IpeIyIoKEeHUS

Will 1/ he/she /it /you/welthey be playing?

OTtpuiiaTenbHbIe TPEITIOKEHUS

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

Cay4au ynorpeoaenusi Future Continuous

Future Continuous ymotpe0msieTcss ISl BbIPRKEHUS KAaKOTO-TO JCHCTBUS B
oTpe/IelICHHBIN 3apaHee U3BECTHBIM MOMEHT B OyayIIeM.

1. JIeficTBUSI B KOHKPETHBIA MOMEHT BPEMEHU B OYyILIEM.

J1J1s1 3TOT0 OOBIYHO UCTIOJIB3YIOTCS CJI0Ba, 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 3ro Bpems Ha
cienyroiei Heaene Mapu Oyaet urpaTh Ha MUAHUHO.
She will be waiting for me here at 9 p.m. tomorrow. — 3aBtpa B 9 Beuepa

oHa OyJIeT )KIaTh MEHS 3]1eCh.

WMHorma TOYHBI MOMEHT BPEMEHH B OYAYIIEM MOXET BBIPAKATHCS MPU
IOMOIIM IPUAATOYHBIX BpeMEHH (BBOIATCS ciaoBamu When, as soon as, after, until u
T.11.). B Takux npuaarouHbix ucmnonbzyetcs Present Simple.

| will be washing the car when he leaves. — 51 Oymy MbITh MallIMHY, KOT/Ia OH
yHJET.

2. HensbexHbie TeCTBUS.

Drto TakWe Oymymiue COOBITHS, KOTOPBIE TOYHO MPOU3OMAYT B pe3ybTare
KaKHUX-JTHOO IMOATOTOBUTEIBHBIX JEWCTBUI MM IIPOCTO €CTECTBEHHBIM ITyTEM.

John and | made a deal. I will be feeding his cat next week. — Masi ¢ J[oHOM
3aKIIIOYMIIN CIENKY. S OyIy KOPMHTB €ro KOTa Ha CIEAYIOLICH Heee.

Exercises.

1. PackpoiiTe cko0kH, ynoTpeosis riaaroJbl 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. | (to wash) my hair. 6.
Who (to fix) your sink? 7. What she (to do) now? — She (to dance). 8. The children
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(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.
| (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. | (to
open) an umbrella. 24. John (to play) computer games.

2. PackpoiiTe cko0ku, ynorpeodss riaaroiabl B Past Continuous.

1. | (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. | (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, ynotpedasiss riaaroabl B Present Continuous miam Past
Continuous

1. | (to write) an English exercise now. 2. | (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 | 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 | 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, | (not to drink) tea at this time
yesterday, | (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 | went out into the garden, the sun (to shine) and birds (to sing) in the
trees.

4. PackpoiiTe ckoOOKH, ynmoTpedJisisi J1aroJibl Bo Bpemenu Future Continuous
We ... (drive) towards the mountains at that moment.

This time next week Rosie ... (fly) to Tokyo.

You ... (use) the Internet in half an hour? (

| ... (not sunbathe) on the beach tomorrow at noon.

Mark ... (stay) at the hotel until next Monday?

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

NogakowdE
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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?

IIpakTuyeckas padora Nel4

Tema 3.4. Bpemena rpymnmst Simple
Hean paborbi: l3ydyeHne HOBOro TIpaMMAaTUYECKOrO0 MaTepuana, yMEHHE
UCII0JIb30BAaTh MOJyYECHHbIE 3HaHUSI B pPa3TOBOPHOM peuu;
Xox padorbi: M3ydyeHue HOBOro rpamMMaTH4ecKOro Marepuana. BrinonHeHue
VIIPAKHECHUU.

Present Simple - mpocroe HacTosimee Bpemst

Bpems Present Simple o06o3Havaer AeiicTBue B HACTOSALIEM B LIMPOKOM CMBICIIE
cioBa. OnHo  ymoTpeOnsieTcss It 0003HAUYE€HUS  OOBIUHBIX,  PETYJSIPHO
HOBTOPSIFOIIMXCS WM IOCTOSTHHBIX AEMCTBUIA, HAIIPUMEP, KOT'/1a Mbl TOBOPHUM O YbHX -
00 MPUBBIUKAX, PEXKUME JTHS, PACIIMCAHUU U T. 1., T. €. Present Simple o0o3Hauaer
JEHCTBHSI, KOTOPBIE MMPOUCXO/IAT B HACTOSAIIEE BPEMs, HO HE MPUBSI3aHBI UMEHHO K
MOMEHTY PEYH.

OopaszoBanue Present Simple
YTBepI[I/ITeHI)HBIe MMPCAJIOKCHUA:
I/ lyou/welthey play

He / she / it plays
BOHpOCI/ITeJ'II)HI)Ie MMpCAJIOKCHUA:
Do you play?

Does he / she / it play?
OTpI/IL[aTeJIBHBIG npez[nomeHI/m:

| do not/don 't play

He / she / it does not/doesn 't play

AHrnuiickuii rinaroi Bo BpemMeHHOH (opme Present Simple moutu Bcerna
COBMAJACT CO CBOEH HaYaJIbHOM, TO €CTh YKa3aHHOMU B clloBape, (hopMoii O€3 4aCcTUIIbI
to. JIums B 3-eM nuIe eAMHCTBEHHOTO YKCiia K Hel HYy>KHO MPpUOaBUTh OKOHYAHUE -
S:

| work — he works

Ecnu rmaron okaHumBaeTcs Ha -S, -SS, -Sh, -Ch, -X, -0, TO K HeMy HpHUOaBJIsCTCS
OKOHYaHUE -€S:

| wish — he wishes
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K rnaronam Ha -y ¢ mpeaiiecTByIOLIEH COTIaCHOM TOXKe MPpHOaBISETCs] OKOHYaAHUE
-eS, a -y 3aMEHsEeTCS Ha -I-:

| try — he tries

Eciu ’xe rnaros okaHUWMBaeTCs Ha -y C TPEIIICCTBYIONICH TJIACHOW, TO -Y
COXpaHSETCA U 100aBIAeTCA TOJIHKO OKOHYaHHE -S:

| play — he plays

J171s TOTO 4TOOBI MOCTPOUTDH BONIPOCUTEIHHOE MPENIOKEHHE, TTEPe]T MO IeKAIINM
HY>KHO TOCTaBUTh BCIIOMOTAaTeNbHbIN riaroi. Bpemst Present Simple ucnonssyercs
0e3 Hero, IOATOMY B 9TOM CiIydae J00aBISETCS BCIIOMOTATENbHBIN rinaron do (wim
does B 3 1. ex. 4.):

Do you like rock? Tebe npasumcs pox?

Does he speak English? On cosopum no-anenuiicku?

B oTpuiaTenbHBIX MPEIIOKEHUIX TOKE UCTIONB3YETCSI BCMOMOTATENIbHBIN TI1aroi
do/does, HO He mepen mojIexKaIuM, a iepea riaarojiom. [locne Hero npubasinsercs
oTpuuarenabHas yactuna not. Do/does u not yacto cokpamatorcs 10 don’t u doesn’t
COOTBETCTBEHHO:

| do not like black coffee. 4 ne 060 uepnoui koge.
She doesn't smoke. Ona ne kypum.
Cayuau ynorpebsenus Present Simple
e PerynsapHsble, TOBTOPSIOLIMNECS IEUCTBUS:
| often go to the park. 4 uacmo xooicy 6 napk.
They play tennis every weekend. Kaoicovle 6bixoonbie onu uepaiom 6 menHuc.
e JlelicTBUE B HACTOSAILEM B IIUPOKOM CMBICIIE CJIOBA!
Jim studies French. [orcum usyuaem gppanyysckuil.
We live in Boston. Mot orcueem 6 bocmone.
e OOmen3BecTHbIC (DAKTHI:
The Earth goes round the Sun. 3emus spawaemcs 6okpye connya.
The Volga is the longest river in Europe. Borea — camas onunnas pexa ¢ Eepone.
e [lepeunciieHre MOCIEIOBATEIILHOCTH JCUCTBUN:
We analyse what our clients may need, develop a new product, produce a sample,
improve it and sell it. Mot ananuzupyem, umo moorcem nomadobumecsi Hawum

KAUeHmam, paspabameiéaem HOGbIL  NPOOYKmM,  U320maeiusaem  obpaszey,
dopabamvieaem e2o u npooaem.

e HexkoTopsie cnyyan ykazaHus Ha Oyayiiee Bpems (eciu uMeeTcsl B BUIY
HEKOE pacClHCaHWEe WIM IUIaH JEUCTBUM, a TakKe B NIPUAATOYHBIX

MPELIOKEHUSX BPEMEHH U YCIIOBHS):
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The airplane takes off at 2.30 p.m. Camonrem sznemaem ¢ 14:30.

When you see a big green house, turn left. Kozoa svt ysuoume 6onvuioii 3enemnwiii
OOM, noseprume Haueeo.

