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COJIEPKAHME

BBenenne

1. Vpox 1

Busur 3apyOexxHoro maptHepa (BCTpeda B a’poNopTy, 3HAKOMCTBO, Ipodeccu,
PUBETCTBUSI, OJIArOJAPHOCTH, TpolIanue, GopMbl oOpamieHus). BeaukoOputanus
(obOmue cBefeHus, MOJUTUKO-aIMUHUCTPATUBHOE YCTPOHCTBO)

2. VYpoxk 2

VYerpoiictBo Ha paboTy (aHKETa, COMPOBOAMTENbHOE MHCHbMO, pestome u CV,
UHTEpBbIO, OmarogapctBeHHoe nucbmo). Uto HAJIO u uro HE HAJIO nenath B
nouckax pab6orel. CIHIA (oOmue cBeaeHus, MOJUTHKO-aIMUHUCTPATUBHOE
YCTPOMCTRBO)

3. Vpok 3

B xomannupoBky (TenedoHHBIN pa3roBop ¢ KOMIAHUEH, 3aKka3 MecTa B TOCTHHULIE,
MOKyTKa Ousera Ha camouer). Dakc, snekTporHas moura. OCHOBHBIE COKPAICHHUS,
WCMOJIB3YEMbBIE B JECJIOBOM KOPPECIOHACHUMUM. Paznuuusi MexXay aHTIUNCKUM U
aMEpUKAHCKUMH BapHaHTaMH AaHTJIMICKOTO si3bIKa. ['JoOanbHash KOMIBIOTEpHAs
cetb Internet

4. Vpok 4

[IpuGeiTHE B cTpaHy (TaMOXXEHHBIM M TMACMOPTHBIA KOHTPOJIb, B a3pONOPTy, HA
BOK3aJle, pacHucaHue, TOpoJcKoi TpaHcrnopT). CTpykTypa [IeJ0BOrO IMHUCHhMA.
Tpancropt 90-x. Kanaga (oOmme cBeneHHs, TMOJIUTUKO - aJIMHUHUCTPATUBHOE
YCTPOMCTRBO)

5. Vpox 5

beIT U cepBHUC (TOCTUHHUYHBIN CEPBUC, IIUTAHUE, PECTOPAHBI, 3aKyCOYHBIE, IPOKAT
aBTOMOOMJICH, BBI3OB SKCTpeHHOW mnomoiu). [luceMo - 3ampoc. ABcTpanus u
Hosas 3enanaust (00mue cBeneHUs, MOTUTHKO - AIMUHUCTPATUBHOE YCTPOMCTBO)

6. Ypok 6

Ha ¢upme (3HakomcTBO C Qupmoii, 00CYX)JIeHHE TUTAHOB JajIbHEHUIIEeH paboThI).
[Tucemo - mpemnoxkenue. Jlyx opranuzanuu. DopMbl OpraHmu3alui Ou3HEca.
Tearps! 1 pa3BieueHus: B AHTIIUU
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«/[ns ycnexa He Haoo Obimb ymHee
opyaux, Ha00 nPocmo OvlMb HA OeHb
Ovicmpee OOILUUHCINGA ».

Jleo Cyunnapo

BBEJAEHHUE

[lens mpenaraeMoro mocoOusi COCTOUT B OOYYEHUH CTYACHTOB BTOPOr0O Kypca
JIEJIOBOMY aHTJIMMCKOMY, a HWMEHHO OCHOBaM JICJIOBOIO OOIIEHHUS B YCTHBIX U
MHUChbMEHHBIX (hOpMax B TUIHMYHBIX CHUTYalMSIX: 3HAKOMCTBO, PasroBOp IO Teledony,
YCTPOMCTBO Ha paboTy, JejioBas BCTpeya, KOMaHAMPOBKA, 3aka3 Oujiera U HOMepa B
TOCTHUHUIIE, PECTOPaH, Mara3uH, y Bpaya, BeJICHUE JCJIOBBIX IIEPETOBOPOB, OOCYKICHUE U
MOJMHUCAHNE KOHTPAKTa, KOMMEpYECKas KOPPECHOHICHINU (TMUChMO, (akc, Temekc,
AJIGKTPOHHAS TIOYTa, 3alpoc, 3aKa3, CUeT, peKjIamManud u Jap.). YdeObHoe mocoOue
COJIEPKUT JOCTATOYHOE KOJIMYECTBO MH(OpPMAIIUU, HEOOXOAUMOM ISl IEIIOBOM MOE3IKH
(HampuMep, TpoKaT aBTOMOOWJISI, TOCTUHUIIBI, Mara3uHbl U T.11.), ¥ TIOJIE3HBIE CBEACHUS 00
OCHOBHBIX aHINOs3bIUHbIX cTpaHax (Anrmus, CIIA, Kanaga, ABctpanus u Hosas
3emanans).

YuebHoe mocobue cocToUuT U3 6 ypoKoB, CTPYKTYypa KOTOPBIX CTEPEOTHUITHA:

- OCHOBHOM TEKCT - MOJIWJIOT C NIEPEBOJAOM Ha PYCCKUU SI3bIK;

- SI3BIKOBBI KOMMEHTApPUM (CIIOBAPb-MHUHUMYM );

- JIMTHTBOKOMMEPYECKHM KOMMEHTapMi 1O TemMaM W TUNaM KOMMEpPUYECKOH
KOPPECHOHAECHIINH;

- TPaMMaTUYECKUI KOMMEHTAPHI;

- yOpaXHEHUsI IO TPAKTUKE JCJIOBOr0 OOIIEHHUS W BEICHHUIO TNEPENUCKU Ha
AHTJINHCKOM SI3BIKE;

- TEeKCT JyIs ureHus (oOmias, a 3aTeM W Oojiee JeTanbHas XapaKTepUCTUKA ObITa U
JIEJIOBOM JKM3HU B OCHOBHBIX aHIVIOSI3bIYHBIX CTPAHAX);

- TPAMMAaTHYECKUE TECTHI JIJI1 CAMOKOHTPOJIA.



LESSON 1

THE VISIT OF A FOREIGN PARTNER

Tembl ¥ cuTyauuu:

I'pammaTuka:

TekeT A9 YTEHUA:

Busut 3apy0exHoro mapTtHepa (6cmpeua 6
a’ponopmy,  3HAKOMCME0,  npogheccuu,
npugemcmeusi, 6.14200apHOCMU, NPoOwaHue,
Gopmbl obpawenus).
[Topsmok CJIOB B
NIPETI0KEHUH.

WMst cymiecTBUTENBHOE.
ApTukmnm.
Benuxobpumanus (obwue ceedenus,
HOAUMUKO-AOMUHUCTIPAMUBHOE
YCMpOUCme0).

AHTJINUCKOM

John Cartwright, a Sales Manager for a British company, has just arrived at Borispol
Airport from London. He is visiting a Ukrainian company that wants to buy equipment
produced by his company. Here are some dialogs between him and the staff of the

Ukrainian company.

At the airport
- Excuse me... Are you Mr Cartwright?
- Yes.
- I'm Vladimir Ivanov, from TST Systems.
How do you do?
- How do you do?
- Have I kept you waiting?
- Oh, no... the plane's just arrived. Thank
you for coining to meet me.

- Not at all. Did you have a good trip?

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

- My car's just outside the airport. My driver
will take your suitcase.

- Thank you.

In the car
- We are going to our office in the centre of
the city. It'll take us about half an hour to
get there. Mr Pospelov is waiting for you.

B asponioprty
- [Tpocture... Bol M-p KapTpaiit?
- Ia.
- 4 Bnagumup lMBaHOB M3 KOMIaHUH
TCT Cucrems. 3npaBcTBYHTE.

- 3apaBCTBYTE

- S 3acraBui Bac xxnath?

- O, wHer.. caMoOJe€T TOJBKO YTO
npwieren. Cpnacu0o, 4YTO — MPUILIH

BCTPETUTH MEHSI.

- He 3a uto. [Tonet mpomien HopMaabHO?
- Jla, 6narogapro Bac. MeHs HeMHOTro
yKadayio, HO cefvac s y’e B HOpME.

- Moss mammbHa oxumaer Bac. Moit
BOJAMTENL IIoMOKeT Bam Hectu Bain
YyeMO/JaH.

- bmaronapro Bac.

B mamnne
- Mpr wHanpaBmsiemcss B Ham  oduc,
KOTOpPBIA HAXOJWUTCS B LIEHTPE TOpPOAA.
Jlist Toro 9ToOBI MOOpaThbest TyAa, HaM
noTpedyeTrcs 0KoJio mojydaca. Bac xuer
M-p Ilocnienos.



- Please remind me who Mr Pospelov is.

- He's our Director General. He is going to
discuss with you the details of our future
agreement.

- Which hotel am I staying at?

- We've reserved a single room with a
private bathroom at a hotel near the centre.

- That's O.K. Thank you very much.

At the office
- I'd like you to meet Mr Pospelov, our
Director General.

- Glad to meet you, Mr Pospelov.

- Glad to meet you too. Have you ever been
to Kiev before, Mr Cartwright?

- No, it's my first visit to Kiev.

- What are your first impressions of Kiev?

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

- I hope you'll enjoy your visit, Mr
Cartwright.

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

- Nice to meet you, Miss Krivenko.

- Nice to meet you too. Call me Ana

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

Ivanov.

- What does Mr Ivanov do?
- He 1s our Import-Export Manager... Do
take a seat. Would you like a cigarette?

- HanomMHuTe MHE, NOXaIyWCTa, KTO
takou M-p [locrienos.

- DTO Haml TeHepadbHbld IupekTop. OH
cobupaercs 00CyIUTh c Bamu
HEKOTOpbIE JIeTalli Hamero Oyaylero
COTJIAILICHHUS.

- B kakom
OCTaHOBUTHCS !
- Mu1 3akazanu gt Bac ogqHOMECTHBIN
HOMEp C BAHHOW B TOCTMHMIE HENAIEKO
OT LEHTpA.

- Otmmuno. bomneioe cracu6o.

T'OCTHHHIIC A MOory

B oduce
- Pagpemmure mno3zHakomMuth Bac ¢
MUCTEPOM ITocnieoBbIM, HAIlIUM

TE€HEPaIbHBIM JUPEKTOPOM.
- Pan mnosHakomuthca ¢ Bamu, M-p
[Tocmenos.

- 4 Toxe. Bbl ObuIM KOTHIA-HUOYIH B
Kuese?

- Her, 310 MOM niepBbIi BU3HUT B Knes.

- Kakue Bamm nepsble BnedatsieHUs: OT
Kuesa?

- KueB MHe momnpaBuics, OYEHb
KPaCHUBBIM TOPOJ U COBCEM HE MOXO0X Ha
Jlongow.

- Haperocs, Bam nonpasutcs y Bac, M-p

KapTtpaiir.
- Pazpemmte MHe mnpencraButb Bam
MOUX  COTPYOHHUKOB. OJTO - MOW

ceKkpeTapb, Mucc KpuBeHKo.

- IIpusatHo mo3HakomuThes ¢ Bamu, mucc
KpuseHko.

- Mue Toxe. Moxere Ha3plBaThb MEHS
pOCTO AHHA.

- 4 xouy Takxke mno3HakoMuTh Bac ¢
Bukropom Bousrunseim, HAIIUM
MeHemkepoM 1o cOpity. C  M-pom
HBaHOBBIM BBl ykK€ 3HaAKOMBI.

- YUem 3anumaetcsa M-p MiBanos?

- OH paboTaer y Hac MEHEIKEpOM IO
AKCHIOPTY U UMIIOPTY. :
[IpucaxxuBanrecs, M-p KapTtpaiiT.
Curapety?



- Yes. Thank you.
- Would you like something to drink?
- Er... Yes. I'd like a cup of coffee.

- Ann, could you make coffee for us,
please?

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

- Black, please.

- With sugar?

- No, thanks.

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

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

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

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

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

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

- It's very interesting, but first I would like

- lla. bnarogapro Bac.
- He xotute nu yero-HuOy b BHIMUTH?
- O... Jla. Ecniu MoxHO, yaiiky kode,

MOKATYHCTA.

- AHHa, Thl HE MOIJIa Obl MPUTOTOBUTH
HaM Kode?

- Konewno. Kakoit kxodpe  Bn
npeanouuraere, M-p  Kaprtpaut, c

MOJIOKOM HJn 6€3?

- be3 Mosoka, moxxanyncra.

- C caxapom?

- Her, 6mmaromapro.

- Kcratu, m-p Kaprpanr, xto Bel mo
npodeccun?

- A waxenep. Ho B kKoMmanum
Continental Equipment s paboTtato
MEHe/KepoM 1o cOpiTy. Bor Mos
BU3UTHAs KAPTOUKA.

- JlaBaute mepeuaeM K €Iy M-P
KapTtpaiit. Mbl pacmmpsiem chepy Haien
NEATeIbHOCTH W XOTUM  3aKylUThb
o0opynoBaHue [JIsl TPOM3BOJACTBA Ha
YKpanHe HEKOTOPBIX TOBAapOB, KOTOPHIE
MBI ceHdyac UMIIOPTUPYEM W3 3amajHbIX
crpadH. Mbl 3HaeMm, 4TO psifi KOMIIAHHM,
BKIouasi Bamry, mnOpou3BOAST TOT THI

o00py/lOBaHus, KOTOPHI HaM HYKEH.
Bama xomMnaHus BHeApseT TEperOBbIC
TEXHOJIOTHH U o0ecrnieunBaeT
3 PEeKTUBHYI0O  CHCTEMY  CEpPBHUCHOM

NOJJIEP>KKHU, YTO HE MO/ CHITy HEOOJIbIIUM
KoMnaHusiM. BoT nouemy Mbl
3aMHTEPECOBANIMCH Balienn KoMnaHuen.

- Ha, a1 monummar. [lymaro, uro Bawm

npusTHO  OyneT  y3HaTh, YTO MBI
YBEJIIMYWJIM  CPOK  CIYyXObI  HAIIero
o0opy/nOBaHUsA M, KPOME TOrO, CHHU3WIU
LEHBI.

- He w™mornmu O6m1 Bbl roBOpUTH UyThH
nomemiieHHee, M-p Kapr-pait? 5 He

OYCHb XOPOUIO 3HAKO AHTJIMMCKUU SI3bIK.

- Koneuno. S roBopmia, dYTO MBI
YBEIIMYWJIM  CPOK  CIYXOBI  HAaIIero
000pyIOBaHUA.

- D10 oueHb uHTEepecHo. Ho mpexnae Bcero



to know if it's possible to adapt your
equipment to our needs.

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

- I'll show you our factory tomorrow.

- What time?

- Let me see... [ have an appointment with
my lawyer at 9 a.m. How about 10?

- That's fine.

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

- Fine. I've got some advertising leaflets so
you'll be able to study the main
characteristics of our equipment yourself.

- Thank you, Mr Cartwright. Our driver is at
your disposal during your visit. His name is
Oleg.

- Thank you very much, Mr Pospelov.

- Well. That's all... our driver's waiting for
you. He'll take you to your hotel.
- Goodbye, Mr Pospelov.

- Goodbye, Mr Cartwright.
tomorrow.

See you

g XoTean Obl  3HaTh, MOXHO JIK
agantupoBath Bame o0opynoBaHue K
HalluM

TpeOOBaAHUSM.

- Jns Toro, 4troObl OTBETUTH Ha Bam
Boripoc, M-p IlocmenoB, s  pomxkeH
ocMoTpeTh Bamry ¢albpuky u Hu3yduTh
Bamu tpeGoBanus.

- 4 mokaxy Bam Hamry ¢aGpuky 3aBTpa.

- B xoTopom uvacy?

- Jlaitte MHe mnogymarb. Y  MeHA
Ha3HA4Y€Ha BCTpeya ¢ IOpUCTOM Ha 9 yacoB
yrpa. laBaiite Bctpetumcs B 10 yacos.

- Xopolo.

- Ceiluac MBI HILIEM YEJIOBEKA Ha
JOJDKHOCTh  KOMMEPUYECKOIO  AUPEKTOpa
JAHHOTO TMPOEKTa, MO3TOMY B OyaylieM
Bw1r Gynere umeth neno ¢ HuM. Eciau mbl
IIPUMEM PEILICHUE O 3aKYIKE

Bamero oGopynoBaHusi, OH mpueneT K
Bam u Bsl mogpobno obcyaute ¢ HUM
OCHOBHBIE TTOJIOKEHUSI KOHTPAKTA.

- OTnnuHo. Sl mpuBe3 ¢ co00i HEKOTOPbHIE
pEeKJIaMHbIe MaTepuaibl, Tak 4To Bhl
CMOXETE€ CaMHU HU3YyYUTh OCHOBHBIC
XapaKTEPUCTHKU HAIIETO 000PYI0BAHUS.

- bnaromapro Bac, m-p Kaprpaiit. Bo
BpeMsi Bamero Bu3WTa Halml BOJUTENb
oyner B Bamem pacnopsokenun. Ero
30ByT Orer.

- bonbmmoe cmacu6o, M-p [locmenos.

- Hy uro k. Torma Bce Ham Bogutens
x1et Bac. On oTBezeT Bac B roctunuiy.

- Jlo cBunmanus, m-p [locnenos.

- 1o ceunmanus, m-p Kaprpanr. Jlo 3aBTpa.

SI3BIKOBBI KOMEHTAPUU

Excuse me

- MPOCTHUTE - 00bIYHAsA popma

oOpaleHusi B aHTJIOS3BIYHBIX CTpaHaXx,
cIyXamiasi Il TpHUBJICYEHUS K cebe
BHUMaHUs. B ciyuae, eciii yenoBek xoder
U3BHHHUTBCS 32 CBOM  HEaJCKBaTHBIC
NeHCTBUS, qare UCTIOJIB3YETCS



to be airsick

My driver will take your suitcase

It’ll take us about half an hour to get there

to wait for smb (smth)

to be going to do smth

agreement

1'd like (1 would like) you to meet...

Glad to meet you too

BBIPaKEHHE:

I'm (so/awfully) sorry

- IUIOXO YYyBCTBOBaTh Cce0si B caMmolieTe.
Cpasnure: to be sick - 6051€Th

- B Takod (opMe MOXXHO TMpPEeIOKUTh
CBOM YCJIYTH TpeTbeMy Juily. Ecnu xe Bbl
XOTUTE TOJMYyYUTh HMHCTPYKIHUHA WA
YTOYHUTHh JaJbHEUIINE JEUCTBUS, TO
CIeNyeT WCIONbh30BaTh BOMPOCUTEIHHOE
MPEMIOKEHHE C MOJAIBHBIM TJIaroJoM
shall: Shall I send the letter? - Ilucbmo
ornpasiiAtk? Shall 1 sign the contract? -
JloiokeH nu S moanucate KOHTPAKT?

- JJaHHAsl KOHCTPYKIIMSI UCTIOJIb3YeTCs ISt
yKa3aHusl BpEMEHHU, KOTOpOe

TpeOyeTcss Ha BBIINOJHEHHWE TOr0 WIIU
uHoro aevictBus. Hanpumep: JI takes them
two days to effect payments. - Ha
OCYILIECTBJICHUE TIJIaTeXKEH OHU TpaTAT
nBa nud. It'll take me three hours to draw
up the contract. - Ha cocraBieHue
KOHTpaKTa MHE TTOTpeOyeTCs TpH Jaca.

- KJaTh KOro-au0o (4ro-1mbo).

CunonnM: to await smb (smth). ban3koe
10 CMBICITY CJIOBO: fo expect smb (smth) —
OKH]IaTh

- coOuparbcs caenaTh 4To-auoo.

JlaHHBIN 000POT CITYXKUT TAKKE TSI
BbIpaKEHUS OyAYyIIEro BpEMEHU

- COTJIallIEHue, JIOTrOoBOP; f0 conclude an
agreement - 3aKJI104YaTh J10TOBOP,
COrjamieHue; fo come to an agreement -
IIPUMTHU K COTJTIALIEHUIO

- B JIaHHOM TIPEIJIOKCHUH HCIIOIb3YeTCS
KOMIUIeKC ¢ uHGuHUTHBOM. [logoGHbie
KOMITJIEKCHI OOBIYHO TEPEBOJSATCA Ha
pyccKuit SI3BIK MPUIATOYHBIMH
MPEMIOKECHUSIMU C COIO30M  «4TOOBI»: [
want you to send the fax immediately. - 51
Xouy, 4ToOBl ~Thl ~ OTHpaBuUi  (pakc
HemeieHHo. Tell him not to sign the
contract. - CkaxuTte emy, 4TOObl OH He
MOJMUCHIBANT KOHTPAKT.

- g Toxe (paj MO3HAKOMHUTHCS ¢ Bamm).
CrangapTHblii OTBET Ha NpUBETCTBUE. B



MeHee ¢dopMaTbHON 00CTAaHOBKE MOXKHO
OTBETUTH TpocTO: Me too. B ppyrom
KOHTEKCTE BBIpAXEHUE «SI TOXKe» Oyner
HUMETH Jpyrou 3kBuBasieHT. CpaBuute: 1) 1
am a Marketing Manager. - So am I. - A
paboTaro MEHEKEpOM [0  BOIpPOcaM
MapkeTuHra. - 5 Toxe. 2) I work in a bank
- So do I. - 51 pabotato B Oanke. - S ToXKe.
3) I don’t like - 5 wue m006m10
IIyTEIECTBOBATH. - S| TOXKeE.

Let me introduce my staff to you - €CJIM B TAHHOM MPEIJIOKEHUN
U3MEHUTh MOPAJIOK CJIOB, TO €ro0 CMBICI
u3meHurcs: Let me introduce you to my
staff. - Pazpemmre npeacraButh Bac Moum
COTPYJIHUKAM. Ecom  Bmor XOTUTE
MPEACTABUTHCS CaMHU, TO HY)XHO CKa3aThb:
Let me introduce myself.

to be interested in smth - UHTEPECOBAThCS YeM-JIu00; interesting -
WHTEPECHBIN; it interests me (us, you, Mr
Brown, etc.) - 310 uHTEpECyeT MeHs (HaC,
Bac (te6s), m-pa bpayna u T. 11.)

equipment - obopynoBanue; to equip smth -
o6opynoBaTh uT0-1100 (hadbpuky, opuc u
T. 1.); fo re-equip smth - mepeoOopy-
I0BaTh YTO-JIH00.

Would you mind speaking a bit slower? - ¢popMma BexxTuBOM TTpochObI. Eciu xe Bbr
XOTUTE€ TMOMNPOCUTH y  COOeceaHHKa
paspelnieHue cienarb 4YTo-amuoo, To
clieyeT TMOCTPOUTh BOMPOC CIEAYIOIUM
obpazom: Do you mind if I close the door?
Would you mind if I smoke?

to have (have got) an appointment with smb - UMETh JIEJIOBYIO BCTpeUy C KeM-JIU00; fo

make an appointment with smb - Ha3Ha4YaTh
JIETIOBYIO BCTPEUY C KEM-JINO0

9 a.m. - 9 yacoB yTpa (a. m. - ante meridiem - 10
nonyaHs); 11p.m. - 11 gacos Beuepa (p.m.
- post meridiem - IOCJI€ MOXYHS)

to look for smb (smth) - HCKaTh KOT0-JIN0O (4T0-11060).
CuHoHunM: fo seek smb (smth)

If we decide to buy your equipment, he 'll - B aHTJIMICKOM SI3BIKE MOCJIE psiia COIO30B

Vvisit your company ... (if, ~when, after, before, until) B
PUAATOYHBIX PEeITIOKEHUSIX HE

ynoTpeosiseTcs: Oyayiee BpeMms.
Hanpumep: When you write the letter,
send it by fax - Korga Hanuiensb NMCbMO,
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oTnpaBb ero no ¢akcy. If the delivery is
delayed, I will pay the penalty - Ecmu
NocTaBKa OyJeT 3aaepxkaHa, s 3arady

mrpad.

to be at smb's disposal - OBITh B UbeM-JINOO pacIopsHKEHUN

Cnosa u eviparicenusn no meme:

Excuse me.... [Ipocturte ...

I'm sorry. [Ipoctute (coxanero)

I am from ... (He is from ...). A wu3... (O wum3...) (cTpaHbl, ropoja,
KOMIIaHHUH )

to reserve, to book 3aKa3blBaTh, pPE3EPBUPOBATH (HOMEP B
TOCTUHHIIE, OMJIET Ha CAMOJIET U T.I1.)

Let me introduce myself. Pazpemmte npeacTaBuThHCS.

Let me introduce you to Paspemnre nipencraButsh Bac M-py Yaury.

Mr White.

Let me introduce Mr White Pazpemmre npencraButs Bac M-py Yaiity.

to you.

staff, personnel 1ITaT, MepCoHa, COTPYIHUKH.

I'd like you to meet Mr White. 51 661 x0T 94TO OBl BBl MO3HAKOMUJIUCH
C M-pOM Y auToM.

Glad to meet you. - Glad to Pan no3nakomuthes. — S Toxe.

meet you too.

Would you like something He xotute 11 yero HU-0y1b BBHITUATH?

to drink?

By the way . Kcraru...

Let's get down to business, goods JlaBaiiTe mepeniém K aemy.

That's why.... Bot nouemy... .

First of all.... [Ipexne Bcero... .

I have an appointment with ... Y MeHs Ha3HayeHa JieJioBasi BCTpeya C.

at your disposal B Baiiem pacniopsxkeHuun

JUHTBOKOMMEPYECKHN KOMMEHTAPHUI

Classification of Organization Cultures

(Knaccugurayus munos 63aumoomuoueHull 8 opeaHu3ayusx)
(Adapted from Prof. C. Handy)

1. Power Cultures (Cunosou mun ézaumoomnouieruii)

In these cultures self-reliant and highly competitive self-development provides the
basis of relations. A manager's success is related to their charisma and influence, rather
than to their knowledge and experience. The style of the chief executive is the model for
other managers. In organizations of this type managers need to be tough-minded and
aggressive.

2. Role Cultures (Ponesoti mun é3aumoomuouienutl)
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In these cultures a manager's role is completely related to their place within a
cenralized system. Their success depends on how well they adhere to rules, procedures,
and precedents. Individualism and aggression are not valued in these cultures. Employees
in these organizations should not exceed the limits of their roles.

3. Task Cultures (Tun s3aumoomuowenutl, HayereHHslll HA BbINOJIHEHUE 3A0aY)

In organizations of this type they value everything that makes it possible 'to get the
work done'. The main concern in these organizations is with successful completion of their
projects. A manager's success is related to their knowledge and experience required to
achieve tasks, rather than to meet the requirements of their role.

4. Individual Cultures (B3aumoomnowenus unousuoyaibHocmeti)

In organizations of this type freedom of expression is valued the most. Effectiveness
of any activity in these organizations is rated by how much the activity satisfies the staff,
rather than by how well it conforms to business plans. Independence, creativity, and
experiment are also valued in these organizations.

JUHTBOCTPAHOBEJYECKNI KOMMEHTAPUHI

1. lIpuBercTBuU (Greetings)
B aHrnosseuHbIX CTpaHax HamboJiee «HEUTPATbHBIMU» TPUBETCTBUSMHU, KOTOPHIC
yIOTPEONSIIOTCA MpU OOpaIIeHnH KaK K XOPOIIO 3HAKOMBIM, TaK M K MaJI0 3HAKOMBIM
JIOJSAM, SIBJISIOTCS:

"Good morning!" («{obGpoe ytpo» - 1o 12: 00),
"Good afternoon!" («Jlo6psrit geHb» - ¢ 12:00 1o 17:00) u
"Good evening!" («JloOpsr1it Beuep» - 10 20:00).

OTBETHI HAa 3TU NPUBETCTBHUS ABIIAIOTCA TEMH K€ CAMBIMHU.

Hanbonee gopmanbHOM (hpas3oil, UCMOIB3YEeMONW MPHU MPEACTABICHUU JIIOACH Ipyr
npyry, ssisercs ¢paza: "How do you do?". 310 mpuUBETCTBHE MpeEIoiaracT Takou ke
otBeT. YacTo ynorpebssiercst ppaza: "Pleased (mnu glad) to meet you. - Pleased (wnu glad)
to meet you too" («Pax mozHakomutbes ¢ Bamu. - S Toxe»). HacTo ucnosib3yercs Takxke
dpaza: "(It's) nice to meet you".

Haumenee dopmanbasiMu npuBetcTBusiMu siBisitorcs. "Hello!" («3mpaBcTByii!») u
"Hi!" («IIpuBet!»), xoTtopbie B AMepuKe YacTO yMOTPeOJSIOTCS Ipu OOpalleHuu K
HE3HAKOMBIM U €7[Ba 3HAKOMBIM JIOJsM. CIIPOCUTH YeJIoBeKa O TOM, KaK y HEro 0OCTOST
nena, MOXKHO cieayroum odpasom: "How are you?" mmm "How are you getting on?".
OTtBeThl Ha 3TH BONpOChl MOTYT ObITh Takumu: "(I'm) all right. Thank you" («Xopormro.
bnarogapro Bac»), "(I'm) fine. Thanks" («IIpexpacHo. Cnacu6o», "So-so0" («Tak cede»).

2. Ilpomanue (Saying Goodbye)

Camoe HeuTpanpHoe npoianue: "Goodbye" («/lo cBumanusi»;. Ilpu mnpomanum c
XOpOIIIO 3HAKOMBIMHM JIFOJABMH MOXHO TOBOpUTh: "Bye-Bye" («Iloka») m "So long"
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(«Bcero»). Yacto nipu npoianuu Takxke ropopst: "See you later” («Jlo ckoporo»;, "See
you tomorrow" («Jlo 3aBTpa») u X 1.

3. baarogapaoctu u oTBeThl HA HUX (Thanks and Possible Answers)

Haubonee pacnpocrpaHeHHbIMU — (pa3amu, CIOy>KallUMUA  JJI  BBIPAKEHUS
0J1aroIapHOCTH, SBJISIFOTCSI:

"Thank you very much" («Ouens Bam Omarogapen»), "Thank you" («bmaromapro
Bac») 1 "Thanks" («Cnacu6o»).

OTtBeThl Ha cioBa OmarogapHocTH MOryT ObITh TakuMmu: "Not at all" («He crowur.
[Toxanyiicta), "My pleasure”, "Anytime", "You are welcome" («Iloxkanyiicra» - auep.),
"Don't mention it" («He ctout»), "It's nothing" («IlycTskm»).

Cnegyer OTMETHTB, YTO PYCCKOMY CJIOBY «IOXKalyWCTa» B AHTJIMACKOM SI3BIKE
COOTBETCTBYET HECKOJBKO PA3IUYHBIX CJIOB:

A. Please give me the letter A. Jlaifte MHe, OXanyicTa, MUCbMO.
B. Here you are. B. Iloxanyiicta (BOT BO3BMHUTE).

A. Thanks. A. Cnacu0o.

B. Not at all B. Iloxamnyiicta (HE CTOUT).

4. ®opmbl oopamenus (Forms of Address):

Obparienue K My>KUnHe Mister (Mr) Johnson, Mr - Sage.

3aMyHEU KEHIUHE: Mistress (Mrs) Joseph, Mrs - Green.

HE3aMYy>KHEH JIEBYIIKE: Miss Lee, Miss White.

KEHIIMHE HE3aBUCUMO OT ee craryca: Ms Lee, Ms White (IpOU3HOCHTCS Kak
[miz]).

4eloBeKy, uMewmeMmy  yueHyw Doctor (Dr) Sage, Dr White.

CTEIEHB!

(Doctor of Philosophy (Ph.D.),

Doctor of Law (LL.D.), Doctor of

Medicine (M.D.) u 1. 11.):

KJIMEHTY B peCTOpaHe, MarasuHe U T. sir (K MyxXuuHe), madam (ma'am) (K
I. JKCHIIMHE).

(wacTto Tak oOpamawTcs Oaxke K

HE3HAKOMOMY Y€JIOBEKY)

ayIUTOPUH Ha coOpanuu, Ladies and Gentlemen.
KOH(EpEeHIIUU U T. Tl

5. Bonpocsl 0 nmpodeccun (I01KHOCTH) U MMEHH YeJI0BeKa
Bomnpockl, HauMHaKOMMKEC € BOMPOCUTEIBHOrO cion» Who, OTHOCATCS K HMMEHHU
(pamunmm) yenaoBeka, CTENEHU CM POJI€ Ma, JOHKHOCTHU U T. II.

Who is she? She is Mrs Baker.
Who is he? He is my brother.
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Bormpoc momo6HOTrO THMA, 00pamieHHbId Ko BTopoMy Jsuity (Who are you?), 3By4uT
HE COBCEM BEXJMBO. [lodTOMy ecnm B a’pomopTy, Ha BOK3ale WiIM Ha npueme Bac
XJIOTHET TO IUIeYy He3HaKOMbI Bam yenoBek, BOmpoc O TOM, KTO OH, JydIle 3a7aTh B
0oJiee BEXKIIUBOU (hopme:

- I am sorry... Do I know you? - [TpocTuTe MBI 3HAKOMBI?

Bompoc o gomxHOCTH Min ipodeccuu uenoBeKka MOKHO KOHKPETU3UPOBATh.

- What does he do? - Uem oH 3aHuMaeTcs?

- He is the CEO of a large corpo- - OH wucnonHuTenbHbId AupekTop (chief

ration. executive officer) 00bII0M KOPHOPAIHH.

- What is your occupation? - Uem Bbl 3anumaerech (kakas y Bac
npodeccusi)?

- I'm a businessman. - 51 duzHecMeH.

- What is Miss Jane's profession? - Kto mucc [Ixeiin no npodeccun?

- She's a secretary. - OHa cexkperapsb.

Bomnpoc 00 umenn (pamuinu) dyeaoBeka TAaK)Ke MOXKHO 33JaTh B 00Jiee KOHKPETHOM
dbopme:

- What is your name (first name, - Kak Bac 3oByr (Kakoe y Bac wuwms,
surname)? bamus)?

Pycckue cnoBa «umsi», «paMuius», «OTYECTBO» HMEIOT B AHTJIMHCKOM SI3bIKE
CJIeIYIOIIME HKBUBAJICHTHI:

uMsl - name, first name, given name;
bamunus - surname, family name, last name;
OTYECTBO - middle name, patronymic

6. Borpochbl 0 MecTe padoThI M MecCTe JKUTEJIbCTBA YeJI0BeKa

Bomnpocs! tuna: Where are you from?, Where is he from? u T.11., HaunHarommecs c
BOIIPOCUTENBHOTO ciioBa Where, OTHOCATCS K MECTy MXHUTEIbCTBA YEJOBEKa (CTpaHe,
ropojy, ITaTy u T.J.) TMOO0 K MECTY ero paboThl (KOMIaHUM, opranu3anuu). Hampumep:

Where are you from? I'm from Ukraine.
Where is she from? She's from Kiev.
Where is he from? He's from TST Systems.

I[JI}I TOro 4YTOoOBI OBLIO OoJee INOHATHO, O 4YEM MHIACT p€4Yb, BOIIPOC MOKHO

KOHKPETU3UPOBATH:
What company are you from? I'm from Continental Equipment.
What country (town, state) are you I'm from the USA.
from?
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Bomnpoc o Mecte paboThl yenoBeka Jydiie copMyIupoBaTh CIEAYIOIUM 00pa3oM:
What company do you work for? I'm with TST Systems.
IT'PAMMATUYECKAA KOMMEHTAPUI

TIOPSJIOK CJIOB B AHIJIMMCKOM
[MTPEJJIOXKEHNUN

B otnnune ot pycckoro si3pbika, HOPSIAOK CIOB B MPEAJIOKEHUN B AHTJIMUCKOM SI3bIKE
3a71aH OTHOCUTEJIBHO KECTKO, IOCKOJIbKY OH SABJSIETCS OJHHUM W3 OCHOBHBIX CPEJICTB
BBIPAKECHUS OTHOILICHUN MEXAY CJIIOBaMH. B aHIIIMIMCKOM SI3bIKE BBIICIISIIOT YETHIPE THUIA
MIPEIIOKEHUM:

1) Ymeepoumenvnoe npeonoocenue
Victor drew up an invoice. BukTop BbInIMCaN CYET.

2) OmpuyamenvHoe npeonoiceHue
Victor didn't draw up an invoice. BukTop HE BHINMUCHIBAII CUETA.

3) Bonpocumenvroe npeonoxcenue
Did Victor draw up an invoice? Beinucan nu Bukrop cuer?

4) Ilobyoumenvroe npeodnoxcerue
Please draw up an invoice. Brinummre, noxanyicra, cuer.

B ormuume ot PYCCKOTO s3bIKA, B AQHTJIMMCKOM SI3BIKE B IEPBBIX TPEX THUIIAX
HpC,Z[J'IO)KCHI/Iﬁ 00s13aTeNbHO AOJKHBI IIPUCYTCTBOBATH KaK ITOJJICIKAIIECC, TaK U CKa3yEMOC,
InpudeM B  YTBCPAUTCIBHBIX W  OTPHULOATCIBHBIX IMPCIIOXKCHUAX BHAYAJIC HACT
noajcxkaiee, a 3aTeM CKazyeMocC:

THooneoxcawee Ckazyemoe
I didn't sign the contract
(A ne noonucwiean konmpaxma.)
It is cold in here.
(30ecw xon00HO.)
They are from Kiev.

(Onu u3 Kuesa.)

B YTBEPAUTCIBHBIX W OTPHULATCIIBHBIX IPCATIOKCHUAX  OCTAJIbHBIC  YJICHBI
MNPpCAJIOKCHHA pacCIIojararoTcs OOBIYHO B CICAYIOMIEM IMOPAAKE:

Mognexatee KocBeHHoe U
O6cToATENbCTBO Ckasyemoe npamoe O6cToATENbCTBO

AONO/IHEHUA
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OO6cToATEeNnbCTBA BpEMEHU, MECTa U 00pa3a JAEUCTBUS YIIOTPEOAIOTCS Yalle BCEro B
KOHIIe TpemtokeHus. OIHAKO OOCTOSITEIbCTBO BPEMEHU MOXKET YIMOTPEOJsAThCA U B
HayaJe MpeasioKeHus:

I sent the letter by fax. S oTnpaBu TUCHMO 110 (haKcy.

The Parties inroduced additions into CtopoHBI BHECTH JOMOJHEHHUS B KOHTPAKT.
the contract.

Yesterday we received five letters. Buepa Mbl IOTy4YUIH OSATh TUCEM.

He'll open a letter of credit OH OTKpOET aKKpEIUTHUB 3aBTPA.
tomorrow.

In 1988 Mr Brown worked in B 1988 romy wm-p bpayn paboram Ha
Ukraine. VYkpaune.

KocBeHHoe nononHeHne (0TBEYaeT Ha BOMPOC KOMY?) CTOUT B MPEAJIOKEHUU TIEPE]
MPSIMBIM JIOTIOJTHEHHEM (OTBEUYAeT Ha BOMPOCHI KOro?, 4ro?):

Give him the documents. Jaii eMy TOKYMEHTHI.
I often send Mr Brown faxes. A gacto ornpabisito hakcel M-py bpayny.

KocBeHHOE [OMOJIHEHHE MOXET CTOSITh B TMPEMIOKEHUHM W TIOCiIe MPSIMOro
JIOTIOJIHEHUS, €CJIM OHO UMEET IpH ce0e mpeyior to:

Send this letter to Mr Brown. OTtnpase 3TO MUCBMO M-py bpayHy.
I wrote this letter to you. S Hanucal 3To TUCHMO BaM.
Don't give this document to him. He naBaii eMy 3TOT TOKYMEHT.

WMS CYIIECTBUTEJLHOE
(THE NOUN)

B aHrmuiickoM si3pIke€ MMSI CYIIECTBUTEIBLHOE MMEET JBa YHUCla - eOUHCHMEEHHOe
(Singular) n mnoscecmeennoe (Plural) - v nBa nanexa - oowuit (The Common Case) n
npumsycamenwvustii (The Possessive Case).

1. O6pa3oBaHne MHOKECTBEHHOTO YMCJIa UMEH CYIIECTBUTEIbHBIX
MHOXeCTBEHHOE YHMCIIO UMEH CYHIECTBUTENBHBIX 00pa3yercs myTeM HpuOaBICHHUS
OKOHYaHUS -S K UIMEHH CYIIECTBUTEIBHOMY B €IMHCTBEHHOM YHCIIE:

Bill - bills CYeT - cyera
Buck - bucks JOJUIap - A0JUIapsl (pasze.)
Payment - payments IJIATEXK - TUIATEKHU

OkoHUYaHHE -S MPOUBHOCHUTCS Kak [s] Mmocje TIyXuX COIVIACHBIX M Kak [z] mocne
TJIACHBIX M 3BOHKHUX COTJIACHBIX.

Ecnu wuMs cymiecTBUTENbHOE OKaHYMBaeTca Ha -S, -ss, -sh, -ch, -0 (c
MPEIIECTBYIONICH COTJIACHOM) U -X, TO €ro MHOXECTBEHHOE YHCJIO o0paszyercs MmyTeM
puOaBJIeHUs] OKOHYAHUS -€S:
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expense - expenses
tax - taxes

address - addresses
branch - branches

pacxoj - pacxo/apbl
HAaJIOT - HAJIOTH
azpec - agpeca
OTpacCiib - OTPACIH

loss - losses YOBITOK - YOBITKU
dish - dishes TapeJika - TapeIKu
hero - heroes repoi — repou

OxkoHuanue -es nocie s, ss, X, sh, ch, ce, se, ze, ge npousHocutcs Kax [iz].

Ecnu umst cynmiecTBUTENPHOE OKAHYMBACTCS HA -y C MPEIIISCTBYIONIEH TJIACHOU, TO
€ro MHOXXECTBEHHOE YHCIO 00pa3yeTcsi MO OOBIYHOMY MpaBMIy, MyTeM HpUOaBICHUS
OKOH4YaHUA -S. Eciim MMsI CyHIECTBUTEIIBHOE OKAaHUYMBACTCS HA -y C MPEIIIECTBYIONIIEH
COTJIACHOM, TO €r0 MHOXKECTBEHHOE YUCJIO 00paszyeTcs MmyTeM MpuOaBiIeHUsS OKOHYAHUS -
es C 3aMEHOH -y Ha -i:

delivery - deliveries MIOCTaBKa - OCTABKU
duty - duties MOIIJIMHA - MOILIAHBI

CymectBuTenbHbIe, oKaHuYMBaromuecs Ha -f -fe, 00pa3yroT MHOKECTBEHHOE YHCIIO C
3amenol f Ha v:

leaf - leaves JIACT - JIUCTHSA
life - lives JKWU3Hb — YKU3HU

OpnHako, U3 3TOTO MpaBWIA CYIIECTBYET psia uckioueHuit chief - chiefs, roof- roofs u
Ap.