Past Simple - npocroe npomenmee Bpemst

Bpemst Past Simple wucnomes3yercss st o0o3HaveHUs ACUCTBUS, KOTOPOE
MPOM30IILIO B OMPEICICHHOE BPEMSI B IIPOIILIOM M BPEMS COBEPILICHHS KOTOPOTO YKe
uctekao. JIyis yTOYHEHHs] MOMEHTA COBEpIICHHUS [CHCTBUS B MPOIUIOM MpPHU
UCII0JIb30BaHUU BpeMeHu Past Simple 00bIMHO HCITIONB3YIOTCS Takue ClioBa, kKak five
days ago (nsaTh qHel Ha3an), last year (B mporiwiom roay), yesterday (suepa), in 1980
(8 1980 romy) u T.11.

OopaszoBanue Past Simple

Y TBepAUTENbHBIE PEITI0KECHUS:

I/ he/she /it /you/welthey played (nmpaBuibHbIi Taron V-ed)
I/ he/she /it /you/we/they went (senpaBuibHBINH TTaron V2)
BonpocurenbHbie NPpeaIoKeHUS:

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

OTtpuniatenbHble MPEITI0KECHUS:

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

Jlist Toro 4ToOBI MOCTAaBUThH AHIVIMMCKUH Tiaros Bo BpeMs Past Simple, HyxHO
HCIIONIb30BaTh €ro «BTOPYIO (hopmy». J[iisi GONBIIMHCTBA TIaroioB (MIPaBUIIBHBIX)
oHa o0pa3yeTcs npudaBiIeHUEM OKOHYaHUsI -ed:

examine — examined, enjoy — enjoyed, close — closed

OpmHako ecTh Tak)Ke JTOCTATOYHO OOJIbINAs TPYITa HEMPABUIBHBIX aHTIMHCKAX
[JIarojioB, KOTOpbIE 0O0pa3zyroT (opMy MPOIICANIETO BPEMEHUM HE MO OO0IuM
npaBuiIaM, Il HUX (GopMy MpOIIEeANIero BpeMEHH HY>KHO ITPOCTO 3aIlIOMHUTb.

We saw your dog two blocks from here.
Mbt udenu sauty cobaky 6 08yx Keapmaiax omcrood.

B BompocuTensHOM MNpemsioKEHUU Tepes MOJICKAINIMM HYXKHO HCIOJIb30BaTh
BCIIOMOTaTeIbHBIH ri1aroi do B mporeineM Bpemenu — did, a mocie mojiexariero
MOCTaBUTh OCHOBHOM, 3HAYMMBII TJIarojl B HaYaJabHo ¢opme:

Did you wash your hands? Tet nomoein pyxu?
Did they sign the contract? Onu noonucanu konmpaxm?
B oTpuiaTenabHBIX MPEUIOKEHHSIX T[Epe] TIJIAaroJioM HY)KHO ITOCTaBHUTH

BCIIOMOTAaTENbHBIN Tiaron did u oTpunaTenbHyo 9acTuiry Not:
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We did not find our car. Mot ne nawnu ceoro mawiumy.

| did not understand this question. 4 ne nonsn smom eonpoc.

Cuay4yan ynorpeosienus Past Simple:

e VYKa3aHue Ha NPOCTOE NEUCTBUE B MPOIIIOM:
| saw Jeremy in the bank. A éuoen Joxcepemu 6 banxe.

L PCFYJIHpHI)Ie, IMOBTOPAIOIIUCCA I[CﬁCTBPI)I B IIPOUIIIOM:

The old man often visited me. Cmapux uacmo mens nasewan.

| noticed this charming shop girl each time | went to buy something.

A 3ameuan smy ouaposamenvHyio NpOOASWUYY KAXCObLU pa3, Ko2oa uien 3a

NOKYnKamu.

L4 Hepe‘lI/ICHeHI/IC IIoCICaA0BATCIbHOCTHN I[GI‘/IICTBI/II‘/JI B IIPOIIJIOM:
| heard a strange sound, looked back, and saw a huge cat sitting on the table.

A ycnviwan cmpannwiti 36K, 00epHYICca U yeuoel 300p08EHHO20 KOMA, CUOAUe20

Ha cmovie.

VERB

arise [8'raiz]

awake [o'weik]

be [bi:]

bear [bea]
beat [bi:t]
become [bi:kam]
begin [bi'gin]
bend [bend]
bet [bet]
bite [ba1t]
bleed [bli:d]
blow [blou]
break [breik]
bring [brin]
build [bild]
burn [b3:n]
buy [bai]

catch [kaet[]
choose [tfu:z]
come [kam]

cost [kost]
creep [kri:p]

Cnucok HEIIPaBUWJIbHLIX IJ1arojioB

PAST SIMPLE

arose [8'rauz]

awoke [a'wauk]

was [woz], were [w3:]

bore [bo:]

beat [bi:t]
became [bi:keim]
began [bi'gaen]
bent [bent]

bet [bet]

bit [bi1t]

bled [bled]
blew [blu:]
broke [brouk]
brought [bro:t]
built [bilt]
burnt [b3:nt]
bought [bo:t]

caught [ko:t]
chose [[auz]
came [keim]

cost [kost]
crept [krept]

PAST PARTICIPLE

arisen [a'riz(a)n]

awoken [a'waukan]

been [bi:n]
borne [bo:n]
beaten ['bi:tn]
become[bi:kam]
begun [bi'gan]
bent [bent]

bet [bet]

bitten [bi1tn]
bled [bled]
blown [bloun]
broken ['brouk(e)n]
brought [bro:t]
built [bilt]

burnt [b3:nt]
bought [ba:t]

caught [ko:t]
chosen [tfauz(a)n]
come [kam]

cost [kost]
crept [krept]

NEPEBOA

Bo3HuKaTs,
NnponcxoanTb

BbyauTtsb,
MPOCHYTbCS

BbbITb

HecTun, BbIHOCUTb
buntb
CrtaHoBUTbLCA
HauunHaTb
Crmnbatb
MocnopwuTtb
KycaTb, knesaTb
KpoBoTOUNTb
AyTb

NomaTtb
MpuHoCUTL
CtpouTb

[opeTb
MokynaTb

NosuTs,
XBaTaTb, YCNETb

BbibnupaTb
MpuxoanTb
CrouTb
MonsaTtb
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cut [kat]
deal [di:l]
do [du:]

draw [dro:]

dream [dri:m]

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

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

fit [fit]

flee [fli:]

fly [flai]
forbid [fe'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 [n1t]
know [nou]
lay [lei]
lead [li:d]
learn [I3:n]
leave [li:v]
lend [lend]
let [let]

lie [lai]
light [lait]

cut [kat]
dealt [delt]
did [did]

drew [dru:]

dreamt [dremt]

drank [draenk]
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 [fa'got]
forgave [fo'geiv]
got [got]

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

had [haed]
heard [h3:d]

hid [hid]

hit [hit]

hid [h1d]

held [held]
hurt [h3:t]
kept [kept]
knit [n1t]
knew [nju:]
laid [leid]
led [led]
learnt [I3:nt]
left [left]
lent [lent]
let [let]

lay [lei]

lit [lit]

cut [kat]
dealt [delt]
done [dan]

drawn [dro:n]

dreamt [dremt]

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

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

fit [fit]

fled [fled]

flown [floun]

forbidden [febidn]
forgotten [fe'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 [n1t]
known [noun]
laid [leid]
led [led]
learnt [I3:nt]
left [left]
lent [lent]
let [let]

lain [lein]

lit [lit]

PezaTtb
NmeTb oeno
Jdenatb

PucoBaTs,
TawmuTb

MeuTaTb,
aApeMaTb

MnTb
BoauTb

EcTb

Mapatb
KopMutb
YyBcTBOBaTH
BopoTbcH
HaxoanTb

MoaxoanTb No
pasmepy

Y6eraTsb,
ncyesaTb

NleTtaTtb
3anpewaTtb
3abbiBaTb
MpowaTb
MonyuaTb
HaBaTb
nNatn

Pactu
BewaTb
NmeTb
CnbiwaTb
MpaTtaTtb
MonagaTtb B uenb

CkpbiBaTb,
npataTb

JdepxaTb
Ywmnbutb
CopepxaTb
BssaTb, wTonaTb
3HaTb
Knactb
Bectu
Yuuntb
OcTaBnaTb
3aHnMaTb
Mo3BonATb
NexaTb
OcBewaTb
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lose [lu:z]

make [meik]
mean [mi:n]
meet [mi:t]
mistake [mis'teik]

overcome [avve'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 [[eik]
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 [spoil]
stand [steend]
steal [sti:l]

strike [straik]

swear [swea]

swell [swel]
swim [swim]
take [teik]
teach [ti:t[]
tear [tea]
tell [tel]

lost [lost]

made [meid]
meant [ment]
met [met]
mistook [mis'tuk]

overcame [suve'kerm]

paid [peid]
put [put]
read [red]
rode [roud]
rang [reen]
rose [rouz]
ran [reen]
said [sed]
saw [so:]
sold [sould]
sent [sent]
set [set]
shook [fuk]
showed [[aud]
shut [[at]
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 [swo:]

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

told [tould]

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

mistaken [mis'teik(e)n]

overcome [svva'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 [faun]
shut [[at]
sung [sAn]

sunk [sank]

sat [seet]
slept [slept]

smelt [smelt]

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

spun [span]

split [split]

spoilt [spoilt]
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]

TepaTtb
MpoussoanTb
3HaunTL
BcTtpeuaTb
OwwunbaTbCs

Mpeoponets,
no6opoTb

MnaTtnte
MonoxuTtb
YutaTtb
E3auTb BEpXOM
3BeHeTb
MoaHMMaTbCS
bexaTb
oBOpUTL
Bupetb
lMpopasaTtb
MoceinaTb
CraButb
BcTtpaxueaTthb
lMoka3biBaTb
3aKkpbiBaTb
MeTb

TOHYTb

Cuaetb
CnaTtb

MaxHyTb,
YyBCTBOBaTb

[loBOpUTL
TpaTtutb

KpyTuthb,
BEpTeTb

Pazpenartb,
pa3buBaTtb

MopTnTb
CroaTb
Kpactb

butb, 6acTtoBaTb

Knactbecs,
npucaraTtb

PazbyxaTtb
MnasaTb
bpaTtb, B34Tb
Yuuntb

Peatb
PacckasbiBaTb
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think [Bink] thought [69:t] thought [69:t] OymaTb

throw [Brau] threw [Bru:] thrown [Braun] BbpocaTtb

understand understood .

[Ande'stzend] [Ande'stud] understood [aAnda'stud] MoHnMaTb

undertake [Anda'teik] undertook [ande'tuk] undertaken [Ande'terk(a)n] MpeanpuHnmaTe,
coBepLlaTb

wake [weik] woke [wouk] woken ['wouk(e)n] lMpocbinaTbes

wear [wea] wore [wo:] worn [wo:n] Hocntb

win [win] won [wan] won [wan] BbiMrpbiBaTb

write [rait] wrote [rout] written ['ritn] Mucatb

Future Simple - npocToe Oyayiee Bpemst

Bpemst Future Simple ccehutactcs Ha JedcTBHE, KOTOPOE COBEPIIMTCS B
HEOoMpeeICHHOM WM OTAaJeHHOM OyaymieMm. [Ipocroe Oymyiiee Bpemsi 0OBIYHO
HCIIONB3YeTCsl ¢ 00cTosITeNbCTBAaMU: tOMOrrow (3aBTpa), Next year (B ciemyromiem
roxay), in five years (depes msath set), in 2035 (8 2035 roay) u T.11.

Oopaszosanue Future Simple

YTBepaAuTENbHBIC TTPEITOKCHHUS:

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

BormnpocurenbHbie peIyI0KEeHUS .

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

OTpunarenbHbIe IPEIT0KCHUS .

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

JUist Toro 4TO0BI MOCTABUTH TJIarojl BO BpeMeHHywo (opmy Future Simple, HyxHO
HCIIOJB30BaTh €ro HadalbHYyH (popMy M BcrioMoratenbHbI Tiaron will. B yctHo#
peun will gaie Bcero cokpaiaercs a0 Gpopmai ‘ll.

I’ll do it tomorrow.

Cayuau ynorpeo6enus Future Simple:

e VYKkazaHue Ha IPOCTOE JICUCTBHUE B OyAyIIEM:
We'll return in 4 hours. Mol sepnemcs uepes 4 uaca.

It will not be easy to convince him. Ezo 6yoem nenezko yoeoums.

e Omucanue Oyaymiero dakra
The exhibition will open in May. — Beicmaska omkpoemcs 6 mae.

e [IpeamnonoxeHue Wi Mporuo3
| think it will rain tomorrow. — A dymaio, 3asmpa notioem 00x4cow.

e BripakeHue HaAMEPEHHUS WM PELICHMS, BOSHUKIIIEE B MOMEHT PEYH
I'm thirsty. I think I'll have a glass of juice. — A xouy nume. /[ymaro, s 6vinvio cmaxan

CoKa.

KoncTpyknus going to
Going to ucmosnb3yercs, 4TOOBl BBIPA3HTh HAMEPEHHE, KOTJa PEIICHHE MPHHITO
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3apaHee:

I’'m going to make a cake tonight. — Cezo0ms eeuepom s 6y0y denams mopm.

Going to B Future Simple Taxke ucmosb3yercs IUisl IPEANOI0KEHUH, KOTIa eCTh
MPU3HAK TOTO, YTO YTO-TO IMPOU30MIET:

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

Exercises
1. Packpoiite cko0ku, ynorpedass 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 | (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).
. llocTaBbTeE IJ1ar0JIbl B IPAaBUJIBHYIO (hopmy:
. Julie (not / drink) tea very often.
. What time (the banks / close) here?
. I've got a car, but | (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.
. 3ajaiiTe cnenuaJbHbIe BONMPOCHI, UCIOJIb3YS CJIOBA 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)

WoOoNOOITR,WNEDN

0.My children usually skate on the skating ring in our yard. (Whose)

4. IlepeBeanTe HA AHTJIMHCKHUI A3BIK, YIOTPeOasisi 1i1arojabl B popme Present
Simple.

1. S u3yvaro aHTJIMHACKUUN SI3BIK

2. Ero mnaammuit 6par ydeHukK
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. Ona He paboraet

. On Bceraa O4YCHb 3aHAT

. OH pa3roBapuBaeT Mo-HEMELKU?

. Most Mama JTFOOUT KJTACCHUECKYIO MY3BIKY

. OHu He XOTAIT HUATU B KMHO

. I'ne Bamm ponurenn?

9. Ona He urpaeT B n1axmaThbl

10. OH HUKOI/1a HE IPOCHINIAETCS PaHO

11. Ona genaer 3apsAaKy KaKJblil 1€Hb?

12. OHM XOOsT B T€ATp pa3 B MECHII

13. 5 momoraro Mame 1o X034MCTBY OYEHb YACTO

14. Bol nbeTe koe yrpom?

15. OH penko XoauT B KMHO

16. OHa He unTaeT razer

17. O1u neBoYKHu HEe pabOTAIOT, OHU y4aTCs

5. Ucnoanb3yiiTe ciioBa B CKOOKAX /1J1s1 00pa3oBaHus npeajioxenunii 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)

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. 3amosHuTe mponycku riaarogamu B (opme Past Simple. Hcnoun3yiite
rJ1aroJibl M3 JaHHOTO cucka: 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. IlepeBenuTe MpeNJIOKEHUsI HA AHTJIMIICKHIA sI3BIK, HCMOJB3Ys Past Simple.

1. Korga Bamn cblH MOCTynuia B yHUBEpPCUTET? — OH MOCTYNUI B MPOUUIOM romay. 2.
Omna Buepa He IpHIIIIa, TAaK Kak Oblia oueHb 3aHsATa. 3. KTo BcTpeuasn Bac Ha Bok3ase?
— Moii 6part. 4. CKOJBKO pa3 B HEJIETIO Y Bac ObLT aHTJIMICKUIN B IIPOIILJIOM ceMecTpe?
— JIBa pa3a B Hememo. 5. Buepa Bce CTyAeHTBHI Halled I'PYIIbI CAAIA 3K3aMEH IO
¢uzuke, kpome 3opuHa: oH ObuT HE TOTOB. 6. C KeM Bbl 0OCYAMIU 3TOT BOMPOC? —

0N DN~ W
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Mps1 00cynumm ero ¢ peKTopoMm. 7. Bbl MO3HAKOMUIIUCH C 3TUM MYKUMHOI Ha padoTe,
He Tak au? — Jla, Mbl IO3HAKOMWIMCh Mecsll Ha3zaa. 8. Ha mpouuiold Hemesne Mbl
HHUKYJa HC BBIXOJIWJIH I10 BCUYCPAM. 9. OH OKOHYHII YHUBCPCUTCT TPHU roJga Hasal. 10.
Kyna BbI e3qunu B oTiyck jietoM? — Mbl e3qmin Ha YkpauHy. — Kakas Tam Oblia
norona? — beuto oudens kapko. 11. Pa3Be oHa He XoOTela NPUHATH y4acTHUE B
koHuepTe? — OHa xorena, HO 3abojena mapy AHed Hazan. 12. Kto ocraBun sty
3anucky? — Ham cocen.
8. locTaBbTe raaroJ B ckodkax B Present Simple/Past Simple.
1. | often (see) my friend at the university. Yesterday | (see) him in the dean's office.
2. We always (meet) on Sundays. Last month we (meet) 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 (have) 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. | usually (go) to the
club with my friends. Last night | (go) there alone, because my friends (be) out of
town.
9. PackpoiiTe cko0KH, ynmoTpedassariaaroiabl B Future Simple:
| 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.
| (to take) off my clothes and (to put) on a hospital gown.
| (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.
He (examine) my eyes, ears, nose and throat.