Hexkotopsie cymecTBuTeNbHBIE 00Pa3yIOT MHOKECTBEHHOE YHCIIO HE TI0 TTpaBUjIaM:

Psin cymiecTBUTENBHBIX TPEUECKOT0 U JTATHHCKOTO MPOUCXOXKICHUSI COXPAHSIOT CBOIO
UCXOJIHYIO (hOPMY MHOXKECTBEHHOTO YHCIIA:

quantum - quanta JacTb - YaCTHU

thesis - theses TE3UC - TE3UCHI

appendix - appendices MIPUJIOKEHHE - TPUIOKEHUS
index - indices MHJIEKC - UHJIEKCHI U JIp.

Bo Bcex cmydasix, koraa CymecTBUTEIbHOE 00pa3yeT MHOKECTBEHHOE YHCIIO HE TI0
mpaBuiaM, B CIOBapsAX MPUBOAWTCS (opMa MHOXKECTBEHHOTO YHCIA TaKUX
CYIIIECTBUTEIbHbIX.

Psg  cymiecTBUTENBbHBIX, TakuxX Kak news (HOBocTb), works* (3aBop,
IPOU3BOJICTBEHHOE TIOMEIIICHKE), means* (crmocob, cpeacTBO), series™ (ps0, cepus) u ap.,
a TaK)Xe Ha3BaHUs HAyK W Y4YeOHBIX MPEAMETOB economics (dKOHOMHMKA), mechanics
(MexaHMkKa) W T. M., HECMOTpS Ha QopMajbHble MPU3HAKA MHOMXECTBEHHOT'O YHCIA,
yHOTPEONSIIOTCA B €IUHCTBEHHOM uucie. CylleCTBUTEIbHOE «IKOHOMHUKA» B 3HAUEHHUU
«9KOHOMHKa CTpaHbl» M T. M. (B OTJIMYME OT HA3BaHUSI HAYKH) IEPEBOJUTCS Ha
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AQHTJIMMCKUN SI3BIK CJIOBOM economy u o6pa3yeT MHO>XECTBEHHOE YHCJIO IO OOBIYHBIM
IMpaBHJIaM:

economy of the USA skoHomuka CIIIA
economies of western countries HKOHOMUKH 3alaIHbIX CTPaH

Ecnu cymectBurensHoe people ynorpeOisercs B 3HAUYEHUM «JIHOAW», TO OHO HE
oOpa3yeT (opMbl MHOKECTBEHHOI'O 4MCJla, OAHAKO C IJIarojloM-CKa3yeMbIM COIJIacyeTcs
BO MHOXXECTBEHHOM YHCIIE:

A lot of people like music. MHorue n1oau Jr00ST My3bIKY.

B ciygae e, ecnu 3TO CyIIeCTBUTENBHOE YIOTPEOSIETCS B 3HAUEHUN «HAPOI», TO C
IJ1IaroJIoM-CKa3yeMbIM OHO MOKET COIJIaCOBBIBATHCS KaK BO MHOXECTBEHHOM, TaK U B
€IMHCTBEHHOM YHCJIE U MOKET 00pa30BbIBATh MHOKECTBEHHOE YHCIIO:

The people of Ukraine want to live at Hapon VYkpawHbl XO4€T XUTh B MHPE C
peace with other JIpyTUMH Hapoaamu, peoples.

2. ITagexxu UMEH CyIIECTBUTENBHBIX

HMeHa cymiecTBUTENbHBIE B OOIIEM TAJEKE BHITIOIHSIIOT B IPEIJIOKCHUH Pa3IMIHBIC
GyHKIUA: TOMJISKAIIET0, UMEHHOM YacTH CKa3yeMoro, OOCTOSITENbCTBA, MPSIMOTO U
KOCBEHHOTO nomnojHeHud. CyliecTBUTENbHBIC B OOIIEM Majeke HE HMMEIOT HHKAKUX
OKOHYAHUM, U UX OTHOIICHUS C JPYTMMHU CIOBAMHU B MPEIJIOKEHUU OMNPECTSIOTCS HUX
MECTOM B MPEJIOKEHUH, a Takxke npeasioramu (of, to, in, with u np.):

The CEO (nooneaxcawee) is expecting N cnonHUTENbHBIN  AUPEKTOP  OXKHUAAECT
the Marketing manager (npsamoe MEHe/Kepa Mo BOIPOCAaM MapKETHHIa B
oonoiHeHue) in his office cBoeM oduce.

(ob6cmosimenscmeo)

VMs CyIIECTBUTENBHOE B IPUTSDKATEIBHOM IaJexe OoTBedyaeT Ha Bompoc Whose?
(Yeit?) u BBIMOJHIET B MpEeAJIOKeHUN QyHKLHMIO onpenenenus. [IpursxaTenbHbIil mamex
UMEH CYILIEeCTBUTEIbHBIX B E€IMHCTBEHHOM 4YHCIE O0pa3yercsi MyTeM MpUOaBICHUS K
UMEHU  CYIIECTBUTEIIbBHOMY OKOHYaHusa -'S. [IpuTsokarenbHbId  NaAeX  HMEH
CYILIECTBUTENIHBIX BO MHOKECTBEHHOM YHCJE O0pa3yeTcsi myTeM MpUOaBIIEHUSI TOJBKO
anoctpoda -:

manager’s letter IIMCbMO MEHEKEpa

managers’ letter MUCHMO MEHEKEPOB

expert’s opinion MHEHHUE dKCIEepTa

experts’ opinion MHEHHUE SKCIEPTOB

Ho:

businessmen’s guide MyTEBOJIUTENb JJIsl ON3HECMEHOB
women’s magazine YKEHCKUH KypHaJ
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OxoHYaHME MPUTHKATEIHHOTO Ta/ieka MPOU3HOCUTCS 0 TeM K€ MpaBHiaM, 9TO U
OKOHYAHUE MHOKECTBEHHOT'O YHCJIa IMEH CYIIIeCTBUTEIbHBIX.
Ecmu cymiecTBuTensHOE B €IMHCTBEHHOM YHWCJIE OKAaHYMBACTCS HA -S WU -X, TO
NPUTSDKATENBHBIN MaIe’K MOXHO 00pa30BBIBATh JBYMS CIIOCOOaMHU:
Mr Tufts's fax unu Mr Tufts' fax daxc m-pa Tadrca
OpxHako B ¥ TOM U B IPYTOM CIIy4ae 3TO OKOHYAHUE MTPOU3HOCHUTCS Kak [iz].
[TpuTsxaTenbHBIN TTAAEK 00pa3yOT:

a) cyuecneumelbHble, 06031-[611[61}0%;“6 OwaeeﬂeHHble npedmembl

my secretary's mistake OIIMOKa MOETo CeKpeTaps
Mr Mark's office oduc Mm-pa Mapka

0) cywecmeumenvHvle, 0b03Hauawue epems u eouHuysvl epemenu: hour (dac), day
(nenn), month (Mecs), year (roa), morning (yTpo) # T.II., a TaKK€ Hapedusi BPEMEHH:
yesterday (Buepa), today (cerogus), tomorrow (3aBTpa):

hour's delay yacoBas 3aJIepiKKa
today's letters CEroOJHALIHSA KOPPECTOHICHLIHS
tomorrow's delivery 3aBTPALLHSAS IOCTAaBKa

B) cywecmeumeinbHble, 0003HAUAIOWUE HA3BAHUSL 20P0O008, CMPAH, d MAKICe
cywecmeumenvrvle muna: world (mup), earth (3ems), country (ctpana), city (ropon)

U ap.:

the earth's axis JYYIIUA B MUPE
Ukraine's businessmen YKpauHCKHUE OU3HECMEHBI
the world's best 3€MHasl OCh

(DYHKI_II/IIO MMPUTAKATCIIBHOTO TaJACKa BBITOJHACT ITPCIJIOT of:

my secretary's mistake a mistake of my secretary
Mr Mark's office the office of Mr Mark
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APTUKJIN
(THE ARTICLES)

Heonpenenenuslit apTukib (a/armm) ynotpeosseTcs:
a) TMepe] MCYHUCIAEMbIMU CYIIECTBUTEIbHBIMU B €IMHCTBEHHOM 4YHUCJE MpU

0003HaUCHUN TPUHAMICIKHOCTH HMX K KakoMy-nbo kmaccy (¢ riaroinamu to be, to
become, to see, to have (got), c o6oporom there is, c mpenmorom as):

He is a sales representative OH paboTaeT TOProBbIM MPEICTABUTEIIEM.
John became a businessman. JIxoH cTan OM3HECMEHOM.

Victor works as a manager. Buxkrop pabotaetr MeHeKEPOM.

There is a letter on the table. Ha crone nexut nucbmo.

I see a car. S BUXKY aBTOMOOUJIb.

0) B BBIpAXEHUSIX, YKa3bIBAIOIIUX IIEHY 3a E€IWHUIY TOBapa, YIEIbHBIH BeC,
CKOPOCTb, YaCTOTY:

five dollars a pound. IATh JI0JUTApOB 3a (YHT.

two miles an hour JIBE MUJIU B 4ac

Our company signs two contracts a Haimma komnanust 3akiroyaer IO JiBa
day. KOHTPaKTa B JICHb.

B) B cJIOBocoueTaHusx, Takux kak: a lot of (muoro), a few, a little (Hemnoro), a
TaK)Ke CO ciaoBaMH, oOo3HaudaronmMu KojudectBo: a hundred (cotss), a thousand
(TRICS4a), a dozen (IfOKKWHA) U T. 11

r) Hepell MCUUCISAEMbIMU CYUIECTBUTEIBHBIMU B €IMHCTBEHHOM YHCIE, KOTOPHIE
OTpENEIAI0TCS TAKUMU HapeunsMHu, Kak: quite, such, rather:

Helen 1is quite an inexperienced XeJieH €1Ie COBCEM HEOMBITHBIN CEKPETAPD.
secretary.
This is rather a difficult problem. OTO0 NOBOJIBHO CIIOKHBINA BOIPOC

Omnpenenenublil apTukIib (the) ymorpedisercs:

a) Tepel CYLIECTBUTEIbHBIMU B €IUHCTBEHHOM W MHOXXECTBEHHOM YHCIE B TOM
cilydae, eclid JIM0O M3 MPEeIbIAyIIero KOHTEKCTa, MO0 U3 MHPOpMAIH, UMEIOLIEHCs y
co0eceTHUKOB, MOHATHO, O KAKOM KOHKPETHO IIPEIMETE UJIET PeUb:

I sent you a letter. S moceian Bam nuceMo.

I'd like to know your reaction to S xoren Obl y3HaTh Bary peakiiuio Ha 3TO
the letter. MIACHMO.

Did you see the contracts we signed He  Bumenn 1M Bbl  KOHTPAKTOB,
yesterday? KOTOPBIE MbI IIOJIKCAIIA BUEPA
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0) mepen CYIIECTBUTEIBHBIMHU, SIBISIONIUMUCS €AMHCTBEHHBIMH B  JAHHBIX
00CTOSITENBCTBAX, JTMOO MPECTABISIONIMMUA OJIMH U3 PEAMETOB JAaHHOTO KJacca:

Close the window. 3aKpoil OKHO.

The director wants to see you. Hupexrop xouet Bac Buaers.

The airplane is the fastest way of Camoner - camblii OBICTPBIH  CIIOCOO
transportation. TPAHCIIOPTUPOBKH IPY30B.

B) Ilepel MNpWIArareJbHbIMA B IPEBOCXOJHOM CTENEHW U  IMOPAIKOBBIMHU
YUCIIUTEIIbHBIMH:

the best way JTYYIIANA CIIOCO0
the first of January MepBOE STHBAPS

r) rocie cioBocoderanuii one of, some of, each of, most of 1 0ObHO TOCHE CIIOB
all, both:

one of the letters OJTHO U3 HUCEM
each of the contracts KKl KOHTPAKT
all the companies BCE KOMITAaHUU

J1) Tepell Ha3BAHUSAMHU PEK, MOPEH, OKEaHOB, IrOp, a TAKXKE Ha3BaHHUSIMHU CTpaH,
OCHOBHBIM 3JIEMEHTOM  SIBJISICTCS HapuIaTeabpHoe CYILIECTBUTEIIBHOE (state,
commonwealth u 1. 11.): the Dnieper (/Iaemnp), the Black Sea (Uepnoe mope), the Pacific
(Tuxwuii oxean), the USA (CIIIA), the CIS (CHI') u np.

€) B pslie YCTOHUYUBBIX cioBocoueTanuil: in the street (Ha ynuie), in the morning
(mo ytpam), in the evening (o Beuepam), the same (ToT ke camsiii), the following
(cnenyrommii), the next (B 3Hau. «cieayromui no nopaaxky»), the last (B 3Hau.
«TIOCHEIHUN») U T. II.

ApPTHKIN HE YNIOTPEOISIIOTCS:

a) Tepel HCUUCISEMBbIMUA CYIIECTBUTEIBHBIMH BO MHOKECTBEHHOM YHCIE NpU
0003HaYeHNH MTPUHAIJICKHOCTH UX K KaKOMY-JTHOO0 KJ1accy:

They are sales representatives. Onu paboTaroT TOPrOBBIMHU
IPEICTABUTEISIMH.
I see cars. S BUXKY aBTOMOOUITH.

0) ¢ aOCTpaKTHBIMH CYIICCTBUTEIBHBIMH U HEUCUNCIIEMBIMU CYIIIECTBUTEILHBIMU B
00111eEM 3HAYEHUU:
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This work does not give me O3rtapaboTa He JaeT MHE YAOBJICTBOPEHHUSI.
satisfaction.
Time is money. Bpems — neHbru.

B) Tiepe]] cioBaMu next (B 3HaUEHUU «Oynymuii») u last (B 3HAaUCHUU «IPOLIBIN»):

next year B OyIyIIeM romy
last year B MIPOIIIOM IOy

r) ¢ OOJBITMHCTBOM Ha3BaHWU yiuIl, ToponoB, ctpaH: Kreshchatik, Wall-Street,
Kiev, New-York, England, Ukraine* u T. 1.

1) TIepel CYIIECTBUTEIBHBIMH, CTOSIIMMU TEpe]l UMEHAMH U (aMIJIASIMHE JTFOJICH:
President Kuchma, Colonel Smith, Mr White, Miss Jane u T. 1.

€) B psJie YCTOMYUBBIX CIIOBOCOYETaHUM: in time (BoBpeMsi), by bus (aBTo6ycom), by
train (moesnom), by air (camosierom), at home (qoma) u T. 1.

HPAKTHKA

1. TlpencraBbre, uro Bbl BCcTpewaeTe NpencTaBUTENS AHIVIMMCKOW KOMITaHMH. B
asporopry Bl yBuAenu MyX4uHy, BHEIIHMM BHUJ KOTOPOTO COOTBETCTBYET OIMCAHUIO
TOT'0 YEJIOBEKa, KOTOPOro Bel NOKHBI BCTPETUTH. BhINOMHATE crieytomue 1enCTBUsA:

a) oOpaTuTech K HEMY Ha aHTJIMICKOM SI3BIKE W y3HAWTEe, TOT JIM 3TO YEJIOBEK,
KOTOPBIM Bam HyXeH;

0) npeacTaBbTe ce0s (HA30BUTE CBOE UMsSI M (PaMUJIUIO, & TAK)KE KOMITAHUIO, KOTOPYIO
Br1 npencrasnsere);

B) U3BUHUTECH 3a CBOE OINO3JaHUE;

I') CIPOCUTE, KaK OH J0JIETEIT;

1) IPEIJIOKUTE EMYy NPOUTH K Baien Mammse;

e) CIIPOCUTE €TI0, HC ITIOMOYb JIM EMY NOHCCTHU €TI0 YHCMOAAH;

) TIPEACTaBbTE ce0e, YTO ATOT YEIIOBEK OKA3aJICA HE TEM YeJIOBEKOM, KOTOPhIi Bam
HyxeH. [Tompocute y 3TOr0 4enoBeka nporieHue 3a OECIIOKOMCTRO.

2. IlpeacraBbTe, uro K Bam B koMmaHuio mpuexai MpPeACTaBUTEIb WHOCTPAHHOU
bupmbl. BeinonHuTe cieayromnye 1eicTBUs:

a) MpeJCTaBbTECh CaMU W TPEACTaBbTE €My COTPYAHUKOB Baieil kommanuu c
UCIIOJIb30BAHUEM CJIEAYIOIINX BhIPAXKEHUM:
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Let me introduce myself. I am

Let me introduce my staff to you. This is He (she) is
I'd like you to meet He (she) is

May I introduce to you. He (she) is

0) cnpocuTe y HEro, Kakyt0 KOMIAHUIO OH MPEJCTABIAET, KaKas y HEro JOJKHOCTb,
U3 KaKOro ropoJia OH IIpHexal;

B) CIIPOCUTE y HEro, He XOoTeln Obl OH 4ero-HuOyAb BBIMHUTH; MPEITOKHUTE EMY
cUrapery, 4amky kKoge, yasi, COKa M T. II.; CIIPOCUTE Y Hero, He OyJeT JIM OH BO3pakaTh,
eciu Bel 3akypure.

') HA3Ha4YbTE €EMY BCTPEUY Ha 3aBTPA U MONPOLIANTECH C HUM.

3. [To3HAaKOMBTECH C BUBUTHOM K&pTO‘IKOﬁ M OTBCTHTC HA CICAYIOIIHUEC BOIIPOCHI:

CONTINENTAL EQUIPMENT

John G.Smith
Financial Director
9 North Road, Brighton, BN1 5]JF, England
Phone: (0273) 543359 Fax: (0273)559364

Whose card is this?

What is he?

What company is he from?

What city is he from?

What is his telephone number?
What is the address of his company?

CocTaBbTe BUBUTHYI KapTOYKy Ha aHTJIMMCKOM s3bIke 1iisi cebs. OOparute
BHHUMAHKE, YTO B AHTJIOS3BIYHBIX CTpaHAX aJpec MHUIIETCS B OOpPaTHOW MO CPABHEHHIO C
HaIlIEH ITOCJIEI0BATEILHOCTH.

4. Kakumu A0mkHbl ObITh Bamm oTBeThl Ha crienyromue, oOpaimieHHble K Bam
PEILIUKHU:

How do you do?

Glad to meet you.

Good afternoon!

Good morning!
Goodbye!

Hi!

How are you getting on?
How are you?
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Would you like a cup of coffee?
Thank you very much.

5. ¥V Bac Ha3HaueHa ACJI0Bas BCTpCUa C IPpEACTABUTCIIEM HHOCTpaHHOﬁ KOMIIaHHH.
Kaxk Bor 6y,Z[CTC €Tro MPUBETCTBOBATh, CCJIKM BCTPCYAa Ha3HAUCHA Ha:

a) 9 a.m;

6) 7 p.m.;

B) 4.30 p.m.;
r) 10.15 a.m.

6. OCHOBBIBASICh Ha JAHHBIX, IPUBEJECHHBIX B JUHIBOKOMMEPUYECKOM KOMMEHTAPUH,
ONPENEINTEe THUI B3aUMOOTHOILICHUW, KOTOPBIA CIOXWiIca y Bac B KomIaHum.
[TombITaliTech 2-3 MpeaIoKEHUSIMU Ha aHTJIUHUCKOM sI3bIKe 000CHOBATh, ouemMy BbI Tak
cuurtaete. Mcnosb3yiTe Npu 3TOM CIEIYIONIME BBOAHBIE BHIPAKECHUSA:

I think that. .. S nymato, 4To ...

Since ..., it seems to me that... [TOCKOMNBKY ... , MHE KQXKETCH, UTO...

I observed that... S1 3ameTni, 4TO ...

I am sorry to say that... K coxanenuto, s JOJDKEH OTMETUTD, YTO ...
TEKCT JUISA YTEHUS

Great Britain

Great Britain (official name - the United Kingdom of Great Britain and Northern
Ireland) is situated on two large islands, the larger of which is Great Britain, the smaller is
Ireland. In addition to these two islands Great Britain includes over five hundred small
islands. The total area of Great Britain is 240,000 sq. kms, its population is 56,000,000
people.

In the north-west and west the country is washed by the Atlantic Ocean and the Irish
Sea, in the east - by the North Sea. The island of Great Britain is separated from France by
the English Channel. Northern Ireland, which is a part of Great Britain and which is
situated on the island of Ireland, is separated from Great Britain by the North Channel.

The island of Great Britain is divided into two parts: mountainous (in the north and
west of the island) and lowland (in the south and east). There are no very long rivers in
Great Britain. The most important rivers are the Thames (the deepest) and the Severn (the
longest). The rivers seldom freeze in winter. Due to the moderating influence of the sea
Great Britain has an insular climate, rather humid and mild, without striking discrepancy
between seasons.

Great Britain consists of four main parts: England, Scotland, Wales, and Northern
Ireland. Administratively Great Britain is divided into 55 counties. The biggest cities of
Great Britain are London, Birmingham, Glasgow, Liverpool, Manchester, Edinburgh, and
Cardiff.
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England is the largest part of Great Britain (it occupies over 50% of the territory and
its population amounts to 83 % of the total population of Great Britain). Wales is a
peninsula in the south-west of the island of Great Britain. It occupies about 9 % of its
territory with a population of 4.8 % of the total population. Scotland is the most northern
part of Great Britain with a territory of 32 % of the total territory and with a population of
9 % of the total population of Great Britain. Northern Ireland occupies the north-east part
of the island of Ireland. Its territory amounts to 5.2 % of the total territory of Great Britain.
The main cities of Nothern Ireland are Belfast and Londonderry.

The Welsh have their own language. However, many Welsh people do not know
Welsh, and English is spoken by everyone in Wales. Scotland and Ireland also have their
own languages, but they are rarely spoken and English is known by everyone there.

Great Britain is a parlimentary monarchy. Officially the head of state is the Queen (or
the King). However, the power of the Queen in Great Britain is not absolute. She acts only
on the advice of the ministers and Parliament. There is no written constitution in Great
Britain. The main principles of British legislation are expressed in other documents, like
"Magna Carta", "The Habeas Corpus Act", "The Bill of Rights", the Parlimentary Act
which decided the position of the House of Lords, and the Judicature Act British
legislation does not provide written guarantees of individual political rights.

Parliament in Great Britain has existed since 1265 and is the eldest Parliament in the
world. It consists of two Houses - the House of Lords and the House of Commons. The
House of Lords consists of 1000 peers who are not elected by the people. The House of
Commons is a nation-wide representative body which is elected by the people at a general
election, within 5 years of the last election. After the general election the Queen appoints
the head of the government - the Prime Minister. As a rule the Prime Minister is the leader
of the party that has won the election. The Prime Minister appoints the ministers to make
up the government.

There are two main political parties in Great Britain: the Conservative parry and the
Labour party. The Conservative party came into being in the 19th century as a result of the
evolution of the Tory party. The Labour party was founded in 1900. But since 1906 it has
borne the name of the Labour Parry. The Labour Party won the election for the first time
in 1945.

Great Britain is a highly-developed industrial country. The main fields of British
industry are machine-building) ship-building, metallurgy, and electronics.

Ilposepvme ceo:

1. What are the main parts of Great Britain?

2. How many islands is Great Britain situated on? Which are the largest?
3. When was the British constitution adopted?

4. Who is the head of state in Great Britain?

5. What is the official name of Great Britain?
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TECTbI

A. OOpasyiiTe OTpUILIATeIbHYIO, BOINPOCUTEIBLHYIO U  BONPOCHUTEIIBHO -
OTpUIIATEIBHYIO (POPMY CIEAYIONTUX MPEITI0KEHUMN:

That’s good.

That isn't good.

Is that good?

Isn’t that good?

. That's a good idea.

. He could decide what to do.

. It's difficult to make a decision.

. He was planning to go with her.

. She'd like to go with you.

. They were making an attempt to plan their future.
. She would consider going back east.

. There's a chance he'll go.

. He spent a few days in the mountains.
10. It's easy to make a decision.

11. That's a practical idea.

12. They should try to plan for the future.

O 00 1O\ WD K~ Wi

B. IlpeoOpa3syiiTe mnpemioKeHus, TOCTABHB BBIICICHHBIC CYIIECTBUTEIBLHBIC H
MECTOMMEHUSI BO MHOXXECTBEHHOE YHUCJIO.

There is a letter on the table. There are some letters on the table
He is a manager. They are managers.

. I saw a boy in the street.

. He is a businessman.

. I received a letter from England.

. There is a fish in the jar.

. Send the fax to him.

. Don't sign the contract

. The director is out.

. A sales representative must be a creative person.
. He works as a foreman at our company.

10. He became the president of a big company.

11. The delivery will be delayed for approximately 5 days.

12. The firm did not pay duty in time.

O 001NNk W=

C. BMecto 060poToB ¢ npemsiorom of oOpasyiite 000pOTHI C CYIIECTBUTEIbLHBIMU B
MPUTSHKATEIIbHOM MaJIexKe:

The car of the Commercial Director. Commercial Director's car.
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1. A book of Mr Sage. 2. A letter of my boss. 3. The hand of Mrs Leondes. 4. The
room of managers. 5. Names of salesmen. 6. The advice of Miss Jane. 7. Businessmen of
Ukraine. 8. The proposal of our Director. 9. A receipt of a consignee. 10. A bill of lading
of a ship. 11. A call from John Smithers. 12. The commission of Mr Bell.

D. BcraBeTe Tam, e 3TO HEOOXOAMMO, OMPENENICHHbIM JIMOO HeoNpeaeeHHbIN
apTUKJIb.

1. One of... most exciting new developments in ... modems is ... ability of... modem to
transmit... voice down ... telephone line at... same time as it is sending ... data. 2.... system
of... commercial banks was created in ... Lithuania. There were ... 28 commercial banks in

. middle of 1994. 3. At ... millions of ... offices, ... fax machines are boosting ...
productivity and cutting ... telecom costs. 4.... exhibitors have taken ... advantage of...
enormous assembly of... international journalists at... exhibition. 5.... exhibition has always
been... place for introducing ... new products and ... new technology. 6. The Internet
provides us with ... reliable alternative to ... expensive and erratic telecommunications
system of... Ukraine. 7. All of... large, multinational corporations have built ... very
attractive stands at ... exhibition. 8. To meet... goal of... plan, they have sought to clarify...
future direction. 9.... plan is... first step in preparing... company for ... 21th century. 10. ...
software and services represent one of... fastest growing sectors of... computer market in
Eastern Europe.
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LESSON 2

JOB HUNTING

TekeT A9 YTEeHUS:

VYcerpoiictBo Ha paboTy (aumkema,

conpoeodumeﬂbﬂoe

nucomo, pesiome u CV, unmepsvio, 0O1aco0apcmeenHoe
nucoemo). Uro HAJIO u uto HE HAJIO nenats B mouckax

paboTHI.
* [IpunararenbHble.
* Hapeuus.

I'pammaruka:

Tembl ¥ curtyanuu:
YCMPOUCME0).

CIIA (obwue ceedenus, noaumuko-aOMUHUCMPAMUBHOE

ANAJNOTI

TST Systems was looking for candidates for the position of Commercial Director.
Three applicants came for an interview after they had submitted their Resumes. The third
and the most successful was Mr Klimenko. Here is the interview with him.

- Good morning, sir.

- Good morning. Come in. Mr Klimenko,
isn't it? Please take a seat. You will have to
excuse me a moment while I finish signing
these letters. Meanwhile please fill in the
application form... . There, that'll do. Now
I can concentrate on you, Mr Klimenko.
Tell me, how long were you in your last
job with Alpha?

- Five years. I am only leaving because the
firm is moving to Sevastopol, but I think a
change will do me good.

- What do you know about our company?
Have you got any questions for me?

- I know that this is a very promising
company, so I'd like you to inform me
what will be the major focus of efforts in
the next few years?

- We plan to expand our activities with
English-speaking countries, mainly
England, to buy equipment and
technologies from there and run training
programs here. We need a team of creative
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- Hobpoe yTpo, cap.

- Jlobpoe ytpo. Bxomurte, BxXOAUTE
cmenee. Bel M-p Knnmenko, He Tak nu?
Canutech, mnoxanyicra. Ilomoxmure,
MOKAa S HE 3aKOHYY IMOJNUCHIBATH 3TH
nucbMa. TeM BpeMEHeM 3aroJIHUTE,
MOYKAJIYUCTA, 3Ty aHKeETy.... . Hy, Teneph
BCe, M g MOTYy 3aHATbcsi Bamu, M-p
Kmumenko. Ckaxure, Kak J10JIro Bel
pabotanu B pupme Anbda?

- IIate ner. I yX0Xy TOJBKO MOTOMY,
yTo Hama Qupma Tmepee3kaeT B
CeBacTonosib, HO JAyMaro, 4TO MEepeMeHa
MOMJIET MHE HA MOJIb3Y.

- Uto Be1 3Haete o Hameit pupme? ¥V Bac
€CTh KaKue-In00 BOMPOCHI KO MHE?

- Ilonararo, uro Bama d¢upma unmeer
OOJIbIlIE TEpPCIEeKTUBbI. S XoTen Obl
y3HaTh OT Bac, Ha yem Bbl coOupaeTech

COCPEIOTOYUTH CBOU YCHUTHS B
Oy Kaumme roap?
- Mgzl IUTAHUPYEM pa3BEpPHYTH

JCSITETLHOCTh B aHTJIOSI3BIYHBIX CTPaHAX,
B OCHOBHOM B AHIJIMH, 3aKylaTh TaMm
obopynoBaHre, TEXHOJOTHH, a TaKKe
OpraHU30BaTh 3J1eCh oOyueHune



people to make our company competitive
in the world market.

- What will my responsibilities and

obligations be during the first year?

- Well, first of all to be responsible for our
contacts with English partners. You will
need to skillfully negotiate for and buy
equipment. The job will involve much
travelling. There is likely to be a trade fair
in London soon, which we hope you will
be able to go to.

- Yes, I see.

- So tell me what are your three main
strengths?

- I think they are: reliability, loyality, and
energy.

- OK. Do you work well under pressure?

- Yes. I am accustomed to working under
pressure.

- Are you a leader, an entrepreneur by
nature?

- Yes, I mink so.

- All right. Now, Mr Klimenko, I am quite
prepared to offer you a job with us. You
have excellent references from your
previous job. You'll start on $450 and if
you do well we'll review it after three
months. The hours are from nine to five
thirty, with an hour for lunch and a
fortnight's holiday. Does that suit you?
Any questions?

- What about travel? Where will 1 go and
for what length of time?

- Mostly to England for not longer than a
month.

- All right. When do you want me to start,
sir?
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cnenuanuctoB. Ham HyxHa cuibHas
TBOpUECcKass KOMaHAa, 4ToObl Haila
¢dbupma co BpeMeHEM CTajla KOHKYPEHTHO
CIOCOOHOI HAa MUPOBOM DPBIHKE.

- 3a yTo 51 Oyy OTBEUaTh U KAKHE Y MEHs
OyayT o0O0s3aHHOCTH B TEPBBIA TOf
paboThI?

- B nmepByro ouepenr Bbr  Oynete
OTBEYaTh 3a HAA  KOHTAaKTBI  C
AQHTIIMACKUMHU ~ TIApTHEPAMH, BECTH C
HAMHA  TIEPETOBOPHI U 3aKyIUTh
obopynoBanue. Bam HyxHO OyaeT MHOTO
nmyTemecTBoBaTh. Kcrath, BCKOpe B
JloH10HE COCTOUTCS ipMapKa u,
BO3MOXHO, y Bac Oyaer maHc Tyna
1oexarb,

- Jla, noHMMaro.

- Hrak, ckaxwure, KakoBbl Bamm Tpu
OCHOBHBIE JJOCTOMHCTBA?

- 4 nymar, 4YTO 3TO: HAJAEKHOCTD,
JIOSTTBHOCTD, SHEPTHUA.
-Jlamno.  Bbl  XOpomo  mepeHocuTe

NOBCEHEBHBIE HATPy3KH?
- [la. 51 npuBbIK HanpsKEHHO paboTaTh.

- Bel o Harype nunep,
npeanpuHUMaTeNh?

- Jlymaro, 4to na.

- Xopomo. Tenepp, mM-p Knumenko, s
roTOB MpemioxkuTh Bam pabotath ¢
HamMu. Y Bac oTiIuyHbIE OT3BIBBI C
npeasiayied padotel. [ymaro, 4To MbI
HayHeM ¢ 450 momtapos, a ecnu Ber ceOst
XOpOULIO TOKa)XKeTe, TO uepe3 3 mecsua
MBI nepecMoTpuMm Bamy 3apruiaty. Mel
pabotaeM C JAEBATH JI0 ITOJIOBHHBI
IIECTOTO, C YaCOBBIM MIEPEPHIBOM Ha 00e/T
Y JBYXHEJEIbHBIM OTIIYCKOM. Bac 310
ycTpauBaet? Bonpocsl ecTh?

- Hacuer KOMAaHUPOBOK, 170:¢
MPOAOJKUTEIBHOCTD, KyJa?

- B ocHOBHOM B AHIJINIO, M HE JIOJIBIIE,
yeM Ha MECHII.

- Xopomo. Korga Bel xoTuTe, 4T0OBI S
Hayaj paboratb?



- In a week, if possible. - [To BO3MOXHOCTH Yepe3 HENEIIO.

- I am afraid I can't start working till the - Botock, uTO 51 MOTYy HadaTh TOJILKO C 10
10th October. OKTSIOpSL.

- No problem. We'll be seeing you on the - 310 He BaxnHo. HWrak, yBUAUMCS
10th then? JIeCATOro?

- Yes, certainly. Thank you very much. - [la, koHedHo. bombiioe cmacu6o. Jlo
Goodbye. CBHJIAHUSI.

- Goodbye. - Jlo cBumanus.

SI3BIKOBBI KOMMEHTAPUN

position - IIOJDKHOCTB;, vacancy, opening position -
BaKaHCHS

application - 1) 3asBieHuwe, 3asBKa, oOpalleHue,
npocnoa; written application -

MUCBMEHHOE 3asiBleHue; application for
the position - 3adBJI€HUE O 3a4YNUCICHUU Ha
JIOJDKHOCTh;  application to smb -
3asBJICHUE Ha 4Ybe-TO uMms; applicant -
MPETCH/ICHT, 3asABUTENb;, 2) MPUMEHEHUE;
to apply - 1) 3asBnsTH, OOpamarbes; 2)
OPUMEHSTH job

job - pabota (kax mecmo pabomovl, KOH-
KpemHoe 3a0anue u pe3yibmam pabomol).
CuHoHumsl: piece of work, task.
OcHOBHOE paznuune Mexay job u work
3aKJII0YaeTcss B TOM, 4YTO Wwork -
HEUCYUCIISIEMOE CYLIECTBUTENBHOE, a job -
ucuucisiemoe. IloatoMy o00beM pabOTHI
Jy4lle OINUCHIBAECTCA CYIIECTBUTEIbHBIM
work, Hanpumep: I have a lot of work as a
secretary - Y MEHS MHOIO CEKpPETapCKOMU
pabotel. Kpome Toro, work MOXer
BBICTYIIATh B POJIM TJIaroja

promising - TEPCIEeKTUBHBIN, MHOTOOOCIIAIONINH,
nojaronuii HaaeKapl. CHHOHUM:
prospective

effort - yCUJIMe, HalpshKeHUeE, MOMbITKA; to make

an effort - caenath TONBITKY; constant
efforts to attain one's end - TOCTOSHHAA
O0opb0a 3a TOCTHKEHHE 1IEIH

creative - TBOPUYECKUU, CO3UAATEIIbHBIN.
[IpousBoaHbIE: fO create - CO3UIATD,
TBOPUTH; creation - co3llaHue (Ipolecc);
creator - co3JlaTenb; creature - Co3JaHue,
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competitive

responsibility

Cnosa u gvipasricenusn no meme:

You have excellent references from your
previous job.

What do you consider a fajr salary?

The hours are from nine to five
thirty.

superior, Supervisor
subordinate

senior

junior

officer

connections

to earn
to discharge
compensation

charge

salary

wages

fee

fringe benefits

bonus

red tape (pase.)

deadline

labour contract (agreement)
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YKUBOE CYIIECTBO

- 3]1eCh: KOHKYPEHTOCIIOCOOHBIN. [Ipyrue
3HAYEHUS 3TOTO CJIOBA - COMEPHUYAIOIIIHH,
COPEBHYIOLIUMCA, KOHKYPUPYIOILIUH,
KOHKYPCHBIW; competitive examination -
KOHKYPCHBIM 3K3aMeH

- 1) OTBETCTBEHHOCTb;, to assume (to
accept, to take) responsibility-B3aTh Ha
ce0s OTBETCTBEHHOCTH, fo decline all
responsibility for smth - CHATb C ceOs
BCSKYI0 OTBETCTBEHHOCTh 3a 4YTO-TO; the
responsibility rests with the author -
OTBETCTBEHHOCTh  HECET  aBToOp;  2)
00s13aHHOCTh; 3) IUIATEXKECTIOCOOHOCTH
(amep.) obligation

Y Bac npekpacHbi€ OT3bIBBI C
npeabayen padboThl.

Kakyro 3aprnary Bel cunraete 1ocTonHOM
Bac?

Mgb1 paGotaeM ¢ JEBSITH OO TOJOBUHBI
HIECTOTO.

HavyaJbHUK

MO TYNMHEHHBIN

CTapunii (10 JOJKHOCTH)

MIIAIIMN (10 JOJKHOCTH)

JOJKHOCTHOE JIUIIO

CBSI3M; JIIOAM, 00JIaatolue CUIION, 4TOObI
OMOYb

3apabaThIBaTh (ICHBIH)

YBOJIUTb, BHITHATH C pa0OTHI

oOmiee Ha3BaHUE OIUIATHI MPOJAETAHHON
paboTHI

oO11iee Ha3BaHUE OIUIATHI JTFOOBIX YCIIYT
3apIuiaTa Ciry>Kalmux

3apIuiata paboumnx

TOHOpap TBOPYECKUX PAOOTHUKOB
pa3sIUYHOTO poja JBIOTHI Ha padote
npemus

KaH1easIpckas (OymaxkHas) pabora
KOHEYHBIN CPOK MOJa4Yu YEro-To TPYA0BOE
CoTJIallIeHHe



JJUHIT'BOKOMMEPUYECKHU KOMMEHTAPUI

IIpumep aHkeTHI
(Sample Application Form)

Personal

NAME

ADDRESS PHONE NO.

DO YOU HAVE A VALID DRIVER'S LICENCE Yes No

MARITAL STATUS NO. OF DEPENDENTS

EDUCATION

Name of School Year graduated Course Taken or Degree
LANGUAGES

Russian/Ukrainian Excellent Good Fair
English Excellent Good Fair

EXPERIENCE (Give present or last position first)

COMPANY ADDRESS
TYPE OF BUSINESS/INDUSTRY EMPLOYED (Month & Year)
From to
POSITION(S) HELD SUPERVISOR'S NAME
DESCRIBE YOUR DUTIES
WHY DID YOU LEAVE
PERSONAL REFERENCES

Name Address Phone No.
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IIpumep ¢opmbl 3anpoca/conpoBOANTENBHOI0 MUCHMA
(Format for Letter of Inquiry or Covering Letter)

Date

Dr., Mr., Ms.

Title

Company, Institution
Address

Dear Sir/Madam:
State your reason for writing.

You will either inquire whether any
positions are available or you will say
which position you are applying for. If you
are applying for a specific position identify
the source of the information (a person, a
newspaper, including date, etc.)

Describe your educational background and
professional experience. Focus on those
things from your resume that best relate to
the position you are applying for.

Say you are enclosing your resume and/or
other supporting material. State your
willingness to provide more information
and to be interviewed.

Thank them for their consideration. Say you
look forward to hearing from them.

Yours faithfully, (signature)
Your name

Address

Phone

Enclosure

ara

H-p, r-H, r-xka
JlomKHOCTB, 3BaHUE
®upma/ yupexxaeHue
Anpec

VBakaeMsblil I-H, T-Ka!
Cdhopmynupyiite 1eib nucbMa.

Ber 3ampammBaere, wuMeTCS U B
HAJIWYMU Kakhe-1u00 BakaHCUHU, JHOO0
cooOIiaere, KakuM paboynumM MecToM Bbl
uHTEepecyerech. Ecmu Bac uHTEpecyer
KOHKPETHOE MECTO, HAa30BUTE€ HCTOYHHK
uHpopmanuu (4eaoBeK, OOBSIBIECHHUE B
raszere ¢ yka3aHueM JaThl U T.1.)

OnummmTe CBOE oOpasoBaHme u
npodeccuonanpuplii  ombIT.  Ocoboe
BHUMaHUE YAEIUTEe TEM IOJIOKEHUSIM
CBOETO pE3I0ME, KOTOpPbIE HaWITYUIIUM
0o0pa3oM CBsI3aHbI C MECTOM, Ha KOTOPOE
Bl nperennyere.

VYkaxure, uyro Bbl mpunaraere cBoe
pestoMe W/WiIM Apyrue HeoOXOAUMBbIe
MaTepuabl. Bripazure JKeJIaHue
MPEIOCTABUTD JIOTIOJTHUTEIIbHYIO

nH(pOpMAaIIMIO U MPOUTH coOeceJ0OBaHNUE.

[ToGnaromapute 3a BHUManue. Coodmure,
9TO HAJIEETEeCh MOJTYYUTh OTBET.

Hckpenne Bam (moanucek)

Bame ums u pamunust

Anpec

Tenedhon

Onurch npuilaraeéMblx MaTepruaioB

Mpb1 npUBOIUM 3€Ch IPUMEP TOBOJIBHO MPOCTPAHHOTO COMPOBOAUTENBHOIO MUCHMA.
OOBIYHO OHO 3HAYUTEIBHO KOPOUE, OJIHAKO HEKOTOPHhIE (Ppas3bl U 000POTHI U3 HETO
BIIOJIHE MOTYT OBITH MCIIOJIb30BaHbI MPU HANMUCAHUU (PYHKIHUOHAIBHOTO (C PACKPHITUEM

Bammx HaBBIKOB) pe3toMe.
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IIpumep conpoBOAUTEIBLHOIO NMCHMA
(Sample Covering Letter)

Mark Diamond

4701 Pine Street, #K-13
Philadelphia, PA 19143
Tel. 1-(215)-748-3037
April 2, 1992

Dear Mr. Marinichenko:

I am a first-year student in the M.B.A. program at the Wharton Business School in
Philadelphia.
I understand that you are heading the independent Ukrainian airline. I have heard from
my friend Mr. Bill Eastmann, a student at Duke University's Fuqua School of Business
that you might wish to have an American M.B.A. student work with your airline this
summer as an intern. I am very interested in the possibility of such an internship during
the summer of 1992.
My professional experience has given me an in-depth knowledge of the air
transportation industry. I have, in particular, worked for American Airlines, the Federal
Aviation Administration, and Kurth & Company, Inc., an aviation consulting firm
where I was Manager of Airline Analysis. My responsibilities included the study of
schedules, fares, equipment selection, and financial results. Notably, I prepared
numerous feasibility studies for both jet and turboprop routes, including passenger and
cargo flights, for proposed transatlantic and transpacific services.
I wish to place this experience at the disposal of your airline. I believe strongly that my
knowledge of the deregulated air transportation industry in the United States could be
quite beneficial to your carrier.
I have enclosed a copy of my resume. If my background and qualifications are of
interest to you, please telephone me on (215) 748-3037. I would be interested in
meeting you in mid-April in New York to discuss further the possibility of such a
summer position, and your requirements.
I look forward to hearing from you soon.

Yours sincerely,

Mark Diamond

Kiauiue n BBIPA’KCHHUSA COIIPOBOAUTEIbHOIO IINCbMaA:

- With reference to your advertisement in "Kiev Post" of Tuesday, January 10, I would like
to apply for the position of... in your company. - CcbllasiCh Ha 0ObSIBJICHUE B
«Kues-Iloct» ot 10 stHBapsi, BTOPHUK, S XOTeJl Obl MPETEHIOBAaTh Ha JOJKHOCTb... B
Baieu gpupme.
- I recently heard from... that there is a vacancy in your sales department. - 1 HenaBHO
yCJBIIIAN OT ... 0 BAKAHCUHU B BallIEM TOPTOBOM OT/IEJE.

- [ am used to working on my own. - 51 IpUBBIK pabOTaTh CAMOCTOSITENHHO.
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- I appreciate the opportunity to work on my own initiative and to take on a certain
amount of responsibility. - $1 BBICOKO IIEHIO BO3MOXKHOCTb paboTaTh C JIOHKHOM Mepou
OTBETCTBEHHOCTH, MPOSIBIISisE COOCTBEHHYIO MHUIIUATUBY.

- During training for my present job I took courses in marketing. - Bo Bpems 00yueHUs
JUTSL TIOJTyYEHUS! JTOJDKHOCTH, KOTOPYIO S 3aHMMAl0 B HACTOSIIIMI MOMEHT, S 3aKOHYMJII
KypChl MAPKETHHT .

- Since my present position offers little prospect for advancement, I would prefer to be
employed in an expanding organization such as yours. - Tak Kak MoOsl HacTosIIas
JOJDKHOCTh HE JaeT MHE OONBIIMX BO3MOXKHOCTEH /IS MPOABIKCHHS, S XOTEN Obl
paboTaTh B TaKOW MEPCIIEKTUBHOM OPTraHM3aIlNK, KaK Balla.

- [ am at present earning ... per month. - B HacTosiliee Bpems 5 MOIy4aro... B MECHII.
-Thank you for offering me the post/position of... bnarogapio Bac 3a 10, uTO BHI
MPEIIOKIIIA MHE JIOJIKHOCTb...

- I have pleasure in accepting this position. - C YyIOBOJbCTBUEM NPUHUMAIO 3Ty
JOJIKHOCTb.

-1 am looking forward to commencing work on September I. - C HETEpIIEHHEM K1y
Hayaja pabothl 1 ceHTIOpsI.

IIncbMeHHBIA 0TKA3 OT NMPeAJI0KEeHHO padoThI:

- I regret to inform you that I am unable to accept the position, since I have received
another, more attractive one. - C coxaJeHreM COOOIIal0 BaM, YTO HE MOTY 3aHSITh ITYy
JOJDKHOCTB, TaK KaK MOJTy4YnyI Ipyroe, 6osee mpuBiIeKaTeIbHOE TIPEITIOKECHHE.

- I feel that my experience in this field would not be used to its full capacity in above
position. Therefore I have to decline. - HyBCTBy10, 4TO MOU OTBIT pabOTHI B 3TON 00IacTH
He OyJIeT UCIIOJIb30BaH B MOJHOM MEpE, MO3TOMY BBIHYKJIEH OTKJIOHUTH MPEJIOKEHUE.

Pe3zome
(Resume)

Tak Ha3bIBaeTCsl MNHUCbMEHHAas CBOJAKAa Bamux JUYHBIX, 00pa3oBaTENbHBIX MU
npodeccuoHaNbHbIX JaHHbIX. OHO Kak Obl TUCBMEHHO MPEJCTaBISET «TOBAP»,
npengaraeMelii  OynymeMmy paboromarento. Pestome A0MKHO OBITH  TOCTAaTOYHO
noAPOOHBIM, HO KpaTKuM (OOBIYHO HE TMPEBBINIATh OJHOW CTPAaHUIBI) W HWMETh
«TOBapHbI» BUA. Popma ero J0CTaTOYHO Npou3BosibHA. Hampumep:

John H.Mill

38 Park Avenue, Ap. 50
New York, N.Y 11298
Tel. (312) 493-8332

OBJECTIVE A position as a bookkeeper.

SUMMARY 12 years of experience in all routine work in this field.
Perfect knowledge of computers and statistics.
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RESPONSIBILITIES Compiled financial reports, balance sheets and
production planning forecasts.

EXPERIENCE
1990-1995 FRISCO DOCKS, Inc.
San Francisco, California. Deputy Chief of Planning,
Commerce Dpt. In charge of account books, statements,
new ideas in planning.
1980-1990 SAKHA Co, Ltd.
New York.
Accountant. Prepared accounts and balance sheets.
EDUCATION LONDON SCHOOL OF ECONOMICS
(1977-1980) London, Great Britain, Bachelor (Ec).
PERSONAL Arrived in the United States January, 1980.
British subject. Married, one child.
REFERENCES Available upon request.

KuzHeonucanue
(Curriculum vitae (CV)

B ocHOBHOM OHO oOTiHMYaeTcss OT pe3loMe TOJIbKO 00beMoM (10 6-8 cTpaHull) H
MpeIHA3HAYCHO JIJIs1 KaHIUATOB Ha BBICOKHE JODKHOCTU WJIM I paOOTHI 3a TPAHUIICH.
[ToreHnmanpHBINA PAabOTOAATENH KEIAET MOTYIHUTh JIeTaIbHYI0 HH(popMainto. O0s9HO Bl
npenocrasisiere Gororpaduio, CBOU aapec U TenedoH, TUIHBIE U TACTIOPTHBIC TaHHbIC U
ooJiee nodpobro xapakrepuszyere Bamm oOpazoBanue u kBanudukanuo. [IpuBenem s
npuMepa oaHy u3 GyHKInoHaIBHBIX Yacteid CV denoBeka, mpeTeHAYIOmEro Ha
PYKOBOJISITIIYIO JOJKHOCT B 00J1aCTH MAIlTMHOCTPOCHHUSI.

Objective: Senior position in engineering management
HIGHLIGHTS OF QUALIFICATIONS

- Business oriented; able to understand and execute broad corporate policy.

- Strength in analyzing and improving engineering and administrative methods.

- Effective in facilitating communication between management and project team.
- Proven ability to manage both large and small groups and maintain productivity.
- Successful in negotiating favorable design and construction contracts.

[Tocne coOecemoBaHusi, MpoaHAIM3UPOBAB CBOE IOBEACHHE, MOJAyMalTe, Kak Bel
MOKETe YJIydlIuTh Brevariienue o cede. Ecau Bel nomuiere 6iaronapcTBeHHOE MUCHMO
UHTEPBBIO3PY, OTO Oyaer Oojblle, YeM BEXJIMBBIA KECT. ITO MOJOKUTEIBHOE
HaroMuHaHue o Bac craneT yacTeio Mep, crnocoOcTByIolMX Bamemy npuemy Ha padoTy.
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Oobpa3zen 6,1aroJapCTBEHHOI0 MUCHMA
(Sample Thank-You Letter)

Mrs. Lori Roberts
Directer of Personnel

Johnston Corporation
Austin, Texas 78777

Dear Mrs Roberts

Thank you for your time and attention
during my interview with you last week. I
appreciated the opportunity to discuss my
qualifications and aspirations with you.

I hope that all questions were answered to
your satisfaction, however, I would be
happy to supply any further information you
may need.

I am very interested in the growth
potential of the position we discussed, and I
hope you will consider me as a serious
candidate.

I am looking forward to hearing from
you soon.
Sincerely yours,
Jeanne Nguyen
1730 Green Street
Austin, Texas 78776
(512)554-1730

I'-xe Jlopu Pobepre
Menemkepy mo Kaapam
Kopropamuu J[>KOHCTOH
Octun, Texac 78777

YBakaemas r-xa Pobepre!

bimarogapro Bac 3a Bpems n BHUMaHME,
KOTOpbIE BBl YACIWIN HAa HWHTEPBBIO CO
MHOM Ha npouuiou Hexene. bnarogapro Bac
TaK)Ke 3a IMPEJOCTABIICHHYIO BO3MOXHOCTD
obcynuth ¢ Bamu moro kBanupukanuio H
’KU3HEHHBIE 1EJIH.

Sl Hageroch, 4TO BBl yIOBIETBOPEHBI
MOUMH OTBETAMH Ha BCE BOMPOCHI, U TOTOBA
npenoctaBuTh Bam mo0yro

JOTIOTHUTENHHYIO HH(POPMAIIHIO, KOTOpas
Mo>keT BaMm moHagoOHuThCH.

S1 OBl O4YeHb XOTeJIa 3aHATh JIOJDKHOCTD,
po KOTOPYK Mbl ¢ Bamu roBopwin, u
HAJICKOCh, UTO BbI paccMaTpuBaeTe MeHs
KaK CEpbE3HOTO KAHAMIaTa.

C HeTepneHUEM K1y OTBETA.

Hckpenne Baia,
’Kanna Hryen

78776 Texac

Octun, I'puH cT., 1730
(512)554-1730

JUHTBOCTPAHOBEJTUECKHNIA KOMMEHTAPUM

Huxe npencrasnens! Beiaepkku u3 myonukanuii yausepcutera Ctonu bpyn (CIIA)

O TOM, KaK BHCCTH ce0s B MOMCKax pa6OTLI.

DOs and DON"Ts For Job Seekers
(Ymo HAJ[O u umo HE HAJ[O oenams 6 nouckax pabomuwi)
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*DO learn ahead of time about the company
and its product. Do your homework.

*DO apply for a job in person.

*DO let as many people as possible know
you are "job hunting."

*DO stress your qualification for the job
opening.

*DO mention any experience you have
which is relevant to the job.

*DO talk and think as far as possible about
the future rather than the past.

*DO indicate, where possible, your stability,
attendance record and good safety
experience.

*DO assume an air of confidence.

*DO approach the employer with respectful
dignity.

*DO try to be optimistic in your attitude.

* DO maintain your poise and self-control.

DO try to overcome nervousness and
shortness of breath.

*DO answer questions honestly.

*DO have a good resume.

*DO know the importance of getting along
with people.

*DO recognise your limitations.

*DO make plenty of applications.

*DO indicate your flexibility and readiness
to learn.

DO be well-groomed and appropriately
dressed.

*DON'T keep stressing your need for a job.

*DON'T discuss past experience which has
no application to the job situation.

*DON'T apologize for your age.
*DON'T be untidy in appearance.
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«[IpenBaputensHO MOJIy4YHTE
uHpopmanmto o  dupme U eé
cnenuanm3zanmui. Jto  Oymetr  Bame

JIOMalllHee 3aJaHHue.
*O0parmaiitech 3a pabOTOM JTUIHO.

e[lycth Kak MOXHO OoOJIbIlIee YHUCIIO
JIFOJIeH 3HAET, YTO BBI HIIIETE padoTy.
e[loguepkuBaiiTe, 4YTO Bbl  HMEETE
KBAUTH(PUKAINIO,  HEOOXOMUMYIO IS
JAHHOU pabOTHI.

*OnumuTe NpUOOPETEHHBI BaMH OIIBIT,
KOTOPBIM JTIOKAa3bIBAa€T Ballly IMPUTOJHOCTD
JUJIS1 9TOUM pabOoTHI.

e['oBopute u jaymaiite OojbIIe O
OyayIieM, 4eM O MPOILIOM.
e['1€ TOJBKO MOXHO, TOJYEPKUBANUTE

BaIlly CTaOUJILHOCTD,

UCIIOJHUTEILHOCTh M YMEHUE XPaHUTh
KOMMEPYECKYIO TalHY.

e[Ipennonaraiite atmMmocdepy A0BepuUs.
e[Ipubnuxaiitecb k paboTomaTENtO
YBaKUTEJIbHBIM JIOCTOMHCTBOM.
*CtapaiiTech ObITh ONITUMHICTOM.
*[[posBIANTE BBIACPKKY U
KOHTPOJUPYUTE ceOsl.

*He HEpBHUYANTE U TOBOPUTE CITOKOMHO.

C

eOTBEUaNTEe HA BONPOCHI YECTHO U MPSIMO.
*meliTe npu cede xopoliee pe3rome.

*He 3a0miBaiiTe, 4YTO JPYKECTBEHHBIE
KOHTaKThl UMEIOT OOJIBIIIOE 3HAYCHUE. .
[Ipu3HaBaiiTe CBOM HENOCTATKHU.

e JlesraliTe MHOTO 3aIPOCOB.
e[lonuepkuBaiite  Bamry
TOTOBHOCTb YUYUTHCS.
eCrapaiiTeCb NPOU3BECTH BIICYATICHUE
YXOKEHHOTO YEJIOBEKa U  OJICBAWTECH
COOTBETCTBEHHO CIIyYalo.

*He noauepkuBanTe, YTO Bbl HYXKIAETECHh

TMOKOCTh |

B pabore.

*He oOcyxnaiiTe  NOpOILLIBIA  OMBIT,
KOTOpPBII HE HWMEET OTHOLICHHUS K
KOHKPETHOM CUTYyaI1u.

*He n3BHHANTECH 32 CBOUM BO3PACT.

*He IIPOU3BOJIATE BIIEYATIICHUE



*DON'T display "cocksuredness."

*DON'T beg for consideration.

*DON'T mumble or speak with a muffled
voice.

*DON'T be one of those who can do
everything.

*DON'T hedge in answering questions.

*DON'T express your ideas on com-
pensation, hours, etc. early in the interview.

*DON'T hesitate to fill out applications,
give references, take physical examinations
or tests on request.

*DON'T hang around, prolonging the
interview, when it should be over.

*DON'T go to an interview without a record
of former employment.

*DON'T arrive late and breathless for an
interview.

*DON'T be a "know it all" or a person who
can't take instructions.

*DON'T isolate yourself from contacts that
might help you find a job.

*DON'T feel that the world owes you a
living.

*DON'T make claims
"deliver" on the job.
*DON'T display a feeling of inferiority.

if you cannot

DON'T write incorrect information on your
CV to make it look better.
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HEPSILUINBOIO YEI0BEKa.

*He JNIEMOHCTPUPYHITE
CaMOYBEPEHHOCTb.

*He ymMOosiiTE 0 CHUCXOXKICHUH.
*He rosopure NpUIIyIIEHHBIM TOJIOCOM
WJIU HEBHSATHO.

*He Oynpre OogHMM U3 TEX, KTO MOXKET
JIeJaTh BCE.

*He yknoHsHTECh OT IPSAMOro OTBETA Ha
BOITPOCBI.

*He 3aTrparusaiite BOIpOCHI
OTHOCHTEIIFHO 3apIliaThl, pabovyero
BPEMEHHU M T.J1. B camoMm Hauane

CJIENYIO

pasroBopa.
*He KkoneOisich, 3aloiHsIWTE aHKETHI,
NPENOCTABISUTE OT3bIBBI, BBIOJHSINTE
dbuznyeckre U Apyrue TeCThl MO MPOchOe
paboToaarerns.

*He 3arsruBanTe UHTEPBBIO
UCKYCCTBEHHO, KOIJJa OHO  JOJDKHO
3aKOHYUTHCA.

*He mnpuxoaute Ha cobecenoBanue 06e3
pEKOMEHJauui ¢ MPEAbIIyIINX MECT
paboTHI.

*He npuxomure Ha
MO3JHO U 3aIbIXaBIINUCh.
*He OynpTe «BCe3HAMKON» HIIH

cobecenoBaHme

YEJIOBEKOM, KOTOPbIA HE  MPHU3HAET
COBETOB.
*He wu3beraiitTe KOHTAaKTOB, KOTOpbIC

MOTJIM OBl TOMOYh BaM HalTH paboTy.

*He cuuraiite, 4TO BECh MUpP HECET 3a Bac
OTBETCTBEHHOCT.

*He xamyilrecp, ecim BaM HE YJIallOCh
«3aBOEBATh» padOTy.

*He JEMOHCTPUPYUTE YyBCTBO
NPUHWKEHHOCTH.
*He Brmouaiite cBoe CV  n0xHbIE

CBEJICHUsA, YTOOBI TMPEICTAaBUTH ceOsI B
Jy4IIIEM CBET.



IT'PAMMATUYECKHUU KOMMEHTAPUN

MPUJIATATEJIBLHBIE
(ADJECTIVES)

1. IIpocmuie: good, bad, long, large, easy
2. Ilpouszeoonsie: comfortable, irregular

3nanue cypdukcoB u  mpePukcoB  obOJerdaer  MOHUMAaHUE
MpUIaraTeIbHbBIX.
Cydhpukcor 3HauyeHue IIpumep
-less without hopeless
-ive constructive
-able quality comfortable
-ible horrible
-ous famous
-y lucky
-ly lovely
-ish reddish
-en golden
Ipeghuxcoi
il opposite illegal
im (dactuiia He) impossible
in incorrect
ir irregular
un uncommon
over too much overcrowded
CreneHu cpaBHEHUSA
OnHoCJI0KHBIE
[lonoxuTenpbHas  CpaBHUTEIbHAS IPEBOCXOAHAS
large larger the largest
hot hotter the hottest
MHoroc/10:xHbIe
difficult more difficult the most difficult
impossible more impossible  the most impossible
Hcknrouenusn
good better the best
bad worse the worst
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few

little less the least
many

muchsmore the most
far —farther the farthest
furthcr\ the furthest

CpaBHUTENBHBIE KOHCTPYKIIHH

than - The result of the business trip is much better than that of the previous
one.
- His result is the best.

as...as - This result is as good as that one.

not so ...as - This result is not so good as that one.

the(more)...

the(less) - The more we study, the less we know.

BHUMAHMUE! [IlpunararensHoe n3MeHsieTcs Mo popMe TOIBKO B
CPaBHUTENBHBIX KOHCTPYKIMUSAX NIEPBOTO THIA.

VYnortpebrieHnue npuaaraTeabHbIX

1. Onpeoenenue They work in the new office.
2. Yacmo cxazyemozo Their office is new.
HAPEUUNA
(ADVERBS)

BonpmHCTBO Hapeuuid 00pa3yroTcs npu nomoinu cyddukca -ly u usmMeHsoTCs 1o
CTEINEHSIM CPaBHEHHUSI TOYHO TaK K€, KaK 1 MHOTOCJIOKHbBIE MpUaraTeabHble.

[To cTpykType OHU ACIATCS Ha CICAYIOIINE THITHI:
1.IIpocmute: well, much, too, very, often
2. IIpouseoonwie: partly, quickly, hardly
3. Cocmasgnwle: sometimes, somewhere, anywhere, nowhere, since
then, so far
4. Conagaromtue o gopme:

¢ IPWIAraTeJIbHbIMH fast, hard, late
He is working fast. 1t is a fast car.
¢ MpeaJIoraMmu after, before, since.

I haven't seen him since he left.

BHUMAHUNE! Hekoropsie 00pa3oBaHHbIE OT MpUiiaraTeabHbIX
Hape4usi U3MEHSAIOT CBOW CMBICIL.
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Hanpumep: hard - Tsoxensiil (B cMbICe ycepaus:), HO hardly - enBa, high - BBICOKUM,
HO highly - oueHb, CWIIBHO, near - OJIU3KO, PSAIOM, HO nearly - oYTH, late - TIO3IHO, HO
lately - B mocnenHee BpeMs.

BHUMAHUNE! OpHolt W3 TUNWYHBIX OIIMOOK SIBISETCS yHOTpeOJieHHe Hapeuui
many u few ¢ HeucUHCIsIEMbIMU CYIIECTBUTEIbHBIMU, @ much u
little ¢ ucumcasieMbiMU. DKBHBAJICHTAaMU many SsBISIOTCA: a good
many, a great many, lots (of). JxBuBanenTsl much: a good deal (of),
plenty (of). UtoObI n30€KaTh MyTAHUIIBI MOKHO B 000UX CITydasix
ynotpeomnsts a lot (of). Hanpumep: a lot of money, a lot of friends.

Heckonbko nnaue ooctoar aena ¢ few u little. B HekoTOpBIX (pa3roBOpHBIX) Caydasx
little Tax>xe MoxHO 3aMeHUTH BeipakeHueM: a bit (of) - I am a bit tired. Ipyras npo6iema

COCTOUT B y1'IOTp66J'ICHI/II/I HCOHpCI[CJIéHHOFO ApTUKIIA C OTUMU CIIOBAMH. HaHpI/IMCp, €Cim
MBI TOBOpHUM:

I have little money.
I have few friends.

TO 3TO 03HAYAET, 4TO y Bac MpakTU4YECKU HET HU ACHET, HU IPY3€EH.
Ho ecnu MbI ckaxkem:

I have a little money with me.
He has a few friends here.

TO TO O3HAYAET, YTO Y BAC HEMHOTO JIEHET, HO Ha HUX MOKHO YTO - JIMOO KYIHUTb, U
y Bac ecTb HEeMHOTO Apy3eid, HO OHU HACTOSIIIUE JIPY3bS.

HPAKTHKA

1. Bel sBiserech HayaJIbHUKOM OTAE€Na KaapoB (Gupmbl. BaM HyXHO 3aIllOJIHUTH
BaKaHCHUU CEKpeTaps, Oyxrajarepa, TOProBOro areHTa M HadalbHUKa OTAeNa CcOBITa.
[To3HaKOMBTECH C KAHAUAATAMH.

CkaxuTe CBOM PEIUVIMKU U OTBETHI HA HUX MO-aHIJINACKU:

- 3npaBcTByiiTe. Baie nums?

- 'ne Bol panbiie paboranu?

- Ha xakoit nomxHoCcTH?

- Ecniu mu y Bac oT3bIBBI € IpebIyIIET0 MecTa padoThl?
- Ha kakux si3pikax Bel roBopuTte, nuiiere?

- 3anoJIHUTE, MOKAITYHCTa, AaHKETY.

- [Ipuxonure nocnesaBTpa.
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2. Bbl npuHsiM Bcex Ha pabotry. IIpeactaBbTe HOBBIX COTPYJIHUKOB AUPEKTOPY

dbupmbl. Hanpumep:

- This is our new secretary. Her name is Ms Gray. She can operate a computer. Her
English is fluent. Earlier she was working for Rugby & Co.

- Nice to meet you.

3. Hmxe MEPCUNUCIICHBI MMCHA COTPYIAHWKOB, HA3BAHHA HX I[OH)KHOCTeﬁ U BHAbI
ACATCIBbHOCTH. COOTBeTCTByIOT JIA CJ'Iy>K€6HBIe 00s3aHHOCTH KaXXJ10T0 COTpYAHHKaA €To

OJDKHOCTH?

Names & Job Titles
a) Mr Black (Clerk)

b) Miss Quest and Mr Sikorski

(Computer operators)

c) Mrs Lyons and Mrs
(Typists)

d) Miss Frost (Receptionist)

e) Mr Sommer (Accountant)

f) Mrs Bee and Miss Shriver

g) Mr Luckins (Manager)

Gibbs

Activities
prepare invoices
write reports

write computer programs
operate the computer

write reports
type letters

answer inquiries
welcome visitors

monitor cashflow
prepare regular financial statements

operate the computer
write telexes, faxes, letters
welcome visitors

answer telephone

meet clients

write telexes

answer inquiries

write reports

4. Hwxe mnepeuucieHbl mOpuiarateibHblE, OMUCHIBAIOLINE Bac KaK paOOTHHKA.
Bri6epute u3 HUX cioBa, Hanbosee afeKBaTHO, o0 BameMy MHEHHIO, XapaKTepU3YIOIIHE:

a) Bac camux

0) Cekperaps

B) byxranrepa

r) ToproBoro arenra
1) upekropa
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active diplomatic methodical

attentive disciplined realistic
constructive energetic sincere
cooperative extroverted systematic
creative independent tactful

5. CocTaBbTe CBOE pe3lOMe, COTIIACHO CIIEAYIOIIUM PyOpUKaM:

OBJECTIVE
QUALIFICATIONS
EDUCATION
LANGUAGES
WORK HISTORY
PERSONAL

6. Hanumure 3asBiieHHe ¢ MpockOoil mpuHATh Bac Ha paboty menemxkepom. Ilpu
TOM COKpATUTE COIMPOBOAUTEIBHOE NUCBMO Ha €. 46 10 MHHMMAJbHO BO3MOXKHBIX
pa3MepoB M CJENailTe €ero YHUBEpPCaIbHbIM, YTOObI OHO MOTJIO CIYXHUTh Bamum
COIIPOBOJIUTEIBHBIM TUCHMOM.

7. Ilo3BonuTe Ha 3amHTEpecoBaBinyio Bac ¢upmy. He 3a0ynpre 3amath crieayronime
BOIPOCHI:

Have you received my covering letter and resume?

When is the deadline for application?

Do you need a letter of recommendation or any other references?
Whom can I contact for further information?

Is it necessary for applicants to have commercial experience?

TEKCT JUIA YTEHUA

The United States of America

After its 200th birthday the United States of America still holds the leading position
in the western world. A country that inspired many appelations - "Land of Opportunity,"
"Melting Pot," "God's Country," is still referred to us as a land of superlatives - "the rich-
est," "the greatest," "the most."

What makes the USA the leader of the western world is its economic, political and
military dominance over other countries.

The United States lies in the central part of the North American Continent between
two oceans: the Atlantic Ocean to the East and the Pacific Ocean to the West. Friendly
Canada to the north and friendly Mexico to the south are the only countries bordering it.

The USA consists of three separate parts. These are the Hawaiian Islands, situated in
the central part of the Pacific Ocean, Alaska separated by Canada, and the rest of the USA.
The states differ very much in size, population and economic development.
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There are many big cities and towns in the USA: New York, San Francisco,
Washington, Chicago and Los Angeles are the biggest.

The United States of America is a parliamentary republic. The government is divided
into three branches: legislative (the US Congress), executive (the President and his
Administration) and judicial (the US Supreme Court).

There are two main political parties in the USA: the Democratic (symbolized by a
"donkey") and the Republican (its symbol is an "elephant"). The US President is both head
of state and government. He is elected for a four-jear term. Presidential elections are held
every leap year on the first Tuesday, following the first Monday in November. The
President is assisted by Secretaries who are the heads of the executive departments.

The Supreme Court consists of the Chief Justice and eight Associate Justices who are
appointed for life. It is supposed to decide whether a law of the Congress or an executive
order of the President is constitutional or not.

The form of US government is based on the Constitution of September 17, 1787,
adopted after the War of Independence. In December 1791, the Congress adopted ten
amendments to the Constitution, known as the Bill of Rights.

The Congress of the United States is composed of two houses, the Senate and the
House of Representatives. The Senate represents the states and the House represents the
population according to its distribution among the states. All states have electoral
requirements of the same nature. First of all they are residence requirements.

Through its power over the purse, the US Congress can control much that relates to
foreign policy, also it is a governmental body that determines taxation.

Each of the fifty states of the USA has a constitution patterned after the federal
Constitution, with its divisions of power: legislative, executive, and judicial.

The Presidency means not only a man: it means an institution - the "executive
branch" of the government.

The Supreme Court is the highest court in the country and the head of the judicial
branch of the US government. The federal and state courts have the power of "judicial
review." Also there are about ninety district courts in different parts of the United States.
American judicial practice is firmly committed to the idea of jury trials. The Constitution
guarantees them for both criminal and civil cases. According to the US judicial doctrine,
"justice is a relationship in which each citizen or group receives due respect and return."

Ilposepvme ceo:

1. What are the main political parties in the USA?
2. When are presidential elections held?

3. What does the Supreme Court consist of?

4. When was the US Constitution adopted?

5. Is the USA the biggest country in the world?
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TECTbI

A. HaitnuTe Bo BTOpOM CTOJIOIE CJI0BA C IPOTHUBOIOJIOKHBIM 3HAYEHHUEM
(aHTOHHMMBI)

1. incorrect a. dull

2. interesting b. first

3. terrible c. far-sighted
4. last d. dirty
S.answer e. quiet

6. near-sighted f. dangerous
7. unhappy g. outdoors
8. clean h. easy

9. indoors 1. correct

10. difficult J. expensive k. ask
11. safe 1. like

12. cheap m. happy

13. fast n. slow

14. hate 0. wonderful
15. noisy

B. [TocTaBpTe mpuiararenbHbIE B CKOOKaxX B IPABUIHHYIO (OpMY.

. Mr Brown is (tall) than Mr Smith.
. The weather is (fine) today than it was yesterday.
. Tom is (clever) manager in the company.
. My secretary is as (good) as yours.
. My secretary is (good) than yours.
. My secretary is (good) of the three.
. The staff will be much (happy) in their new office.
. My cold is (bad) today than it was yesterday.
. Athens is (far) from London than Rome is.
10. Mr Robinson is (rich) than Mr Green, but I don't think that he is (lucky) than Mr
Green.
C. 3amenuTe npuiarateabHbIC B MPEIJIOKESHUSIX UX aHTOHUMAaMH B CTOJIOIIE.

O 00 1O\ DN B~ W

1. Bill is very tall. wide

2. Mary is quite thin. long

3. My hands are dry. slowest
4. Why are you so sad? large

5. He is an elderly man. fat

6. I know he is right about it. cool

7. This is a very narrow street. different
8. The weather is getting warm. cold

9. This water is too hot. new
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10. They are the same. short

11. It's a terrible day. wet

12. He is going to be early today. young

13. We took a short trip. wrong

14. When did you get that new car? cold

15. What is the quickest way to the hotel? wonderful
16.1 bought a secondhand car. late

17. That's a very small suitcase. happy

D. IloctaBpTe mpusaraTenbHbIE WIM HApeUHs B MPaBUIbHYIO (OpPMY, TOTOIHHUB UX
cypukcamu unu npepurcamu.

Mike is very hardworking. (very)

1. He 1s a lucky man. He has been married for ten years. (happy)

2. It was very of him to give you a lift.(kind)

3. Actors are people. (create)

4. He was fired from his job because he was .(efficient)

5. The dancer was superb. He gave a performance.(fault)

6. The passengers were frightened when the driver drove close to a
house. (care)

7. My husband likes the colour gray, but I find it .(attract)

8. She was stopped, even though she drove .(care)

9. 1don’t like john’s boss. I find him most .(pleasant)
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LESSON 3

ON A BUSINESS TRIP

TekeT 19 YTEHUSA:

B KOMaHAUPOBKY (meneghornnuwiii
pa3eo08op ¢ KOMnawueu, 3aKa3 mecma 8
20cmuHuye, NOKYNKa  ourema  Ha
camonem). dakc, BNEKTPOHHASA MOYTA.
OCHOBHBIE COKpAIIEHUS, UCIIOIb3YEMbIEC

B JEITOBOU KOPPECIIOHAEHIIU Y.
Paznuumsa  mexay — aHIVIMUCKUM U
aMEpUKaHCKUM BapUaHTAMU
AHTJIMICKOTO SI3bIKA.

I'pammartuka: *YucauTenbHbIE.
e[ Ipuyacrus.

Tembl U cuTyanuu: ['moGanbHas ~ KOMMbIOTEpHAst  CETh
Internet.

AN AJOT

Victor Klimenko, the new Commercial Director of TST Systems, is going to England
on business. He is telephoning John Cartwright. Victor is asking John to reserve a room at
a hotel. After that Victor is buying an air ticket to London.

Telephone Conversation with the British
Firm
- Continental Equipment. Can I help you?

- I'd like to speak to Mr Cartwright.
- Mr Cartwright? Who's calling, please?

- This 1s Victor Klimenko, from TST
Systems.
- Hold on, please. I'll find out if he is in.

- What 1s it, Miss Elliot?
- Mr Klimenko wants to talk to you, sir.

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

- Yes, sir.

- Oh ... wait a minute, Miss Elliot. Who 1is
Mr Klimenko?

- He said he was from TST Systems.
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TesedoHHBIN Pa3roBOpP € AHIJIMICKON
¢pupmoii

- Continental Equipment. Uem s mory
ObITh Bam nosne3na?
- S OBl XOTel NOTrOBOPUTH C M-pOM
KapTtpaiitom.
- C M-pom Kaprtpaittom? Ilpocture, a ¢
KEM 51 pa3roBapuBaro?
- 910 Bukrop KnmmeHko W3 KOMIaHUU
TCT Cucrems.
- Ogny MuHyTY, noxanyicra. S y3Hato,
Ha MECTE JI1 OH.
- B uem neno, mucc Dmnot?
- C BamMu Xx04eT TOTOBOPUTH M-p
KimmeHko.
- 4 cenuac ouenpb 3aHAT. [lonmpocure ero
MTO3BOHUTH MTOTIO3XKE.
- Xopo1io, c3p.
- O ... mogoXIHUTE OJHY MHUHYTY, MHCC
OmHOoT. A KTO OH - 3TOT M-p Kitnmenko?
- OH ckKa3zajJ MHE, 4TO OH M3 KOMIIAaHUH



- From TST Systems? ... Oh, ask him what
his telephone number is. I'll ring him back.

- Hello? This is Mr Cartwright's secretary
speaking.

- Yes ... Klimenko, here.

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

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

- ... and where are you calling from?

- From Kiev, Ukraine.

- Could you tell me the code for Kiev?

- Three-eight-o-double-four.

- Thank you, Mr Klimenko.

- Hello? Is that TST Systems?

- Yes.

- This is John Cartwright from Continental
Equipment. May I speak to Mr Klimenko?

- Yes. Klimenko speaking... .

- Did you want to speak to me?

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

- Thank you, Mr Klimenko .

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

- When are you going to come?

- On Wednesday, next week.

- That's fine. Are you going to travel by air?
- Of course. The Ukraine International
Airlines Flight from Kiev arrives at Gatwick
Airport at about 10 o'clock, as far as I know.
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TCT Cucrems.

- N3 xommanum TCT Cucrems?
V3naiite ero TteneonHwli Homep. S
MIO3BOHIO €EMY CaM.

- Amno. DTO TOBOPUT CEKpeTapb M-pa
Kaptpaiita.

- Ha ... Kitmmenko ciymaer.

- 41 mpomy npomenusi, Ho M-p Kaprtpaur
ceiiuac oueHp 3aHAT. He mornm Obl Bwi
Ha3BaTb MHE CBOM TenedoHHBIH HOMEp?

M-p Kaprpaut nepesBonut Bam nmozxe.
- Koneuno. 559-36-42.

- ... a OTKya Bbl 3BoOHUTE?

- 3 Kuesa, ¢ YkpauHsl.

- He mormm Obl Bel MHE Ha3zBaTth KO
Kunena?

- 38044.

- bnarogapro Bac, m-p Kimumenko.

- Amno. Oto - komnaaugd TCT Cucrems?

- la.
- I'oBopur /I>xon KaprtpauT u3 komnanuu
Continental ~ Equipment. =~ Mory s

OTOBOPHUTH ¢ M-poM KirmeHko?

- Jla. KimumeHko ciymiaer ....

- BbI X0T€NIM MOTOBOPUTH CO MHOI1?

- Jla, w™-p Kaptpaiit. A HOBBbI
KomMepueckuil aupexktop komnanuu TCT
Cucrems. Imero yZ0BOJILCTBHE COOOUTUTH
Bam, 4rO MBI BHMMATEIBHO W3Y4YWIIU
Bamm wMarepuanibl M pelIMIA OPHUHATH
Bare npeamoxenue.

- bnaronmapro Bac, M-p Kimnmenko.

- Sl cobuparock mpuexatb B bpaliToH u
noapobHo obcyauTsh ¢ Bamu ocHOBHBIC
MOJIOKEHUS HAIIETO COTJIAIlIeHUSI.

- Korma Bsl coOupaerech mnpuexatb K
HaMm?

- Ha cnenyromen Henene, B cpeny.

- OTiinuHOo. Bel monerure camosnerom?

- KoneuHno. HackollbkO MHE H3BECTHO,
peic MexayHapoaHbIX ABUAIIMHUI
Vkpaunel u3 KueBa mnpuiieraer B
asponopt ['3TBHK rae-to okoso 10 yacos

yTpa.



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

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

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

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

- O.K. Remember me to Mr Pospelov.

- Certainly I will.
- Goodbye, Mr Klimenko. Have a good trip.

- Goodbye, Mr Cartwright. See you next
week.

Reserving a room at the hotel
- Hello. Northern Star Hotel. Can I help
you?
- Yes. I'd like to reserve a single room with
bathroom, for three nights, from
Wednesday, the 12" of February, to Friday,
the 14" of February, inclusive.
- Let me see... Yes, sir. A single room for
three nights with English breakfast, is that
right?
- Yes, that's right.
- What is your name, please?
- It's for Mr Klimenko.
- Could you spell it, please?

- Yes, of course. K-L-I-M-E-N-K-O.
- Thank you, sir.

- Shall I send a deposit?

- No. It isn't necessary, sir.

- Thank you very much.

Buying a ticket
- Good morning. What can I do
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- IIpexpacHo. 13 JlonnoHna B bpailToH ecTh
noe3x B 12.20. Eciiu Brl moenere Ha BOK3ai
Ha Ioe3]Ie UM Ha aBToOyce, To Brl ycneere
Ha 2TOT noesx. Ha Bok3ane B bpailtoHe Mbl
Bac BcTpetum.

- bnaromapro Bac, m-p Kaprpaiit. B kakoit
rOCTUHULIE B bpaliToHE 1 MOTY
OCTaHOBUTHCS?

- S1 mopexomeHnaoBan Obl Bam rocTuHHITY
Northern Star. OHa BHoJHE NpUIMYHAS H
Henoporas. 3aka3zaTe Bam Tam HoMep?

- Ecniu Bac ne 3arpyguut. S Obl xoTen
3aKa3aTh OJHOMECTHBIM HOMEp C BAHHOM Ha
TPU JHS.

- Xopomo. [lepenaitte 0T MEHS TTPUBET
M-py [locnienony.

- Koneuno.

- Jlo cBupanus, M-p Knumenko. JKenaro
MPUATHOTO MYTH.

- o ceumanms, m-p Kaprpanr. [lo BcTpeun
Ha CIENYIOLIEH HENee.

3aka3 MecTa B rOCTHHHIIE
- Amno. I'octuauna Northern Star. Yem
Mory ObITh Bam monesen?
- Sl Ob1 xoTen 3aka3aTh OIHOMECTHBIN
HOMEp C BaHHOW Ha TPHU JIHSA, CO CPEbI,
12-ro  ¢deBpans, g0 nNATHUIBI, 14-T0
dbeBpaiist, BKIFOUUTEIIBHO.
- Onny MuHyTY ... Ja, cop. OgHOMECTHBIMI
HOMEp Ha TpU JAHI C AHIJIMKUCKUM
3aBTpakoM. Bce npaBuiibHO?
- Jla, Bce mpaBUIIBHO.
- HazoBuTe, moxanyiicta, cBOto (hamuimro.
- OT1oT HOMEP i1 M-pa Knnmenko.
- He mornu 661 Bol Ha3Bath ero amummio
no OykBam, cap?
- Jla, xoneuno. K-JI-UI-M-E-H-K-O.
- bnarogapro Bac, cap.
- JlomkeH M s BHECTH 3a]1aTOK?
- Her, cap, B 3TOM HET HEOOXOAUMOCTH.
- bonboe cmacu6o.

IMokynka Omiera
- Hob6poe yrtpo. Uem s mory ObiTh Bam



for you?
- I want to fly to London. Are there any
seats available on Wednesday, next week?

- Are you flying alone, sir?

- Yes.

- What class?

- Economy.

- Just a moment, sir... I'll check ... yeah
...the are a fem seats left.

- Fine.

- What is your name, sir?

- Viktor Klimenko.

- As a rule, we sell Ukrainian citizens return
tickets. You can buy an open return.

- O.K. How much is it?

- It's one thousand, one hundred and fifty-
five grivnas, including airport taxes.

- May I pay in cash?

- Certainly, sir. Here you are. Flight PS501.

- What time is the flight due to depart?
- It leaves at 8.55 a.m., but you must check
in one hour prior to departure, sir.

- And what time does it arrive in London?
- 10.30 local time. There's two hours time

difference, you know.

- Thank you very much.
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noJsie3eH?

- $I cobupatoch nererb B Jlonnon. Ecioum y
Bac cBoOoanble MecTta Ha cpeay, Ha
cleayrollei Heuene?

- Bul netute onqun?

- Ha.

- Kakum kiaccom?

- OKOHOMHYECKHUM.

- OIHy MUHYTY, C3P... s IPOBEPIO
HECKOJIbKO MECT OCTaI0Ch.

- OTau4HO.

- HazoBuTe, moxkanyiicta, cBoto (hamuimro.

- Buxrop Knumenko.

- Kak mpaBumio, Mbl mpojaeM TpakJaHam
Ykpaunbl Ounetrsl B o00a koHma. Ha
0o0patHbIi peiic Bel MoXxeTe KynuTh OWIET
C OTKPBITOU TaTOM.

- Xopomio. CKOJIbKO 3TO Oy/I€T CTOUTH?

- 1155 rpuBeH, BkIwO4Yas CcOOpbl B
a’poIopTy.

- MOHO 3amiaTUTh HAJTUYHBIMU ?

- Koneuno, cap. Bor Bammu 6unersi. Petic
Homep PS501.

- Kakoe Bpemsi omnpaeénenus camonera?

- 855 yrpa. Ho Bbel  [10mKHBI
3apEeruCcTPUPOBATHCS B a3POIOPTY 3a 4ac J0
OTMPABIICHUS.

- A xorja camouiet npuObiBaet B JIOH10H?

- B 10:30 mo mectHOMy BpeMeHHU. Brl
HABEpPHOE 3HAETE, YTO Pa3HHIA BO BPEMEHU
J[Ba yaca.

- bonbmioe cmacu6o.

L Jda ...