10 He (give) me some recomendations.
10. PackpoiiTe ckoOku, ynmorpedJsis riaaroasl B Present Simple mam Future
Simple (Bce npeajioxkeHHs OTHOCATCH K OyaylieMy).
1. When he (to return) to St. Petersburg, he (to call) on us. 2. If I (to see) him, | (to
tell) him about their letter. 3. We (to gather) at our place when my brother (to come)
back from Africa. 4. | (to sing) this song with you if you (to tell) me the words. 5. |
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 | (to stay) some more days in your town,
| (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, | (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 | (to finish) school, I (to enter) the University.
11. PackpoiiTte ckoOku, ynmorpedasis raarojanl B Present Simple, Past Simple,

Future Simple:
1. 1 (not to go) to the cinema every day.

CoNoarLDNE
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2. 1 (not to go) to the cinema yesterday.

3. I (to go) to bed at ten o’clock tomorrow.

4. She (not to go) to the cinema tomorrow.

5. You (to watch) TV every day.

6. | (to go) to bed at ten o'clock every day.

7.1 (to go) to bed at ten o'clock yesterday.

8. 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

IIpakTuyeckas padora Ne 15
Tema 3.5. [Tnucbmo-3akas.

Hear padorpi: PopMHUpPOBaHME KOMMYHHMKATHBHBIX KOMIIETCHIIMM, OBJaJCHUE
JIEKCUKOM U SI3bIKOBBIMM KJIHUIIIE 110 TEME.
Xoxa 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
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VIadimir Smurov

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;
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additional offers;
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.

| enclose a detailed quotation, specifications and delivery terms. As you will see
from this, our prices are very competitive. | 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 ...

| look forward to hearing from you.
IIpakTuyeckas padora Ne 16

Tema 3.6. [TucbMo-0TKA3.

Heab padorbi: PopMHUpPOBAHME KOMMYHHMKATHUBHBIX KOMIIETCHIIUM, OBJIAJCHUE
JIEKCUKOM U SI3bIKOBBIMHU KJIUIIIE 110 TEME.

Xoxa padoThI:

1. Read and translate and learn the requirements to the Inquiry Letter.
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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 4JY
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.

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
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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.

Yours sincerely,
Alfred Smithers
Sales Manager

IIpakTnueckas padora Ne 17

Tema 3.7. The Present Perfect Tense
eab padoThI:
1. ®opmupoBaHUEe KOMMYHUKATUBHBIX KOMITCTCHITUH.
2. OBnajicHue TPaMMaTHYECKUM MaTEpUAJIOM IO TEME.
Xoa padoThI:
1. BBeneHre HOBOTO rpaMMAaTHYECKOTO MaTepHuaia, HEOOXOAUMOTO I U3y4YeHUs
TEMBL.
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2. OTpaboTKa JIEKCUKO-TPaMMaTHYE€CKIX HAaBBIKOB.

Bpewmst Present Perfect o6o3nauaet neficTBre, KOTOPOE 3aBEPIINIOCH K HACTOSIIEMY
MOMEHTY WJIM 3aBEPILECHO B MEPUOJ HACTOAIIETO BpeMeHH. X0TA riaroisl B Present
Perfect 0ObIYHO TIEPEBOMATCS HA PYCCKHUH SA3BIK B MPOIICAIIEM BPEMEHH, CICIYET
OMHHUTB, YTO B QHTJIUHUCKOM SI3BIKE 3T JEHCTBUSI BOCIIPUHUMAIOTCS B HACTOSIIIIEM

BPCMCHH, TaK KaK IIPUBA3aHbI K HACTOAIICMY PC3YyJIbTATOM 3TOT'O I[GﬁCTBH?I.
| have done my homework already.
A yxe cneman qoMalHee 3a1aHue.

We have no classes today, our teacher has fallen ill.
VY Hac CCroJHs HE 6y,[[€T YPOKOB, HAIll YIHUTCJIb 3a00J1€e.

Oo6pasoBanue Present Perfect
Y TBepAUTENIbHBIC MPEITTOKCHUS:

| have played We have played
You have played You have played

He /she /it has played = They have played

BonpocurenbHbie TpeaioKeHus:

Have | played? Have we played?
Have you played? Have you played?

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

OTpI/II_[aTeJIBHBIG MMPCIIJIOKCHHUA:

| 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

Bpewmst Present Perfect o6pasyercst mpu moMoIy BCoMoraTeabHOro riarosa to
have B HacTosiIeM BpEMEHH U TPEThel (HOPMbI CMBICIIOBOTO TJIaroJia.

To have B HacTosiiieM BpeMeHU UMEET J1BE (POPMBI:

has — 3 numo, ex. 4. (He has played)

have — 1 u 2 nauro ex.u. u Bce popmsl MH. 4. (I have played)

B BonmpocurTe1bHOM NpeaJIosKeHUH BCIIOMOTaTeIbHbIN rJaroj BEBIHOCUTCA Ha
MECTO Mepe]l NOAIEKAIINM, a 3HAUUMBbIN TJIaroJl OCTaeTCs MOCIE HEro:
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Have you seen this film?
Tw1 cMoTpen 3TOT GpuaIbM?

Has she come yet?

OHa e1iie He npuiia’?

B OTPHHATECJIbHBIX IPEAJTOKCHUAX 3d BCIIOMOI'aTCJIbHBIM I'JIaroJioM CJICAYCT
oTpuIaTenbHas yactuia Not. ®opmel have u has npu 3ToM MOryT ObITH
cokpaiiensl 10 haven’t u hasn’t cOOTBETCTBEHHO:

| haven’t seen him since then.

C tex I1IOp 4 €0 TaK U HC BUACII.

Cayuau ynorpe0.sienusi Present Perfect:

Ecnu roBopsiiemy BaxkeH cam (hakT MPOU3O0NIESNIEro JEHCTBUA, a HE €r0 BpeMs Uiu
00CTOSITEIBCTRA:

| have visited the Louvre 3 times.

S mocerun JlyBp Tpu paza.

Ecnu BpeMsi cOObITHS UMEET 3HaUCHHE, TO HY>KHO MCII0JIb30BaTh Bpems Past
Simple:

| visited the Louvre last year.

S mocerun JlyBp B mponuiom roay.

Ecnu nepuon, B KOTOPBIN MPOU30LLIO IEUCTBUE, €MIE HE 3aKOHYUIICS:
| have finished reading the book this week.

Ha sroii Henene s 3aKOHYUI YUTATh KHUTY.

B npoTtrBHOM ciiyuyae ucrnofibdyercs Bpems Past Simple:

| finished reading the book 2 weeks ago.

51 3aKOHYMII YNTATh KHUTY JIBE HEJAEIU Ha3al.

JIiist 0603HaYeHUS IEUCTBUI, KOTOPBIE HAYAIKMCh B IPOLUIOM U IPOJOJIKAIOTCA B
MOMEHT pa3roBopa:

I’ve studied Spanish since childhood.

Sl yuwni1 UCrIaHCKuUii ¢ JeTCTBA.

| haven’t seen my home town for 45 years.
S He BUaEN CBOM pojiHOM ropon 45 mer.

Exercises.
Exercise 1.
1. | (to be) to their concert twice. Their music is amazing.
2. | (not/to see) Jane since the day of her wedding. They (to come back) from their
honey moon yet?
83



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. | (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. | (to meet) lots of people for the last few days.

3. It is the first time | (to swim) in the ocean. | (never/do) this before.

4. You (ever\try) Indian or Chinese food?

5. I was very busy with the project recently. So | (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. | (not\to smoke) since then.

Exercise 3. B ciienywomux npeaioxeHussX M3MeHUTe BpeMs riaroJia Ha Present
Perfect. [lepeBeanTe npeaioKeHnst HA PYCCKUH A3BIK.

1. | 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. | 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 open-
ing a box of chocolates.

IMpakTuyeckas padora Ne 18.
Tema 3.8. [loanucanue KOHTpaKTa
eab padoThI:

1. ®opmupoBaHUEe KOMMYHUKATUBHBIX KOMITCTCHITUH.
2. OBnajsieHuE JEKCUKO-TPaMMaTHYECKUM MaTeprajaoM 1o TeEMeE.
Xox paboThI:
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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 in after referred to as the Sellers, on the one hand and
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
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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

(BairoTa)
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 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.
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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./lonomaurenpeaioxkeHuspaBuibHopopmoit Present Perfect:

| know who your boss is. | (work) for him.

Look! Somebody already (broke) the tree.

Mary (go) to Moskow, but she’ll be back next Monday at the latest.
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;

> wn e

Exercise 2. 3anosHuTe nponycku sinse uwin 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.

Answers: Since, for, for,since, for

Exercise 3.IToctaBpTenpaBuibuytodopmyriarosnas 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. | (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?

— | (not/have) time, | was very busy. | (start) it but I’ve only got as far as the first
chapter.

— What you (do) since | last saw you?

— | (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.
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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
have passed

O N O gk wh Pk

Do some exercises.
The Past Perfect Tense.

Exercise 1. ITocraBbTe ri1arojbl u3 ckoook B popmy Past Perfect.

1. He never ... (be) to Oxford before. (On Hukorna panbiie He Ob11 B OKcdope.)

2. When I found my camera the butterfly already ... (fly away). (Korma s namen
¢doToamnmapat, 6abouka yxe yierena.)

3. Sandra ... (suffer) from pneumonia for many years. (Canapa crpagana oT THEBMOHUU
B TCUCHHE MHOTHX JIET.)

4. Tony ... (not appear) on TV before that. (Tonun HuKOra paHbllle HE MOSABISUICS HA
TB.)

5. My cousin ... (buy) the tickets before we came. (Moii Ky3eH Kynuji OHJIETHI 10 TOTO,
KaK MbI IPUIILIH. )

6. I was too tired because my working day ... (start) at six. (5l cnumkom ycTai, moToMmy
YTO MOM paOouMii IeHb HAYaJICS B IIE€CTh. )

Exercise 2. PackpoiiTe cko0ku, ynmorpedJsis riaarojnl B Past Simple maum Past
Perfect:

1. When | (to come) home, mother already (to cook) dinner.

2. When father (to return) from work, we already (to do) our homework.

3. When the teacher (to enter) the classroom, the pupils already (to open) their book.

4. Kate (to give) me the book which she (to buy) the day before.

5. Nick (to show) the teacher the picture which he (to draw).

6. The boy (to give) the goats the grass which he (to bring) from the field.

7. Mother (to see) that Nick (not to wash) his hands.

8. The teacher (to understand) that Lena (not to do) her homework.

9. 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 | (to wake) up yesterday, father already (to go) to work.

17. Nick (to think) that his father (not yet to come) home.
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18. Mary (to tell) us that she (to cook) a good dinner.

Exercise 3. CoctaBb IpeIoKeHHs, HCIIOIb3Ys CJI0Ba B CKOOKaX:
| wasn't hungry. (I/just/have/lunch) I 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. IlocraBr rnaron B HyxkHo# ¢opme (Past Perfect wiu Past Simple) B
3aBUCUMOCTH OT CMbIcia. (3aech mocrapaiics He momnacthesi! Eie pa3 mepeunraii
cMmbIcioBoe 3HadeHue Past Perfect):

1.  The house was very quiet when | got home. Everybody (go) to
bed.

2. | felt very tired when | got home, so | (go) straight to bed.

3. Sorry | 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 | 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 | got home.
Everybody had gone to bed.2. | felt very tired when | got home, so | went straight to
bed.3. Sorry | 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.

Pa3nen 4. PaGora ¢ 10KyMeHTaMM.
IIpakTuyeckas padora Ne 19.
Tema 4.1. Bxoasiias 1 ucxoasiiasi KOppECHOHACHITHS.

Heab padorbi: POpMUpPOBAHME KOMMYHHMKATHUBHBIX KOMIIETEHIIMM, OBJIAJCHUE
JIEKCUKOU U A3bIKOBBIMH KJIUIIE IO TEME.

Xoa paoOorbl: l3ydeHHne TEOpEeTHUYECKOro Marepraia. BhINOJIHEHHE JIEKCHUKO-
IrpPaMMAaTHYECKUX YIIPAKHEHUM.

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.
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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?

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
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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 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.
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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 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
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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 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)
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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

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 is 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)
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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.

IIpakTuyeckas padora Ne 20
Tema 4.2. Opranu3zanus paboThI C TOKyMEHTaMHU.

Heas padorbi: POpMHUPOBAHME KOMMYHHKATHUBHBIX KOMIIETEHIIMM, OBJIAJCHUE
JIEKCUKOM U SI3bIKOBBIMH KJIWIIIE 110 TEME.

Xox paborbl: W3yuenue TteopeTuueckoro warepuana. Pabora ¢ TekcToMm
npodeccruoHanbHO HApPaBIEHHOCTH.

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;
» 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
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 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.

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;
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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?

~No ok

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 — mpoTokoJI 3aceranus/CoOpaHst
2 sample — obpaser, poda
3 spreadsheet (computer)— kpymnHohopMmaTHas TadvIa
4 policy — nuHMs TOBeICHUSI, KYPC, TIOJIUTHKA, EITEIbHOCTD MPEANPHSTHS
5 briefing — urcTpyKTaK, yKazaHus

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 21.
Tema 4.3. MoaganbHbIE IJ1ar0ibL.

Hean padorb: OBnajeHrne rpaMMaTHYECKUM MAaTEPUAIIOM 10 TEME.
Xox  paOorbl:  3ydeHue = TEOPETUUYECKOro  Marepuana.  BeimonHeHwue

rpaMMaTUYECKUX YIIPAXKHECHUU.

1. MOJAJIBHBIE I'JIAT'OJIBI MAY, CAN, MUST, HAVE TO, SHOULD 1
NX SKBUBAJIEHTBI.
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Can — Mory, ymero

uMero criocobHoctu (ability);

MMEI0 BO3MOXKHOCTH (possibility);

UMEIO pa3pelicHue (permission = may)).

B mpomieamem Bpemenn umeet Gopmy could (mor, ymen). B Oyayiiem BpeMeHu
ucnoab3yercs skBuBaneHt — Will be able to (cmory, cymero). To be able to moxer
MCTIOJIb30BAThCS B Pa3IMIHBIX BHIOBPEMEHHBIX (DOpMax.

Must — nomken, o0s13aH

00s13aHHOCTR/HE00X0AMMOCTh (obligation/necessity)

JTUYHOE MHEHHUE, TUIHBIN MOTHB (personal feelings)

HACTOSITEIbHAS TPOCK0a, COBET (00s13aTeIHHO TOJDKEH) (request)

npukas (the authority of the speaker)

He umeer npyrux ¢popm, BMecTo Must ucronb3yercs “have t0” B pa3muaHbix
BUJIOBPEMEHHBIX (hopmax. HacTo UCToib3yeTcs B 00BIBICHUAX (a notice)

Have to / has to —seiHy)1eH, npuxoauTes, noypken (obligation/necessity)

B CHJTy HE 3aBUCAIIUX OT TeOs1 00cTOATENbCTB (arising out of

circumstances);

COIJIacHO 3aKoHY, HopMmaM wiu nipaBuiiam (based on a law, rule, or

authority)

B nporreaimem Bpemenu umeet Gopmy had to (momkeH ObuUT, BBIHYKACH ObLI,
npuiiock). B Oyaymem Bpemenu — Will have to (mommken Oyay, BeIHYXICH Oy1y,
npunércs) To have t0 MOXKeT UCIIOJIb30BaThCS B PA3IMUHBIX BUAOBPEMEHHBIX
dopmax.

| can play the piano. (ability) — 51 ymero urpath Ha THAaHKHO (CITOCOOHOCTH)

Can (may) | send an e-mail from your computer? (permission) — Mooicro oTpaBHUTh
MHUCHMO C Balllero KoMmmproTepa? (pasperieHue)

| have been able to do this difficult task. (ability) — 5 cmorna BeITOTHUTE 3TO
CJIOKHOE 337aHKe. (CITIOCOOHOCTB)

| think | will be able to organize this kind of work. (ability) — 5 aymaro, s-ro cmory

OpraHu30BaTh ATOT BUJ PAOOTHI. (CIIOCOOHOCTH)
68

The windows are dirty. | must clean them (personal feeling). — Oxna rpsizubie. S
00/12/CHA TIOMBITh UX. (TUYHBIA MOTHUB/MHEHHE )
It’s a very interesting film. You must see it. (request) — to oueHb HHTEPECHBIN
¢GueM. Thl 00s13aTENBHO TOIKEH TOCMOTPETh €r0. (HACTOATEIIbHBIN COBET,
npoch0a)
Dogs must be kept on a lead. (a notice) — Cobak nepxaTh Ha TOBOKE!
(oOBsiBIICHHE)
I’1l be late for work tomorrow. I have to go to the dentist. (necessity arising out of
circumstances) — £ ono3naro Ha paboTy 3aBTpa. MHE HY>KHO CXOJIUThH K
JTAHTUCTY. (HEOOXOIUMOCTb, BOSHUKAIOIIAS B CUITY HE3aBUCSIIUX OT T€Os
0OCTOSITEIILCTB)
Exercise 1. Complete the sentences with can (3), could (1), must (3), have to (1),
has to (2), had to (1), able (2).
Sarah speak Italian.

98



Jill’s eyes are not very good. She wear glasses.
| use your pen?

Marylyn is a very interesting person. You meet her.

| like this hotel room. You see the mountains from the window.
I 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.

| am sure Jill will be to get this job.

When | was young, | run very fast.

| 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'JIAT'OJIBI CAN, MUST, HAVE TO B
BOINPOCHUTEJIBHBIX U OTPULATEJIBHBIX ITPEIVIOKEHUAX
2.1. CAN

Can you...?