SI3bIKOBbII KOMMEHTAPUN

to speak to smb

a) to speak

0) to talk

B) fo tell

r) to say

n) to inform smb, to let smb know
to find out

to be in

to (tele)phone

He said he was from TST Systems

- TOBOPUTH ¢ KeM-11b0. OOpaTute
BHUMAaHHE HA Pa3Inyusl B ynoTpeOieHun
CJIeYIOUX OJM3KUX 10 3HAYEHUIO
IJIaroJioB:

- pasroBapuBaTh, TOBOPUTE; f0 speak
English - roBOopUTh IO aHTJIMUCKUU; 10
speak to (with) smb about smth —
pPa3roBOPUTH € KEM-JIH00 0 ueM-110o0;

- pasroBapuBaTh, OOATATH (Pa3IUUUS
MEXIy aHTJIMUCKUMU TJIaroJIaMH to speak v
to talk 3HaYNTEILHO MEHBIIIE, YEM MEXKIY
PYCCKHMHU TJIarojaMu «TOBOPUTH» U
«00aTaTh»); to talk to smb about smth -
pPa3roBapUTh C KEM-JIM0O0 0 YeM-Jnu0o0; 1o
talk business (music) - TOBOPUTH O JIEJIE
(My3bIKE);

- CKa3aThb, PacCKa3blBaTh, IPUKA3BIBATh; [0
tell smb smth - ckazaTb KOMy-1100
yT0-71100; to tell smb to do smth - cka3arb
KOMY-JIHO0O CclIenaTh 4To-1ub0; to tell stories
- paccka3bIBaTh UCTOPUU;

- CKa3ark; to say smth, to say smth to smb -
CKa3aTh 4TO-TH00 KOMY-TTu00; to say that. -
cKa3arh, 4To ...;

- “tHGOPMUPOBATH KOro-J1100, COOOIIATh
KOMY-JIH00 0 4eM-I100

- 1) y3HaTh, BBISICHUTB; 2) paCKpbITh (TaliHy,
obOMaH)

- ObITh Ha MecTe. CpaBHUTE: f0 be out
(away, off) - BeliiTu. Mr Watt's out. - Het
CBeTA.

- 3BOHUTH (110 Tenedony). CHHOHUMBIL: f0
ring (up), to call. Habupats TenedoHHbII
HOMED - to dial the number

- B aHTJIUHCKOM SI3BIKE B CJIOKHBIX
MPEIOKECHUSIX C JOTIOTHUTETHHBIMH
MPUIATOYHBIMH, €CITU B TJIABHOM
MPEAJIOKEHHUH TJ1aroji CTOUT B MPOLIEAIIEM
Bpemenu (He said ...), nis 0603HaueHus
JIEUCTBUSI, OTHOBPEMEHHOIO C IEUCTBUEM
IJIABHOTO MPEJIOKEHUS, B TPUAATOUYHOM
yHnoTpeoIIsieTcs: MPOCTOE MPOIIEIIee BpeMs
(he was from TST Systems)
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to ask

Ask him what his telephone is

Double five-nine-three-six-four-two
(559-36-42)

to spell smth
deposit

Are you flying alone?

return ticket

to arrive

to depart

- 1) cnpammBate; 2) IpoCcuTh; fo ask a
question - 3aJ1aBaTh BONPOC; fo ask about
smth (smb) - cipalMBaTh 0 4YeM-JIMOO0
(xom-1100)

- BOIPOCUTENIbHBIE TTPEJIOKECHUS B
KOCBEHHOW PEYU B QHTJIMMCKOM SA3BIKE
HMMEIOT IIPSIMOU MOPAIOK CIIOB (CKazyeMoe
CTOUT IIOCJIC TIOJICIKAIIICTO)

- KoTJa TeeOHHBI HOMED Ha3bIBACTCS
BCITyX, KaXK1as ero nudpa mpou3HOCUTCS
otaenbHo. Ludpa «0» nponsHocutcs Kak
OykBa o [ou]. Eciiu B TenehoHHOM HOMEpE
JIBE OJIMHAKOBBIC MIU(PPHI CIETYIOT OJTHA 32
JIPYTOM, TO 3TU JB€ HUDPBI MPOUZHOCATCS
0OBIYHO C UCIOJIb30BaHUEM CJi0Ba double:
55 - double five, 33 - double three u T. 1.
TenepoHHBIE HOMEP MOXKHO Ha3BaTh TAKXKE
U CIEAYIOIIUM 00pa3oM: five-five-nine-
(thirty-six)-(forty-two)

- TOBOPHUTH YTO-I100 1O OyKBam

- 1) 3amaTok; 2) BKJa B OaHK, IENO3HT; f0
place money on deposit - BHOCUTb J€HBI'H
Ha JICTIO3UT

- B @HIVIMMCKOM S3bIKE JIJIS1 BBIPAKEHUS
JEHUCTBUS B OyAYIIIEM 9acTO UCIIOIB3YETCS
Bpewmsi Present Continuous (B pyCCKOM
SI3BIKE JIJIS1 BBIPAXKEHUSI IEUCTBUS B
OyIylleM Tak)Ke YacTO UCTIOIb3YEeTCS
Hactosiuee Bpems). CpaBaurte: / am flying
next week. - 51 yneraro Ha cienyronien
Heene.

- OUJIEeT «TyAa U 00paTHO». AMEPUKAHCKUN
CHHOHHUM 3TOrO CJIOBA: two-way (round-
trip) ticket. bunet B OJJuH KOHeEIl: single
ticket (amen.), one-way ticket (amep.).
OOpartuebiit 6usiet: return half

- IPUOBIBATH (MOXKET YHOTPEOIATHCS C
IpeIoraMy at Wi in); arrival -
npubsITHe. Haamuce B a’pomnopry (Ha
BOK3aJI€) C YKa3aHUEM BPEMEHU MPUOBITHS
peiicoB: ARRIVALS

- OTIPABJIAThCS; departure - OTIPABIICHUE.
Hannucek B asponopTy (Ha BOK3alie) ¢

yKa3aHUEM BPEMEHU OTIPABIICHUS PEHCOB:
DEPARTURES
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Cnosa u gvipasricenusn no meme:
Can I help you?

I'd like to speak to Mr White,
please.

Wait a minute, please.

to be in

to be out

What is it?

This is Mr White speaking.
Klimenko, here ...

Is that TST Systems?

to accept smb's proposal
to travel by air

As far as [ know ....

to be in(on) time

If it isn't too much trouble.
Remember me to (give my
regards to) Mr Pospelov.
Have a good trip.

single (double) room
available

Asarule ....

open return ticket

How much (is it)?
to pay in cash

UYewm 51 Mory ObITh Bam nonesen?
(CtrangapTHBIN OTBET Ha
TenedOHHBIN 3BOHOK).

51 ObI XOTEN MOTOBOPUTH C M-POM
Yaurom.

OnHy MUHYTY, TOXKAITYHCTA.
OBITH HA MECTE

BBINTH

B uem neno?

I'oBoput m-p Vair.

Knumenko ciymaer....

910 - komnanusi TCT Cuctems?
NPUHUMATh Ybe-JIM00 MPEeIIOKEHUE
JIETETh HAa CAMOJIETE

Hackonbko MHE U3BECTHO....
yCHETh

Ecmu Bac He 3aTpyaHuUT.
[IepenmaitTe OT MEHS IPUBET M-PY
[Tocnenony.

JKenaro mpusTHOrO MyTH.

OJHO (IBYX)MECTHBIN HOMEP
AMEIOIINICS B HATUYHUH

Kaxk npaswuo....

OUIIeT «TyJa U 00paTHO» C
OTKPBITOM TaTON HA OOPATHBIN PEiiC
CKOIBKO 3TO CTOUT?

NJIaTUTh HAJIMYHBIMU

JJUHIT'BOKOMMEPUYECKHU KOMMEHTAPUI

CoBpeMeHHbIE cpeIcTBa nepeaayu nHGopManun

1. ®akc (fax, fax machine) ciayXuT sl NepeAadyd JAEIOBON KOPPECHOHIECHUUU

(business correspondence) no tene@oHHOM ceTu. B coBpeMEeHHOI 1eT0BON MPaKTUKE IO
(dakcy 0OBIYHO MOCHLIAIOT:

- KOMMEPUYECKHE NPEIOKEHUS (offers);

- Ipaiic-IUCTHI (price lists);

- pexJIaMHbIe Matepuaisl (advertising materials);

- Ipecc-penussl (press releases);

- IUCBMEHHBIE 3aIIPOCHI (Written inquiries) v T.II.

- a TaKXe OCYIIECTBIAIOT TEKYIlyl mepenucky. Pasmep ¢dakca oObIUHO He
MPEBBIIAET OJHOW CTPAHHUIIBI, @ €r0 CTPYKTypa COOTBETCTBYET CTPYKTYpE IEJIOBOTO
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nuceMa (cm. ¥Ypox 4).@akchl NOAMMBAKOTCS B Je710. X MOKHO UCIOJIb30BaTh B KAYE€CTBE
JI0KA3aTEIbCTBA MPH Pa3peIIeHUH TPOTUBOPEUHNM MEXKAY JETOBBIMU MTAPTHEPAMHU.

[To dakcy 0OBIYHO HE MEPETAIOTCS:

- OpUTHHAJIbI KOHTPAKTOB (original contracts);

- aKKpEIUTHUBHI (letters of credit);

- cueTa-GakTyphl (invoices) U JIp. BaXKHbIC JIOKYMEHTBI, KOTOpbIE IEPEChLIAIOTCS
3aKa3HBIMU MTUCbMaMH JTNOO MEePEaOTCs C KYPhEPOM.

2. DaekrpoHHass noyrta (E-mail) sBasercs HaubOosee MOMyJISAPHBIM M CaMbIM
IPOCTHIM TPUJIOKEHUEM TIJI00ATbHOM KOMIBIOTEpHOM ceTu Internet, oxBaTbIBarolei
6onee 100 cTpaH U AECSITKA MAJUTMOHOB TIOJIH30BATEIICH.

DNeKTpOHHAs MMOYTa NO3BOJSET COKPATUTh PACXO/Ibl HA IOCTABKY IMHCEM U OTIPABKY
¢dakcoB, a TakKe yNPOCTHUTh OOMEH KOPPECTIOHICHIIMEH MEXy IEJOBBIMU MapTHEPaMHU.
['1aBHBIM HEOCTATKOM 3JIEKTPOHHOM MOYTHI SIBJISIETCS ciiadas 3alluTa rnepeaaBaeMoi 1o
Hel nHQpopMaIuu.

[IpocreiimuM perieHueM Jj1si OOJBIIMHCTBA HEOONIBIINX KOMIIAHUN U OM3HECMEHOB
3amaJHbIX CTPaH, NO3BOJSIONIEE UM MOJYUUTh JOCTYN K Internet, SBISAIOTCS KOMIIBIOTED C
MoJieMOM (modem) u kommyTupyemoe (dial-up) coemUHEHNE C Y3JIOBBIM KOMIIBIOTEPOM
(host) o TenedoHHON JTMHUK. BO3MOXHOCTH TONacTh B C€Th, HaOpaB HoMep TenedoHa
Y3JI0BOI'O KOMIIBIOTEPA, HENOCPEACTBEHHO BXOIAIIEro B Infernef, npenoCTaBISIIOT
MECTHBIE MOCTaBIIMKHN CETEBBIX YCIYT (service providers). YUuTbIBas IJIOX0€ KaueCTBO
TenedoHHoM cBs3u B Poccun um Ha YkpauHe, COETUHEHHE C y3JTIOBBIM KOMIBIOTEPOM I10
TeneOHHOM IMHUU HE BCET/ia MO3BOJISIET MOIYYHUTh Y HAC yIOBIETBOPUTEILHOE KaU€CTBO
nepesaBaeMbIX MO TelNe()OHHON TMHUH JaHHBIX.

KoMrmproTep mocTaBmuka CETEBBIX YCIYT UMEET CETeBOU aapec B mudpoBoit dhopme
(t. v. IP-anpec) u aBnsiercsa yactoio Internet. CereBble IP-aipeca UMEIOT Takke BXOASIIINE
B Internet KOMIBIOTEPHI U CETU KOMMEPUYECKUX U MPABUTEJIbCTBEHHBIX OPTaHU3alMi, HE
SIBJISIFOIIMXCS TIOCTABIIMKAMU CETEBBIX YCIYT, a TAKXKE MOJIb30BaTeau ((hU3HUecKue Juia
WIM HEOOJbIINE KOMIIAHMHM) C KOMMYTHPYEMBIM JOCTYIOM K CETH, HCHOJb3YIOIINE
npotokosibl- SLIP u PPP. Ilocneanuii Tun NOAKIIOYEHHS 3aHUMAET IMPOMEKYTOUHOE
MECTO MEXIYy KOMMYTHUPYEMbIM COCAMHEHUEM M TMOJHOMACHITAOHBIM MOAKIIOYEHUEM K
Internet o BLIJICIICHHON JIMHUH.

IP - agpec cOCTOUT M3 HECKOJIBKUX YHCEIl, OTACJIEHHBIX APYT OT Apyra Toukamu. Jlis
TOTO YTOOBI OOJIETYUTh pabOTy C TaKUMH aJpecaMu» ObUIa BBEJEHA JOMEHHas cucTeMa
VMMEH Y3JIOBBIX KOMIBIOTEPOB (Domain Name System - DNS), xoTopas kaxxaoMy uuciy IP-
aZjpeca CTaBUT B COOTBETCTBHUE OMNpeJieNIeHHOE UMs - AoMeH (domain). Kak u yucna B IP-
aapece, JOMEHBI B ajapece e-mail OTAENsAroTCsS ApYyr OT Jpyra TOYKamu, HampuMep
ritm.freenet.kiev.ua. Kpaitnuii crnpaBa gomeH 0003HaYaeT KpPYIHYIO CE€Th; JTOMEHHI,
CTOSIIIIME JIEBEE, SIBJIAIOTCS MMEHAMU yYaCTKOB BHYTPU 3TOM KPYIHOH CETH, BIUIOTH A0
OTZIENBLHOTO KoMITbloTepa. [Ipu nepechuike cooOIeHrH Mo 3IEKTPOHHON MoUTe
MapuIpyTU3aTOPbl (routers), 0OpadaThIBAIOIIME CETEBOW MOTOK JIaHHBIX, MOJCTaBISIOT
BMECTO UMEHHU COOTBeTCTBYMOIIME LG psl [P-aapeca.

Kpaiinue cripaBa 1oMeHbl OOBIYHO SIBJISIOTCSA TMOO TOMEHHBIMU UMEHAMU OT/AEIbHBIX
ctpan (nomenHoe umsa CIIA - .us, Ykpaunsl - .ua, POCCHUU - .su, .ru), 1100 TPpUHUMAIOT
OJIHO U3 CIEAYIOIINX 3HAYCHUN:
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.Com - JIJIs1 aJIpeCOB aMEPUKAHCKUX KOMITAHUM U KOPIIOpaLuii;

.edu - U1 aipecoB aMepUKaHCKUX 00pa3oBaTENbHBIX OpraHu3aluuid (YHUBEPCUTETOB
1 KOJIJIe kel );

.80V - JIJIs aIpeCOB MIPABUTEIbCTBEHHBIX yupexaeHuil CIIIA;

.mil - 15 agpecos opranuzainuii CLLIA, nuMmeronux oTHOIIEHHE K apMUU;

Jnet - 111 OpraHu3alyil, OCyIIECTBIAIONIMX YIIPABICHUE CETAMU;

.Org - Uil aMEpPUKAHCKUX OpraHu3alvii, He MOMaJalollUX B YKa3aHHbIC BBIIIE
KaTErOpUHU.

Anpeca, HAUMHAIOIIHECS C TOMEHOB .com, .edu, .gov, .mil, .net, org, 06brIHO KOpOUE
aJpecoB, HAUMHAIOIIUXCA C JIOMEHHBIX UMEH OTJEIbHBIX CTPAH.

Jlnst Toro 49ToOBI MO JaHHOMY aJpecy dJEKTPOHHOM TMOYTHl OOPATUTHCS K
KOHKPETHOMY YeJIOBEKY, HE0OX0AMMO K ajpecy e-mail ¢ momoripio cumBosia @ 100aBUTH
ClieBa JTOTIOJHUTEIBHYI0 KOMOWHAIIMIO CHUMBOJIOB (Halle BCETO dTO WUMsI WM (hamruius
yesioBeKa, Tu00 KOMOMHAIlMS CMMBOJIOB, cojepskamas ums win pamuinio). Hampumep,
askbill@microsoft.com - nuuYHBIA agpec 3JIEKTPOHHOM NOUTHI JiereHaapHoro buina
I'etimca (ocHoBaTenst U riaBbl kKoprnopauuu Microsoft). Ilociie TOro, Kak HECKOJIBKO JIET
Ha3aJl B pecce ObUT OMyOJIMKOBAaH ATOT ajipec, ['edTCy cTanu NpUXoAUTh MO SJIEKTPOHHOU
MOYTE THICAYM MOCIAHUM CaMOI0 Pa3jIMYHOTO COAEPKAHMS, OT MPOCThIX THHAa «YTO BbI
nymaete o Opake?» (Ha KOTOpBIA OH OOBIYHO OTBEYAeT «ITO MpeKpacHo!») 10 BechbMma
CEPBE3HBIX BOMPOCOB HA MPOPECCHOHATHHBIC TEMBI.

CnmcoK 0CHOBHBIX COKPALleHUi, MCII0JIb3YeMbIX
B /1€J10BOM KOPPECIIOHACHIUM:

A/C, alc, ace. (account current) - TEKyIIHI CUET

adsd (addressed) - anpecoBaHO

adse (addressee) - anpecar, noyydareib

ad (advertisement) - pexiaMHoOe 0OBSIBJICHUE (MHOJIC. YUCTO - ads)
a.m. (ante meridiem) - 1o nonyaus (cm. ¥Ypox 1)

app. (appendix) - npunoxeHue

Attn, (attention) - BHUMaHHUIO (KOT0-JIHO0)

B/E, B.E., b.e. (bill of exchange) - nepeBoIHON BEKCEIb, TpaTTa
B/L, bJ1, B.L., b.l. (bill of lading) - xkoHOCaMeHT

CC, CC (copies) - yKa3aHHUE Ha aJIpeCaTOB KOMUHU MHUCbhMA

CEO (chief executive officer) - ICTIOTHUTEIBbHBINA AUPEKTOP
cf. (confer) - cpaBuuTE

Co. (company) - xoMmanus

contr. (contract) - KOHTPAKT

Corp. (corporation) - kopriopanus

cur. 1. (currency) - Banmtora; 2. (current) - TEKyluuu

CV (curriculum vitae) - xpaTkas Ouorpadus

dd 1. (dated) - natupoBanHbiid; 2. (delivered) - nocTaBieHHbBIN
Dep., Dept. (department) - 1. - otaen; 2. - MUHUCTEPCTBO
doc. (document) - TOKyMEHTBI (MHO#C. Yuco - docs.)

doz., dz. (dozen) - nroxvHa
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eaon (except as otherwise noted - ecnu He yKazaHO WHaue e€.g. (exempli gratia, nam.) -
Harpumep

enc, encl. (enclosed, enclosure) - BIOXXE€HHBIN, pUIaracMbli, BIOKEHHUE, MPUIOKEHUE (K
MUCbMY U T. II.)

exc, excl. (except, excluding, exception, exclusion) - UCKIO4asi, UCKIIOUYCHUE

expn (expiration) - UICT€YEHUE (CPOKA)

fig. (figure) - 1. - nudpa; 2. - pucyHok, cxema

FY (fiscal year) - punancoBbIii TOT

h.a. (hoc anno, nam.) - B Tekyiiem roay

hf. (half) - nonoBuna

H.Q., HQ, h.q. (headquaters) - rnaBHOe ynpaBiaeHrue (KOMIaHUU, OPTaHU3ALIUHN )

id. (idem, nam.) - TOT XK€

i.e., ie (id est, 1am.) - TO eCThb

inc., incl (including) - Bxirouas

Inc., inc. (incorporated) - 3aperucTpupOBaHHBIN KaK IOPUIUIECKOE JTUIO (KOPIOPALIHS)
info (information) - uagopmanus

inv. (invoice) - cuet-pakrypa

IOU (I owe you) - nonrosast pacnucka

L/C, L.c, l/c (letter of credit) - akkpequTUB

LLC (limited liability company) - kOMIIaHHs C OTPAHUYEHHOW OTBETCTBEHHOCTHIO

Ltd., Itd. (limited) - c orpaHUnYE€HHON OTBETCTBEHHOCTHIO

LOC (letter of commitment) - TapaHTUHHOE TUCHMO

mdse (merchandise) — TOBapbl

memo (memorandum) - 3aIMCcKa

M.O., T1.0. 1. (mail order) - nouTOBBIN TIEPEBOJ; 2. (money order) - NEHEKHBIN NIEPEBO,
MJIATEXKHOE OPYUYEHHUE

ML.T. (metric ton) - meTpuuecKasi TOHHA

MYV (merchant (motor) vessel) - ToproBoe (MOTOPHOE) CYJTHO

N/A (not applicable) - He ipuMeHUMO (Hanp., MyHKT B aHKETE)

N.B., NB (nota bene, nam.) - BaxxHoe 3aMe4aHHE

NC, N.C., n/c¢ (no charge) - 6ecruiatHO

o/l (our letter) - (cchlTasich Ha) HAIIE MICHMO

PA (power of attorney) — noBepeHHOCTh

p-a. (per annum, nam.) - B TOJ1

par. (paragraph) - aG3ai, naparpad, myHKT

Plc, PLC (public limited company) - OTKpbITasi aklIMOHEPHAs] KOMIIAHUSI C OTPAHUYEHHOU
OTBETCTBEHHOCTBHIO

PO (post office) - nouToBOE OTACICHUE

PP. (pages) - CTpaHULIbI

PP; P-P: (per pro, 1am.) - OT UMEHHU U 110 MIOPYUECHUIO

qVv (quod vide, nam.) - cMOTpH (TaM-TO)

R&D (research and development) - HayuyHO-UCCIE0BATEIBLCKUE U
OTBITHO-KOHCTpYKTOpckue padotsl (HUOKP)

rct (receipt) - pacnucka, KBUTaHLUSA

rept. (report) - OT4ET
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re (regarding) - OTHOCUTEIIBHO

ref. (reference) - ccoinka

RMS (root-mean-square) — cpefHe - KBaJpaTU4ECKUil
shipt (shipment) - oTrpy3Kka, oTIpaBKa

sig. (signature) - IOANKCH

tn. (ton) - TOHHA

urgt (urgent) - CpOYHBIN

V., VS. (versus, 1am.) - IpOTHUB

VAT (value-added tax) - HIC

V.L.P, VIP (very important person) - 0co00 BaXXHOE JIUIIO
v.S. (vide supra, 1am.) - CM.BBIIIIE

V. V. (vice versa, 1am.) - H2000pOT

w/o (without) - 6e3

& (and) - u (coro3)

@ - xomMepueckoe at

# (number) - HOMep (amep.)

JUHI'BOCTPAHOBEJJYECKNI KOMMEHTAPUHI

OcHOBHbBIE PA3JINYMA MeXKAY AHTJIMICKUM U aMepPUKAHCKUM
BAPHAHTAMM aHIJIMIICKOIO SI3bIKA

1. Pa3inums B NPOU3HOIICHHUN:

- B aMEpPUKAaHCKOM BapHaHTe OyKBa I' YUTACTCS BO BCEX MO3UIIMAX, B T. Y. U B CIIyYae,
KOTJ]a OHA HAaXOIWUTCS MEXAY NPEAIECTBYIONIEH ITIACHOM M IOCIEAYIOIIEN COTJIACHOU, a
TaK)Ke M0cJIe MPEAIIECTBYIOIIEH TTIACHON B KOHIIE CJIOBa: car, undertake, tranfer, sort, far
U T. I

- B cloBax tuna ask, half, last, answer, dance, past u Ap., TaM TJ€ B aHIJIMHACKOM
BapUaHTE IJacHas a IMPOU3HOCHUTCA KaK JOJITMHU 3BYK [a:], B aMEpUKAHCKOM BapHaHTE 3Ta
IJIaCHAsl IPOM3HOCUTCS KaK IIMPOKUH 3BYK [2e];

- B OJJHOCJIOKHBIX U JABYCIIO’KHBIX CJIOBAaX TUNA stop, not, shop, doctor, modern u T. 1.
C yllapeHueM Ha OyKBe O, HOCJIEAHsS IPOU3HOCUTCS KaK 3BYK [0] B aHTJIMIICKOM BapHaHTE
U KaK 3BYK [A] B aMepHKaHCKOM BapUaHTE aHIJIMKMCKOTO SI3bIKA;

- B CJIOBax TUINA fune, new, suit, due v Ip. ynapHas 1 IPOU3HOCHUTCS KakK 3BYK [ju:] B
AQHIVIMMCKOM BapuaHTE M KAaK JOJITMU 3BYK [U:] B aMEpUKAHCKOM BAPHUAHTE SI3bIKA,;

- IPOM3HOLIEHUE PsAJia CJIOB B AHIVIMKCKOM M AMEPUKAHCKOM BapUaHTaX aHTJIUNCKOIO
S3bIKa PA3JIUYHOE:

Cnoeo Amep. Amnen.
either [1:] [ai]
neither [1:] [ai]
advertisement [ai] [9]
Candidate [ei] [1]
tomato [ei] [a:]
process [a] [ou]
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CJICILYCT OTMCTUTD, YTO HNPAKTHUUYCCKHU BO BCCX CJIOBApAX (B T. 4. H aMCpI/IKaHCKI/IX)
JaCTCA AHTJIMHACKUM BApUAHT IMPOU3ZHOIICHUA CJIOB, C HEKOTOPLIMHU IIPHUMCYAHUSIMMU,
KaCaromuyMHucCs aMCPUKAHCKOI'O IMPOU3HOIICHU .

2. Paziu4us B HATUCAHWH CJIOB:

- B CJIOBaX C OKOHYAHUSAMH Ha -our (honour, labour, colour n Ap.) B aMEpUKaHCKOM
BapuaHTe BbINagaet Oyksa u (honor, labor, color n 1. 1.);

- B CJIOBax C OKOHYAaHHMEM Ha - re (centre, litre, fibre n Ap,) OKOHYaHHUE -re B
aMEpPUKaHCKOM BapUaHTEe 3aMEHSIETCS Ha -er (center, liter, fiber u T. 1.);

- B psJe CIOB, OKaHUMBAIOIIUXCS Ha -ce (defence, licence, practice, offence), B
aMEPUKAHCKOM BapHaHTE aHTJIMMCKOTO S3bIKa OyKBa € 3aMeHseTCs Ha OYKBY S (defense,
license, practise, offense);

- B HEKOTOPHBIX CJIOBaX B aMEPUKAHCKOM BapUaHTE AHTIUHCKOTO S3bIKA IMHIIETCS
OykBa 2z (organization, analyze), a B aHIJMICKOM BapuaHTe mnuiieTca OykBa S
(organisation, analyse);

- HEKOTOphIE CJIOBA B aMEPUKAHCKOM BapUAHTE AHIJIMICKOTO $i3bIKa TEPSIIOT CBOU
OKOHYaHUuA: programme (anen) - program (amep.), catalogue (amnen) - catalog (amep.),
dialogue (anen) - dialog (amep.) n np.;

- B CJIOBax, MPOU3BOJIHBIX OT TJIAroJioB fravel, cancel u T. M., B aMEPUKAHCKOM
Bapuante OykBa | He ynBauBaercs (fraveling, canceling v 1. 11.).

3. Pa3auuud B JIeKCUKE

Amep. eapuanm Amnen. eapuanm 3nauenue

apartment flat KBapTHpa

attorney lawyer IOPUCT

baggage luggage Oarax

billion milliard MUJUTAAP]T

cab taxi TaKCH

corporation company KOpHopauus,
KOMITaHHUSI

downtown city/town centre LEHTp ropojaa

drugstore chemist's arnrTeka

elevator lift T

fall autumn OCEHb

gas petrol OeH3UH

highway motorway niocce

intersection cross-road MEPEKPECTOK

living room drawing room TOCTUHAs

long-distance coach MEXIYPOrOAHHIM

bus aBTOOYC

mail post rnoyra

movies cinema KHHO(DHUIBEM

pants trousers OproKH

puliman sleeper CHAJILHBIN BaroH

railroad railway JKeJie3Hasi Jopora
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salesman, clerk
schedule
soccer
subway
ticket office
to be sick
trial lawyer
truck

trunk

1st floor
2nd floor
3rd floor

shopassistant
time-table
football
underground
booking office
to be ill
advocate
lorry

boot

ground floor
Ist floor

2nd floor

4. Pazanuus B rpaMMaTHKe:

- npu obpazoBaHuu (HopMbl OYyIylIero BPEMEHM B aMEPUKAHCKOM BapHUaHTE
aHTJIMACKOTO sI3bIKa JUIsl BCEX JIMI[ HKCIOJNb3yeTcs BceroMorarenbHblil riaron will (B
aHTJIMACKOM BapuaHTE [JIsl MEPBOTO JIMIA MOXKET HMCIOJIb30BaThCS BCHOMOTATEIbHBIN

raaroun shall);

- Ipu 00pa30BaHUU BOIPOCUTENBHBIX M OTPULATEIBHBIX MPEIJIOKEHUI C IJIarojoM
to have B ameprKaHCKOM BapuaHTE BCErJa UCIOJIb3YETCsl BCIIOMOraTeabHbIi riaroi to do
(Do you have a receipt?). B aHrnuiickomM BapuaHTe 0Opa30BaHUE BOIPOCUTENBHBIX U
OTPHULATENIbHBIX MPEATOKEHUH MOXKET MPOUCXOIUTh W 0€3 BCIIOMOTATENIbHOIO IJIarojia

(Have you a receipt?);

- U1 aMCPHUKAaHCKOI'O BapraHTa A3blKa XapaKTCPHO MCITIO0JIb30BaHNC HCOIIPCACICHHBIX

pOJ1aBell
pacnucaHue
byTo0I

METpPO
OmJIeTHas Kacca
OBITh OOJIBHBIM
aJIBOKaT
TPY30BHK
Oara)xHuK
IIEPBBIN ITAXK
BTOPOM 3TaXK
TPETHUM ITAK

MeCTOMMEHUH B KauecTBe Hapeuuid (Amep.: He did not eat any.
- Anen: He did not eat at all).

I fluid ounce(fl 0z) 29,57 mn

I pint(pt)
I quart(qt)

I gallon(gal)

Awmep. Amnen.
28.4 mn
0,47 1 (k) 0,57 n
0,55 1 (¢)
0,946 11 (k) 1,14 n
1,101 1 (c)
3,785 n 4,546 n

1 >xuakast yHUHS

1 nmunTa
1 xBapTa

1 rayuton

[Ipumeuanune: (k) - A1 )KUAKOCTEH; (C) - AJISI CHITYYUX TEN.
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IT'PAMMATUYECKHUU KOMMEHTAPUN

YUCJIUTEJDbBHBIE
(THE NUMERALS)

1. HOpﬂﬂKOBbIe H KOJUYECTBCHHbBIC YHC/IHNTEC/IBbHBIC

KosunuyecTBeHHBbIE
(cardinal)

1 one 11 eleven 21 twenty-one 101 one hundred
2 two 12 twelve 22 twenty-two and one
3three 13 thirteen 30 thirty 121 one hundred
4 four 14 fourteen 40 forty and twenty-one
5 five 15 fifteen 50 fifty 200 two hundred
6 six 16 sixteen 60 sixty 1000 one thousand
7seven 17 seventeen 70 seventy 1021 one thousand
8 eight 18 eighteen 80 eighty and twenty one
9 nine 19 nineteen 90 ninety 3624 three thousand
10 ten 20 twenty 100 one hundred six hundred and

twenty-four

1 muH. - one million; 1 muapna. - one milliard (anen.), one billion (amep.); nroxuHa -
dozen; mapa - pair (bomuHok, canoe u m. n. NApHLIX nNpeomemos), couple (nucem, knue u
Op. HENApHbLIX NPeOMenos).

Ist first 11th eleventh 21th twenty-first
2nd second 12th twelfth 22nd twenty-second
3rd third 13th thirteen 30th thirtieth

4th fourth 14th fourteenth 40th fortieth

5th fifth 15th fifteenth 50th fiftieth

6th sixth 16th sixtteenth 60th sixtieth

7th seventh 17th seventeenth 70th seventieth

8th eighth 18th eighteenth 80th eightieth

Oth ninth 19th nineteenth 90th ninetieth

10th tenth 20th twentieth 100th one hundredth

101th —one hundred and first;121th —one hundred and twenty-first;1000th-one
thousandth;1024th —one thousand and twenty-fourth.

Uucoutensubie hundred, thousand, million u T1. 1. ynorpeGastoTcs B
€IMHCTBEHHOM YHCJIE B CIIOBOCOUYETAHUSIX THUIIA:

2 243 567 - two million two hundred and forty-three thousand five hundred and sixty-
seven
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Ecnu xe 3Tu cioBa ynoTpeOssioTcss B CJIOBOCOYETAHUSAX THIA «COTHH KOMITAHUN»,
«TBICSYM COTJIAIICHUI» U T. M., TO OHU MPUHUMAIOT OKOHYaHHE MHOXXECTBEHHOI'O YHCIIA.
CpaBHure:

hundreds of companies COTHU KOMITaHUH
hundred companies CTO KOMIIaHU I
thousands of agreements THICAYU COTJIAIICHUIN
thousand agreements ThICAYA COTJIAIICHUI

Jlnst paznenenust pa3psaoB B OOJBINNX YHCIAX B aHTJIMACKOM SI3BIKE MCIOJIB3YETCS
3arATas, a He Mpo0ell, Kak B PyCCKOM f3BIKE:

10256 783 - 10,265,783 1 150 000 - 1,150,000

Uucna tunma 1100, 1200 u 1.1. (o 2000) OOBIYHO MPOUBHOCITCS CIEAYIOITUM
obpazom: eleven hundred, twelve hundred, etc.
UYucna, o003HavaroMe Tojibl, IPOU3HOCATCS TaK:

1997 - nineteen-ninety-seven
1828 - eighteen-twenty-eight
1900 - nineteen hundred
1806 - eighteen-o[ou]-six

2. pobu

Ilpocmowie opoou;

1/2 - a half 2/3 - two thirds

1/3 - a/one third 5/8 - five eigths

1/4 - a/one quarter 3 3/5 - three and three fifths
1/8 - an/one eighth 10 5/6 - ten and five sixths

B aHrnmmiickom si3pIke B JECATHYHBIX IpOOSX IIeNas 4acThb OTHAENSETCS OT APOOHOM
TOYKOW, a He 3amsToi. JlecsaTmynble OpoOW OOBIYHO HA3BIBAIOTCS MO HUdpaM, MpUueM
udpa npou3HOCUTCS Kak OykBa o [ou] (1100 Kak zero):

0.03 - o-point-o-three
5.6 - five-point-six

47.57 - forty-seven-point-five-seven

[Ipm ykazaHuM TPOIEHTHOTO COJEPKAHMS CJIOBO per cent ymoTpediasercs B
eAuHCTBeHHOM umcie: 45% - 45 per cent.

3. YnoTpeOaeHne YucauTeabHbIX
B npennoxxennn yuciuTenbHble yoTpeOasoTCs B KAYECTBE
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a) noonexcauiezo

Today I've sent them one fax.
Two were sent yesterday.

Five letters were received
yesterday. The first was from
Continental Equipment.

0) uacmu ckazyemozo

They will be ten.
Victor was the second.

B) OONOJIHEHUA

How many contracts did our
company conclude last month? It
concluded eleven.

Which of the invoices did you
draw up yesterday?

Yesterday I drew up the first (of
them).

T) onpeoeneHus

The price of the goods is
5,000,000 dollars.
The first letter of credit shall be

opened within five days.

CeropHs s OTIPAaBUI UM OJTUH

JIBa OB OTIPaBIIEHBI BUEpa.

Buepa ObuM TONMy4YeHBI MATH IHCEM.
IlepBoe OBLIO U3 KOMITAHUU

Continental Equipment.

Ux Oyner necAars.
BukTop ObL1 BTOpPBIM.

KOMITaHUS
Ona

CKOJIbKO ~ KOHTPakTOB  Hallla
3aKII0YMIa B IPOUUIOM — Mecsue?
3akirouniia 11 KOHTpakToB.

Kaxoii u3 c4eToB Thbl BhINMKUCHIBAI Buepa’?

Buepa s Beimucan nepspiil (M3 HUX).

[lena ToBapa COCTaBIISIET ISATh MHJUIMOHOB
JIOJL1apOB.

[lepBblii aKKpETUTHUB JOKEH OBITH OTKPHIT B
TEUEHUHU NSITU JTHEN.

NMPUYACTHUE
(THE PARTICIPLE)

1. ®opmbl npuyacTus

AKmuenwlil 3a102
receiving
having received

Ipuuacmue I npocmoe
Ipuuacmue I nepghexmnoe
lpuuacmue I1 -

Haccuenwtit 3a102
being received
having been received
received

Ilpuuactue I mnpocroe (akmusuwviti 3an02) oOpazyercs IyTeM MpuOaBICHUS
OKOHYaHUS -ing K MHPUHUTHUBY TJiarojia O6e3 vactuiibl to: to sell - selling, to establish -

establishing.
Ecnu rnmaron okaHuMBaeTcss Ha HEMOE -e, TO NpU OOpa30BaHUM MPUYACTHS OHO

omyckaercs: to eliminate - eliminating, to elaborate - elaborating.
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Ecnu rnaron oxkaH4YMBaeTCs Ha COIJIACHYIO, CIENYIOLIYI0 3a KOPOTKOW yAapHOH
IJIaCHOM, TO 3Ta COorjlacHas yaBaWBaeTcs: to put - putting, to sit - sitting.

Ecnu rmaron oxkaHuumBaercs Ha -ie, TO COUYETaHHE -ie EepexoAuT B OyKBy -y: to tie -
tying, to lie - lying.

Hpuuactue Il (npuuacmue npoweowezo epemenu - Past Participle) nipaBUIBHBIX
IJIarojioB 00Opasyercs Tak *e, Kak u (hpopma mpoCTOro MpoIeIIero BpeMeH! MPaBUIIbHbIX
rimaronioB (Past Tense), T.e. myreM mnpuOaBieHuss OkoH4YaHWs -ed C yderom psaa
ocobenHocTeil -to ask - asked, to receive - received, to apply - applied, to stop - stopped.

IIpuyacrue II HenmpaBUIBHBIX TJIArOJIOB 00pa3yeTcsl Pa3IWYHBIMHA CIOCOOAMU: to
arise - arisen, to buy - bought, to send - sent.

2. YnotpebneHue npuyacTui

Ipuyactue 1 mnpocroe ymorpebasieTcss mnpu OOpPa30BAHUU BPEMEH TPYIIIBI
Continuous. Ilpuuactue Il (npuuacmue npowedwezo epemenu) - npu oOpa3oBaHUU
BpeMeH rpynmsl Perfect 1 maccuBHoro 3anora.

Kpome ykazanubix (QpyHKIMI mpuyactue 1 mpocToe HCMONIb3yeTcsl B MPEAIOKEHHH
U1l BBIPQKEHUS OJJHOBPEMEHHOCTH JICHCTBUI U MOXKET yIOTPeOIATHCS B (PYHKIIUH:

a) o0cmoamenvcmea epemenu, NPUYUHBL U 00paza oeicmeus

Studying advertising materials N3yyas pekaaMHble MaTepuasbl,
our manager found out many Ham ~ MEHEMKEp  Y3HAI ~ MHOTO
interesting things. MHTEPECHBIX BEIICH.

Not knowing the main principles of He 3Has 0CHOBHBIX NOJIOKEHUI
the agreement, the director refused to cornamieHusi, TUPEKTOP OTKA3aJICS €ro

sign it. MO/ CATh.
He was reading the letter while OH unTan NUChbMO, pa3roBapuUBas C
talking to somebody on the phone. KEM-TO I10 TeJaedoHy.

0) onpeoenenus

Last week my secretary sent you the Ha mnponuioil Hemene MoM cekpeTapb
letter giving the prices for our mnocnana Bam nuceMo C 1ieHaMu Ha
products. HaIll U3/IEIIHSL.

[Ipuuactne 1 mnepdexTHOE BBIpaKAET JACHCTBUE, MPEAIICCTBYIONMIEE IPYTrOMY
JEHCTBUIO, U MOXKET YIOTPEOIATHCA B KAYECTBE OOCTOSTEIHCTBA IPUYMHBI M BPEMEHHU:

Having reduced the price, we 3a cueT CHUXEHHUS IEHbl HaM YAalocCh
managed to sell more goods poaaTh OOJbIIE TOBApA.

Having discussed the terms of Ilocrme oOcyxaeHus yCIOBUM MOCTaBKHU
delivery, he left. OH yexasl.

Bwmecto npudactus I nmepdekTHOro MOXHO WCIOJIB30BaTh TEPYHIUN C MPEAIOTaMH
after viu on:
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After discussing the terms of delivery, he left.

[Tpuuactue I nepdexTHOE HE YyOTpeOIseTcss B QyHKIIUHU OMPEICTICHIS.

[Tpuuactue Il (mpuyacThe NpoOUISAIIET0O BPEMEHH) MMEET 3HAYCHHE MacCHBHOTO
3ajiora ¥ yrnoTrpeoseTcs: Kak onpe/eieHue:

Thank you for your fax sent on bmaromapum Bac 3a dakc, mNOCIaHHBIH
November 18. Bamu 18 Hos10ps1.
Give me the signed contract. Jlaii MHE MOJMUCAHHBIN KOHTPAKT.

[Mpuuactue I mpoctroe u mpuyactue II, BbImonHSIONME (YHKIUIO OIMpeneIeHHs,
MOT'YT CTOSITH II€pEJ ONpPENEIsIeMbIM UMM CYLIECTBUTENBHBIM, €CJIM OHU HE MMEIOT IpU
cebe MOSICHUTENbHBIX cJIOB. Eciam ke OHM uMEIOT mnpu cede MOSCHUTEIbHBIE CIIOBA
(TomosHeHusI, 0OCTOSTENbCTBA), TO OHH CTaBSTCS IMOCJIE CYIIECTBUTEIHLHOTO, KOTOPOE
ONIPEIEIIAIOT.

3. KoMIuiekchbl ¢ mpruyacTuem
a) MECTOMMEHHE B OOBEKTHOM MAaJIe’Ke WM CYIIECTBUTEIbHOE B OOIEM Majexe +
npuyactue [ mpocroe.

Ynotpebnsiercs ¢ rnaronamu to find, to keep, to see, to feel, to observe, to look, to
hear, to notice, to watch:

Have I kept you waiting? A 3actaBun Bac xnatsb?
I saw the director working in his $ Buzaen, kak AupekTop paboTad B CBOEM
office. oduce.