I can’t (cannot)... .

Can you swim? — Yes, | can. — Tsl ymeenib miaBats? — Jla.

We can’t come to your party next Saturday. — Mbl He MOXKeM MPUITH K TeOe Ha
BEUEPUHKY B CJICAYIONIYIO CyO0O0TY.

Can | smoke in here? — No, you can’t. — Mo»xHO MHE TOKYpHTH 31ech? — Her,

HEJIb34.
69

Could you read when you were 5? — Tbl ymen untaTh, Koraa Tede 0b110 5 1et?

B npocrbax ucnonb3yrores U opma nporieaniero u popma HaCTOSIIEr0 BPEMEHHU:
Can you help me? = Could you help me?

Can you...? — BbI (He) moxerTe ...7

Could you — He morsu Okl BHI ...?7 (OoJiee BexInBast popma).

2.2. MUST

B BompocutensHOM opme IpakTUUECKU HE yHOTPeOIsIeTCsl B pa3rOBOPHOM peyH.
Paznuyaror 1Ba OTpUIIaTEeNIbHBIX OTBETA: mustn’t (Heb3s1, HE AOJKEH) U needn’t (He
HYKHO, HE 0053aTEJIbHO).

[ must hurry. I mustn’t be late. — I nomkHa notoponuThes. S He

JOJKHA (MHE HEJb35) OMO3/1aTh.

You needn’t clean the windows. They are not dirty. — Tebe He HyX)HO

(ae o0s3aTennbHO) MBITh OKHA. OHU HE TPSI3HBIC.

2.3.HAVE TO

B BompocuTENBHBIX M OTPUIIATENBHBIX MPEJIOKEHUSX YIIOTPEOIIETCS CO
BcrioMoraTenbHbIM T1arosiom: do/does (Present Simple), did (Past Simple).

What time did you have to go to the dentist yesterday? — Bo ckosbko

ThI IOJDKHA ObLIIa TTIOMTH K JAHTHCTY Buepa?

Does Jill have to work on Saturday? — JI>xumn gomkHa paboTath 1o

cy6boram?

We didn’t have to wait very long for the bus. — Ham He npurnuiocsk
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JI0JITO KAaTh aBTOOYyCA.

Ian doesn’t have to work very hard. He has an easy job. — Iy He
OPUXOAUTCS paboTaTh OYEHb MHOTO. Y HEro JIErkas padora.

Exercise 2. Complete the sentences with can't or couldn't.

| was tired but sleep.

| wasn't hungry yesterday. | eat my dinner.

Ann doesn't know what to do. She decide.

Do you know where Martin is? | want to speak to him but | find him.
Jim go to the concert next Saturday. He has to work.

Paula go to the meeting last week. She was ill.
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Exercise 3. Complete the sentences with I must or | had to.

It’s late. go now.

| don't usually work on Saturdays but last Saturday work.
get up early tomorrow. I've got a lot to do.

| went to London by train last week. The train was full and stand all the
way.

| was nearly late for my appointment this morning. run to get there
on time.

| 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. | 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.

You go. You can stay here if you want.
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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.

| 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.

| 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 ?
| 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 to

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.

| didn't have any money with me last night. So | must borrow / had to borrow some.
| 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. | want to help you.__

IIpakTnyeckas padora Ne 22
Tewma 4.4. Pabota ¢ apxuBamu.

Heab padorbl: POpMUPOBAHME KOMMYHHMKATUBHBIX KOMIIETCHIIUM, OBJIAJCHUE
JIEKCUKOM U SI3bIKOBBIMHU KJIUIIIE 110 TEME.

Xoa pabOorbl: M3yueHHne TEOPETUUECKOTrO Marepuaia. BhIMoOMHEHHE JIEKCHUKO-
rpaMMaTUYECKUX YIIPAXKHEHUMU.

1. Here are some other examples of records. Match A and B.
A
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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. IlepeBeauTe Ha pycckuii s13bIK: 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 file | artifact
Administrative | applicant application letter | affect adoption assist
Office / application apply for a job apologize appointment back-end
Records Office | apply for (a | appropriate approve architectural backup
advice, to | job) arrange archives drawing be attributed to
advise approach attachment awareness archivist be convinced
appraisal as soon as | attend be (not) wup to|arson be indexed
archival possible attitude standard assess be situated
authority as well as availability be obliged assessment boost productivity
bachelor/maste | at the top /| background be prepared basement both ... and ...
r degree bottom be available for | be shortlisted (for an | be related to calculation
bar code attend be capable of interview) burn captured
be able to meetings be held up broaden buyer information
be allowed to | available be (not) to the | carry on business cable (=telegram) | cause
be in charge of | be illegibly | level carry out charity check
be involved addressed benefit catalogue citation compatibility
be responsible | bear security or | benefits (perks) | challenging climb the ladder complex
for privacy client colleague control (structure)
bookshelf markings coach commitment to creator conduct
briefing papers | benefit confident compensation deposit conversion
business body of the | convince competition depository convert
activities letter convincing condition destruction copier
business business trip count on confidence destructor costly
decision candidate cover letter consumption dirty court of law
calendar career customer contract disposal cultural treasure
can (could) objective data specifications dispose of customized vault
certain cart description coordinate disposition data center
certificate clerical duties | development correct the error electronic data entry
circulation closing plans co-worker obliteration deal with
circumstance | salutation drawback damage emergency decrease

102




command
complete
contract
correspondenc
e
correspondenc
e course
course of work
create

creation

CVv

data

decide

delete

destroy
destruction
develop
development
digital format
dispose of
record
disposition
distance
learning
division/depart
ment (Dept)
employee
employer
enable

enroll in (a
program)
experience
external/intern
al

file

filing system
General
Manager
grant
guidance
happen (to)
have to

in line with

in order to
inactive
records
incoming/outg
oing
instruction
internal
inter-office
junior/senior
keep records
knowledge
law

letter

level

collect
completion
computer
application
condition
confidential
contain
Curriculum
Vitae (CV) =
resume
date-stamped
deal with
documents
deliver (mail)
desired pay
range

destroy
determine
differ from
difference
dispatch
distribute
driving licence
employment
enclosure
entry-level
position
envelope
equipment
experienced
expert
fieldwork
fluent in
(French)
follow rules
graduate (with
Honours)
graduation
handle (mail)
high school
hourly
identify
internship
Inward
Correspondenc
e

Register
junior position
key skills
letterhead
(sender’s
address)
location

mail clerk
mailing
address
maintain

enclose
encourage
enthusiasm
explain
feedback
find out
follow-up
helpful tip
impression
indicate
interviewee
interviewer
introduce
introduction
involve

IT ability
long-term
look forward to
maintain
mission
statement
motivation
offer
opportunity
personality
polite
previous
problem solving
skills
product
development
prospects
provide
reference
regarding
relationship
request
requirement
shredder
specific
specifically
staff
strength
stuff
success
value
weakness
Yours sincerely

demonstrate

devise

discount

discover

dispute (between two
parties)

diverse

due to

ensure
environment
essential

evaluate

evidence
familiarity

field

filing plan
flexibility

gain

goods

guide

handwritten

hone

improve

in accordance with
in case of

in order to

join

length

letter of apology
letter of application
letter of complaint
letter of enquiry
liaise

locality

look into the matter
make a decision
meet
requirements
monitor
negotiations
oral

oversight
overview
persuade
price-list
print

product order
project management
quality

quotation letter
rapidly

regulatory

restrict

retention schedule
review

rewarding

the

file plan

film reel

fragile

general public
generation
guardian

handle
hardware/softwar
e

humidity
incident
incinerate
independence
inventory
legend
legislative
macerate
mandate

manual

move

occupy
onsite/offsite
storage
particularly
peacetime
preservation
private

pulp

record series
recycle
reference book
rescue
resolution

retain

save

Secretary of State
seller

serve as

shred

sound recording
step
subtopic
supersede
temperature
the
Department
theft
transaction
trash
treaty

user
vandalism
verify

via

video cassette
vital record
wartime

State

delivery
depth
designed for
desktop
digitizing
directly
disadvantage
document
processing
dust-free
efficiency
eliminate
employ
entrance
evidence
evolve
expensive
export to
databases
extreme
facilities

fast

fireproof
giant
government
regulations
GPS tracking
hard drive
have in common
improvement
in addition (to)
include
inefficient
infrastructure
initial

insurer
integrate
intellectual
property
Intelligent
Character
Recognition
(ICR)
invoice

life insurance
longevity
maintenance
make sure
manila folder
media
microfiche
missing
information
multi-paged
network
Optical Character
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locate a record
maintain
maintenance
may (might)
media
meeting
mentor
minutes
must
necessary
necessity
notice, n
obligation
occupation
on-the-job
training
order of
(events)
oversee

pass an exam
permanent
permission
Personal
Assistant
personal data
Personnel
Manager
photograph
policy
position
possibility
preserve
procedure
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