0) MecToMMEHUE B OOBEKTHOM IMaJeXKE WIU CYLUIECTBUTEIHLHOE B 0O0IEM Majexe +
npuyactue II.

Ynorpebnsercs ¢ riarojamu to have (uaie Bcero), to get, to want, to wish:
I want to have this equipment tested. I xo4y mnpoBeputrb 3T0 000pyJIOBaHUE
(4TOOBI KTO-TO JPYTrOi MPOBEI MPOBEPKY).

Cpasnume:
I want to test this equipment. A (cam) X04y  MpPOBEPHUTH  3TO
obopynoBaHue.
I'd like to have my car serviced. S xoren OBl mpoBeCTH OOCIYXHBaHHE

CBOET0 aBTOMOOWIIS (B MacTEPCKOM).

B) CYIIECTBUTEIbHOE B O0O0IIeM Tmanexe + mpuyactue (mpocroe, mnepdexTHoe,
MPOIIIEIIET0 BPEMEHH)

YnotpebisieTcs: B IpeUI0KEHUH B KaueCTBE OOCTOSITETHCTBA!
Time permitting, I'll write a letter to Eciu BpeMst mo3BosuT, s Hanuiry eMy Ecnu
him. BpEMSI TIO3BOJIUT, S HAITUIITY €My TTUCHMO.
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IHPAKTUKA

1. IlpencraBbTe, uro Bam 3BoHUT Bamn nenoBoit maptHep u3 AHrimu. BeimosHute
CIEIYIOIINE JEUCTBUS:

- CHPOCHUTE MO-aHTJIMMCKH, KaKyI0 KOMIIAHUIO OH MPE/ICTaBIISECT;

- HOMPOCUTE Y HETO MPOUIEHUS], CKAKUTE, YTO Bbl B JaHHBIA MOMEHT OYEHb 3aHSTHI,

Y TIONPOCHUTE €0 MEPE3BOHUTHh Bam momnoszxe;

- CIPOCHUTE, U3 KAaKOT0 TOPOJIa OH 3BOHHT;

- y3HaiiTe ero Tene(OHHBIN HOMEp U KO ropoja, u3 KOTOPOTO OH 3BOHUT;

- CKQXHUTE, YTO NIEPE3BOHUTE EMY Uepe3 JBa Jaca.

2. [IpousHecuTe BCOyX MO-aHTIUICKU CEAyIONE Tene(pOHHbIE HOMEPA;
578-44-32;
489-00-01;
457-36-99;
401-08-09;
274-83-68;
988-01-00;
441-10-07;
551-96-82.

3. IlpencraBbre, yto Bam 3BoHMT M3 AHrimu Bam nemoBoil mapTHep, KOTOPBIi
coOupaercs nmpuexath K BaMm B koManAupoBKy. BrinonHuTe cienyomune AeCcTBUS:

- CIIPOCUTE TMO-aHTIUICKHU, KAKOTO YKcia OH codupaercs kK Bam mpuexarts;

- CIIPOCHUTE, KOTJa MPUOBIBAET €r0 peiic, U MOOOeIanTe BCTPETUTh €r0 B a3pOIOPTY;

- CIIPOCHTE, HE 3aKa3aTh JI1 EMY HOMEp B TOCTUHUILIE, U ITOKETAUTE EMY IIPUATHOTO

yTH;

- chopmynupyiite pasy s 3aKas3a sl HETO IByXMECTHOTO HOMEpPA B TOCTUHULIE

CPOKOM Ha Y€TBEPO CYTOK CO BTOPHUKA, 18 HOsIOps, 10 NATHUILY, 21 HOSOPA,

BKJIFOUHUTEIIBHO.

4. IlpencraBeTe, uTo Bbl TOKymaere B Jlonmone Owmner Ha camoieT u Kues.
ChopmynupyiiTe mo-aHTJIMICKA CBOM OTBETHI HA PETUTUKH areHTa o MPOIake OUIIETOB:

Travel agent. Good afternoon. Can 1 help you?

You. [ToznopoBaiitecb. Crpocure, MOXHO JIU
KyOUTb OJUH OWJIET SKOHOMHYECKOIO
kiacca 10 KueBa Ha BTOpHUK, 7 OKTSIOPSI).

Travel agent Let me see ... I'm very sorry, sir. There are
no seats left for Kiev on Tuesday.

You (Crmpocure, ocTanuch 1 OUIETHI HA TOT e
peiic Ha cpeny).

Travel agent. Just a minute, sir... Yes. There are some
seats left for Wednesday.

You (Ckaxure, uro cpena Bac ycrtpaubaer.
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CHpOCI/ITC, CKOJIBKO CTOUT OWIET W
BKJIFOUCHBI JIU B CTOMMOCTH OMIIeTa C60pbl B

a’ponopry).

Travel agent It's 198 pounds, sir, including airport taxes
Here you are.

You (Y3naliTe y areHTa HOMEp perica, CIpoCHUTe,

Korja camojeT oTObiBaeT u3 JloHmoHa u
korna npuoOsiBaeT B Kues. Ilo6narogapure
arcHTa).

5. CocraBbTe (Ha aHenulickom A3biKe) BIAEKTPOHHOW TMOYTE (adpec 31eKmpOHHOU
noumul bunna I'eiimca cm. Jlunegokommepyeckuti KOMMEHMAaputl K OAGHHOMY YPOKY ).

TEKCT JUIA YTEHUA

The Internet

The Internet, a global computer network which embraces millions of users all over
the world, began in the United States in 1969 as a military experiment. It was designed to
survive a nuclear war. Information sent over the Internet takes the shortest path available
from one computer to another. Because of this, any two computers on the Internet will be
able to stay in touch with each other as long as there is a single route between them. This
technology is called packet swithing. Owing to this technology, if some computers on the
network are knocked out (by a nuclear explosion, for example), information will just route
around them. One such packet-swithing network which has already survived a war is the
Iraqi computer network which was not knocked out during the Gulf War.

Most of the Internet host computers (more than 50 %) are in the United States, while
the rest are located in more than 100 other countries. Although the number of host
computers can be counted fairly accurately, nobody knows exactly how many people use
the Internet there are millions worldwide, and their number is growing by thousands each
month.

The most popular Internet service is e-mail. Most of the people, who have access to
the Internet, use the network only for sending and receiving e-mail messages. However,
other popular services are available on the Internet: reading USENET News, using the
World-Wide Web, telnet, FTP, and Gopher.

In many developing countries the Internet may provide businessmen with a reliable
alternative to the expensive and unreliable telecommunications systems of these countries.
Commercial users can communicate cheaply over the Internet with the rest of the world.
When they send e-mail messages, they only have to pay for phone calls to their local
service providers, not for calls across their countries or around the world. But who
accually pays for sending e-mail messages over the Internet long distances, around the
world? The answer is very simple: users pay their service provider a monthly or hourly
fee. Part of this fee goes towards its costs to connect to a larger service provider, and part
of the fee received by the larger provider goes to cover its cost of running a worldwide
network of wires and wireless stations.
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But saving money is only the first step. If people see that they can make money from
the Internet, commercial use of this network will drastically increase. For example, some
western architecture companies and garment centers already transmit their basic designs
and concepts over the Internet into China, where they are reworked and refined by skilled -
but inexpensive - Chinese computer-aided-design specialists.

However, some problems remain. The most important is security. When you send an
e-mail message to somebody, this message can travel through many different networks
and computers. The data is constantly being directed towards its destination by special
computers called routers. However, because of this, it is possible to get into any of the
computers along the route, intercept and even change the data being sent over the Internet.
In spite of the fact that there are many good encoding programs available, nearly all the
information being sent over the Internet is transmitted without any form of encoding, i.e.
"in the clear". But when it becomes necessary to send important information over the
network, these encoding programs may be useful. Some American banks and companies
even conduct transactions over the Internet. However, there are still both commercial and
technical problems which will take time to be resolved.

Ilposepvme ceba:

1. What is the Internet?

2. What was the Internet originally designed for?

3. What country are most of the Internet host computers in?
4. What is the most popular Internet service?

5. Whom do you have to pay for sending e-mail messages?

TECTBI

A. Haiimure ommOKM B CIEAYIOMUX MPEAIOKEHUSX W HAMUIIUTE UX MPaBUIIbHBIC
BAPUAHTHI:
My name Victor. My name is Victor.

1. I want that he called me.
2. Could you tell to him to call me?
3. I get him for you.

4. Hello. I'm Vladimir Ivanov speaking.
5. I'm sorry. The line busy.

6. Can I help to you?

7. He not here at the moment.

8. Can I take a massage?

9. I'm sorry. He have a meeting.

10.Til put you back immediately.

B . BcraBbTe nponynieHHbie Gpasbi:

1.S.
T. Yes, May I speak to Mr John Conners?
S.
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T. Yes, please tell him that Victor Smurov called.
2. O. He is busy at the moment. Can you ring back later?
P.
0. Yes, that's perfect, thank you. Goodbye.
3. M.
N. Yes, who is calling?
M.
N. Good morning, Mr Ivanov. What can I do for you?
4. 1.
J. Just a moment. I'll find out if he is in.
l.
J. This is John Smith, from Continental Equipment.
I'd like some information.

C. COC,Z[I/IHI/ITC JIMHUAMHU aMCPUKAaHCKUC U AQHTJINMCKUE DKBUBAJICHTHI:

subway return ticket
cab shopassistant
apartment company
corporation autumn
downtown petrol
highway city centre
attorney underground
baggage time-table
soccer luggage
railroad taxi
round-trip ticket football
salesman railway
ticket-office motorway
one-way ticket lawyer

fall flat

gas single ticket
schedule booking office

D. Coenunute MuHUSAMEU a00OpEeBUATYPBI U COOTBETCTBYIOLIUE UM 3HAUCHUS:

NB the same

1.e. compare

e.g. against

p.a. important note

q.v. that is

cf. regarding

V.S. this year

p.m. for example

V.V. for and on behalf of
re reference
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VS.

h.a.

id.
PP

ref.

see above

after noon

with the terms reversed
for each year
Conversely
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LESSON 4

ARRIVAL

[IpubbiTHE B CTpaHy (MAMOJCEHHbI U NACNOPMHbBIU
KOHmMPOIb, 8 A3pONopmy, Ha 80K3aie, pacnucanue, 20po0CcKou
mpancnopm). CTpyKTypa JeJI0BOrO IUChbMa.

* MecTouMeHuUsl.

TeMbl M cUTYyalnum:

I'pammaruka: * [Ipensiorn
Kanana (obwue ceedenus, nonumuko-aOmMuHucmpamusHoe
TekcT nJisi YTEHHUS: YCmpoucmeo).
ANAJTOT

Mr Klimenko is at Kiev airport now. He has to fly to London and then go by train to
Brighton where he will be met by a junior manager of Continental Equipment.

At an airport
- Excuse me. Could you tell me where the
Ukraine International Airlines counter is?

- Certainly. Just go up the escalator on your
right and you'll see it.

- Here's your ticket. Your flight is now
boarding at gate 50. Go down concourse D,
it's to your left.

At the passport and
customs desk
- Your passport, please. How long are you
planning to stay in the country?
- Three weeks. Could I prolong my entrance
visa in case of necessity?

- Sure. The receiving party shall take care of
it.

- Can you put your bags on the table, and
your customs form, please.

- How much do they weigh?

- 23 kilos. I'm sorry, but you'll have to pay
an excess luggage charge.

- Oh! It's only three kilos overweight.

- Yes, sir...that's £6... Thank you. Have you
anything to declare?
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B asponopry
- N3Bunure. He morimu Ob1 Bel cka3sats,
A€ HAaxOAMTCSA OKOIIKO PErucTpaluu
MexnyHapoaHblx ABUaTuHUN Y KpauHbl?
- Koneuno. [logaumuTech Ha 3ckanartope,
crpasa oT Bac, u Bel ero yBuaure
- Bor Bam 6uner. Ilocagka nmpousBoautcs
y croiiku 50. Cnyctutech B 3a1 D ciesa
ot Bac.

Y cTojia TAMOKEHHOT0 M MACTIOPTHOIO
A0CMOTpA

- Bam macnopt, noxanyiicta. Kak monro
Bri miianupyere HaXoAuTHCA B CTpaHe?

- Tpu mememu. A wMory npomimTh
BBHE3HYIO BU3Y B ciyuae
HeoOXoauMocTH ?

- Koneuno. Ilpurnacusmas Bac ¢upma
JIOJKHA 103a00TUTHCS 00 ITOM.
-IToxxanyiicra, MOJ0XKUTE CYMKH Ha CTOJI U
NPEABSIBUTE Bamry TaMOXXECHHYIO
JIeKJIapaluio.

- CKOJIbKO OHU BeCHT?

- 23 xkr. Coxanerwo, HO
JIOTJIATUTH 32 U30BITOYHBIN BEC.
O! Bcero 3 Kr JIMIIHUX.

- Jla, cap,... ato 6 ¢dyntoB. Crnacu6o. Bor
JeKJIapupyeTe 9To-1100?

IMPUACTCA



- Pardon?
- Alcohol, cigarettes, fresh fruit, plants...?

- Uh, no.
- Open your suitcase, please. Any gifts?

- Only one bottle of vodka.

- All right. It's duty free. As you probably
know, it's forbidden to bring in more than
two bottles of alcohol and two blocks of
cigarettes to England. And no hmita-

tions as to currency. Here's your form.

- Thank you.
- Not at all. Next please.

Riding a city bus
- Pardon me, do the buses to Three Bridges
railway station stop here?
- Yes, they stop at the comer. You can take
any bus except number 420.
- How often do the buses run?
- They are supposed to run according to the
schedule that you can see over there. But in
fact, they don't always run on schedule.

- What are the usual intervals between bus
arrivals?

- About 15 minutes. But you won't have to
wait any longer. Bus number 405 is coming.
You can take it.

Driver
- Put 55 p into the fare box, please.

- Oh, I have only pounds. Can you give
me change?
- I am sorry, but I accept exact change only.

- Let me check my pocket. Oh, luckily I
have the exact fare.

- Please stand back from the door. Move to
the rear. Let the passengers off.

- How long will it take me to get to the
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- [TpocTute?

- AJKOTroJb, CUTapeThl, CBEXHE (PPYKTHI,
pacteHus...”?

- O, HeT.

- OrkpoliTe yeMoOJaH,
Kakue-unbOynap nogapku?
- Tonbko o/1HA OYTHUIKA BOJKHU.

- XopoI1o, 3TO He 00JaraeTcs MONUTHHOM.
Brl, HaBepHOe, 3HaeTe, 4TO B AHIIIUIO
3allpeIlieH0 BBO3UTH Oojiee NByX OJIOKOB
curapet u 6osee 1ByX OyThUIOK

MOYKATYNUCTA.

CIIMPTHBIX HANUTKOB. YTO  Kacaercs
BAJIIOTBI, TO OTpaHWYeHHU HeT. Bor Bama
dbopma.

- Cnacu6o0.

- He 3a uto. Cnenyromui, noxanyicra.

Ioe3nka B aBTOOYyCE
- IIpoctute, aBTOOYCHI 10 Bok3ana Three
Bridges ocranaBnuBatoTcs 37€Ch?
- Jla, 31eck. BBl MoxkeTe cecTh Ha I1000M
U3 HUX, Kpome HoMepa 420.
- Kak gacto xonsat aBToOych1?
- CymuTaercs, 4YTO OHU MPUAEPKUBAIOTCS
pacnuicanusi, OHO BHCUT BOH TaM. Ho

(I)aKTI/I‘-IeCKI/I OHH HC X04AT 1o
PaClIuCaHuIO.
- Ac KaKMMH HHTCPpBaIaMU 0OBIYHO

XOJISIT aBTOOYCHI?

- I[Ipumepno kaxnpie 15 munyt. Ho Bam
yKe He TpuaeTcs xaatb. Bot nger 405-i.
Oun Bam noaxonur.

Boaureianb
- Iloxanyiicta, omycTuTe 55 TEHCOB B
SIIUK IS OILIAThI NPOE3/a.
- O, ... y MeHs Tonbko (pyHTH. He mornu
On1 Bel naTh MHE cnauy?
- IIpoctute, HO S MPUHUMAIO TOJNBKO Oe€3
coayu.
- OnHy MUHYTY, 5 [IOUIIlY B KApMaHe.
O, K c4acTblO, y MEHs eCTh 0e3 cliauu.
- Oroninure ot aBepei. IlpoaBuraiitecs.
He Memanite naccaxxupam npu BbIXO/IE.
- 3a CKOJIbKO BPEMEHU s MOTy A00paThCs



railway station? I am afraid of missing my
stop.

- About 20 minutes. I can tell you when to
get off.

At the railway station
- I've found out from this timetable that
there are several trains to Brighton daily.
- Yes, quite so. The next is at 12.20.

- Well, I'll take it. One ticket please.

- Single or return?

- Single, please.

- Here you are. The train is leaving from
platform 3.

- Is there a buffet-car on the train? I'd like to
have a snack.

- Unfortunately, no. But if you hurry, you
can get a snack at a cafeteria in the station,
otherwise you'll have to do without break-
fast.

- Thank you very much.

- Not at all.

Announcement: The train now standing at
Platform 3 is the 12.20 Inter-City service to
Brighton.

no Bok3zana? S Gorock
OCTAHOBKY.
- [Ipubmm3urensHo 3a 20 MUHYT. S cKaxy,

Korja Bam HY>XHO OyAeT BBIXOIUT.

IPOIYCTUTh

Ha Bok3aJje
- Cyns mo pacnucaHuio, 110 bpalitona
XOJIUT HECKOJIBKO ITOE3/I0B €KETHEBHO?
- CoBepuieHHO BepHO. bmwxaimmii B
12:20.
- Xopomuio,
MOXKaJIyHCTA.
- B onuH koHen unm Tyaa u oopatHo?
- B o11H KOHEI, TOXKAIYHCTA.
- Bospmure. Iloe3n ormpasisieTcst ¢
TpeTheH MIaTGOpPMBbI.
- Ectp u B moe3ne BaroH-pectopan? S
XOTeJ ObI IEPEKYCUTb.
- K coxanennro, Her. Ho eciu Buol
MOTOPOIUTECH, TO CMOXKETE MEPEKYCUThH B
KadeTepun Ha BOK3ajie, MHAYe OCTAHETECh
0e3 3aBTpaka.
- bonemoe cnacu6o.
- Hoxanyiicra. OO0wsaBnenue: Iloesn,
CTOSIIIMI Ha TpeThell miatdopme, B 12:20
oTHpasiseTcs B bpalToH.

nmoaxomaur. Onmua Ower,

SI3BIKOBBI KOMMEHTAPUN

customs, customs house

to prolong

entrance (entry) visa

necessity

to declare

- TAMOXHSI; to go through customs - IPOUTH
TaMOXXEHHBIM JIOCMOTp; customs fees -
TaMOKEHHBIE COOPBI

-  NOPOMJIUTh, MPOAOJIKUTH, OTCPOUYUTH;
prolongation - npoJijieHUE, OTCPOUKA

- BbE3HAas BU3A; eXil visa - BbIC3IHAS BHU3a;
to apply for a visa - 3anpocuTh BU3Y; t0
grant a visa - IpeJoCTaBUTh BU3Y; to put a
visa on a passport - TPOCTaBUTh BU3Y B
nacropTe

- 1) HeoOXomumocTh;, of necessity - TO
HEOOXOIUMOCTH;, 2) TpPeaMeT IepBOM
HEOOXOOUMOCTH. It is necessary to do

- DTO HEOOXOIMMO CJeJIaTh.
- 1) nexnapupoBars,

2) OOBABIATH,
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gift

to be liable to duty/duty free

railway station

time-table

fare

to hurry (up)

Cnosa u gvipasricenusn no meme:
to make a trip (journey)

to take a trip (journey)

to travel by train

-"- plane

-"-" car

destination

personal need

npoBo3riamars. ViMeer 1enylo cepuio
NPOU3BOJIHBIX: declared value oObsiBIEHHAS
[I€HHOCTE; declarant - 3asIBUTEIb,
declaration - ICKOBO€E 3asiBJICHHUE,
o0bsiBneHue; declarative - nexkiapaTUBHBIN;
declaratory - OOBSICHUTEIBHBIH,
MOSICHUTETbHBIN

- 1) nomapoxk, nap. CuHoHUM: present.

2) TanaHT, JapoBaHue; 3) IpaBo
pacrpenensiTh

- MOJITIEXKATH/HE MOJIJIEKATh

o0noxxenuto nouutuHou. [IpunaratenvHeie,
3aKaHuyuBaromuecss Ha  free,  Moryr
NEPEBOIUTHCS KaK JIMIIEHHbIE TOr0 WU
nHOro KauectBa. CpaBHUTE: free of charge
WJIU TIPOCTO free - 6ecmnaTHo, alcohol-free -
0€3aJIKOTOJIbHBIM, trouble-free -
oecnepeOoMHbBIM

- Bok3ain. Ilepen Ha3BaHHMEM BOK3aJIOB
apTUKJIb HE CTaBUTCA, Hanpumep: | went fo
Kiev railway station to get a ticket.

- S moexan Ha KueBckmii Bok3ai, 4TOOBI
KyIHUTb OUJIeT

- 1) pacrnmcanme  (3KeI€3HOAOPOKHOE,
IIKOJIBHOE U T. 11.), 2) Tpaduk.

CunonuM: schedule. I1o-pazHomy
NPOU3HOCHUTCS B aHruiickoMm |[[ediul] wu
aMEpPUKAHCKOM [skediul] BapHaHTax
AHTJIMHACKOTO SI3bIKA

- ommara mpoesna (ioboro). Hampumep:
What is the fare to New-York? - $79 with
tax. - CKOJBKO CTOUT MIPOE3[ A0
Heto-Mopka? - 79 1011apOB ¢ HAJIOrOM.

- 1) cnemuTh, TOPONUTHCS; 2) MOATOHATD,
ycKkopsATh. It would be a pity to hurry the
work - BbL10 OBl XaJIb CKOMKaTh PaboTy

ImocxaThb Ky,[[a-JII/I6O

npes

IIPHUHATD IMIYTCIICCTBUC

MyTENIECTBOBAThH MOE37]0M
CaMoJIETOM
aBTOMOOMIIEM
MECTO Ha3HAYEHUS
JTUYHAs TOTPEOHOCTH
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counter
overweight

to board

to check in
luggage collection point
gate

concourse

flight

travel card
left-luggage room
lost-property office

to do without (lunch)
to run fast
daily

terminus (termini), terminal

(terminals)
commuter train
fast train
carriage
compartment
platform
passenger
attendant

to drop smb off
to give a lift

to hitchhike
buffet-car

to snack
cafeteria

at a speed of
luggage-rack
berth

to be due to arrive
delay

to miss

to catch

option

abroad, overseas

accident

injury

CTOIKa, OKHO perucTpanuu

nepeBec

371€Ch: CaIUThCs (HAa CaMOJICT)
(3a)perucTpupoBaThCs

BbI/1aua Oaraxka

371€Ch: BBIXO/I

amep.: 3all, BECTUOIOIb

pelic, noJieT

MPOE3IHOM Ouier

KaMmepa XpaHeHHs

KOMHATa 3a0BITBIX BeImeH, Opo
HaXOJIOK

o0oiTHCE 0e3 (00ena)

uaTu (o moeszaax, aBrodycax) ObICTPO
€)XKEeJHEBHO

KOoHeYHasi(ble) ocTaHOBKA(1)

MPUTOPOIHBIN TTOE3]T

CKOPBIH MMOE3]1

BaroH

KyIie

mwiardopma

MACCAXUP

MIPOBOJHUK

BBICAJUTH KOT'0-JIHOO

MOJIBE3TH

€31UTh aBTOCTOIIOM

BAaroOH-peCTOpPaH

MEPEKYCUTD

Kaderepuit

CO CKOPOCTBIO

OarakHasl TI0JIKa

MOJIKa B BAroHe, CIy»XKallas CHalb-
HBIM MECTOM

JOJKEH MPUUTU (MO0 PaCHUCAHUIO)
3a7epKKa

1) mponycTuTh, ONO31aTH

2) cKy4aTh

MMOMMaTh, 37€Ch. CECTh Ha
TPAHCIIOPTHOE CPEJACTBO BHIOOP.
CuHOHUM: choice

3a TpaHUIly

MPOUCILIECTBUE,  HUHIMUAEHT, HEC-
YaCTHBIW CJIydyall paHEHHUE,
MOBPEXKICHUE
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JJUHIT'BOKOMMEPUYECKHU KOMMEHTAPUI
CTpykKTypa 1eJ10BOr0 Nuchbma

Anpeca B AHIJIMM U AMEPUKE UMEIOT CIICTYIOIIUNA BU/I;

Ms A. Arafel

Ms J. Si
S 1mpson Product information Manager

Foreign Rights Manager

Chapman & Hall Ltd McCraw-Hill Book Co .
11New EC4P 4EE 1221 Avenue of the Americas
England New York, N.Y. 10020

USA

OOpaTuTe BHUMaHUE HA MOYTOBBIN WHJIEKC M COKpAIllEeHHE Ha3BaHMI IITAaTOB.
Paznuuus mexay OpUTAaHCKUM M aMEPUKAHCKMM CTUJISIMH TIPEACTaBIEHBI Ha
CIIEIYIOIIIEN CXEeME:

British American
Jlara
(Date)
12th December, 19 - December 12, 19 -
12 December 19 -
12 Dec. 19 -
IIpuBercrBHE
(Salutation)
Dear Sir, Dear Sir:
Dear Madam, Dear Madam:
Dear Mrs. Smith, Dear Mrs. Smith:
For the attention of Attention: Mr. E.C. Wilson
Mr. E. Wilson
Dear Sirs, Gentlemen:

KoMmniiemeHnTapHasi KOHIIOBKA
(Complimentary Close)

Yours faithfully, Sincerely yours,
Yours sincerely, Yours truly.

B nucemax He momyckaercs HUKaKMX T'paMMaTU4YecKMX cokpaiieHui tuna I'm, don't,
we've, 1 T.11. Bce 3Tu c10Ba HYHO MKUCATh MOTHOCTBIO.

Dopmam
1. Tanka nucpma
2. BHyTpeHHuii aapec
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3. Ctpoka: Buumanue (He 00s13aTeIbHO)
4. Jlata

5. IlpuBercTBUe

6. Ccpuika

7. KommuieMeHTapHas KOHIIOBKA

8. [loanucek, TOIKHOCTh, OTIEN

9. TlochUTOUHBIE HHUITUATIBI

10. Bnoxxenus

11. Konust

Government of Canada 1

Office of the Chairman 2
Public Service Commission

Ottawa, Ontario KIA ON7
Attention: P. Smith 3

December 8, 1996 4
Dear Sir: 5

Ref: PC Program analyst ® 6
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX XXX XXX XXX XXXXXXXXX
XXXXXXXXXXXXXXXXXXXXX XXX XXX XXX XXX XXXXXXXXXXXXXXXXX

Yours sincerely, 7
A.Robertson ® Director 8
General Services Division
AP/CL 9

Encl. 10
cc: D.Dube 11

1. BonbmumHCTBO muceM mNuUIIyTcss Ha OJaHKax, TAe€ YK€ eCTh Ha3BaHHe, alpec,
HOMepa TenedoHOB (UPMBI U POYKE JTaHHbIE. AJIpec OTIPABUTEINS MHOT/IA CTOUT B KOHIIE

MMChbMa MOCJI€ UMEHH U JIOJKHOCTH.
2. Axapec Toro, KoMy NMpegHa3HauYeHO MUCbMO, Pa3MeIllaeTCs BBEPXY CIIEBA.

3. Bkirouaercs B TexX cCiyyasx, KOrja MHCbMO OTHpaBisieTcss Ha (uUpMy, HO

aJIPeCOBaHO KOMY-TO JIMYHO. YacTo MUIeTcss Ha KOHBEPTE B HUKHEM JICBOM YTIIy.
4. OObIYHO TIUTIIETCS clieayronuM obpazom: March 1, 1995 wim 1 March 1995.
5. 3a NpUBETCTBUEM CTOUT JIBOCTOUNE WJIIU 3amsiTas.
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6. 3anMcTBOBaHA U3 CITY)KEOHBIX 3aMMHUCOK, HO B MTUChMaX HUCIOJIb3YETCS PEIKO.

7. O6b1unbie okoHuanus: Yours truly®, Yours sincerely, Yours faithfully.

8. Iloamnucek, pacmmdpoBKa MOAMKUCH, TOJDKHOCTD, aJIpec CIEAYIOT APYT 3a IPYroM B
CTPOKY B JIeBOM JHOO B MpaBOM Yy mnuchMa. MHOTAA THCHMO MOXKET OBITh

INPpOJUMKTOBAHO OJHHM 4YCIOBCKOM,

a TOJIMUCAHO JPYTUM,

OOBIYHO CEKpETapeM.

Hanpumep, 1upexTop, OTOpaBIsAiACch B KOMAaHAUPOBKY, OCTaBWJI HalleyaTaTh U MOJIUCATh
MUCHMO cekpeTapro. B aTom cinyyae moanucs OyneT BHITISAETD Tak:

pp Diana Price David Bradly Managing Director,

rne pp (per procurationem, nam.) O3HAYAeT IIO

JIOBEPEHHOCTH, 3a KOro-TO (cM. Ypok 3).

9. IloceutouHBIE MHULMAIBl YKa3bIBAOT HA TE€X, KTO MHUcal (IEPEBOAWI) MHCbMO

W/WI mevartas ero.

10. Eciii kK nuceMy OpUiIaratoTcs Kakue-To MaTepHalibl (MPEeHCKYpaHThl, peKjiaMa 1
Ip.), TO 00 3TOM YIIOMHHAETCS [TOCJIE IOCBUIOYHBIX NHUIMATIOB.
11. Yka3aHus Ha agpecaToB KONMM MMCbMa JAIOTCS B CAMOM KOHIIE.

JUHTBOCTPAHOBEJJYECKNI KOMMEHTAPUI

Haanucu u o0bABJIEHUA

Aaponopm, mamosrcna:

ARRIVALS [TPUBBITHUE
BAGGAGE CHECK IN PETUCTPALIUA BAT'AXA
BAGGAGE CLAIM [IOJIYUEHUE  BAT'AXKA  ITPOKAT
CART RENTAL END (LUGGAGE CART BAI'AXKHbBIX TEJIEXXEK
AREA)
CHECK IN PETUCTPALIUA TOJIBKO JULA
FIRST CLASS ONLY [TACCAXXHMPOB IIEPBOI'O KITACCA
B ropone:

ATTENTION BHUMAHUE
DO NOT LITTER HE COPUTH
$50 FINE ITPA® 50 JOJI.
DON'T WALK CTOMUTE (ua cetodope)
WALK NJIUTE (tam xke)
PRIVATE PROPERTY JINYHBIE BEIIN (barax)
BUS STOP ABTOBYCHAA OCTAHOBKA
EXIT TO BUS BbIXO/J K ABTOBYCY

JloposkHble yka3zareyu:
DETOUR OBBE3/]
NO PASSING OBI'OH SAIIPEIIEH
RAILROAD CROSSING YKEJIE3HO/JOPOXKHBIN ITEPEE3/]
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TRAFFIC CIRCLE KOJIBIIEBOE ABMKEHUE

(ROUNDABOUT)

TRAFFIC LINE ABTOMATHUCTPAJID CTOSIHKA

NO PARKING 3ATIPEI[EHA OBIIECTBEHHAS

PUBLIC PARKING CTOSIHKA

AUTO REPAIR PEMOHT ABTOMAIIINH

CAR WASH MOMKA ABTOMAIIIMH OCTOPOXHO.

SLOW CHILDREN JIETU

SPEED LIMIT 55 OTPAHUYEHUE  CKOPOCTU 55
MUIL/YAC

Buabl ropoackoro rpancnopra:

Electric railway

TropoackKasd 3JICKTpUiKa

Tram TpamMBau

Trolleybus TpoJuIeioyc

Bus aBTOOYC

Double-decker JBYXA3TaKHBIN aBTOOYC B AHIJIMU

Coach MEXIYTOPOAHBIA TYPUCTUUECKHI aBTOOYC
Metro, underground, subway, tube(London) wmeTpo

Taxi, cab TaKCH TaK

B Anrnuu - neBoctopoHHee nBmwxkeHue. M3 obmecTBeHHOr0 TpaHcnoprta B JIoHT0HE
Bri moxete Bocmosb3zoBathesi MeTpo (London Underground), snextpuukoud (Docklands
Light Railway, unu DLR) - Tonbko B Oyauue nuu u 1o 21:30, xene3noit qoporout (British
Rail) n aBTobycom. IlepBrie Tpu BHIa TpaHCTIOPTA ACIATCS HA MIECTh 30H MO JATbHOCTH
(mocnemHsisi miecTas BKIOYAeT a’dponopT Heathrow). ABTOOycHas ceTh pasjelieHa Ha
4yeTbIpe 30Hbl. MOXKHO KyNUTh MPOE3IHON OUieT Ha Bce BUABI TpaHcnopTa (One Day Off
Peak Travel Card), xoTopblii TeUCTBUTENIEH B T€UeHHE oAHOTO JHS (B Oymauu ¢ 9:30 no
15:30 u ¢ 18:00 n0 monyHOYH, B BBIXOAHBIE O3 orpaHnueHuii). CTOMMOCTh €ro pa3indyHa
B 3aBHCHMMOCTH OT BPEMEHHM JIHS M 30HBI. buiieT B oauH koHel ctouT ot £1 no £2.8, a
MpOe3IHOM OuJieT Ha oJiuH JeHb - oT £2.8 1o £3.8. Ecniu Brl nokymnaere mpoe3aHoi oumer
Ha aBTOOyC ang 30H I, 2, 3, 4, To 3TO O03HayaeT, uTo Bbl MoXxeTe €3AUTh aBTOOYCOM Ha
paccrosinue, SKBUBaJIeHTHOE 1-6 30HaM MeTpo. Bce BoceMb rmaBHBIX HKEJI€3HOJ0POKHBIX
BOK3aJI0B UMEIOT CBOIO CTaHIIUIO METPO.

[TpuoOperenue >xene3HoaO0pokHOTO Ounera Brit-Rail cpokom Ha 4-30 anelr maer
MpPaBO Ha HEOTPAHUUYEHHOE KOJUYECTBO MOE3JI0K IO BCEW CTpaHE WM OMNpPEJEICHHBIM
pernoHaM co CKHJKOW. ABTOOYCHOE COOOIEHHE MEXOAY TOpoJamMH JEIIeBlie, YeM IO
XKeJne3Ho# mopore. ABTOOYChI OCTaHABIIMBAIOTCS TOJBKO HA MPEAMMCAHHBIX OCTAHOBKAX.

3HAMEHUTHIMH JIOHAOHCKUMHU YE€PHBIMU TaKCH MOYKHO BOCIIOJIB30BAaTHCS Ha JHOOOM
yJIMIIE, €CJIM HAa HUX CBETUTCA MHAMKATOp. BoauTenu cnaroT o4eHb CTPOTUi 3K3aMeH MO/
Ha3BaHueM The Knowledge, mnos>toMy Bbl MOXeTe A0BepsATh HX 3HAHUSIM U
npodeccruonanbHOi noarotroBke. Ilnara 3a nmpoe3n yeTko o603HaYeHa Ha TabJI0, OOBIYHO
oT 310l cymmbl faroT 10 % uaeBbix. Bel 00HapykuTe Ha J0Oporax Takke MHOro (pupm u
YAaCTHBIX JIMI[, OKAa3bIBAIOIIMX TpPAHCHOPTHBIE Yyciayrd. OHUM He Bcerja J0CTaTOYHO
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HAJEKHBI U HE BCErJa 3HAIOT JIOPOry B JII0OOW KoHel ropoja. [lonb3ysce ux yciayramu,
3apaHee OrOBOPUTE LIEHY.

B CIIA - mpaBoctoponHee nBuxeHre. OOIIECTBEHHBIN TPaHCTIOPT pa3BUT ciiabo. B
KPYIHBIX FOpOJaxX MUMEETCS] METPO U BO BCEX HACEIEHHBIX MYyHKTaX - aBTOOYC, KOTOPBIU
xoauT 1o pacnucanuto. B CIIA cTtoumocTs npoesna B 0OOIECTBEHHOM TPaHCHOPTE - OT
50 uenTtoB a0 1 nomnapa. busner nelicTBUTENEH B TEYEHUE YKA3aHHOTO HAa HEM

BpeMeHU (00bIgHO 2-2,5 4). ABTOOYC OCTaHABIMBAETCS KaK HA OCTAHOBKAX, TaK M TIO
TpeOOBaHMIO B JIFOOOM MECTE, JIJIsl 3TOro Bl HOKHBI JOTPOHYTHCA 10 ITHYpa Ha Bamem
CUJICHUMU.

NATIONAL EXPRESS

National Express operates a daily scheduled network of coarch services to 1200
destinations around Britain.

- All coaches are fitted with washroom/toilet.

- All services are non-smoking.

- Rapid services feature stewardess service, with hot and cold drinks and snack

available.

FARES

Standard Fare Days

Standard fares will apply when travel in either direction is on any Friday throughout
the year, and at certain other peak travel days/periods (e.g. Christmas, New Year and
Easter).

Economy Fare Days

Economy fares apply when travel in either direction is not on a Standard day.

Advance Purchase Fares

You can make further savings on Standard & Economy returns if you book your
ticket at least 7 days in advance of your outward journey.

DISCOUNTS

- If you are 50 or over, a student or under 25 you can buy a Discount Coachcard
which will give up to 30 % off most normal fares (except advance) and costs £8 for 1 year
or £19 for 3 years.

- Children (15 and under) receive a discount of up to 30 % off the adult fare.

- Up to 2 children travel free with a Family Coachcard (£ 15 for 1 year).

TRAVEL INFORMATION

- Please allow ample time (minimum 1 hour) between coach arrival time and check in
time when travelling to Airports.

In order to guarantee your seat, holders of open return tickets (i.e. when the return
journey has not been booked) should visit a National Express Agent to book the return
journey as soon as possible.
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@DparMeHT pacnucaHusi B a3poropry

DEPRRT FLIGHT PRICE(E)
LONDON (Heathrow)-ATHENS
0750 BR250 1425 315.25
0810 LZ 111 1505 330.50
DAMASCUS- BAGHORD
1955 SU213 2215 85.10
ISTANBUL - BEIRUT
1550 LO 191 1805 73.75
1630 TU 233 1845 91.96
ATHENS -DAMASCUS
1455 SV 131 1740 88.70
1675 PM 102 1915 88.10
ISTANBUL - ANKARA
1420 LY220 1545 78.00
1725 OM110 1835 82.75
ATHEATHENS - ISTANBUL
GF810 635 40.16
BG331 48.91

IT'PAMMATUYECKHUU KOMMEHTAPUN

MECTOWMEHMUS
(PRONOUNS)

B aHrmiickoM sA3bIKe CyIIECTBYIOT CIEAYIOIIUE TUIIBI MECTOMMEHUM:
1. Tuunwie

(Am.n.) I you he she it we you they

(obvexm.n.) me  you him her it us you them
I will speak to him. S 6yty TOBOPUTH C HUM.

2. Ilpumsaxcamenvnuie 1 Ipumsasxcamenvnuie I1

my mine

your yours

his his

her hers

its its

our ours

your yours

their theirs
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[TputskatenbHble  MecToumeHusi nepBoro tuna (I)  ymorpeGnsitoTcss mepen
CYILIECTBUTENIbHBIM U HE MOTYT CTOSITh B KOHIIE MPEJJIOKEHUS:

Her paper was interesting. Ee crarbs Oblna uHTEpECHAas.
[Iputskatenbuble  Mectoumenust Broporo Tuma (II)  ymorpebnsiorcs  6e3
CYILIECTBUTENILHOTO U MOTYT CTOSITh B KOHIIE MPEJIJIOKEHUS:

This paper is hers. Orta cTaThs - €e.

My office is large, yours is larger. Y wMens Gonwmmol oduc, HO y Bac eme
OombIIe.

We haven't seen your car, we have Mpl He Buaenun Bamr aBTOMOOWIB, MBI

seen only theirs. BHJICTTN TOJLKO WX aBTOMOOWIIH.

3. Bozepammnvle u ycunumesbHbvle MECHOUMEHUA
myself, yourself, himself, herself, itself, ourselves, yourselves, themselves.

AHrmiickue BO3BPATHBIC MCCTOMMCEHHUA MOT'YT COOTBCTCTBOBATDH pYCCKOﬁ qaCcTuie
=-CH B BO3BPATHLIX I'JIarojax:

She washed herself. Ona yMmbLIaCh.
OTH K€ MECTOMMEHUSI ynOTpe6J'I$IIOTC$I KaK YCHJINTCJIbHBIC!

We saw it ourselves. MpbI camMu BUEH 3TO.
I'll do it myself. S cnenaro 3To cama.

B B0O3BpaTHOM 3HaUYE€HUM AHTIIMUCKUE MECTOMMEHUS YIIOTPEOIISIFOTCS PEIKO.
4. YkazamenvHble MeCMOUMEHUA
this (these), that (those), such, the same

Mectoumenus this u that umeroT (opMbl €TUHCTBEHHOTO U MHOKECTBEHHOTO UHCa:
this - these; that - those

Give me that document. JlaiiTe MHE TOT JTOKYMEHT.

I know these documents. S 3Ha10 AT JOKYMEHTHI

This is the same document. DTO TOT K€ caMblil JOKYMEHT

It was such a pleasant party. Oto ObliIa Takas IpUATHAS BEYSPUHKA.

5. B3aumnvie mecmoumenusn

each other, one another
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B3anMHbIe MeCTOMMEHUS YKA3bIBAIOT HA 3HAYEHUE B3AUMHOTO JIEUCTBUS: APYT Apyra,
OJIUH IPYTOMY.

They greeted each other (one OHu nonmpuBETCTBOBAIMU JAPYT - Ipyra.
another).

6. Bonpocumenvnbie u pazoeaumenvHvle MECOUMEHUS

who, whom, whose, what, which, that

B BOmpocHuTenbHOM MPEIIOKEHUU 3TH MECTOMMEHMS 3aHUMAIOT IMEPBOE MECTO H
COOTBETCTBYKOT PYCCKAM MECTOMMEHHUSIM KTO, (KOro, KOmMy, KE€M), 4YTO, KakKOu, 4Yewu,

KOTOpBIﬁ. Te xe MecTOMMEHUS MOT'YT OBITE U pPasaACIINTCIIbHBIMUA U HCIIOJIL30BATLCSA B
CJIOKHOIIOJYMHCHHBIX IIPCAJTOKCHUAX.

Who has he become? Kem on cTan?

Which month is the warmest In Kakoii mecsarn B AHIIIUUA caMbld TEMUIBIN?
England ?

The man who is sitting there is my YenoBek, KOTOPBIA TaM CUAUT, MOU 1mied.
boss.

I don't know whose paper this is. 51 He 3Har0, YbA 3TO Oymara.

7. Heonpeodenennvle mecmoumenus
some, any, one, all, each, every, other, another, both, either, no, none, neither

Mecroumenue some yrnoTpeossieTcss B YTBEPAUTENbHBIX MPEIIOKEHUAX C
CYILIECTBUTENIbHBIMU B €IJMHCTBEHHOM U MHO>KECTBEHHOM YHCJIE.

Some
Give me some books to read. aiiTe MHE TIOYMTAaTh KaKHe-HUOYIb
KHHTH.
Some people prefer getting up early =~ HekoTopble m10quM TPUBBIKIN  BCTaBaTh
paHo.
He showed me some papers. OH noka3ajl MHE HECKOJIbKO CTaTEeH.
Any
Have you any excuse? Y Bac ecTh Kakoe-TO onpaBiaHue?
You may go out any time you MokeTe BBIMTH B JIl000€ BpEMSI.
like.

[IpousBoanubie MectomMeHusi: something, somebody, anything, anybody, nobody,
nothing u ap.
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I did't see anybody there. S1 HUKOTO HE BHUAENA TaM.
Did you see anybody there? Bbl HUKOrO HE BUaEIU Tam?

XapakTepHO ynoTpediieHue ClIeyIoNIMX NapHblX Mectoumenuit: either ... or (unu ...

unu) u neither ... nor (uu ... nu). Mecroumenus either, neither moryTt ynorpe6isiThes

OTAEJIBLHO.
I know neither him, nor his wife. S He 3HAKOM HHU ¢ HUM, HH C €r0 KCHOM.
I don't like Bill. - Mue buin He HpaBuTCs.
- Neither do I. - MHue Toxe.
IIPEAJTOI'HA
(PREPOSITIONS)

Ilpeonocu, ob6o3nauarouwue omuowienus, eviparxcaemovle € pYccKOM A3bIKe

RAOEHCHLIMU OKOHUAHUAMU:

pen.

Pooumenvnuoui of
That was the room of my sister.

Jlamenvuviu to, for
She showed a price-list to him.

Teopumenvnulil by, with

The letter was written by a secretary. She was writing it with a
Ilpeonozu mecma:

on the box in front of the box

in the box behind the box

at the box across the street

under the box through the window

over the box between two windows

near the box among the employees

Ilpeonocu nanpasenenusa:

to the house
toward(s)* the house
from the house

into the house

out of the house

off the house
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Ilpeonozu epemenu:

on on Sunday
on May 1
in in March
in an hour
at at’7 a.m.
by by 2 o'clock

from...till from 3 till 5

since since 6 o'clock

for for an hour

during during the meeting
before before the meeting
after after the meeting

till till April

between between 1 and 2 p.m.

3amoMHUB, YTO MPaBWIbHOE YMOTPEOJIEHHE MPEAIOTOB BPEMEHH OCOOCHHO Ba)KHO
JUIsl KOPPEKTHOT'O MPOBEACHUS JEIOBBIX PA3rOBOPOB!

I'nazonwl ¢ npeonozamu unu Hapeyuamu, menaouwiumu ux 3nauenue (Prepositional

Phrasal Verds):

ask for
bring up
call on
carry out
cheer up
count on
draw in
drive at
find out
get away
get through
give in
give up
go ahead
go on

go out
hand in

IPOCUTH
BOCITUTHIBATh

HaBeIIATh

BBITIOJIHATD

000IpUTH

PacCYUTHIBATH

BOBJICKATh

HaMEKaTh

y3HaBaTh

youpartbcs

MPOWTH, NPOCKOYUTH

caaBaThCs

Opocatb

IPOJBUTATHCSA

IPOJ0JIKATh

YXOIUTh

cnaBath (padoTy), Bpy4aTh (Oymaru)

HPAKTHUKA

1. YTouyHute, KOro u3 maccaxupoB OyAyT BCTpeyaTh Ha BOK3ajle, B a3poIoOpTy, Ha

IUIOLIAAN FOpOAa:

Mr Brown flies to Liverpool. Miss Edberg goes to Cambridge by train. Mr Huxley
goes to Cardiff by car. Mrs Huxley goes to Birmingham by coach. Mrs and Mr Gray fly to
New York. Ms Hardwick flies to Sydney. Mrs Robinson goes to Trafalgar Sq. in a double-

decker bus.

2. YKa}KI/ITC, KaKoOM BHU/J TpaHCIIOPTAa MPCANNOYUTAIOT OTHE3XKAIOIMHEC IMACCAXKUPBI.
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3. Kakue coBeThl BbI 1aIUTE ACCAXUPY B Uyk Ol cTpaHe?

How to find the luggage check in. How to find a cafeteria. How to find the luggage
cart area. How to check in at the airport. How to ask a clerk about train departure. How to
find the First Class Carriage at a railway station. What kind of travel card to buy.

4. Bam nHyxHO noexats u3 Jlonmona B ['masro, rme y Bac Ha3Hauena nenoBas
BcTpeua. C KakuMH BOIIPOCaMU Bbl 00paTUTECh B CIIpaBOYHOE O10pO (enquiry office)!

You. (Copocute, koraa uaeT cienyroimuii noe3n B ['nasro?)

Clerk. At 8.40, sir.

You. (CopocuTte, HOuHOM (overnight) iu 3T0 oe3a?)

Clerk. Yes, the train has sleeping accommodation. (cnanvhbie
Mmecma)

You. (Ckaxkute, 4TO HE KypUTE€ M XOTelrd Obl B3STh JIydlllne
MECTa).

Clerk. I can give you a first-class non-smoking compartment.

You. (Copocure, koraa oH npuObiBaet B ['nazro?)

Clerk. It is due to arrive in Glasgow at 6.30 a.m.

You. (Cxaxwute, yTo BBl HajmeeTech, YTO OH MPUOYAET BOBpEMS
(to time)).

Clerk. Yes, sir, it usually runs to time.

You. (Cnpocurte, ¢ kako# miathopmbl?)

Clerk. Platforms.

You. (IToGnaromgapure 3a HHPOPMAIIHIO).

5. IIpounTaB TEeKCT, OOBIACHUTE, Kak Bbl Oynere qobuparbcs Ha Takcu U3 I 9TBUKaA B
JloH0H, MpeaBapUTEIIbHO 3aKa3aB MaIlIuHY ?

Getting a Taxi at Gatwick

To provide choice and customer service, BAA London Gatwick has appointed two
private hire car companies to offer a special kind of taxi service, 24 hours a day,
guaranteeing a car, whatever the destination or distance may be. Both companies are
obliged to meter prices for the entire journey and publish their scale of charges.

In the interest of passengers, other taxis are not allowed to apply for hire at the airport
as, under current taxi laws, there would be no guarantee of service and no control over
fares charged outside the immediate Gatwick and Crawley area.

Passengers may of course use any taxi service or private hire car company of their
choice, provided they have pre-booked the journey in advance. The simpliest way to make
contact is to ask the driver to wait at the relevant terminal arrivals concourse with a card
displaying the passenger's name.

6. I'ne, mo Bamemy MHEHHUIO, JOJDKHBI CTOSITh 3TH BbIpakeHus:: B Haudane (B), B
koHiie (C) nuchMa Ui MOTYT UCTIOJIb30BaThCs B 00oux ciydasx (BC).
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B
a) feel free to contact O
b) please don't hesitate O
¢) in response to O
d) once again O
e) get in touch O
f) at your earliest O
convenience

g) effective from June O
15

h) may be able to help O
you

1) this is to inform you

J) as you may recall

k) as soon as possible

O
O
O
1) in accordance with O
O
O
O

Ooooooadn
O o0Ooo0ooagoao

|
|

|
|

m) further to

n) thank you for

0) would be
appreciated

p) I enclose O 0O O

OO ooooad
o0 o0oo0ooaoad

7. Bb1 cobupaetrech B KoMaHAUPOBKY B DauHOypr. [lonumre dakc(cm. cmpykmypy
denosoeco nucvma) Ha hpupmy Blake & Co, rocnonguny Henry Smith o agpecy: 10 Garden
St.; yBeIOMbTE €ro 0 CBOEM NpHUOBITUH (J1aTa, HOMEp MM0e3/1a, BaroH, BpeMsi IPUObITHS) U
nonpocute, 4Toosl Bac BcTpeTumu.

8. Bbl 3HaeTe TamoxkeHHbIe npaBuiia Poccuu (Ykpaunsl) ?
[IpoBeprTe ceodsl.

- Is it possible to take weapons to Russia (Ukraine)?
- No, itisn't.

What about automobiles? Videorecorders? Computers? Precious metals? Narcotics?
Antiques?

9. [lepereauTe MHOOPMALIMIO O MEXKIYTOPOIHEM aBTOOYCHOM cooliienuu (National
Express), npuBeieHHYI0 B Jluneeocmpanosedueckom KommeHmapuu K ypoky. OTBETbTe
Ha BOIPOCHI:

Kakue yno6cTBa A1 accakupoB MpelyCMOTPEHbI B aBTOOycax?

Bcerna nu nnata 3a mpoesza oguHakoBa?

Kakue ckusiku CyniecTByIOT B oruiare mnpoeszia’?
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10. Bam nyxHo nonerets u3 Jlonaona B Adunsl, a 3arem B CtaMOyJ1, I7ie Ha3HAYEHBI
nenoBele  BcTpeun  (CM.  ¢ghpacmenm  pacnucanus 6 Jlumesocmpanogeoueckom
kommenmapuu). C KaKUMH BorpocaMu Bel oOpaTuTeCch B ClipaBouHOE OFOPO asporopra?

MOo3KHO J1 JIeTeTh MpsiMOo U3 a’pornopta Xutpoy B CtamOy:n?
Kakum pericom Bel nosieture?
Korna Ber npubynere B CtamOyn?

Ckombko 310 Oyaer Bam ctouts?
Cranupyiite' qpyrue noe3aKu:
n3 Jlamacka no barmana

u3 AduH 10 AHKapbI

u3 Adun no bargana

CKOJIbKO OHH OYJyT CTOUTH?

11. B AUaJIore pacCTtaBbTC IO MECTaM IMPHUBEACHHBIC HHUXKC BOIIPOCHI TaK, YTOOBI OHU
COOTBCTCTBOBAJIN OTBETAM.

How long are they staying?

Are there any seats available?

When will the tickets come?

When do they plan to leave?

What are the options?

Are there any British Airways flights about that time?

Susan. Grand Tour Agency. Susan Sharp speaking.

Hans. Hello, Susan. This is Hans Bradly. I need to send two of our sales
managers to Rome next
week. ?

Susan. OK. ?

Hans. Monday October 14th.

Susan. And if you want to book a return flight I must ask you:

2

Hans. Fmﬁr days. They would like to come back on the night-of the
17" ?

Susan. Let me have a look. There is a flight at 8.50 p.m. with British
Airlines.

Hans.

?

Susan. Fortunately, there are. I've just called it up on the screen. Shall I
reserve you two right now?

Hans. Yes, please. And make it Business Class, OK? ?

Susan. In three or four days. I'll send them to you as soon as they arrive.
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TEKCT JUIA YTEHUA

Canada consists of almost all of the North American continent north of the US except
Alaska. Its total land area of more than 9 mln sq. km makes it the second largest country in
the world.

Canada's topography is dominated by the Canadian Shield, an ice-scoured area
covering half the country. Most of northern Canada has subarctic or arctic climates, with
long cold winters lasting 8 to 11 months, short sunny summers, and little precipitation. In
contrast, the populated south has a variety of climatological landscapes.

The total population according to the 1981 census was about 24 mln people with an
average population density of 2.8 per sq. km.

English and French are the official languages of Canada and have equal status, rights
and privileges as to their use in all governmental institutions.

Canada is a federation of 10 provinces and 2 northern territories. The federal
Parliament is made up of the House of Commons and the Senate. The leader of the party
that wins the largest number of seats in a newly elected House of Commons is asked to
form the government.

The civil law follows English common law everywhere except in Quebec, where it
follows the Napoleonic Code.

Canada is a world leader in the production of asbestos, nickel and other elements and
forestry products;. It ranks first in the world in export of minerals. Although no longer the
foremost sector of the economy, agriculture is of major importance to the economy as a
whole. Canada is among the world's leading wheat producers and is second in the export
of wheat

Basically, Canada has a free-enterprise economy. A recurrent problem for Canada has
been the dominant position of US corporations and investors.

Ilposepvme ceba:

1. What can you say about the climate of Canada?
2. What is its political status?

3. Does Canada have one official language?

4. What is the jurisdiction of Canada like?

5. Describe Canada's economy.

TECTBI
A. 3anoyiHUTE NPOIYCKH MPUTSKATEAbHBIMU MeCTOUMEHUIMU | nim 11 .

1. I have eaten all sandwiches, can I have one
of ?
2. Peter has lost ~ pea Ask Mrs Brown if she will lend him
‘)
3. Mr and Mrs Cooper and a friend of are coming to see us.
4. We are going to Paris to stay with a French friend of
5. I have had dinner, and Mary has had , SO come and
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Have now.

6. Have you heard from that friend of who went to
Athens?

7. We have had lunch. Have you had ?

8. Susan wants to know if you have seen file.

B. 3anosHuTe NPOMYCKU HYKHBIMH CIIOBAMH, TPUBEJECHHBIMH B CIIUCKE:

Decided travelled flying

put arrived took

travel injured found

1. may be faster, but I prefer going by train.

2. I always wanted to abroad.

3. Last summer I to go to Europe.

4. Tt was difficult to decide what to in my suitcases.
5.1 a bus to my hotel.

6. The bus at dinner time.

7.1 my hotel room ready for me.

8.1 through all the Mediterranean countries that summer without being

C. BcraBbTe Hy)XHbIE MPEJIOTH U3 IPUBEACHHBIX B CKOOKaX.

1. I'm going a trip to New York, (on, by, with)

2. I prefer to go sea. (in, by, with)

3. I like travelling a boat (on, with, for)

4. My brother isn't going me. (on, by, with)

5. He likes to go air. (in, by, for)

6. He prefers travelling plane, (by, for, on)

7. My sister plans to take a trip car (by, for, on)

8. She enjoys riding a car (by, in, for)

9. My friends plan to travel the train, (for, on, by)
10.After we arrive, we will go around the city bus. (for, by, to)
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LESSON 5

EVERYDAY LIFE AND SERVICE

TekeT A9 YTEeHUS:

I'pammaruka:

Tembl u curyanuu:

BreIT U cepBUC (cocmunuunblii cepsuc, numanue,

pecmopanul, 3aKycouHbvle, NPOKam

asmomooueil, 661308 IKCMPEHHOI NOMOUL).

[Tncemo-3ampoc.

* MopanbpHBIE TJIaroJibl.

*[Ipocroe OymyIee BpeMs U APYTHE CIIOCOOBI
BBIpaXEHUS OyAyIIETo.

ABctpanus u HoBas 3enannus (oougue

Cc6eO0eHUs, NOJTUMUKO-AOMUHUCMDPAMUBHOE

YCmpoiicmaeo)

AN AJTdOT

Victor Klimenko has arrived in Brighton. He is talking to the personnel at the hotel, the
restaurant, the car rental agency, and the filling station.

At the hotel
- Good evening, sir. What can I do for you?

- Good evening. I have a room reserved at
your hotel.

- What is your name, please?

- Klimenko.

- Just a moment, I'll check... Yeah. A single
room with private bath and English
breakfast for three nights. Is that right, sir?

- Yes, that's right.

- Just sign the register... Thank you.
Here's your key. Room three-o-seven, it's on
the third floor. The lift is over there. I'll
have your things sent up.

- Thank you. What time is breakfast?

- Any time between 7 and 9.30. Where are
you going to have your breakfast, sir? In
your room or in the restaurant?

- I’d rather have it in my room.

- What time, sir?
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B rocrunune
- JloOperit Beuep, cap. Uem mory ObITh
noJie3eH?
- JloOpsrii Beuep. Ha Moe wms B Bamien
TOCTHUHULIE 3aKa3aH HOMED.
- HazoBuTe, noxanyiicta, CBOIO (haMUIIUIO.
- Kinumenko.
- OnHy MUHYTY, 5 IpoBepIo ... [a.

OnHOMECTHBIA HOMEp C BaHHOM W
AHTJIMHACKHAM 3aBTPAKOM Ha Tpoe CyTOK. Bce
PaBUIIBLHO?

- Jla, Bce mpaBUIIBHO.

- Pacnimmmrecs B JKypHase, MOXaayucTa ...
bmaropapro Bac. Bor Bam ximrou. Homep
307 na uerBepToM 3Taxe. JIndt HaxoguTcs
BOH TaM. Bamm Bemmu ortHecyr Bam B
HOMED.

- brmaromapro Bac. B kakoe BpeMs moparot
3aBTpaK?

- B mo6oe Bpems mexay 7 u 9:30. Boi
OyzaeTe 3aBTpakaTh B peCTOpaHE WU [10/1aTh
3aBTpak B Bamr Homep?

- Mens Obl OoJiblIE YyCTPOUIIO 3aBTPAKATh B
HOMEpE.

- B xoTopom uacy?



- At 8 o'clock.

- O.K. Anything else, sir?

- I'd like to eat here this evening. When is
the restaurant closing?

- At 9.30, so you've got two hours to have
your dinner, sir.

- Fine. Thank you.

At the restaurant
- Good evening, sir. Are you alone?
- Good evening. Yes, I'm alone.
- Would you like to sit over there, sir? Near
the window.
- Yes, thank you. May I look at the menu?

- Of course. Here it is.

- Have you decided yet, sir? May I take
your order?

- Mmm ... As a starter I'll have a tomato
juice... Oh, no. I'll have the onion soup.

- O.K. How about the main course, sir?
- I'm not sure ... Perhaps you can help me?

- Oh. If T were you, sir, I'd have a steak in
wine sauce. I like it very much. Moreover,
it's the speciality of the day.

- All right. I'll have the steak.

- What would you like with the steak, sir?

- A salad and some mashed potatoes,

please.

- Would you like something to drink?

- Er... yes. Some mineral water, please...
and could I see the wine list?

Of course. Here it is, sir.

- Mmm...I'll have some wench red wine.

- Waiter!

- Yes, sir ... Do you want the bill?

- Yes. How much is it?

- Seven pounds twenty-five (pence), sir.
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- B 8 vacos.

- Xoporio. Yto-uuby s erie, cop?

- 51 Obl XOTeNn CeroAHsi MOy>KUHAThb 3]1ECh.
Korna 3akpsiBaercst pectopan?

- B 9:30. V Bac eme ects aBa 4daca A
TOTO, YTOOBI MOY>KUHATb.

- Xopomo. bnarogapro Bac.

B pectropane
- HoOpswrit Beuep, cap. Bet onun?
- JoOpsriit Beuep. [a, s oguH.
- He xemaere nu cectb BoH Tam? Bozne
OKHA.
- Jla, 6naromapro Bac. MoxxHO mocMoTpeTh
MEHIO?
- Koneuno. Bot, noxanyiicra.
- Bbl yxe BbIOpamu 4TO-HUOYIb, CIp?
Mory st npuHSTH 3aKa3?
- MwMmwm... Ha mepBoe s moxalyd 3aKaxy
TOMATHBIA  COK Xors, Her. Jlyume
JIyKOBBIU CYII.
- Xopomo. A uyto Bbel Oynmere Ha BTOpOE,
cap?
- 51 He coBceM yBepeH... MoxeT ObiTh Bbl
YTO-HUOYAb MOCOBETyeTE?
- O. Ha Bamem mecre, cap, s ObI 3aKazai
OudITeKC B BUHHOM coyce. MHe camomy
OH oueHb HpaBuTcsi. Kpome TOro, 5TO
ceroaHs GpupMeHHoe OJIH010.
- Xoporo. [Tycts Oyaet 6udirekc.
- Uto Bam nonats ¢ Oudurexkcom, cap?
Camar u  kapToesnbHOE  MIOpE,
MOXKaJIIyHCTa.
- Uto-HUOY b BBHITIUTH?
- O...1a. MuHepanbHOU BOJBI, MOXKaITyHcTa
Mory s nocMoTpeTh ciicok BuH? KoHeuHo.
Bor, noxanyiicra.
MMM S Obl BbIMI (HPaHILy3CKOTO
KpacHOTO BHHA.
- OdunmanT!
- Jla, cap ... Xotute cuer?
- Jla. CKOJIBKO C MEHs?
- Cemb (yHTOB ABanaTh NATH (IMIEHCOB),
cap.



At a car rental agency
- I'll be with you in a
minute... Yes, sir. What can I do for you?
- I want to hire a car.
- What kind of car do you want, sir?
- I'd like a small car or a hatchback.

- How long will you be needing it for?

- Until Friday.

- Just a moment. I'll check ... Yes. I've got a
Chevrolet.

- How old is it?

- Pardon? How old ... It's 14 years old. It
isn't very new, but it's in very good
condition.

- Perhaps not a Chevrolet, then.

- There are no other small cars available at
the moment, sir ... How about a Ford Escort.
It's nearly new, it's only two years old.

- Fine.
- May I see your driving licence, sir?

- Yes. Here it is.

- Just sign the agreement.

- May I read it first?

- Of course, sir.

- What shall I do if the car breaks down?

- I am sure everything will be O.K., but if
something is wrong, just phone this number.
We have a 24-hour breakdown service, sir.

- Shall I pay now?
- If you don't mind, sir.
- Where is the car rental area?

- Go down these stairs to the ground floor.
Take the corridor on the right, then go
through the door at the end. Turn left, and
the car rental area is around the corner. You
can't miss it.

- Thank you very much.

B arenrcTBe 10 NPOKATy MAIIMH
- OgHy MUHYTY NOHOXKIWUTE, MOKAIYyHCTa
Ha, cop. UeM Mory OBbITh 110JI€3€H?
- 5] Xouy B35Th MallIMHY HANPOKAT.
- Kakas mammna Bam HyxHa ca3p?
- MHe HyxHa HeOoJblllasg MalluHa WU
X2U0IK.
- Ckonpko BpemeHu Bel
MOJIb30BaThCS €107
- J1o NSATHUILIBI.
- Onny munyty. f nmposepio ... la. Mory
natb Bam Hanpokar Lllesporne.
- CKoJIbKO €it eT?
- IIpocture? Ckomnbko nert... Eit 14 net, cap.
OHa He OuYeHb HOBas, HO B XOpPOLIEM
COCTOSIHUH.
- [loxanyi, Her.
- B ngaHHBIE MOMEHT y MEHS HET OOJIbIle
HeOONBIIMX MaluH, c3p. Uto Bel ckaxkeTte
Ha cueT Popaa Ickopra? OH MOYTH HOBBIH,
€My TOJIbKO JIBa TOJ1a.
- Xopolo.
- MoxHO mnocmoTpers B Hadane Bamm
BOJUTENIBCKUE IIpaBa , c3p?
- Jla. BoT oHmu.
- [lognummre cornamienue, moxaryucra.
- MoHO MHE BHa4aje ero npo4nTaTh?
- Koneuno, cap.
- Yto 51 nomxeH Oyay Aenarh, €CIu MallliHa
BBIMJIET U3 CTPOSI?
- Sl nymaro, 4TO C HEM HUYETO HE CIIYYUTCH,
HO €CJiM 4YTO-HMOyab OyJer He Tak,
IIO3BOHUTE II0 3TOMY HOMEPY. Mul
OKa3bIBa€M IMOMOIIb KPYIJIbIE CYTKH.
- MHe 3amnatuth ceituac?
- Ecniu Bl HEe BO3paxaere, cap.
- I'ne HAXOJUTCS IJIOLIA(Ka c
aBTomMoOussIMu?
- ChoyckaiTech IO JIECTHHMIIE Ha MEpPBbIA
srax. [loBepHUTE MO KOPUAOpPY HAmIpaso,
MPOMANTE YEPE3 NBEPH B KOHIIE KOPUAOpA U
MTOBEPHHUTE HaJIEBO. [Tnomanka c
aBTOMOOMIsIMU OyAeT 3a yrioM. Bel ee
cpasy yBUIUTE.
- bonbioe cracu6o.

cobupaerech
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- Oh, sir. - OgHy MUHYTY, C3P.

- Yes. - la.
- You should bring the car back to the same - Bbl 70/5KHBI TOCTaBUTh MAIlIMHY Ha
place on Friday. TO € CaMO€ MECTO B MATHUILY.
- 0O.K. - Xopoliio.
- Have a good trip. - JKenaro nmpusITHOTO MyTH.
At a filling station Ha 6en3o3anpaske
- Petrol, sir? - 3ampaBuTh, c3p?
- Yes. Fill it up. I'm nearly out of petrol. - Jla. Haneiire monubiil 6ak. bensun y mens
- Which grade? MTOYTHU 3aKOHYMJICSL.
- Four star. - Kaxoit 6en3un?
- Shall I check the oil and - UeTsIpe 3BE30YKH
water? - [IpoBepuTh ypoBeHb Macia 1 BOJIbI?
- Yes, please - Jla, moxanyiucra
- That'll be three pounds twenty-five. - C Bac - Tpu n1Baguath 0sTh

SI3bIKOBbIA KOMMEHTAPUN

I have a room reserved... - B JJAHHOM MPEJUIOKEHUU HCIOJIb3YETCA
KOMIUIEKC C MPUYACTHEM MPOLIEIIIErO
BpeMeHH (cm. I pammamuueckuu
KOMMeHmaputi K ypoxy 3)

to sign - IOJMUCHIBATH(Cs); sign- 1) MOAMMUCH;
2) 3HaK, CHUMBOJI, NMPUMETA; signature -
MOJIUCH

room three-0-seven - komHata 307 - HOMEpa KOMHAT OOBIYHO

OPOU3ZHOCITCS BCIYX TakK K€, Kak u
HOMepa TenedoHOB  (cm.  A3vikogwvill
KoMMeHmapuii K ypoKy 3)

to have breakfast - 3aBTpakarth; to have lunch - obGenartb
(mpuMepHO B MOJJEHBb); to have dinner -
yKUHAThb (OCHOBHOM IIPUEM IIMIIU BO
BTOPOW TIOJIOBHHE JHS WA BEYEPOM,
KOTOPBIN OJFKE CKOpEee K HAIlleMy Y)KUHY,
4eMm K o0eny); to have supper - y>XHUHATh
(oueHb TO3AHO); fo have coffee - TUTH
ko(e; to have tea - muTh yait

to decide - pemaTh, IPUHUMATh PELICHUE.
CunonuMm: to make a decision

yet - 1) yxe (B BOPOCUTEIIbHBIX
MPEIJIOKEHUSIX ); 2) elnle (B
OTpHULIATEIbHBIX PENJIOKEHUSIX).

Cpasuure: I haven't decided yet. - S eme
He pemwid. B moBecTBOBaTeNbHBIX
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MPEIJI0KEHUSIX CHHOHUM - already - yxe
course - 1) HanpaBiieHUE, X0/, TEUEHHUE

(coObITHi); 2) Kypc (nekuuit); 3) 6yroa0: a

dinner of three courses - oben U3 Tpex

omon. Cwuuonum: dish - 1) Omono
(kymanwe); 2) 611010 (Tapenka)

If re you, I’d(would) have - B IPUJIATOYHBIX YCIOBHBIX
MPEIOKCHHUSIX, OTHOCSIINXCS K

HACTOSIIIEMY WK OyaylmieMy BpEeMEHH,
riaroi to be nmpuauMaet dhopmy were s
BCEX JIUIL

bill - 1) cuer (B pectopane, Mara3uHe # T.I1.);
2) 3aKOHOMPOEKT, Owwib, 3) OaHKHOTA
(amep.); 4) Bekcensb, TpatTa; bill of lading -
KOHOCaMeHT; bill of sale — xynuas,
3aKIaiHast

hire - HaeM, MpOoKaT; fo hire - HaHUMAaTh (Ha
paboTy), Opath Hampokar; to let smth out
on hire, to hire out smth - naBaTh
HAMNpOKaT; to work for hire - pabotatp 1o
Haiimy. CuHOHUM: fo rent - 1) naBaTh
HampokKat (awmep.); 2) Opatb B apeHnuy,
CIaBaTh B apeHAy (I0M, KBapTUPY U T. I1.)

hatchback - MallluHa TUIA «BOCBMEpKu»; small car -
MallliHa THNA «3aropoxua», « TaBpun»
licence - 1) mpaBa (BoauTenbckue); 2)

paspenieHue, naTenT; licence plate —
HOMEPHOM 3HaK (HAa MalIWHE).
Bonurenbckue mnpaBa Ha 3amaje 4acto
SBJISIIOTCS.  TJIABHBIM  yJIOCTOBEPEHHEM
JUYHOCTU TIPU KOHTAKTax C BJACTIMH U
nonuien. B HUX coliepKUTCs moapoOHast
uHpopmaruss O yeloBeke (MM M
dbamuus, mata  pOXKICHUS,  MECTO
JKUTEIIbCTBA U J1aK€ POCT U BEC YEIIOBEKA).
[Tacmopra >kuTenu 3amajgHbIX  CTpaH
MOJTY4YarOT TOJBKO MPH BBIE3/IE 3a TPAHUILLY

stairs - JecTHHIAa (CTalMOHapHas) to go up
(down) stairs — uATH BBEpPX(BHHU3) MO
JIECTUHHUIIE; ladder - MepEeHOCHAas
JIECTHHUIIA
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Cnosa u GbIPAJICEHUA NO memée:

I have a room reserved.
to have breakfast (dinner)
I'd (would) rather have...
Anything else?

Have you decided yet?

starter (appetizer - amep.)
starter
juice
prawn (shrimp) cocktail
soup
main course
(entrees- amep.)
veal
(beefsteak
stew
chicken
bread
potatoes (boiled, mashed)
vegetables
dry (red, white) wine
Moreover ...
waiter (waitress)
to let smth out on hire, to
hire out smth
How old is the car?
to be in good condition
Perhaps...
(driving) licence
to break down

petrol (gas — amep.)
to fill up
to be out of petrol

JUHTBOKOMMEPYECKHN KOMMEHTAPHUI

Ha Moe ums 3aka3zaH HOMED.
3aBTpakaTh (00e1aTh)

Mens 661 00JIBIIIE YCTPOUIIO ...
Uto-uubys eme?

BeI yxke permunum (4to Oynere
3aKa3bIBaTh)?

nepBoe OJII0/10, 3aKyCKa
cTaptep (B aBTOMOOMIIE)

COK

KPEBETKU B TOMAaTHOM COKE
cyn

OCHOBHOE€ 0JIF0J10

TEJSITHHA
oudTeKC

TYIIEHOE MSICO

KypHIa

xy1e0

KkapTodens (0OTBapHOH, MIOPE)
OBOIIH

cyxoe (KpacHoe, 0eoe) BUHO
Kpowme Toro (6osiee TorO) ...
ounuant (opuIIMaHTKA)
JaBaTh HAMPOKAT YTO-JTHOO0

CKOJIBKO JIET ATOM ManinHe?
OBITH B XOPOIIIEM COCTOSIHUU
Bo3moxHoO ...

npasa (BOJIUTEIIbCKUE)
BBIXOJUTh U3 CTPOS (O MaIlIMHE,
MEXaHU3ME)

OeH3MH

3ampaBIATh (MALIVHY)
KOHYATHCS (0 OCH3HHE)

[Tncemo-3arpoc
(Inquiry)

[TnuceMo-3anpoc (inquiry, Wiv enquiry) KOMIIAaHUA MMOCBLUIAET, KOrAa
XOYET:

- MOJIYYUTh NOAPOOHYI0 HHPOPMALIKIO O TOBapax (goods);

- Y3HaTh, UMEIOTCSI JIU OHU B HaNW4uu (availability of goods);

- YTOUHHUTH BpEeMs U CPOKH MOCTaBKHU (delivery dates);
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- MOJIy4UTh WH(POPMALIKIO 00 YCIOBUSX MOCTaBKU U CKUAKAX (ferms and discounts),
crioco0e TPaHCTIOPTUPOBKY (method of transportation), CTpaxoBaHuUU (insurance);

- MIOJIyYUTh HH(OPMALIMIO O IIEHAaX Ha TOBapHI (prices of goods);

- IOJYYUTh KaTalloTH (catalogues) u 00pa3iel ToBapa (samples of goods), v 1. 1.

[Ipu HamucaHUM MHCEM-3aMPOCOB CIEAYeT KaK MOXKHO 0oJiee MOAPOOHO H3IO0KHUThH
CyTb Bompoca (to give full details), uro no3BoauT BameMy 1e10BOMy MapTHEPY COKPATUTh
BpEMS Ha COCTABJICHHE OTBETA.

B ciyudae, ecnu Bbl oOpaiaerech ¢ 3anpocoM B JaHHYIO KOMITAaHUIO TIEPBBIA pas, B
MUCHMO KeJIaTeIbHO BKIIOYUTH CIEAYIOLINE MTYHKTHI:

1. Yka3zanue Ha UCTOUHUK MHGOPMAIIMH O JaHHOW KOMIIAaHUH U €€ TOBape.

2. CyTb Bompoca.

3. Kpartkue cBenenust o Bameil kommanuu.

4. BeipaxkeHue HaJEXK/bl HA COTPYITHUYECTBO.

[Ipyuem coBcemM He  00s3aTeAbHO  CTPOrO  MPHUAEPKUBATHCS  JTAHHOM
nocneaoBareabHocTU. [Ipu MOBTOpPHOM 3ampoce B MUCHMO OOBIYHO BKIIIOYACTCSI TOJIBKO
BTOpoil myHKT. Kak u OOJBIIMHCTBO APYTrUX MAEJOBBIX MHCEM, MUCHBMO-3alpoC, Kak
MpaBUIIO, ITeyaTaeTcsa Ha GUPMEHHOM OJlaHKEe, Ha KOTOPOM YKa3aHbl Ha3BaHHE
KOMITAaHUHU-OTIPABUTES 3aMpOca, €€ MOYTOBBIN aapec, HoMepa TenedoHOB U ¢akca.

Oobpa3zen nucbMa-3amnpoca
(Sample InquiryLetter)

Pet Products Ltd.
180 London Road
Exeter EX4 4JY
England

25th February, 1997
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 Odessa price)
- dates of delivery
- terms of payment
- guarantees
- if the price includes the cost of equipment installation and staff training.
Our company specializes in distributing pet products in Ukraine. We have more than 50
dealers and representatives in different regions and would like to start producing pet food
in Ukraine. 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

U.Smuron

V.Smurov
Export-Import Manager
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Kiuine ¥ BbIpaKeHHs MHUCEM-3aIIPOCOB:

Kn.l:
- We read your advertisement in... - Mbl IpOUYUTAIIN Bally PEKJIAMY B...
- With regard to your advertisement in ... of... , we would ask you ... - B cBsA3u c
nyOJuKalyei Bamei pekiiaMbl B ... OT ... Mbl XOTEJIH ObI MOMTPOCUTH Bac...
- We have heard of your products from ... - Mbl y3Halnu 0 TPOJYKIIMU Balllel KOMIAHUU
u3...
- We have seen your current catalogue showing... - Mpl o0paTuiay BHUMaHHUE Ha Balll

HOCJ'ICI[HI/Iﬁ KaTaJjior, B KOTOPOM OIIMCAHHI ..

K n.2:
- We are interested in buying (importing etc.) ... - Mbl X0T€NH ObI KyIUTHh (MMIIOPTHUPOBATH
UT.IL) ...
- Please inform us (let us know) as soon as possible ... - [IpocuM cOOOIHUTL HAM Kak
MO>KHO CKODEE ...
- Would you please inform us if it is possible to deliver. - TlpocuM cOOOIIUTH Ham,
CMOJKETE JIU BbI IOCTABUTH ...
- Please let us know what quantities you are able to deliver till... - IloxanyiicTa,
COOOIINTE HaM, KAKO€ KOJIMYECTBO BB CMOXKETE MOCTaBUTH IO ...
- Could you let us have a quotation for... - CooOmTe HaM, MOXKATYHCTA, PACIICHKHU Ha...
- Would you kindly quote your prices and terms of delivery (terms of payment, etc.) for ...
- He Moryii ObI BBl yCTAaHOBUTH HaM IICHBI M YCIIOBUS MMOCTABKU (YCIIOBHUS OILIATHI U T. 11.)
Ha .
- We would like to have further details about... - Mpl Obl XOTenu MOMYy4UTH OoJee
noApoOHY0 HHPOPMAITHIO O ...
- We would like to represent your products in the Ukrainian market. - Mpl Obl X0Telu
MPEACTABIIATH Ballly IPOIYKIMIO HA YKPAUHCKOM PBhIHKE.
- Please send us samples of... (your catalogues, leaflets, etc.) - Iloxanyicra, BBIIUIUTE
HaM 00pa3Iibl ... (CBOM KaTajJoru, OpOIIOpHI U T. I1.)

K n.3:
- As distributors we have a targe network of... - Kak DuCTpuOBIOTOPBI MBI UMEET
OOLIMPHYIO CETh
- In connection with this ... - B cBsI3H € 3TUM ...
- We are distributors (importers, retailers, etc.) of... - Mbl siBasieMcsi AUCTPUOBIOTOPaAMHU
(uMmopTepamu, NPoJIaBLAMU U T.IL.)...
- We would like to get in touch with manufacturers (suppliers, sellers, etc.) of... - Mbl ObI
XOTEIH YCTAHOBUTHh KOHTAKT C MPOU3BOAUTEISIMH (IIOCTABIIMKAMH, MPOJABLAMU U T. 11.)

- There is a large market here for your products. - Bamu uznenvst HauJlyT y Hac CBOEro
MOKYITaTeIA.

- For over ... years our company has imported from western countries ... - bonee, 4em ...
JIET Halla KOMITAaHUSI UMIIOPTUPYET U3 3alIaJHBIX CTPaH...

- Our company was founded in... - Hama xommnanus Oblila OCHOBaHa B... TO1Y.
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- We usually effect payment by letter of credit (cheque, bank transfer, etc.). - Mbl 00bIYHO
MPOU3BOIMM OILJIATY MyTEM OTKPBITUS aKKPEAUTHBA (UEKOM, IEPEBOIOM U T. II.)

K n.4:
- If your prices are competitive (the samples meet the standards, your equipment complies
with our requirements, etc.) we may be able to let you have regular orders. - Ecnu Bamu
HEHBbl YCTposAT Hac (oOpa3upl OyayT yIOBJIETBOPSATH TPeOOBaHHUSIM CTaHAApPTOB, Ballle
obopynoBanue Oy/eT yAOBICTBOPSATH HATUM TPEOOBAHMSIM U T. T1.), MBI OyJIeM PETYIIspHO
3aKa3bIBaTh BAIy MPOTYKITHIO.
- We look forward to your early reply. - C nerepnienuem xjaem Baiiiero orsera.
- Your prompt answer would be appreciated. - bynem npu3HaTenbHBI 32 OBICTPHIN OTBET.

JUHTBOCTPAHOBEJTUECKHNI KOMMEHTAPUM

1. l'ocTuHUYHBIN cepBHUC

['ocTuHUIBI B AHIJIMM MOXKHO YCIOBHO pa3ACINTh HA HECKOJIBKO KAaTErOpHUM.

HauGoinee noporuMu sIBISIIOTCS TOCTUHUIIBI KaTeropuu Luxe, MPOXKUBAHUE B KOTOPBIX MO
KapMaHy JUIIb apaOCKuUM IueixaM W MuuimoHepaMm. ClenyrouMyd 3a HUMH UIYT
roctuHulbl kateropun Charming Town House, coueraoliye Xopoliiee 00CITy>KHUBaHUE C
OTHOCHUTEJIbHO HEBBICOKOU (IO CPABHEHUIO C IEPBOM KATETOPUEH) LIEHOM.
Crnenytolas KaTeropus - 3T0 OTHOCUTENIbHO HEJOPOTUE TOCTUHUIIBI, KOTOpbIE B JIOHI0HE
pacmojoXeHbI TJIABHBIM 00pa30oM B pailoHe KPYMHBIX BOK3asoB. K yeTBepToil kaTeropuu
MO>XHO OTHECTH MaHCUOHBI Boarding Homes, Bed and Breakfast (0ObIYHO TIOJT BRIBECKOM
B&B - nocrnoBHO mepeBoAMTCA: MOCTENb U 3aBTPaK), a TakKKe HEOOJbIINE CETbCKUE
rocTUHUIBI (inns). Hanbonee nemeBbiit BApUAHT MPOKUBAHUS- MOJIOJEKHBIE OOIICKUTHS:
Youth Hostels, Youth Holiday Centers, Country Guest Houses. K miare 3a npoxuBaHue B
anrnuiickux roctuaunax moodasisercs HIC (VAT - Value Added Tax), cocmasnsiowuii
17,5%. B ctouMocTh MpOXMBaHUS B TOCTUHUIAX B AHIJIMM Tak)K€ 4YacTO BKIIIOUAETCA
CTOMMOCTH 3aBTpaka. BcTpewaroTcsi Ba €ro BapuaHTa: CKPOMHBIN continental breakfast
(dait i koe m OyJouka C MaciioM WU JPKEMOM) M OCHOBaTelnbHbIN English breakfast
(starter - KyKypy3HbI€ WM OBCSAHbIEC XJonbs (flakes) ¢ MOIOKOM, COK U T. M. IUIKOC main
course -IMYHUIIA C CAJIOM M BETYMHON, TOMHUI0paMH, O€JbIM XJI€O0M U T. 11.).

B CIHOA u Kanaze neHsl Ha NPOKMBAHHME B FOCTUHULAX HECKOJIBKO Gblule, Yem 8
Anrnuu. KpynHble TOCTUHUIIBI HAXOASTCA Yallle BCEro B EHTpe ropojia. Kpome MecTHbIX
TOCTHHHI] WMEETCS TakKKe PsJ KOMIIAHWA C OOIECHAIMOHAIBHONW CEThI0 TOCTUHUIl U
pectopanoB (Hilton, Sheraton u 1. 11.). IlnaTta 3a npoxuBaHue 60Jee BbICOKast B KPYITHBIX
ropojax TuIia Hb}o-ﬁopKa, Hukaro u T. 1. MHOTHE OTENM MPENOCTABIAKOT CKUIAKHU IS
KOMaHIUpOBaHHBIX (Om3Hec-Tapud). [Ipu Hanwumm aBTOMOOWIS 3HAYUTETHLHO JCIICBIIC
OCTaHABIIMBATHCS B MOTEJSIX (motels). B rOCTUHHIIAX U MOTEJISIX PECTOPAHbI BCTPEUAIOTCS
PEeaKOo, MOATOMY CTOMMOCTh 3aBTpaKa B CTOMMOCTh IIPOKUBAHUS OOBIYHO HE BKIIFOUAETCS.