major (subject)
mention

move ahead
objective
salutation
operate
machines
Outward
Correspondenc
e

Register
package
perform
personal
details
photocopy
place (V)
postage
procedures
manual
proficiency
proficient in
(Microsoft
Word)
qualification
recipient (the
addressee)
reference
(number)
register (v)
request
require
retrieve (data)
return address
salary

seek (sought)
sender
(addresser)
senior position
serial number
sign

signature

o)

sort (mail)
special skills
staple
(material
together)

start date
subject line
(Re: -
regarding)
such as
summer
placement
title of office

typing

secondary
vocational /
tertiary

sincere

sound

strategy

stretch skills
supervisor
supplier

take a chance
take place

take responsibility
team

terms of payment
train

transfer

trend

try
unsatisfactory
unsuitable for
vacancy

verify

vital assets
voluntary work
well-paid

wear gloves

Recognition
(OCR)

optical disk
original
outsource
paper-based
document
paperless office
partner

pay back
pension
perform

prefer

print out
(documents)
printer

prior to
profitably
proofread
properly
protect
recovery
reduce
reliable

rely on
reproduce
retrieval tool
return on
investment (ROI)
analysis
safeguard
safely

safety device
scanned image
scanner

screen

search

secure
security
separate
setting

share

smoke detector
solution

space

stability
storage
requirements
streamline
supply

surface

survey

take notes
tape
underground
valuable

vault
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retrieval, to | undergraduate vehicle

retrieve unlike verification

rule volunteering video surveillance
sample undertake widespread
semi-active work workflow

records experience Xerox

send (sent) work setting

shred (records) | zip code

skill
spreadsheet
staff

storage

store
structure
support

text message
the (Trade)
Union

the Board
the Chairman
transfer
uncertainty
value

vault

HOBTOpeHI/Ie BPEMEH aKTHBHOI'O 3aJiora

Yup. 1. Packpoiite ckoOKkH, ynorpedJsisi rjarojibl B OJHOM M3 CJeIYHIIHX
BpemeHn: Present, Past, Future Simple; Present, Past Continuous; Present, Past
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 | (to go) to school
yesterday, | 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. Packpoiite cKoOKH, ynoTpedJisisi rjarojibl B OJHOM M3 CJeIYHIIHX
BpemeHn: Present, Past, Future Simple; Present, Past Continuous; Present, Past
Perfect,

1. I always (to come) to school at a quarter to nine. 2. Yesterday | (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
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every day. When | (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.

Ynp. 3. Packpoiite cko0KkH, ynorped/isia rjarojbl B OJHOM M3 CJIeTYIOUIUX
BpeMeH: Present, Past, Future Simple; Present, Past Continuous; Present, Past
Perfect.

1. When you (to come) to see us? — | (to come) tomorrow if | (not to be) busy. 2. |
(not to like) apples. 3. He (to come) home at five o'clock yesterday. 4. | (to ring) you
up as soon as | (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, | (to do) this work well. 12. | always
(to get) up at eight o'clock, but tomorrow | (to get) up a little later. 13. What you (to
read) now? — | (to read) Tom's book. I (to be) in a hurry. Tom soon (to come), and |
(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 | (to come) home yesterday,
my brother (to sleep).

IIpakTnueckas padora Ne 23
Tewma 4.5. PaboTa ¢ 3JIEKTPOHHBIMHU TOKYMEHTAMH.

Heas padorbl: POpMUPOBAHME KOMMYHHMKATHUBHBIX KOMIIETCHIIMM, OBJIAJCHUE
JIEKCUKOM U SI3LIKOBBIMU KJIHIIIC I10 TEME.

Xox paborbl: U3yuenue TteopeTuueckoro watepuana. Pabora ¢ TekcToMm
nmpo¢eCCUOHAIbHONW HAINpPaBJICHHOCTHU. BBITIOMHEHHE JIEKCHUKO-TPAaMMaTHYCCKHUX
YIPaXHECHUMU.

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
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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?

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?

c) 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.
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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.

Iron 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

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?
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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.
Iron 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 enwronments 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 mclude 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
There is a private vault designed for photographs. It can malntaln
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.
c¢) Order these ideas as they appear in the video. Check as a class. Talk about
some of them.
Security
Customized vaults
[ron 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
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IIpakTuyeckas padora Ne 24.
Tema 4.6. CtpagaTenbHBIN 3a10T

Hean padorsi: OBNajeHre rpaMMaTUUYECKUM MaTEPUAIIOM 10 TEME.

Xox pabGorpl: M3yueHue TEOpPETHYECKOTO Marepuana. BeimoaHeHue
IrpaMMaTHYECKUX YIPKHEHHM.

['arospl B aHTJIMHCKOM SI3BIKE YIOTPEOISIOTCS B aKTUBHOM dopme 3amora — «the
Active Voice» m B maccuBHOW (cTpamarenpHOi) — «the Passive Voice». B
AKTUBHOM 3aJI0T€ CYOBEKT BBINOJHSIET JCHWCTBUE, YKa3aHHOE TJarojiioM, a B
MIAaCCUBHOM — Ha CyOBEKT JIeHCcTByeT caM riaroji. She wrote a book (Active) — A
book was written by her (Passive).

UTo TakO€ MacCUBHBIN 3aJI0T?

CrpagaTeabHbIi  3aJ10T IIMPOKO yHOTpEOJsieTcsl Kak B YCTHOM TaKk U B
NACbMEHHOM COBPEMEHHOM AaHIJIMMCKOM. 3a4acTyk) ITaCCUBHBIE KOHCTPYKIIUU
UCIIOJIb3YIOTCS, KOTJa HET HEOOXOJMMOCTH Ha3bIBaTh MCIIOJIHUTENSI KaKOTO-JIHOO
NEUCTBUS, a TaKXKe, €CJIM HET pa3HULBl B TOM, KTO HMEHHO 3TO JEHCTBUE
BBITIOJIHAET — Ba)KEH JIUIIb PE3yJIbTaT.

CtpaiaTenbHbIi 3aJ10T HCIOIb3YeTCs, YTOOBI TOKA3aTh HHTEPEC K 00BEKTY, KOTOPBIH
UCTIBITHIBACT JICHCTBHUE, @ HE K 00BEKTY, KOTOPBIH €r0 BBHIMOIHSIET.

The book was written last Monday. — Kuamra Obuta Hamucana B TPOILIBINA
MIOHE/ICTbHUK.

B atrom npemnoxenun momanexamiee «the book» wucmpITEIBaeT Ha cebe JelcTBHE
cyObeKTa, TO €CTh HE cama KHHWra ce0s Hamucana, a Obla KemM-To HamucaHa. [Ipu
9TOM, CKOpee BCEro, M3BECTHO, KTO €€ HalMcall, HO 37eCh BakeH caMm (hakT
COBEpIIICHUS JEUCTBUSA (KHUTY HAmMcajid, ¥ OHa TOTOBAa), a HE HCIOJHHUTEINb.
[ToaTomMy mpenioxkeHre U ynoTpedJIeHO B ITACCUBHOM 3aJI0Te.

Korma HeoOXOAMMO yKa3aTh MCIIOJHUTEIS ACHCTBHS B IMACCHMBHOM 3ajiore, TO
no6asisieM npeasor «by»:
The book was written by me. — Dta kHura Oblia HalMcaHa MHOM.

O0pa3oBaHue MTACCUBHOTO 3aJI0Ta B PA3HBIX BPEeMEHaX

[TaccuBHBIN 3a0or 00pa3yercsi C MOMOIINBI BCIOMOTaTebHOrO Tiaroia «bey
u popmer Past Participle (cmbiciioBoro riarosia B 3 (opMe) U TOIBKO MEPEXOIHbIC
raaroiisl (0003HAYAIOT NIEHCTBUE, KOTOPOE 10 CBOEMY CMBICITY MEPEXOANUT Ha HEKUH
IpeaMeT) MOTYT 00pa3oBbIBaTh (POPMBI TACCHBHOTO 3aJI0TA.
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Oo0pa3zoBaHune NacCCUBHOIO 32J10Ta

Bpemst dopmyaaa IIpumep

Mails are sent every day. — ITocbuiku

Present Simple is/am/are + Ved (V3) .
OTIIPABJIAIOT KaXXIbIX ACHDb.

Mails were sent yesterday. — ITocbuiku

Past Simple was/were + Ved (V3)
OTIIpaBHJIX BUCpaA.

Future Simple will/shall + be + Mails will be sent tomorrow. — ITockuiku
P Ved(V3) OTIIPABSAT 3aBTpa.
Present iIs/fam/are + being + Mails are being sent now. — ITocbuiku
Continuous  Ved (V3) OTIIPABJISIOT Ceiyac.
Past was/were + being +  Mails were being sent at 5 yesterday. —
Continuous Ved (V3) [Tochutky BYEpa OTIPABISLIN B 5 4acos.
Future - B
Continuous
Present has/have + been + Letters have been already sent. — ITucema
Perfect Ved (V3) YK€ OTIPABUJIH.
Letters had been sent before he phoned. —
had + been + Ved P
Past Perfect [TuceMa OTIpaBHIIN J0 TOTO, KaK OH

(V3)

ITIO3BOHMII.

will/shall + have/has+ Letters will have been sent by 5 tomorrow. —

Future Perfect
been +Ved (V3) [Tucbma oTIIpaBsT 3aBTpa 110 5 4acos.
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Perfect
Continuous

Attention: Perfect Continuous BooOIIie He UCIIOJB3YETCS B CTPAIaTSILHOM 3aJI0Te.
A Bpems Continuous He UMeeT OyIyIIero oTpe3Ka.