B AHrnum 4daeBbl€ (fip), Kak MpaBWJIO, BKIIOYAIOTCS B CUET B FOCTUHMUIAX U PAJLE
pectopanoB (rpada - Service Charge). B CeBepHoil Ameprike 4aeBble B CUE€T OOBIYHO HE
BKJIIOYAOTCS. ECIM 4aeBble B CUET HE BKJIIOYEHBI, TO U B AHIJIMM U B AMEPHUKE CIIETYET
naBaTh «Ha 4aii» okoio 10-15 % ot cymmbl cueta. B mabax (pubs) daeBble naBaTh HE
MPUHSATO.
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2. Iluranue. PecTopanbl. 3aKkycouHble

3aBTpak B AMepHKe HaroMUHaeT oOmnbHBIN English Breakfast cok nmu6o, QpyKTHI,
KYKYpY3HbI€ XJIONbsS (corn-flakes), *apeHble COCUCKHU JIMOO sinia (BKPYTYHO (BCMSITKY) -
hard (soft) boiled eggs, suuHULa-00NTYHbsSI - scrambled eggs, sMYHUIIA TIa3yHbs-
sunnyside up), >xapeHoe cajo 1100 BeTunHa (ham), TOCTbI, MOJIOKO, Yail WJIK Kode.

Lunch (BTopoii 3aBTpak uian 00ea) B MpoMexXyTke Mexy 12 u 14 yacamu JOBOJIBHO
IpoCT: B AHIVIMM 4Yalle BCETO COHIBHYU (sandwiches), B AMepuke COHABUYH JTUOO
ramOyprepol (hamburgers), au3dyprepsl (cheeseburgers), xotnoru (hot dogs), xapeHbIit
kapTodens (chips) u T .. [lo3auuii oOunbHBIN 3aBTpak B AMepuke HazbiBaeTcst brunch
(breakfast+lunch).

Dinner (yxun n1060 o0ef) - 3T0 OCHOBHOI MPHEM IHIIK B IPOMEXKYTKE MExXy 18 u
21 gacom, KOTOpPBI COCTOMT W3 TEPBOTO Omtona (starter - awen., appetizer - amep.),
BKJIFOYAIOLIETO Cyl OO 3aKyCKy, U OCHOBHOIO OJtofa (main course - awen., entrees -
amep. ).

OCHOBHOM HamUTOK B AHITIMK 4Yail, KOTOPBIM MbIOT B IIPOMEKYTKE MEKIY
OCHOBHBIMH TpueMaMu nuiiyd. Bo BpeMs enpl mblOT coku aubo0 muBo. B Amepuke
HauMOOJIbIIEH MOMYJISAPHOCTBIO MOJIB3YIOTCS SOft drinks - pa3nuyHble COBPEMEHHBIE BUIbI
KOJIbI U JIUMOHA/1A.

B pecropanax u kade, rae BeiBemieHa Tabnauuka "Licenced’ (B Amepuke -
"Licensed"), npoaar0TCsl aJIKOTOJIbHbIE HAITUTKHU.

[lepekycuTh B AHIIIMU JOCTATOYHO JIEHIEBO MOXHO BO BCTPEYAIOIIMXCS HA KaXKIOM
mary B OOJIBIINX TOponax Kade, B KOTOPhIX OOBIYHO TOJIAI0T COCHUCKH C KapTO(EeTbHBIM
ntope (Sausage & Mash), B 3akycounbix Tuna Fast Food Shops, kOTopble NIpOJalOT MUY
U TOpsSYHEe COCHUCKH, JTUOO B MAaJEHBKHX 3a0erajoBKax, MPEIaralonux COHIBUYH
HECKOJNbKMX BHIOB. O0en B pecTopaHax JAOBOJIBHO J0por (OCHOBHBIE Oiiofa B
3aBHCHUMOCTH OT KaTteropuu pectopana ctost ot 15-20 no 90-100 ¢ynToB). I1als1 (Pubs)
(BpeMs paboThl 00b14HO ¢ 11 10 23) sABNISIFOTCS B AHIJIUY MOMYJISIPHBIM MECTOM BEYEPHETO
BPEMSIPOBOXK/ICHUS, B KOTOPbIX KPOME NMUBA M KPENKHX HAMUTKOB MMEETCS IIMPOKUN
BBIOOP COKOB M CJIQJIKUX KOKTEHIICH.

B AMepuke o4eHb MOMYISIPHO 3aBTpaKaTh, 00eAaTh U y>)KUHATh BHE JIoMa: B Kade U
pecTopanax. M3BecTHbI aMepUKaHCKUE PECTOPAHBI OBICTPOTO CaMOOOCTYKUBAHUS
(Fast-Food Restaurants), caMbIMH PacIpOCTPAHEHHBIMU OJIF0JIaMH B KOTOPBIX SIBIISIOTCS
ramOyprepsl, JKapeHblii kKapTodeiab U Koka-kojia. B O0JbImuX Topomax pacrnpocTpaHEHbI
3aKycouHble (snack-bars). Kpome TOro, 3aKyCOuHble UMEIOTCS BO MHOTHUX T. H. alTeKax
(Drug Stores), KOTOpblE NPOJAIOT HE CTOJIBKO JIEKAPCTBA, CKOJBKO Pa3JIUYHbIE
KaHIITOBaphl, KOH(EThI, MOpokeHOoe. Hebonpime pecTopaHYNKN Ha MIOCCE HA3BIBAIOTCS
00b19HO Dinners.

3. IIpokaTt aBTOMOOM €I

B Aunrnmu aBTOMOOUIIL BBIJIAETCS HAMPOKAT JIMIIAM HE MoJioke™ 21 roja, UMEroum
BOAUTENbCKUM cTax He MeHee | roga. Takue kpynHbie GUPMBI, CiEMATU3UPYIOLIMECS Ha
npokare aBToMoOuieH, kak Avis, Hertz & Mitchells w T. M., UMEIOT CETh areHCTB IO
MpoKaTy aBToMOOuIeH 1o Bcei BenukoOputanun. B AMepuke Takke aBTOMOOMIIH
BBIJJAETCS HAIpOKaT JHIlaM He Mojoxke 21 rogma. B areHcTBe mo mpokaTy MallvH
HEOOXOJAMMO TPENbIBUTh MO KpaliHEeH Mepe HalMOHalbHbIE BOAMUTENbCKHE MpaBa. B
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HEKOTOPBIX areHCTBax TPeOYIOT MeXIyHapoJHble BoauTenbckue mpaBa. [Ipu apenne
aBTOMOOMJIS HEOOXOJMMO YTO-HUOYAb OCTaBUTh B 3aJior (HampuMmep, KPEIUTHYIO
KapTouky - Master Card, Visa wnm American Express).

OrpaHudyeHue CKOpOCTH:

a) B Aurnuu - 112 xm/gac (na ckopocmuwvix wocce); 64, 80, 96 km/gac (Ha 0ObiuHbIX
dopoeax); 48 km/4yac (B HaceleHHbIX NYHKMAX);

6) B CHIA - 88-105 xm/uac (na wocce); 40-48 xm/4gac (B HacenreHHbIX NYHKMAX);

B) B Kanane - 100 km/uac (na ckopocmuwvix wiocce); 80 xm/dac (Ha oOblunbix 0opo2ax);
50 kMm/uac (B HaceneHHbIX NYHKMAX).

4. TesedoHbl BbI30Ba IKCTPEHHOH OMOIIU
B Aunrmmm TenedoH BBI30BA SKCTPEHHOW IMOMOIIM (TIONMUIMS, TOXApHbBIE, CKOpas
nomotnp) - 999, B CIIIA - 911. Ha 3BOHOK OTBEYaeT onepaTop, KOTOPHIM OOBIYHO 3a7aeT
Boripoc: "Emergency. Which service, please? ". 1locne otBera (police, fire service, or
ambulance) OH COEUHSAET C COOTBETCTBYIOIIEH CITY>KOOM.

IT'PAMMATUYECKHUU KOMMEHTAPUN

MOJAJILHBIE I'JIAT OJIbI
(MODAL VERBS)

MonanbHbIMU HA3bIBAIOTCS TJIAroJibl, KOTOpble HE 0003HA4alT MACWCTBUSA, a
BBIPQXAIOT OTHOLIEHHE K HeMy (BO3MOXKHOCTb M BEPOSITHOCTh ACHCTBHS JHOO €ro
HeoO0XxoauMocTh). Craeayrouuii 32 MOJaIbHBIM WH(UHUTUB CMBICIIOBOTO TJlarojia TepseT
yacTULy to (3a UCKIIFOUEHHEM MOJAJIbHOIO riaarojia ought)

Oco0eHHOCTH MOJIaTbHBIX TJ1aroJioB:

1)oHM HE U3MEHSIOTCS 10 JIMLAM U Yuciam;

2) BONpOCUTENbHAS U OTpULIaTEIbHASL (POPMBI IPEIOKEHUN € MOAATILHBIMU
rjarojgamMu oopasyroTcs 60e3 BCIOMOIaTeIbHBIX IJ1aroJIoB, POJibl BCIOMOIATEIbHBIX
IJIaroJI0B MIPH 3TOM UIPAOT CAMU MOJIaJIbHBIE TJ1ArOJIbl.

1. MopanbHbI€ TJIarojbl, BBIPAKAIOIIME HEOOXOJAMMOCTh (MO0 €€ OTCYTCTBHE),
MpUKa3aHKUEe, COBET, PEKOMEHIAIIUI0 U YBEPEHHOCTD

a) MonanpHbIN raroja must BeIpaxaer

- NpUKAs3 U 3anpeujerue.

You must do it. TwI DOJKEH caelaTh 3TO.
You mustn't do it. TrI HE TOJDKEH DTOTO JEJIATh.
- CUNbHYIO YBEPEHHOCD.
He must be sitting in his office. OH 10JDKEeH CUIETh B CBOeM oduce.
It must be Mr Smith. OT0, JOJKHO OBITh, M-p CMHUT.
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CunpHas yBEpPEHHOCTb, Kacarollascs JeWCTBUM B TNPOUUIOM, BBIpAKAETCAd C
UCI0JIb30BaHUEM NepPeKTHON (HOPMBI CMBICIOBOIO IJ1aroia:

I must have thrown the letter S 10JKHO OBITH BEIOPOCHIT 3TO.
away.

6) Monanbnerit Tnaron shall ucons3yercs ais
- BLIPAIICEHUS] CUTILHOU PEUUUMOCTIU:
We shall win! Mp1 BeiMrpaem!

- 0/181 NOIYYeHUsL UHCMPYKYUL U YIMOYHEeHUsl OAIbHeUUx 0eucmeui

Shall I help you? Bam nomoun?
Shall I come out? Mue BoIiiTH?

Mopnansabiii  rmaron shall wacto wucmone3yercss Takke Tpu  (POPMYITUPOBKE
MOJIO’)KEHUH KOHTPAKTOB U COTJIAIIICHHIA:
The Seller shall sell and the [IponaBen npoaaet, a HOKynaTeab MOKYIAET...

Buyer shall buy ...

B) Mopansubie riaronsl should (mpomeamee Bpems ot shall) u ought (to)
WCITOJIB3YFOTCS JJIS BRIPAXKEHUSI COBETA, PEKOMEHIAINU, YIIPEKa, MOPUIAaHUS:

Y ou should not do it. Tebe He ciaeayeT 3TOro Jienath.
He should sign the contract. EMy cnenyer noanucatb KOHTPAKT.
You shouldn't drink so much. Tebe He ciaeayeT MUTh TaK MHOTO.

F) MoganbHbIM  TJ1aroja need HCIIOJB3YCTCA JId  BBIPAXKCHHA OTCYTCTBHUA
HCO6XO,Z[I/IMOCTI/I 1 pa3pClicHus HE OCJIaTh YTO-T100

You needn't do it. OTO MOYKHO HE JIeJIaTh.

You needn't send the letter. He Hy»HO oTIpaBiasiTh TUCHEMO.

I've already done it. 4 ero yxe oTHpaBUIL

Cpaenume:

You mustn't send the letter. DTO MUCHMO OTHPABIIATH HEJIB3S.

2. MopanbHble IJIaroJibl, BBIPAKAIOIMIUE BO3MOXKHOCTb, BEpPOSITHOCTb, COMHEHHE,
MPEANOJIOKEHNE, pa3pelIeHe

a) MonanbHbli riaroi can (popma npoieamero Bpemenu - could) ciyxuT s
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- 8bIpadiCeHUs ymenusi (cnocobHocmu) ymo-1ubo oenams:

I can speak English. S Mory pa3roBapuBaTh MO-aHTJIUNCKU.
Can you type? Th1 ymeenib neyatars?
He could type. OH yMeIn nevaTarhb.

- BLIPANICEHUS. BO3MOJICHOCMU, 3d8UCAUeli Om 00CMOoAMeNbCms, pa3peuleHus,
3anpewjeHust, npocvobl:

You can come at 6 o'clock. Mosxete npuiiTu B 6 4acos.

Can/could you tell me your phone Moxete cka3aTh CBOU TenedOHHBIN HOMEp?
number?

You can't do this. Henb3s 310 nenats.

Ilpumeuanue: npocb0a, BbIpakeHHass ¢ nomolnbio riarona could 3Byuut OGosee
BEXKJIMBO.

- BbIPANCEHUST BOIMONCHOCMU TUDO 8EPOSIMHOCIIU OCYUWECMBAEHUSL MO20 UTU UHO2O
coovimus 6 Hacmoawem aU60 NPouLiom (015 8bIPANCEHUS. BEPOSIMHOCTIU MO20 UIU UHO2O
coObIMuUs 8 NPOULIOM UCNONIL3Yemcs neppekmuas popma enazona):

It can/could be (have been) him. MoxeT ObITh 3TO - OH (OBLI OH).
He could have done it. OH Mor 3TO caeNaTh.
She can't/couldn't have done it. He Mmooxet ObITh, YTOOBI OHA cAeiIaia JTO.

0) Moganbnelii rnaron may (popma mpomenmero Bpemenu might) cuyxur s
BBIPKEHUS

- paspeuienust, npocvObl U 3anpeueHus.:

You may go. Moxere uaru.
May I see your licence? [Toxaxkute, noxanyiicra, Bamu npasa.
May 1 come in? MoxHo BoUTH?

- BO3MOCHOCMU TUOO BEPOSIMHOCMU MO20 UIU UHO20 COObIMUSL 8 HACMOAWeM TUbO
nPOULIOM (8 9MOM 3HAUEeHUU MOOanbHbIl 2nazon may/might ouens O1u3zok no 3navenuio
mooanvHomy enazony can/could, npuuem might coxpansem snauenue monvko
8epOSAMHOCTUL).

He may come. OH, BO3MOkHO, npuet. Unu:

OH, BO3MOXXHO, PUXOUT.

3. O6G0opOTHI peuH, Cay>Kalue 3aMeHOM MOJAJIbHBIM TJIarojiaM

a) O6opor to have (got) to cCiyXuT 3amMeHON MOJAIBHOTO TJjarosia must B
IpomIeeM u Oy IyieM BpeMEeHH:
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They will have to deliver the OHu  AOMKHBI ~ OyAyT  TNOCTaBUTH

equipment within 12 months. obopynoBaHue B TeueHHE 12 MecsIeB
She had to send the letter yesterday. OHa po/pKHa ObLIa OTHPABUTH IHUCHMO
BYEpA.

O6opor to have (got) to uMeeT M CaMOCTOSITENBHBI OTTEHOK 3HAYCHWS,
03HAYAIOIINN BBIHYKJICHHYIO0 HEOOXOUMOCTb!
He has to sign the contract. OH A0JKEH NOJANUCATh KOHTPAKT (€ro
BBIHYJAIOT 3TO ClIeNaTh 00CTOSTENbCTBRA).
6) O6opot to be able to cnyXuT 3aMeHOIl MOJANBHOTO Tiaroja can B OyaylieMm
BPEMEHH M MOXET TaKKe yMOTPeOJSAThCS BMECTO HEr0 B HACTOSINIEM U MPOLISAIIEM
BpPEMEHH:

They will be able to despatch the Onum cmoryr oTnpaBuTh  TOBap B

goods next month. CIIETYIOIIEM MECHIIIE.
We are not able to make a reduction MpbI HE MOXKEM CHU3ZUTH LICHY.
1n price.

B) OGopotsl to be allowed to, to be permitted to Moryr ciayXuTh 3amMeHOMN
MOJAJIBHOTO TJIarojia may:

I won't be allowed to transfer the MHue He pa3pelar nepeBecTy AEHbIH.
money.

r) O0GopoT to be to ,011M3K0 MO 3HAYEHHIO K MOJAJbHOMY TJIaroiay must ¥ CIIy>KUT
IUTSL BEIPAKCHUSI:

- H€06XOOMMOCWZM, 06yCJ106Jl€HH01j OOZOGOPGHHOCWZblO, pacnucanuem, nianom.

Freight is to be paid by the Supplier. ®paxT omaunBaeTcs MOCTABITUKOM.
The flight is to arrive at 2 p.m. Peiic mpuObIBaeT B 1Ba yaca JIHS.

- CMP02020 NPUKA3A U 3aNnpeuyeHusL:
You are not to do it. Byl HE TOKHBI 3TOTO AEaTh.

O6oport to be to yacto ucnonb3yercs npu GOPMyIUPOBKE MOJOKEHUN KOHTPAKTOB U
cornaiienuit (cm. Ypoxk 10):

The equipment is to be delivered OGopynoBaHue A0JXKHO OBITH TOCTABJIECHO B

within six (6) months from the date of Teuenue 1IecTM MecsSleB C MOMEHTa
payment. OILIATEI.
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MPOCTOE BYYIIEE BPEMSI
U IPYTUE CIIOCOBbI BBIPA’KEHUS BY IYIIEIO
(SIMPLE FUTURE TENSE)

1. OGpa3oBanue MPOCTOro OYIYIIErOo BpeMEH!
Ymeepoumenvnuvie npeonoyncenusn:

1-e uyo: will/shall + nHOUHUTUB CMBICTOBOTO TJIAroja
2-e u 3-e auyo: will + "HOUHUTUB CMBICTIOBOTO TJIaroja
Peoyyuposanas gpopma: IT + "HUHUTHUB CMBICIIOBOTO TJIaroJa

I will (I'll) pay cash. S 3annavy HaJTUYHBIMM.

Payment will be made within Omnutata OyzeT npousBeeHa B

two weeks. TEYEHUU JIBYX HEIEIb.

Ompuyamenvnule npeonoiceHus:

1-e uyo: will/shall not + WHQUHUTHUB CMBICIOBOTO
rjiaroJia

2-e u 3-e uyo: will not + ”HOUHUTUB CMBICIIOBOTO TJIaroja

Peoyyuposanas gpopma: will not - won't, shall not - shan't

We will not (won't) open the letter of Mbsl HEe  OTKpoeM  akKKpeIWTUB  Ha

credit next week cieAyrouiei Heaene.

They will not (won't) arrive OHu He nmpuenyT 3aBTpa.

tomorrow.

Bomnpocutenbapie mpeaioxkeHns: 00pa3yloTcs MyTeM MOCTAHOBKHA BCTIOMOTATEIBHBIX
rinaronoB will u shall nepen nognexamnm:

Will they arrive tomorrow? [TpubynyTt onu 3aBTpa’?
When will the goods be Korpa 6yner otmpasiiex ToBap?
dispatched?

2. YnorpebiaeHue mpocToro OyayIero BpeMeHu
[TpocToe Oynyiee Bpemst ynotTpeoisercs:

a) JIys onmucaHus €CTECTBEHHOI'O X012 COOBITHI

Delivery will be made within three IlocTaBka Oynet npousBeeHa B
weeks of payment. TEUEHHE TPEX HEJEIb MOCIE OIIATHI.
The train will arrive at 5 o'clock. [Toe3n mpuOyAeT B MATH 4acOB.

0) st BeIpaxeHus: AeMCTBUN, KOTOPbIE COBEPILIATCS IPU OMPEAEIICHHBIX YCIOBUSIX:
When we receive your confirmation, Korma mbl nonyuum Baiiie moaTBepxacHue,
we will open the letter of credit MBI OTKPOE€M aKKpPEIUTHUB.

I'll meet you tomorrow if I have time. Ecnu y Mens Oyner Bpemsi, s BCTPEUYCh C
Bamu 3aBTpa
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Ilpumeuanue: B aHrinuickom si3pike mociie psga coros3oB (if, when, after, before,
until) B mpuaaTOYHBIX MPEJIOKEHUSIX YIIOTpEOsieTCs He Oyayliee Bpemsi, a HacTosIIee.

3. Apyrue cnocoObl BeIpaXeHHs OyayIIero

a) O0opot to be going to nmeeT 3HaueHUE COOUPATHCS, HAMEPEBATHCSA CAENATh
YTO-TM00, a TAKKE CITYKUT JJISI BRIpOXKCHUS OYIyIIEero BpEeMEHH:

Mr Brown is going to speak about our M-p bpayn coOupaercss TOTOBOpPHUTH O
agreement. HaIlleM COrJalIcHuN.
The test is going to be difficult. Tect, BugumMo, OyIeT TPy IHBIM.
B mucemenHO# peun daie ucnosib3yercs mpocToe Oymyiiee Bpems. B pazroBopHoit
peun mpocToe Oyaylee BpeMs 4acTo BbIpaxaeTcst 00opoTom to be going to.

0) B anrnuiickoM si3bIKe JUIsl BBIpXKEHUs JEUCTBUS B OYIyIlIEM 4acTO MCHOJb3YyeTCs
Hacroslee BpeMs (uawe ececo Present Continuous). B pycCKkOM sI3bIKE JJISI BBIPAXKEHUS
NENUCTBUS B OyAYIIEM TaK)Ke YacTO MUCIOJIb3yeTCsl popMa BpPEMEHH HACTOSIIETO.

CpaBHure:

I am leaving Kiev tomorrow. S yesxaro u3z Kuesa 3aBtpa.
He is arriving from London next week ~ On npues:xaet u3 JIongoHa Ha
CIEYIOLIECH HENEIIE.

B anrmiickoM sA3bIKE€ HACTOsIIEE BPEMS HCIOJIB3YETCS JJIsI BBIPAKEHUS JEHCTBUM B

OyayieM MPUMEPHO B TEX KE CIydasx, YTO U B PYCCKOM s3bIKe (OOBIYHO C TIarojamMu
NBUKEHUA - to go, to leave, to come, to arrive, to start u ap.).

B) O6Gopor to be about to  wucmoge3yercs Il BBIPAKCHHS
OJKaiero Oyaymero:

Our director is about to sign the Ham  gupektop  BOT-BOT  MOJMNMUIIET
contract. KOHTPAKT.

HPAKTHUKA

1. IIpeactaBbte, uto Bbl B JIOHZOHE XOTHUTE OCTAHOBUTHCS B TOCTUHHIIE.
ChopmynupyiiTe cBOM OTBETHI Ha PEIJIUKU KIIEPKA:

Clerk. Good morning, sir. Can I help you?

You. (Ckaxwure, uTo BaM Hy>X€H OJHOMECTHBII HOMED C AyLIEM
(shower), TyaneToMm (toilet) 1 KOHTUHEHTAJILHBIM 3aBTPAKOM HA
OJIHY HEJEIIO)

Clerk. I'm sorry, sir. I'm afraid we have no rooms with a shower
available at the moment.
You. (CrpocuTte ero, MOYKHO JIM CHITb HOMEp C BAHHOM)
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Clerk. Let me see ... Yes, there are some rooms.

Vou. (CrpocuTe CKOJIBKO CTOUT TAKON HOMED)

Clerk. 20 pounds a night.

You. (Copocure, HET 11 y HEro OoJiee AenieBbiX (less expensive)
HOMEPOB)

Clerk. I'm afraid not. It's the cheapest

You. (Cpocute HET 1 MOOIM30CTH 00JIee EMIEBOTO OTEIs)

Clerk. You may try the Northern Star Hotel. It's near the station in
Davies street.

You. (IToGnaromapure Kiepka).

2. Tlpeacrasbre, uto Bbl paboraete odunmantom B pecropane B Kuese. Bamm
KIIUEHTHI - OM3HECMEHbI U3 AHIIIMU. BeImomHuTe cneayronye 1eicTBus:

- TIONPUBETCTBYWUTE WX Ha AHIJIMICKOM $I3bIKE U TPEAJIOKUTE MM MECTO BO3JE
aKBapUyMa;

- IPEUIOKUTE UM MEHIO;

- CIIPOCHTE UX, YTO OHM XOTST Ha-TiepBoe, Ha-BTopoe. IlopexoMenayiite um

Kakoe-HUOYy/Ib YKpauHCKoe OJI10/10;

- CIPOCHTE Y HUX, HE XOTAT JIM OHU YeTrO-HUOYAb BHIHTb.

3. Bbl pabotaere B areHTCTBE 10 Mpokaty MamuH. ChopMynupyite CBOU OTBETHI Ha
PEIIMKY KIIMEHTA:

You. (ITompuBetctByliTe kKinenta. Ciipocute, ueM Bbl MoxeTe OBITh
€MY IIOJIC3HBI)

Customer. Good evening. I'd like to hire a car.

You. (Crpocurte, Kakoil THI MAIlIMHBI EMY HYKEH U Ha CKOJIBKO

BPEMEHH )

Customer. A hatchback for a week.

You. (ITormpocute y HETO €ro BOJUTENLCKHUE MTPaBa)

Customer. Yes. Here you are.

You. (ITompocuTe ero omIaTUTh IPOKAT MAIIUHBI IPSIMO ceilyac)

Customer. How much is it?

You. (HazoBuTe 11€HY, MOMIPOCHUTE €T0 OCTABUTH YTO-JTMOO B
3aJIor (to leave a deposit))

Customer. Here's my credit card.

You. (ITo6bnarogapure ero. [loxenaiite eMmy IpUSITHOTO MyTH).

4. [IpounTaiiTe NpUBEICHHBIA HUXKE TEKCT U MOMBITAUTECh OTBETUTH HA AHTJIUHCKOM
SI3bIKE HAa BOMPOC, KAKO€ W3 BPEAHBIX BO3JACUCTBUI aBTOMOOWJIBHOTO TpPaHCIIOPTA
aBigeTcs no Bamemy MHeHUI0 Hanbosee OMacHbIM JIJIsl OKPY>KaIOIIeH Cpelibl U TIoYeMy.
Kakune myTu yMeHbIIEHUSI BPETHOTO BIUSHUS Bbl MOXKeETE NpeAIOKUTD?

Motor transport is one of the major contiributors to pollution in the world today. The
different forms of motor transport are the main source of nitrogen dioxide and carbon
monoxide, which are major pollutants of the urban environment, and are responsible for a
quarter of all emissions of carbon dioxide, one of the greenhouse gases.
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The adverse effects of pollution on human health and the state of buildings are most
acute in urban areas where most people live. These are also the areas most seriously
affected by noise and vibrations.

5. CocTaBbTe MUCHMO-3AIIPOC B aJIPEC AHTTTUNUCKON KOMITAHUH:

- coobmure, rae Bbl mpouuTanu pekiamMy O MPOM3BOAMMBIX ASTOM KOMITaHUEH
MYCKHX KOCTIOMax (men's suits);

- HanmumwTe, 4To BBl X0Tenmu OBl 3aKynmuTh MAPTHI0 MYXCKHX KOCTIOMOB B
konuuectse 200 mTyK;

- y3HalTe ux cTouMOCTh Ha ycnoBusix noctaBku CIF Opecca; - coobmmTe B muchMe,
4yTO, €ciau Bac ycTposT 11eHa U KauecTBO KOCTIOMOB, BbI B JanpHEMIIEM CMOXKETE AENaTh
OOJIBIIINE 3aKa3bl;

- MIOMPOCUTE JJaTh OTBET KAaK MOKHO CKOpEe.

6. IlpounTaiiTe W mnepeBeaUTE HA POJHOM S3BIK TEKCT, KACAIOLIMICS NapKOBKH
aBTOMOOMJIEH B LICHTpaJIbHOM yactu JIoHg0Ha:

If you have heard that driving in central London is difficult, just wait till you try to
find somewhere to park. If you park illegally or run over time on your parking-meter, you
will get a parking ticket on your windscreen, demanding a 30 pound fine (or more). Even
worse, your car may be immobilised by a wheel-clamp; follow the instructions to the
Payment Centre, where you must pay 38 pounds to get the clamp removed, plus a parking
fine. You may have to wait several hours to recover your vehicle. For serious parking
offences, vehicles may be towed away and impounded. To retrieve your vehicle you have
to go to a Payment Centre and pay a 105 pound tow-away fee and 12 pound storage for
each day your car has been kept in the pound.

7. Hailimute a pacnoJIOKEHHOM HMXKE NPSMOYTOJbHUKE HAUMEHOBAHUE NIECTH
Pa3JIMYHBIX BUJOB BPEMEHHOIO XUJbd B AHIIIMU U AMEpUKE, Ha3BaHUS JIBYX KPYIHBIX
ceTell TOCTUHUII U PECTOPAaHOB, HAMMEHOBAHUE HIECTU PA3JIMYHBIX TUIOB MPEANPUSITUN
oO1ecTBeHHOTrO nuTaHus B AHriuu u Amepuke. (CioBa pacrnoioKeHbl B BEPTHUKAIBHOM,
TOPU30HTAJIBHOM W JMAaroHaJbHOM HaIpaBJiICHUSX, CJI€Ba HAMpaBO M CIpaBa HaJEBO,
CHHU3Y BBEpPX U CBEPXY BHU3).

NOPRS AD KLMT N S
BCINOTAIREHS A O
P OHS D OO FTS A F B
T NARUAT SER F L K
NRBHDTS S LPE K D E
I AYOOXE DKR A O P
PBNMNTOMLOE ML
DKABOU CEDIET R L K
OCFMT GH LI S B E 1
NAJKL OMNNGD T G
ANPPI RS NTHU N S F
ES MTOHGN IDR A O B
XBYSRENNIDDHM
Z MNWS ET UNUZB E K N
T OUuUPI ZD CHA B L O
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TEKCT JUIA YTEHUA

Australia

Australia lies to the south-east of Asia, between the Pacific and Indian oceans. It is
the world's smallest continent which is almost completely surrounded by ocean expanses.
Its total area is 7,682,300 sq.km.

The continent of Australia is divided into four general topographic regions: a low,
sandy eastern coastal plain, the eastern highlands, the central plain, and the western
plateau. Although Australia has a wide diversity of climatic conditions, the climate of
Australia is generaly warm and dry, with no extreme cold and little frost It changes from
comfortably mild in the south to hot in the central interior and north.

The total population in 1986 was about 16 nun people with the average population
density of about 2 people per sq.km. Most Australians are of British or Irish ancestry.
More than 99% of the population speaks English.

The capital of Australia 1s Canberra. Australia has a federal parliamentary
government. The Australian federation was formed on January 1, 1901, from six former
British colonies, which thereupon became states. The Australian constitution combines the
traditions of British parliamentary monarchy with important elements of the US federal
system. Powers of the federal government are enumerated and limited. The government
consists of the British sovereign and the Australian Parliament.

Australia is the world's largest wool producer and one of the world's largest wheat
exporters. The main sources of foreign earnings are wool, food and minerals which also
provide raw materials for home processing industries.

New Zealand

New Zealand is situated in the southwest Pacific Ocean on two large islands: the
North Island and the South Island. Its total area is 268,112 sq.km.

Less than 1/4 of the territory of the country lies below the 200 m contour line. The
South Island is significantly more mountainous than the North Island. New Zealand has a
temperate, moist ocean climate without marked seasonal variations in temperature or
rainfall.

The total population in 1986 was about 3.3 mln people with an average population
density of about 12 people per sq.km. About 85% of the population is classified as
European. Most of them are of British descend. English is the universal language.

The capital of New Zealand is Wellington. Like the United Kingdom, New Zealand is
a constitutional monarchy. Officially the nead of the state is the British Queen (or the
King) whose representative, the governor-general, is appointed for a five-year term. The
government of New Zealand is democratic and modeled on that of the United Kingdom.

The economy of New Zealand has traditionally been based on pastoral farming. The last
decades have seen a large expansion in light industries. New Zealand draws many
thousands of tourists to its shores because of the beauty, diversity, and compactness of its
natural attractions.
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Ilposepvme ceba:

1. What kind of climate is there in Australia?

2. Who is the head of the state in New Zealand?

3. What are the main branches of the Australian economy?
4. How many states does Australia consist of?

5. What is the capital of New Zealand?

TECTBHBI
A. BcTaBbTe COOTBETCTBYIOIIYIO (POpMY HH(PUHUTHBA B CIACAYIOUINE MPEATOKEHUS:
He speaks English well. He must have studied it for a long time.
They are laughing. They must be having a good time.

. Nobody answered the phone. They must out. (go)

. The line is busy. He must the phone, (use)

. You made a long distance call. It must expensive. (be)

. I need more money. I should my job. (change)

. I got the wrong number. [ may incorrectly. (dial)

. What is he doing? He should _____the report. (type)

. Mr Smith didn't return my call. He might__ busy. (be)

. I couldn't make my call. Imust _____to put a coin at the slot. (forget)
. There is somebody in the office. It might Miss Cooper, (be)
10. You've given me a letter. Shall I 1it? (send)

11. He is out. He must his dinner, (have)

12. There were five of them. It must one of them.(be)

O 00 1O\ A~ W=

B. IlepeBenute Ha aHTTTUHUCKUHN, S3BIK TIPEIIOKEHUS C UCITOIB30BAHUEM TTOIXOISIIUX
110 CMBICJTY MOJIAJIbHBIX TJIaroJIOB:

. MoxHo nocMoTpets Bamu nipaBa?

. IlmatuTte ceigyac?

. BBl MOXXeTe 3anaTuTh mo3XKe.

. TebGe He cnemyeT Tak MHOTO €CTh.

. EMy He cnenmyeT ynoTpebsTh aaKkorob.
. Te1 ymeemnb yntaTh?

. Mo>KHO HaM 3aKa3aTh I1aBHOE-0JIF010 Mo3XKe?
. DTO HaBepHSKa ObLT OH.

. DTO MOTJIH OBITH OHH.

10. Ts1 momxeH cnenaTh 3TO IPSIMO ceiyac.
11. DTa Berb MOXKET ObITh OUYEHD LIEHHOIA.
12. On, HaBepHOE, CIIHUT.

O 01NN K~ Wi~
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C. IlepeBenuTe Ha aHIVIMUACKUN A3BIK MPEIJIOKEHUS C HUCHOJIb30BAaHUEM (opM
POCTOro OYyIIETr0 BpEMEHH JINOO IPYTUX CIIOCOOOB BhIpAXKEHUsS Oy IyIIEro:

. Omutara Gynet mpousBeeHa MyTeM OTKPBITHS aKKPEIUTHBA.
. Ecnin 00pasiibl y1oBIETBOPAT HAIllU TPEOOBAHMS; MBI cliejaeM OOJIbIION 3aKa3.
. OH coOupaeTcsi yCTaHOBUTb KOHTAKTHI C MOCTaBUIMKAMH.
. Menemxep BOT-BOT NOJIOUIET.
. IToe3n mpubynet B 5:30.
. M-p bpayH ye3xaer 3aBTpa.
. 51 mompITarOCh ClIEeNIaATH ITO.
. Korzia ona npwuiizner, To HareyaTaeT nuchbMo.
. 51 cobuparocs 06cyauts ¢ Bamu nieny ToBapa.
10. Kak 6yneT nmpou3BoaAUTHCA oriaTa’?
11. Korga on npuesxaet B Kue?
12. 51 moaroToBir0 MUCHMA.

O 001NNk W=
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LESSON 6

AT THE COMPANY OFFICE

TeMbl M cUTyalnuu:

I'pammaruka:

TekeT 191 YTEHUSA:

Ha dupme (3nakomcmea c¢ ¢upmot,
oocydicoerue niaHo8 oanvHeluel
pabomui). Ilucemo-npennoxenue. Jlyx
opraumzaiuu.  DopMmbl  OpraHu3alnuu
ousHeca.

e [IpocToe HacTosIEee BpeMsI.

* BonpocurenbHas u oTpuLaTEIbHAS
(GhOpMBI TPOCTOTO HACTOSIIIIETO

BpPEMEHHU.

TeaTpsl U pa3BiaedeHus] B AHTIIUU.

AUNAJOT

Mr Klimenko is at the office of Continental Equipment. He is having an appointment

with the managers of this company.
- Good morning, gentlemen! How are you?

- Fine, thanks. And how are you gettingon?

- Very well, thank you.

- Let me tell you about our company. As
you know, Mr Klimenko, we produce
processing equipment. Our firm consists of
6 departments: Production, Sales, Export,
Financial, Personnel and Research &
Development. The last one is the newest at
the company. It was created five years ago...
We are managed by the Meeting of the
Shareholders and the Board of Directors.
Earlier the Chairman of the Company was
one of the senior partners, but now it is Mr
Rogers, as you know. Currently we employ
about 1,600 people. Our turnover is more
than £300 million.

- You will work with our Export
Department. We export our equipment to 5
countries. We also have two subsidiary
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- Hobpoe yTpo, rocnioga. Kak

MOXKHUBaETE?

- Cniacu60, xoporio. A Bei?

- Hopmainbho, 6:1arogapro Bac.

- Ilo3BonpTe MHE pacckazath 0 (upme.
Kak Bwpi 3naere, m-p Kiumenko, wbl
MPOU3BOIUM TEXHOJIOTUYECKOE
obOopynoBanue. Hama ¢gupma cocrout us
0 OTAENIOB: MPON3BOCTBEHHBIH,
TOPrOBbIM, 3KCIIOPTHBIA, OTHAEN KaJpOB U
OT/AEJl  HAy4YHO-UCCIENOBATEIbCKUX U
OMBITHO-KOHCTPYKTOPCKUX pabor.
[Tocnenuuii n3 HUX camMbli HOBBIM. OH
OblT co3dgaH MATh JieT Haszafd... Hame
PYKOBOJICTBO - 3TO COOpaHUE aKIMOHEPOB
U COBET IUpeKTopoB. Panee mpe3upeHTOM
bupMbI OBUT OJMH U3 CTAPIIUX
KOMIIAaHBOHOB, a Temepb 3TO, Kak Bam
u3BectHo, M-p Pomxepc. Ha dupme

3aHsTo okoino 1 600 wuenosexk. Ham
obopotr coctaBmsier Oosee 300 wmiH
(byHTOB.

- Bwr  Oymere pabotath ¢ HammMMm

AKCHOPTHBIM OTAEIOM. MBI
IKCIIOPTHPYEM OOOpyAOBaHUE B 5 CTpaH



companies in Holland and Germany with
headquarters in those countries.

- Are they your subsidiaries or branches?

- They are our subsidiaries. Each company
trades under its own name. We are looking
for new partners in Eastern Europe as well,
as we would like to expand our activities.
That's why Mr Cartwright went to Kiev to
establish personal contacts with your
company. Have you read all our
correspondence with your Director?

- Yes, I think so. We investigated your
business proposal thoroughly.

- Have you got our price-lists and
catalogues with you now or shall I ask Miss
Elliot to bring a copy?

- Thank you, but I have them with me as
well as copies of your letters. I expect to
make the Draft Contract here, maybe by the
end of this week, and to conclude the
Contract with you after discussing it with
my Director by phone.

- All right. Let us get down to business.
Today and tomorrow we were going to talk
about terms of payment and delivery.

- Right. And the day after tomorrow we'll be
talking about packing and transportation.

- Then I plan to go to London for three
days. As you know, there will be an
exhibition. Will you join me?

- Yes, with pleasure. It would be very
helpful for the purpose of my visit.

- I hope so. And after that you'll have
enough time for a visit to oul-fectory and to
go sight-seeing!

- That suits me fine. I expect to submit the
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mupa. Kpome Toro, y Hac ectb JBe
nouepHue ¢upmbl B lomnannuum  u
['epManun co mTab-KBapTUpaMu B ITHX
CTpaHax.

- Tak 23TO poYepHHE KOMIAHUHU WU
bunuane?

- Oto nmouepuue ¢upmbl. Kaxnas u3 HEX
UMEET CBOE COOCTBEHHOE Ha3BaHHe. Mbl
TaKXe UIIEM HOBBIX MapTHEPOB B
Bocrounoii EBpome, TOCKOJNBKY MBI
xotenu Obl pacmupuTh cdepy Hamen
nearenbHocTH. [loatomy M-p Kaprpaut
noexam B Kwues, 4ToOBI yCTaHOBUTH
JUYHBIE KOHTAKThI ¢ Bameit ¢upmoii. Be
YUTAIU BCIO HAILY

KOPPECHOHAEHIINIO c Bammum
JTUPEKTOPOM?
- Hymaro, uyro pmga. Msl THIATEIBHO

nu3yuuiau Baiie nenoBoe npeioxKeHue.

- Y Bac ¢ cob6oii Hamm npencKypaHThl U
KaTaJIOTU WJIA 51 TOMPOITY MHUCC DJUTHOT
MPUHECTH UX croaa’?

- Cnacu6o0, oHH y MEHS C OO0 BMECTE C
konusiMu Bamux nmmcem. /[ymaro, 4TO MbI
COCTaBUM TMPOEKT KOHTPAKTA 3/1€Ch, OBITH

MOXET, K KOHIy OTOM HeIenud, a
OKOHYATEIbHO 3aKJIIOYMM KOHTPAKT C
Bamu nmocine ero oOcyxaeHus 1o

TeneOoHy C MOUM JTUPEKTOPOM.

- Xopomo. /[laBaiiTe mnepenieM K AEny.
Ceromnsi 1 3aBTpa Mbl OOCYJIUM YCJIOBHS
OIUIATHI U JOCTABKH.

- Xopoio. A mocne3aBTpa moroBOpuM 00
YIIAKOBKE U TPAHCIIOPTUPOBKE.

- 3arem s muaHupyro noexatbh B JIoHmOH
Ha 3 mua. Kak Bam usBecTHO, Tam Oyner
BbICTaBKa. Bbl npucoeIMHUTECH KO MHE?

- Ha, ¢ ynoBonbcTBHEM. DTO Kak pa3
COOTBETCTBYET LIEJIU MOETO BU3UTA.