KpOMe 9TOro0, C1IC MOXKHO 06p330BLIBaTL IMaCCHUBHBIC IIPCAJIOKCHUA C IBYM:A
oO0BbekTamu. Tak akTUBHOE MNpCaJIOKCHUC B IMaCCUBHOU (1)OpM€ 3ajiora MOXcCT
BBITTEAACTD CICAYIOIIUM O6p&30M2

Active Voice:
Linda gave an apple to me.

Passive Voice:
An apple was given to me by Linda or
| was given an apple by Linda.

OI[I/IH U3 IBYX 00BEKTOB CTAHOBUTCS CY6T)CKTOM, a IIPYFOﬁ ocTaeTcs 0OBEKTOM.
Kaxoii 00BbeKkT IIPCBPATUTC: B CY6’I>GKT 3aBHCHT OT TOI'O, Ha 4YCM BEI
COCPCOOTOUYHTCCH.

OTtpuriaTenbHbIe U BOMPOCUTEIbHBIE (POPMBI IJ1aroja B MaCCHBHOM 3aJ10Te

OrpunarejbHas popma riaroyia 00pasyeTcs ¢ HOMOIIBIO YaCTHIIBI «NOt», KoTopast
CIIC/IyeT 3a BCIIOMOTATEIBHBIM [JIAr0JIOM (€CJTM BCIIOMOTAaTENIbHBIX TIar0JioB
HECKOJIBKO, TO «NOt» CTABUTCS MOCIIC MIEPBOTO):

The cat was not fed by him yesterday. — Kot He Obl1 HAKOpMJICH UM BY€Epa.

The cat was not often left hungry. — KoTa He 4acTo ocTaBIsUTH TOJ0THBIM.

Hwuuero cioxxHoro u B BonpocuTeibHO# dhopme. J[ns oOpazoBaHus Takoii B
I1aCCHUBHOM 34aJI10I'C nemeﬁ BCIIOMOTIaTeJIbHbIN IJ1aroJCTaBUTCS nepen
moaJeKanum.

Are you often invited to the circus? — Te0Os 4acTo MpUIIIAIIAIOT B ITUPK?
Has the book been written by her? — Kuwura Obuta Hanucana exo?

Exercises.
Exercise 1. Complete the sentences with the correct form of the verbs in
bracket.
Butter is made of milk. (make)
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Oranges are into Britain. (import)

How often are these rooms ? (clean)

| 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?)

IIpakTuyeckasi pa6ora Ne 25,
Tema 4.7. ®opmbl opranuzanuu Ou3Heca
Hear pabdorbi: DopMUpPOBAaHHE KOMMYHUKATUBHBIX KOMIIETCHIIUM, OBJIaJCHUE
JIEKCUKOMW U S3bIKOBBIMH KJIUIIIE IO TEME.

Xoa padoThI:
Learn the words:

Individual proprietorship WH/INBUyAIbHOE BJIaJICHHUE

sole trader npeArpUHUMATeNs 0e3 00pa30BaHUs IOPUIH-
yeckoro aurna (ITBOIOJI)

sole proprietor €IMHUYHBINA BIIaJIeNell

self-employed 3aHSAThI COOCTBEHHBIM JIEIOM, HE pado-
TAOILUM 110 HAUMY

entrepreneur [ ontrapra'na:] MpEANPUHUMATEID

distribution pacnpezeneHue

benefit BBITO/A

profit npUOBLIH

control yIIpaBJIeHUE

fiscal ['fiskal] responsibility (rHaHCOBast OTBETCTBEHHOCTh

in effect B JICHCTBUH

widespread IIUPOKO PACIPOCTPAHECHHBIN
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family enterprises
purpose
consulting firm
shareholders

to raise funds
general public
building industry
retailing [ 'ri:terli]
clothing industry
assets

to sue

to be sued

board of directors
abbreviation

holding company
parent company

shares
branch company

associated [o'souftertid]

subsidiary [sab'sidjsrz] company

CEMEUHBIE IIPEIIPUATUS

1eb

KOHCAJIITUHTOBast (pupma
aKIMOHEPHI

coOMpaTh JICHE)KHBIE CPEICTBA
HaceJleHue

CTPOMTENbHAS IPOMBIIIJICHHOCTD
pPO3HUYHAs MPOJaKa

[IBEIHAS MPOMBITINIEHHOCTh
aKTUBBI

MPEIbSBISATH CYyJICOHBIN HCK
MOBEPraThCs CyJeOHOMY MPECIeIOBAHUIO
COBET JIUPEKTOPOB
ab0peBHuarypa, COKpalieHue
B3aUMO/ICUCTBYIOIIMI
XOJIZIMHTOBAasi KOMITAHUS
JOYEPHSIST KOMITaHUS
MaTEpUHCKAasi KOMITAHUS

aKIUU

KOMITaHU - (DUTHAIT

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.

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
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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
Is sometimes referred to as the parent company (most public companies | 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?
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?

HH®OPMAIIMOHHOE OBECIIEYHEHUE PEAJIM3AIIAUA ITPOI'PAMMBI.

OcHOBHBbIE TeYaATHBIE H3gaHusd

1. Aarnuiickuii s3b1k: yueoHoe mocobue s CITO / M. A. Bonxkosa, E. 0. Kireniko, T. A.
Kysbpmuna [u np.]. — Caparos: IIpodobpazoBanue, 2019. — 113 c. — ISBN 978-5-4488-
0356-7.

2. Ky3ueuona, T. C. Aurauiickuii si3pIK. YcTHas peub. [IpakTukym: ydyeOHOE mocodue s
CIIO / T. C. Ky3ueuoBa. — 2-¢ uzn. — CaparoB, ExarepunOypr : [IpodobpazoBanue,
VYpanbsckuii penepanbublil yauusepeuret, 2019. — 267 ¢. — ISBN 978-5-4488-0457-1, 978-
5-7996-2846-8.

3. Autos, B. ®. Anrnuiickuii 361K : yuebHoe nmocobue ans CIIO / B. @. Autos, B. M.
AwutoBa. — 12-e¢ m3a., ucnp. u gon. — M. : UznarensctBo IOpaiit, 2017. — 144 ¢. —
(ITpodeccuonanbuoe oopazoanue). — ISBN 978-5-534-01157-9.

OcHoOBHBIE IJICKTPOHHBbIC U3IaHUSA

1. boukapesa, T. C. Anrnuiickuii s3eik: yaeoHoe nocobue a1 CI1O / T. C. boukapesa, K.
I'. Yamanga. — Capatos: [IpodobpazoBanne, 2020. — 99 ¢. — ISBN 978-5-4488-0646-9.
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— Texkcr : anexTpoHHBIN // DnekTpoHHO-OnbmoTeynas cucrema [IPR BOOKS: [caiiT]. —
URL.: http://www.iprbookshop.ru/91852.html.

2. VHOocTpaHHBIM $3BIK NPOQPECCUOHATBHOTO OOLIEHUS (aHTIMHCKUN A3BIK): y4eOHOe
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TEXHOJIOTHH. - BopoHex: BOpOHEKCKUN TOCYIApPCTBEHHBIM YHUBEPCUTET HWHKEHEPHBIX
texaonoruii, 2018. - 141 c. - bubmmorp. B xH. - ISBN 978-5-00032-323-6 ; To xe
[Dnexkrponnslii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=488007.

3. bemsera, N.B. NHocTpanHbIii s36IK B cdepe TpodecCHOHATPHOM KOMMYHHUKAIIHH:
KOMIUIEKCHbIE ydyeOHble 3anaHusd: yuyeOHoe nocobue / U.B. bensesa, E.FO. Hectepenko,
T.U. Coporuna; Hay4. pea. E.I'. Cobonesa. - 3-¢ u3n., crep. - MockBa: ®JIMHTA: YpdV,
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JIOHOJIHI/ITC.]I])H])IG HCTOYHHUKHU

=

[Ikoma u3ydenus anrauickoro s3bika (http://engblog.ru/ - onnaiin)

Kny6 usyuenwust anriumiickoro si3eika (http://english-club.tv)

3. Jlenonpous3BOIUTEIb B WHOCTPAHHOM KOMITAaHUU
(http://www.ehow.com/about 6085880 records-manager-job-description.html)

4. CocraBiieHue pe3roMe Ha aHrmmiickoM si3bike (http://www.dayjob.com/content/entry-

level-resume-templates-998.htm)
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