- Hanerocs, uto tak. A nocnie atoro y Bac

Ooyner JIOCTATOYHO BpEMEHHU TUTS
MOCEIIEHNS HaIIMX MPOU3BOJCTBEHHBIX
IIOMEILEHUI 51 0CMOTpa

JOCTONPUMEYATETbHOCTEN.
- Mens st0 ycrpauBaer. M A Hameroch



Draft Contract to my Director by fax not
later than next Wednesday.

nepenarb  MPOEKT
JTAPEKTOPY MO
CIIEIYIOLIEN CPENbI.

KOHTpAaKTa
dakcy He

MOEMY
MO3XKe

SI3BIKOBBI KOMMEHTAPUN

company,  firm,  group,
corporation, association

organization,

department

production

sales

export

financial

turnover

research

development

subsidiary company
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- (hupma; o TFOASAX, 3aHUMAIOLITUXCS
KYIUICH-TIPOAAXKEN,  PaCIpPOCTPAHEHUEM
TOBapOB OKa3aHUEM YCIYT

- 1) ornen, otnenenue; 2) ynpasi€HUE,
JenapTamMeHT, HanpuMep: factory
department - TpOMBILIIICHHOE
yrIpaBiieHue; 3) 1eX, MarasuH, Halmpumep:
fancy goods department - TaaHTEpEHHbBIN
Mara3uH

- MPOU3BOJICTBO, U3TOTOBJICHUE,
NPOAYKIUS; mass production — MaccoBoe
MPOU3BOJACTBO, production and
consumption - IpOU3BOJICTBO U
noTtpebnenune, mode of production
cnocod mpowusBojacTBa. I[IponsBoaHbie:
productive - IPOYKTUBHBIH,
3¢ (HEKTUBHBIN; productivity -
POTyKTUBHOCTh

- cOBIT. IMeeT menblit psn

MPOU3BOJIHBIX: salesgirl - mpoaBIIKIIa,

- JKCHOPT; export policy - >KcHOpTHas
NOJIUTUKA. AHTOHUM: Import -

UMITOPT

- ¢puHaHCOBBIN; financial (fiscal) year

- (puHaHCOBBIN (OTUETHBIN) rox; financial
standing - puHAHCOBOE MOJIOKEHNE

- 1) obopor; turnover of capital - 060poT
KanuTana. 2) TeKy4ecTh; labour turnover -
TEeKy4eCTh pabodeil CHITbI

- wucciaenoBaHue; Research Institute
HAyYHO-UCCIICIOBATEILCKUA  WHCTHUTYT.
R & D (Research & Development) -
HUOKP (nay4HO-UCClEIOBAaTEIbCKUE U
OMBITHO-KOHCTPYKTOPCKUE PAOOTHI)

- pa3BUTHE, POCT, OCBOEHHUE,

paspabotka; developer - pa3pabOTUUHK.
London developed into a great city. -
JlonaoH pazpoccs B 00JIbIIION TOPOSI.

- mouepHss Gpupma, riae



branch

Meeting of Shareholders
(Stockholders)
Board of Directors

COVV@SPO”ZCZ@HC@

business proposal

contact

Draft (of) Contract

fo join

Cnosa u evipasricenusn no Teme:
How are you getting on?

How are you feeling today?

How are you keeping these days?

XOJIIUHIOBas/pOAUTENBCKAS ~ KOMITaHUS
BlIazeer  Oojgee  uyeM  IOJIOBUHOMU
HOMMHAJIbHOU CTOUMOCTH ee
aKIMOHEPHOr0 KalmuTajla U KOHTPOJIUPYET
cocTaB coBeTa JIUPEeKTOpoB. CHHOHMMBI:
subsidiary, affiliate

- (punman, oTneneHue (MECTHBIN oduc umu
MarasuH, COCTaBJIAIOIIAI 4YacTh OOJIBIIEH
OpraHM3alii C THaBHBIM o¢ducom B
JIPYTOM MECTE)

- coOpaHue aKIMOHEPOB

- COBET IMPEKTOPOB (MpaBJIEHHUE). Y CIOBA
board MHOTO 3HaYEHHII:

Examination Board - »>Kx3aMeHaliioHHas
Komuccus, keyboard - knaBuatypa

- KoppecnoHieHnus, nepenucka. Ocoboe
3HaUeHHWEe B OU3HECE MMEET CJIOBO
correspondent - 0OaHK WX JIPyrou
(UHAHCOBBI HMHCTUTYT, OKa3bIBAIOLIUI
YCIYTM TaKoOMy K€ YUYPEXKACHUIO Ha
pbIHKE ” WM TEPPUTOPUHU, K KOTOPHIM
MOCIICTHU I HE AMEET JIOCTyIA.
Correspondent account -
KOPPECHOHAEHTCKHAN CUET

- nenoBoe mnpeoxkenre. CHHOHUM: offer.
To propose (to offer) smth to smb -
npearatb KOMy-TO 4TO-TO

- KOHTakT, CBs3b. CHMHOHMUM TJarona fo
contact - to get in touch. Hampumep:
Please contact Mr Smith. - CBSXKUTECH,
noxanyucra, ¢ M-poM CMUTOM.

- TPOEKT KOHTpakTa. Draft - TPOEKT
TEKCTa JOKYMEHTA

- COEJIUHSTh, TPUCOEAUHSATHCS.
[IpunararenpHoe joint 4acTo
ynoTpeOsieTcst B TepMUHAX: joint account
- 00BCOMHEHHBIA cUYeT, joint, stock
company - aKIMOHEpPHas KOMIIaHUs, joint
venture - COBMECTHOE MPEANPUITHE

BbIpakeHus u3 cepun: Kak nena?
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to establish personal contacts
to investigate thoroughly
to go sightseeing

that suits me fine

to establish a business

to run a business

to close down a business
to form/set up a company
to register a company
listed company

unlisted company

headquarters

deputy

permanent or temporary staff
staffing

recruitment

to hire

to fire

VY CTaHOBUTH TMYHBIE KOHTAKThI
THIATENBHO U3YYUTh

OCMaTpUBAaTh
JOCTONPUMEYATEILHOCTH

ATO MEHS YCTpauBaeT

OTKPBITh JI€J10, KOMIIAHUIO, OU3HEC
BECTH JIEJI0, YIPABIATH OM3HECOM
3aKPBITH JI€10, KOMITAHUIO, PUPMY
CO3/1aTh/yuypeauTh KOMIaHUIO
3apeTrUCTPUPOBATH KOMITAHHUIO
KOMITaHHUSI, YbW aKIIUH KOTHPYIOTCS
Ha OMpKe

KOMITaHHUSI, YbW aKIIMH HE KOTUPYIOTCS
Ha Oupxe

mTad-KBapTHpa

3aMeCTHUTEIb

IIOCTOSIHHBIN WJIM BPEMEHHBIN IITAT
no00p U pacCTaHOBKA KaJIpOB
Habop mTara

HaHUMAaTh Ha pPaboTy

YBOJIBHATH C pabOThI

JUHTBOKOMMEPYECKHN KOMMEHTAPUI

[Incemo-nipenioxeHne

[TucbMOM-TIpeISIOKeHHEM TTOCTaBIIUK (the Supplier) 0ObIYHO OTBEYAET HA MUCHMO-
3anpoc. OTBevass Ha 001U 3aMpoc, OH OJAroJapuT 3a MPOSIBICHHBIN UHTEpEC U OOBIYHO
npujiaraeT NperucKypaHThl (price-lists), katanoru (catalogues) Wiau yCIOBUSI THUIIOBOTO
norosopa (Typical Contract). OTBET Ha ClELMANbHBIN 3alpOC NPELYCMATPUBAET OTBETHI

(Offer)

Ha BCC BOIIPOCHI IOTCHUIUAIILHOI'O KIIMCHTA.

Cmpykmypa nucoMa-npeonoHceHus:

1.IloBox HarTMcanMs.

2.0T1BETHI HAa BOIIPOCHI NOTEHIIMAIBHOIO 3aKa34HKa.

3./lonoaHUTEIbHBIE PEIIOKEHUS.

4.BpIpaykeHHEe HaJexk bl HA 3aKa3.

OtBeyass Ha BOMPOCHI, CIEAYET AaTh TOYHOE OMUCAHME TOBapa, MO BO3MOKHOCTHU
COIIPOBOJIUTH €ro (hoToMarepragaMu W/ Ui pUCYHKaMH u/uiv oopasuamu (samples). [lpu
ONPENEIICHUHN LIEHBI (price) YYUTHIBAIOTCS BO3MOXKHBIE CKUIKHU (discounts). OTAEIbHO

penaoTcs BOIPOCHl pacX0/10B HAa YIAKOBKY (packing), TpaHCIIOPTHBIX PACX0I0B
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(transportation costs), YCIOBUH TIOCTaBKHU (terms of delivery) m omnatel (terms of
payment).

[TucbMa-npeyioKeHUsT MOChUIAIOT Takke 0€3 MpealIecTBYIOIEro 3ampoca, eciu
MOCTABIIMK EJAET MPUBJICYb BHUMAHUE NMOTEHUMAIbHBIX KIMEHTOB WJIM HAWTH HOBBIX
3aKa34YMKOB HAa KOHKPETHBIE MPOAYKTHI (special products) Win UX acCCOPTUMEHT (range).
TBepaoe mnpennoxxkenue (firm offer) npeaycMaTpuBaeT 0cCOObIE YCIOBHS, HalpuMeEp,
KOHEYHBI CpOK (deadline) moilydeHMs] 3aKa3a U CHCTEMY CKHJOK B 3aBUCUMOCTH OT
KOJIMYECTBA TOBApPa U APYTUX YCIOBHIA.

OO0pa3zen nucbMa-npe10KeHus
(Sample Letter of Offer)

Mr. Fred North
Purchasing Manager

Broadway Autos
November 11, 19

Dear Mr. North,

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 a new line of batteries that
fit your specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A Plus.
This product combines economy, high power output and quick charging time and is
now in stock.

I enclose a detailed quotation, specifications and delivery terms. As you will see
from this, our prices are very competitive. I have arranged for our agent Mr. Martin of
Fillmore S.A. to deliver five of these batteries 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 Artemis 66A Plus performs as welt as any of our competitor's product and, in
some respects, outperforms them.

If you would like further information, please telephone or telex me! my extension
number is 776. Or you may prefer to contact Mr. John
Martin of Fillmore S.A. in M__ : his telephone number is
01 7799 02.

1 look forward to hearing from you.

Yours sincerely,
Fred Stock

Kauine n BBIPA’KCHUA ITUCbMA-TIIPECIIOKCHUS

K n.l:
- We were pleased to learn your interest in... - Ham Obl10 npusTHO y3HaTh o Bamiei
3aMHTEPECOBAHHOCTH B ...
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- We are most pleased that you want to buy... -Mbl 0O4€Hb JOBOJBHBI, UTO Bbl MOXKEIATN

KYIUTD ...
- We are glad to say that we can reserve you ... - Mbl paabpl COOOIIUTH, YTO MOXKEM
OCTaBUTh 32 BaAMH ...

- It is good of you to take so much interest in our work ... - bbi0 oueHb J11006e3H0 ¢ Barmei

CTOPOHBI ITPOSIBUTH TAKOW MHTEPEC K Hallei padorte ...

- We take pleasure in sending you the desired samples and offer... - C yn10BOIbCTBHEM
MOChIJIA€M BHIOpAHHBIE BaMU 00pa3Ilbl U IPEIJIArae ...

- As to your inquiry of... we are informing you that... - Ha Bam 3ampoc oT... MbI cooOmiaem
Bawm, ato

Kn. 2:
-We enclose our catalogue with the latest price-list. - Mbl npuiaraeM Hall KaTajor C
HOBEHUIIIUM MPEUCKYPAHTOM.
- Our detailed catalogue will demonstrate the wide range of our products. - Ham
NoAPOOHBIN TPEHCKYpaHT yOSIUT Bac B pa3HOOOpa3Uu HAIIEro aCCOPTUMEHTA.
- Our proposal is valid till... - Hamie npeainoxxeHue 1eMCTBUTEIBHO [0 ...
- We deliver our goods on CIF terms. - Mbl noctasisieM Ha ycnoBusix CU®.
- The price covers packing and transportation expenses. - lleHa BKJIIOYAeT YIIaKOBKY U
TPAHCIIOPTHBIE PACXO/IbI.
- We can give you a 5 per cent discount. - Mbl MOXEM MPEIOCTABUTH BaM S5 % CKUJKY.
- As you can see from our price-list, our prices are at least 3 % lower than market prices.
- Kak BMAHO W3 Hamlero mpercKypaHTa, HAlld LIEHbl MO KpaiiHed Mepe Ha 3% HUKe
PBIHOYHBIX.

K n. 3:
- I especially call your attention to... - 51 ocobeHHO oOpararo Balie BHUMaHHUE Ha...
- Besides the above mentioned goods our company also produces(see ...) - Kpome
YIOMSIHYTBIX BBIILIE TOBAPOB Hallla (hupMa MPOU3BOJUT TAKKE (CM....)
- The model... will meet most of your requirements. - [I[ns Baliux 1ejaend Bam Jydllle BCETO
HOJ0NUAET MOJEID ...

Kn. 4:
- We ask you to consider our proposal once more and let us know if we can expect your
order. - MbI IpocuM Bac erie pa3 o0CyAuTh Hallle MPeJI0KEHNE U COOOIUTH HaM, MOKHO
JI pacCYMTHIBAThH HA TIOJyYCHHE 3aKa3a.
- lencourage you to order as soon as possible as the quantity of this product available at
our warehouse is limited - 51 mpoury Bac ObicTpee 0hOpPMHUTH 3aKa3, TaK KaK KOJMYECTBO
ATOTO TOBapa Ha CKJIAJe OTPAHUYCHO.
- We would appreciate if we get the order from you as soon as possible. - Mp1 OblIN OB
OYE€Hb Pajibl MOJYYUTh OT BAC 3aKa3 KaKk MOXHO CKOpee.
- If you are not happy with our proposal please let us know why. - Ecnu Bac He
yCTpauBaeT Hallle MPEAJI0KEHUE, POCUM COOOIIUTh HAM O IPUYKHE.
- We are looking forward to hearing from you soon. - C HETEpIIEHUEM KIAEM OTBETA.
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The Spirit of an Organization
(Iyx opeanuzayuu)

Adapted from Peter Drucker

Two sayings sum up the "spirit of an
organization." One is the inscription on
Andrew Carnegie's tombstone:

Here lies a man

Who knew how to enlist
In his service

Better men than himself

The other is the slogan of the drive to
find jobs for the physically Handicapped:
"It's the abilities, not the disabilities, that
count."”

Management by objective tells a
manager what he ought to do. The proper
organization of his job enables him to do it,
but it is the spirit of the organization that
determines whether he will do it or not. It is
the spirit that motivates, that calls upon a
man's reserves of dedication and effort, that
decides whether he will give his best or do
just enough to get by.

It 1s the purpose of an organization to
"make common men do uncommon things"
- said Lord Beveridge. No organization can
depend on genius; the supply is always
scarce and always unpredictable. But it is
the test of an organization that it makes
ordinary human beings perform better than
they are capable of, that it brings out
whatever strength there is in its members
and uses it to make all other members per-
form better. It is the test of an organization
that it neutralizes the weaknesses of its

"The Practice of Management"

[lonsATHE «1yX OpraHU3alAn» MOYKHO
NOJBITOKUTh JIBYMSI BBICKA3bIBAHUSIMHU.
OAHO U3 HUX 3TO HAANUCh HA MAMATHHUKE
Ouapro Kapueru:

31ech JEKUT 4YeJIOBEK, 3HAIOIIWM,
KaK TpHUBJIeYbh K cede Ha paboTy Jonei,
JY4IIUX, Y€M OH CaM

Jpyrum OyaeT JIO3yHT
OOYIUTEIIBHOTO MOTHBA ITOMCKa pabOTHI
JUTSL MHBAJIUIOB: «JIJIs HaC Ba’KHBI TOJILKO
CIIOCOOHOCTH, a HE HECIIOCOOHOCTH .

PykoBoscTBO (UPMBI CTaBUT Tepen
MEHE/DKEPOM  OIPENICIICHHBIC 3a/Jaydl B
COOTBETCTBHUHU C IIESIMH, CTOSIIIHUMH ITEPE]T
Hero. Xopolas opranu3anys padoThl 1aeT
€My  BO3MOXXHOCTh WX  BBIIIOJIHHTE.
OpaHako MMEHHO JyX OpraHh3auuu
OTIPEJICIISACT, BBHIMOJHUT OH WX WIIM HET.
VIMEHHO AyX MOTHBHUPYET U OJIMIIETBOPSET
O0CBOOOXKICHUE YCIIOBEUECKHX PECypCOB,
BIOXHOBIISIET, HaIpaBJsIeT YCHUTHS
YyeJIoBeKa M B KOHEYHOM HUTOTE pEIaeT,

OyZeT 71U OH <«BBIKJIQJbIBATHCA» WIIU
CIeJIaeT POBHO CTOJBKO, YTOOBI
OTZIETIAThCS».

[lenp  opraHu3auuu  «3aCTaBUTh

OOBIYHBIX JIIOJEH JenaTh HEOOBIYHBIC
Bemn» (3Ta ¢pasa MPUHAIICKUT JOPAY
besepun-xy). Hu ogHa u3 opraHusanuit
HE MOJXKET TMOJaratbCsi Ha TEHHEB, - HX
NpEeJIOKEHHE  BCErja OrpaHu4YeHo U
Hernpeackazyemo.  OnHako  TecT  Ha
OpraHU3ALMIO 3aKII0YAETCs B TOM, YTOOBI
3aCTaBUTh OOBIUHBIX JIIOAEH paboTaTh
Jy4yllie, YeM OHU MOTYT, TOJHOCTBIO
peann3oBaTh JOCTOMHCTBA BCEX €€ YWICHOB
W WCIOJIb30BaTh MX TaK, YTOOBI BCE
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members.

Altogether the test of a good spirit is
not that "people get along together"; it is
performance, not conformance. "Good
human relations" not grounded in the satis-
faction of good performance and the
harmony of proper working relations are
actually poor human relations and result in
poor spirit. They do not make people grow;
they make them conform and contract. I
shall never forget the university president
who once said to me: "It is my job to make
it possible for the first-rate teacher to teach.
Whether he gets along with his collegues or
with me - and very few really good teachers
do either- is irrelevant. We certainly have a
collection of problem children here - but,
boy, do they teach." When his successor
substituted this for a policy of "peace and
harmony," both the performance and the
spirit of the faculty rapidly went to pieces.

There are five areas in which practices
are required to ensure the right spirit
throughout management organization.

1.There must be high performance
requirements; no condoning of poor or
mediocre performance; and rewards must be
based on performance.

2. Each management job must be a
rewarding job in itself rather than just a step
in the promotion ladder.

pabotanu Oonbie u gyuiie. [Tokazarenem
XopoIiei opraHu3anuu paboThl OyneT
BBICOKasI CTETICHb HEHTpanu3aIum
HEOCTaTKOB paOOTHUKOB.

B mumpokoM cMbICIe TeCT Ha
MPABUJIBHBIN 1yX HE 03HAYAET, YTO «JIIOAU
JaasaT OpYyTr ¢ APYroM», 3TO paboTta, a He
B3alMHOE corJiacue. «Xopoume
YeJIOBEYECKHE OTHOILICHHUS», OCHOBAHHBIC
HE Ha YAOBJICTBOPEHUH OT XOPOIIEH
paboThl W  TapMOHWUU  HOPMAJBHBIX

paboumnx OTHOIIIEHUH, B
JICHCTBUTEIILHOCTH  OYAyT  IUIOXMMH
4eJI0BEYCCKIUMHU OTHOIICHUSIMH H

NpUBEAYT K HEHaJIexameMmy ayxy. OHu
HE CIOCOOCTBYIOT POCTY JIFOJIEH, a JIeatoT
U3 HUX KOH(OPMHCTOB U COTJIAlIATENeH.
S Hukorna He 3a0y1y YHUBEPCUTETCKOIO
MPE3UICHTA, CKA3aBIIErO0 MHE OHAMXIBI:
«ITO MOE€ JIeJIO - 1aTh BO3MOXKHOCTh
MIEPBOKJIACCHBIM Mpodeccopam
npenojaBath. I HEBaxHO, OyIyT JU OHU
JaAUTh CO CBOMMH KOJUIETAMU WJIA CO
MHOM (JIMILIb OYEHb HEMHOTHE
M0 - HACTOAMIEMY XOPOIIWE YUHUTEIs
YMEIOT 3TO Aenath). HecomMmHeHHO M TO,
4YTO y HAac 3/ecCh lieNas KOJUICKIUs
TPYJAHBIX JETEH, - HO, IOHOINA, OHU Ke
yaat!». M korma ero mpeeMHHK 3aMCHHII
3Ty TOJUTUKY TOJUTUKOM «MuUpa U
rapMOHMW», TO ® padora, u [Jyx
dakynapTeTa OBICTPO COIIN HA HET.
CymectByer 5 TpeOOBaHUM, KOTOPHIC
HY)KHO BBITIOJIHSTh, YTOOBI COXpPaHUTH
HaJISKAITYI0 aTMOC(EPY B OpraHU3aIIH.

1. TpeboBanus k paboTe MOIKHBI
OBITH OYEHb BBICOKHU; HUKAKOU
TEPOUMOCTH K IUIOXOW WM  OBITh
OCHOBaHBI Ha Ka4eCTBE PabOTHI.

2. Jlobas pykoBojsmias padoTa
JOJDKHA paccMaTpuBaThCsl KaK Harpaaa
cama 1o ce0e, a He KaKk HOBas CTyIEeHbKa
CITy€OHOU JIECTHUIIHI.
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3. There must be a rational and just
promotion system.

4. Management needs a '"charter"
spelling out clearly who has the power to
make life-and-death decisions affecting a
manager; and there should be some way for
a manager to appeal to a higher court.

5. In its appointments management
must demonstrate that it realizes that
integrity is the absolute requirement of a
manager, the one quality that he has to bring
with him and cannot be expected to acquire
later on.

A man should never be appointed to a
managerial position his vision focuses on
people's weaknesses rather than on their
strengths. He should be a realist; and no one
1s less realistic than the cynic. A man should
never be appointed if he is more interested
in the question: "Who is right?" than in the
question: "What is right?" Management
should never appoint a man who considers
intelligence more important than integrity.

The men with whom a man works, and
especially his subordinates, know in a few
weeks whether he has integrity or not. They
may forgive a man a great deal:
incompetence, ignorance, insecurity or bad
manners, but they will not forgive a lack of
integrity, nor will they forgive higher
management for choosing him.

3. JlomxHa Cyl1ecTBOBaTh
palMoHalbHas U CIpaBeIJIUBasl CUCTEMA
MIPOJIBUKEHUS 110 CITY>KEOHOM JIECTHHIIE.

4. Jlns pyKOBOACTBa He0oOXoauMa
«XapTUsi» C YETKUM ONPEAECICHUEM TOrO,
KTO UMEET NPaBO MPUHUMATH PEIICHUS MO
BOIIPOCAaM <«XKHU3HH M CMEPTU» Te€X WIIU
WHBIX MeHemkepoB. Jlisi  mociemHux
JIOJKHBI CYIIECTBOBATh MyTH aneJUISsIIUU B
0oJiee BLICOKME MHCTAHIIHH.

5. Ilpm Ha3HauYeHUHM MEHEHKEPOB
PYKOBOJUTENN  OpraHu3aliy  JIOJOKHBI
IMoKa3aTb CBO€ MOHHMMaHHE TOro, 4TO
MOPSAIOYHOCTD JUTS MEHEeKEpa
a0COJIIOTHO HeoOxoamuma, 51 9TO
€IMHCTBEHHOE KauyeCTBO, KOTOPOE OH
JIOJKEH UMETh M3HAYaJIbHO, a HE
MIPUOOPECTH €0 TTOTOM.

Hukorna Henp3st Ha3HayaTh Ha
PYKOBOJSIIYIO  JIOJDKHOCTh — Y€JIOBEKa,
€CJIM €ro BUJICHUE HAIpPaBJICHO TOJIbKO Ha
HEOOCTAaTKW JIIOJEW, a He Ha ux
JTOCTOMHCTBA. TakoM dYeaoBE€K, KOHEYHO,
JOJDKEH OBITh PEaIMCTOM, HO HET HUKOTO
MEHEE PpPEATMCTUYHOr0 YEeM  IHHHK.
Huxorna Henp3ss Ha3HA4aTh deJIOBEKa,
KOTOPOTO 0O0JIbIlIE UHTEPECYET BOMPOC:
«KTo mpaB?», yeM «YTOo ecTb HCTHHA?»
Henp3s Taxoke Ha3HayaTh 4eJIOBEKa,
CUMTAIOILETO, YTO yM Ba)XXKHEE MOPSAI0Y-
HOCTH.

Jlroqu, ¢ KOTOpEIMU OH pabOTaeT, H
OCOOCHHO €ro MOJYMHEHHBIE CIyCTS
HECKOJIbKO  HEJEedb TOYHO  Y3HAIOT,
nopsijoueH OoH win Her. OHU CMOryT
MPOCTUTH YEIOBEKY MHOTOE:
HEKOMITIETEHTHOCTh, TPyOOCTh, HEyMEHUE
XpaHUTh CEKPEThl WM IUIOXUE MaHEpHI.
OnHako OHM HE MPOCTAT €My HEIOCTaTOK
MOPSAI0YHOCTU. DTOTO )K€ OHHU HE MPOCTAT
M BBICHIEMY PYKOBOJACTBY, KOTOPOE €ro
Ha3HAYMIIO.
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JUHTBOCTPAHOBEJJYECKNI KOMMEHTAPUHI
@®opMblI OpraHu3anuu Ou3Heca

MBI NOCTOSIHHO CJIBIIIMM CJIOBO «OM3HEC», U 4aCTO B HErO BKJIAJBIBAIOT Pa3IUYHBIC
nonsatud. OpHako oOparumcs Kk (akraMm. Kakoil BkiIaag BHOCUT 4YacTHBIM OW3HEC B
skoHOMHUKY CIIIA (o manueim 1993 r.)?

On obecneunBaet 6onee 75 % pabounx MecT.

OH crocoOCTBYET MOSBICHHUIO HAa CBET 75 Y% HOBBIX H300PETEHUN.

OH exeroaHo BbliaunBaeT cBbiiie 100 Muuinapa0B 101apOB B BUJIE MOI0XOIHOTO
HaJjora.

On exeronHo BkiaiapiBaeT 100 MWJUIMOHOB J0JUIApOB B PAa3BUTHE HCKYCCTBA,
NOSIBJIEHUE HOBBIX MY3€€B, IPOBEICHHUE KYJIbTYPHBIX MEPOIPUATHH.

OH eerofHo KEepTBYET MUJUIMAPABI JOJJIAPOB Ha BhICIIEE 0OOpa30BaHHUE.

XO0po1110 3TO UM IJI0XO0, HU(PBI TOBOPST caMu 3a ce0s. A Tenepb pacCMOTPUM TPU
OCHOBHbIE XO034MCTBEHHO-NIPABOBbIE (POPMBI OpraHu3aluyu OW3HEca, CYILECTBYIOLIUE B
HacToslee BpeMs. bonee nmoyHas U KOHKpETHasl CTpaHOBeAYECKast HH(oOpMaLus 0 BUAAX
KOMIIaHUI J1aHa B CJIEAYIOIIEM YpPOKE.

NupuBuayajibHoe NpeANpPUHIMATEIBCTBO
(Individual Entrepreneurship (amep.), Sole Entrepreneurship (anen.)

NuauBrayanbHbI MPEANPUHUMATEND ONPEAEISAET MECTO CBOEH AEATEIBHOCTH H
BKJIJIBIBAET B JIEJIO CBOM JIMYHBIA KanuTal. Bce, 4To eMy HYKHO, 3TO UMETh JOCTAaTOYHbIE
JJIsl Hayaja Jiejia CpeJiCTBa U 3HaTh MECTHBIE 3aKOHBI. JTO - IPOCTEMIIas U camasi JAelieBas
dbopma peAnpUHUMATENIbCTRA.

Ipeumywecmea:

- TIPOIIIE BCEro HA4aTh;

- JICHIEBJIE BCETO OPraHru30BaTh;

- camasi ru0Kast CTpyKTypa, n6o B Bammx pykax Bce mOJTHOMOYHSI.

Heoocmamku:

- HEOTpaHWYEHHAs JMYHAss OTBETCTBEHHOCTh 3a JIOJTH W OTBETCTBEHHOCTH TEPE.
3aKOHOM;

- HeCTaOUIHLHOCTH. Bara 0osie3Hb uim cMepTh - yrpo3a ajis Bamero 6usHeca;

- OpeMst OTBETCTBEHHOCTH M OTPAaHUYEHHOCTH PECYPCOB;

- TUYHBIC JIeNa JIETKO CIyTaTh C OM3HECOM.

ToBapuiecrso
(Partnership)

Bel u coi€ OJUH HIIN OOoJIbIIIE YENOBEK COTJIACHIINCH 06’LC,Z[I/IHI/ITI> CBOIO
COOCTBEHHOCTh U CO3JaTb TOBApPHUILICCTBO. Bam HCO6XO,Z[I/IMO TOJIBKO COCTaBHTb
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MMCbMEHHOE COTJIALIEHUE O pasjeiie KanuTajla U JUBUJICHIOB MEXAY YYaCTHHUKAMU
(Agreement of Capital and Dividends Share) wn yctaB (Statute), TA€ OTOBOPEHBI BCE
MOJIOKEHUS 00 YIpaBlIE€HUWU TOBapHUIIECTBOM. /[l ToBapuilecTBa NpPeaycCMOTPEH
OTpaHUYEHHBIA CPOK JEATEIbHOCTH W HEOTPAaHWYEHHAass OTBETCTBEHHOCTh IO KpalHeu
Mepe OJTHOTO U3 MapTHEPOB.

Ilpeumywecmea:

- IPOCTO OPraHU30BaTh;

- pabouast Harpy3Ka, UJeH, ONBIT U OTBETCTBEHHOCTH JCIIATCS MEXKy TapTHEPaMU;

- MIOTEHIIMAIbHBIC TOMOJHUTEIbHBIC HCTOYHUKN KalluTana;

- YYaCTHUKHA HE€ IUIATAT KOPIMOPATUBHOTO Hajora (T. €. Hajora Ha MpUOBLIb
KOpIOpanui). YYaCTHUKMA BKJIIOYAKOT CBOM JOXOJbl OT JAESATEIbHOCTH TOBApHUILECTBA B
CBOM JIMYHBIN T0XO0/T, KOTOPBIN 00araeTcss OOBIYHBIM MOOXOAHBIM HAJIOTOM;

- K&KJIbId U3 OCHOBHBIX MAPTHEPOB MOXKET AEUCTBOBATH OT UMEHU TOBAPUIIIECTBA.

Heoocmamku:

- OCHOBHBIC IMAPTHEPHI UMEIOT HCOTPAHUYCHHYIO TUYHYIO OTBETCTBEHHOCTb;

- B cilydae OaHKPOTCTBA MapTHEPHI ¢ HAWOOJBIIUMH JIMYHBIMH B3HOCAMHU TEPSIOT
OOJIBIIIE;

- TOBapHUIIECTBO B TMEPBO3JAHHOM BHJIEC MOXET paClacTbCcs B ClOydae CMEPTH
TJIABHOTO YYacCTHUKA (HO HE BCET/Ia, TAaK KaK MOKHO BBECTH HOBBIX UJICHOB);

- CTpaTterus TIOBEACHHUS U PACIPEICICHHE IMOJJHOMOYHMM HE BCEra YeTKO
OTIPE/ICTICHBI;

- OBIBAET CIIOKHO MPABWILHO OMPEICTUTH JOJI0 YIaCTHUs KaXKI0T0 MapTHEpa B Jienax
bupmsr;

- TPYTHO U30aBUTHCS OT TIJIOXOTO MapTHEpA.

Kopnopauus
(Corporation (amep.), Company (auen.)

Co3nanue KOpHopamuu - O3TO Haubojiee CIOXKHBIM U JOPOTOCTOSIIHN MYTh
opranm3anuu OusHeca. Koprnopamuu BBIMYCKAIOT akUuM (stocks, shares), KOTOpbBIC
ompenensoT GopMy paszena cCOOCTBEHHOCTH. B 3aKpBITBIX KOPHOpAIUAX JHIIh HEMHOTHE
JIOJIM BJIAJCIOT AKIUSMH M TOPryIOT MMM HEMOCPEACTBEHHO, @ B OTKPBITHIX AaKIUU
MPOJIAIOT JTFOOOMY YENIOBEKY, JKeNaloIleMy WX KynmuTh, uyepe3 Opokepos. [Ipexne Bcero,
JOJDKHA OBITH TMPOBEJEHA TOMNMKUCKA HA aKIUA WU TOATOTOBJICHBI HEOOXOAMMBIC IS
perucTpanuu 10KyMeHThI. Jlaiee mpeCTOUT MOJIyYUTh pa3pelleHUe BIACTel Ha CO3aHue
B JJAHHOM IITaTe KOPIOpALMK C YKAa3aHUEM €€ MPaB U OTPAaHUUYEHUN HA €€ JAEeSTEIbHOCTb.
CoOCTBEHHOCTh KOPHOpAIMK IOPUIUYECKA YETKO OMpeesieHa B OTHOIICHWH KaXKIOTO
COOCTBEHHHKA, UTO 00YCIIOBIMBACT OMPEACIICHHYIO 3alllUTy B3HOCOB KaXKJIOTO aKIIMOHEPa,
WU JiepxKaTenss akuuil (stockholder, shareholder). Co6CTBEHHHKAMH KOPIIOpAIlMK 4acTo
SBJISIIOTCSI HE T€ JIFOJIM, KOTOPBIE €10 PYKOBOAAT (COOCTBEHHUKAMU KOPIIOPAIIUU SIBJISTFOTCS
aKIIMOHEPHI, & MEHEKEPHI - HE 0053aTEIBHO).

[lenpl Ha akIUU PAcTyT WM MaJalOT B 3aBUCHUMOCTH OT TOTO, HACKOJIBKO XOPOIIIO
pabotaeT QupmMa W HACKOJBKO OHa HpaBUTCS oOmecTBy. Hampumep, xorma
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(apmaineBTHUECKass KOMIAHUS U300peTaeT Kakoe-T0 HOBOE Uy10/IEHCTBEHHOE JIEKAPCTBO,
TO LIEHbl Ha €€ aKIMM IMOJCKAKUBAIOT Ja)K€ /10 TOrO MOMEHTA, KaK TOBap MOIAaJaeT Ha
npunaBok. Ho eciu pesrenpsHOCTh (DUPMBI HAXOAUTCS IOJ NPUCTAIbHBIM BHHUMaHUEM
BJIACTEW, TO LIEHBl HA €€ aKLWHU, BUIUMO, yIaayT 3aJ0Jro A0 TOTo, KaK JIeJI0 JOUIET 10
cyna. OO1iecCTBEHHOE MHEHHE O KOMIIAHMHM MOJKET IOBJMATH HAa LIEHBI IIOYTH B TOH K€
Mepe, Kak U ee padora.

Jlepxateneit akiuii MOKHO CPABHHUTH C OOJIENBIIUKAMU CTIOPTUBHON KoMaHabl. OHH
NOJJICPKUBAIOT KOMaHy, CKylasi akI[Mi B HaJEXKAE, 4YTO KOMaHa OyJeT XOpOIlIo UrpaTh
Y BBIMIPAET NpHU3 (CTOMMOCTb aKLIMK Bo3pacTeT). Ecim koMaHnaa HaYMHAET NPOUTPHIBATH,
TO MEHbIIE OONENBIIMKOB OYIYyT MOKyNaTh OMIEThl HA MaT4H. JIOIM MOKYyNaroT aKIHH,
TaK KaK HaJeITCsA, 4To GupMa OyAeT pacTu W moiydaTh npuObLib. Eciam poct dupmsl
HAUYMHAET 3aMEJIATHCSA, a JE€HBIU - TEPSATHCS, TO JIOIU MPOJAIOT CBOHM aKIHMH MOJ0OHO
TOMY, KaK OOJIENbIIMKNA MEPECTAIOT XOAUTh Ha MaTyd. Jlep)kareian akuuid UMEIOT MpPaBo
nocelaTh CoOOpaHre aklIMOHEPOB U IPUHUMATh PELIEHUS 10 OCHOBHBIM BOIIPOCAM, TaKUM,
HaIpUMep, Kak 3aMeHa 4JICHOB COBETA IUPEKTOPOB, a MHOTA U MTPE3UCHTA.

CoBeT AMPEKTOPOB MOKHO CPAaBHHUTh C TPEHEPCKUM COCTaBOM KOMaH[bl. PeanbHO
OHM HE BBIXOJAT Ha MOJIE U HE YYacTBYIOT B UIpax, OJHAKO NMPUHUMAIOT CYJbOOHOCHBIE
pemieHus o pabore koMaHIbl. COBET COOMPAETCss HECKOJIBKO Pa3 B TOA AJI TOIO YTOOBI
yOenuThCsl B TOM, 4YTO BCce HJET riaako. lloBcenHeBHblE k€ pELIEHUS NPUHUMAIOT
MEHEKEpbl BHYTPU KOPIOPAIMH, XOTSI COBET JUPEKTOPOB BIPAaBE HAHUMATh U YBOJBHSATH
PYKOBOAMTENEH BBICHIETO 3B€HA. JJUPEKTOPOB H30HPAIOT aKIIMOHEPHI.

Cnyxamue (paOOTHUKH) KOpIIOpanuy TOM00HBI UTrpokam (yTOOTBHON KOMAaH/IBI.
Onu camu, a He TPEHEPHI U HE PYKOBOJICTBO KOMaH/Ibl HEMOCPEACTBEHHO BeayT Urpy. He
Ba)XHO, HACTOJBKO OOJIETBIIUKH TOJHBI DHTY3Ma3Ma U HACKOJIBKO XOpOII TPEHEp, BeIb
UMEHHO UTPOKH OIPEAEISAIOT UCXO UTPHI.

[Ipe3uaeHTa W/unm UCMOTHUTEIBLHOTO aupeKkTopa - chief executive officer (CEO) -
MOKHO CpPaBHUTb C OTBETCTBEHHBIM TPEHEPOM CIOPTUMBHOM KomaHnbl. OH ymnpaBiser
(upMOI M BIIOXHOBJISIET CBOMX PaOOTHUKOB Ha JOCTMXEHHE onpeneneHHbix neneid. CEO
IpPUHUMAET Ha ce0s OOLIYI0 OTBETCTBEHHOCTb 3a paboTy (pUpPMBI U JOJKEH OTBEYATh
nepesl COBETOM JUPEKTOPOB U aKLUMOHEpaMH, €CIM Jela UAYT HE TakK, Kak Obl UM
XOTEJ0Ch.

Ilpeumywecmea:

- Me€pa OTBETCTBEHHOCTH JE€p:KaTeled aKUMKd OrpaHWYeHa CYMMOM HX JIMYHBIX
B3HOCOB;

- TIPOIIE MPUBJIEYb KAMUTAJ B CIIyyae N30bITKa HHBECTOPOB;

- MPEEeMCTBEHHOCTh, TaK KakK IpPaBO Ha COOCTBEHHOCTb MOXXET OBITh MEpeaaHO
JIPYTUM YYaCTHHKAM;

- IPOCTOTA MPOLIEAYPHI IEPEYCTYIKH MPaB COOCTBEHHOCTH;

- KOpIIOpaLMs HE UCUE3AET, €CIIU OCHOBATEIL/TIAPTHEP YMUPAET;

- CYLIECTBYET BO3MOXHOCTbh pacHpeesieHns padounx GYHKIUN MEXIy pa3IuyHbIMUA
(MOMYMHEHHBIMU IPYT APYTY) KOPIOPALUAMU;

- IEJIETUPOBAHUE IIPAB U MOJHOMOYM;

- BO3MOKHOCTb MCITOJIb30BaHUS ONBITA U 3HAHUM MHOTHX JIFOJIEH.
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Heoocmamku:

- TI0 CPaBHEHHUIO C TOBApPHUIIECTBOM JJII OOBIYHBIX KOPHOPAIMN CYIIECTBYIOT
OTPaHUYCHUS HA TIEHCUOHHBIA (POH/ U OTYUCIICHHUS Ha 3apIuiaTy;

- TPYJIHO OCYIIECTBIATh KOHTPOJb 3a MX JCSATEIbHOCTHIO, YaCTO CTaJKUBAKOTCS C
MaxWHAIUSAMU TUIA YTaUBAHUS YaCTH MPUOBLIN OT aKIIMOHEPOB;

- MpaBa aKIMOHEPOB OTPAaHWYCHBI YCTaBOM, HHTEPECHl MEHBIIMHCTBA YacTO
yILIEMJICHB;

- IO/JIXKAT YPE3MEPHOMY PETYIUPOBAHUIO;

- OY€Hb TPYAHO CO3AATh WM JTUKBUINPOBATD;

- PYKOBOJICTBO OOBIYHO «paOOTaeT» Ha TJIaBHBIX JeprKaTesiel akuid U COOTI0IaeT X
UHTEPECHI;

- OOBIYHBIE KOPTOPAIUU SIBJISIOTCS CYyOBEKTaMHU JBOMHOTO HAJIOTOOOJIOKEHUS, TaK
KaK CYIIECTBYET KOPIIOPATUBHBIN HAJIOT;

- Ooyiee cTpOroe FOPUIUIECKOE PETYIMPOBAHUE IO CPABHEHUIO C MHIWBUIYaTbHBIM
PEITPUHUMATEIHCTBOM MJIH TOBAPHILECTBOM;

- TaeT COOCTBEHHHKY JDKUBOE UyBCTBO 0€301aCHOCTH;

- MEHbII1asi CB000/1a ACSITELHOCTH;

- IOPOTO U TPYIHO 3aIyCTHTh U «PACKPYTUTH».

IT'PAMMATUYECKUU KOMMEHTAPUU

IMPOCTOE HACTOSALEE BPEMSA
(THE SIMPLE PRESENT TENSE)

[IpocToe HacTosiiiee Bpemsi yHOTpeONsieTCsl ISl BBIPAXKEHHUS PETYJISAPHOTO WIH
NOBTOpsIOLIETOocs aercTBusa. Hanmprumep:

I go to work every day. S xoxxy Ha paboOTy KaXKIbli JI€Hb.
My boss reads letters in the morning.  Moii med yuTaer nuchbma Mo yrpam.
They like red wine. WM HpaBUTCA KPaCHOE BUHO.

B 3-M nuiie eTMHCTBEHHOTO YMCIIa I1arojisl B Present Simple UMEIOT OKOHYaHUE -S

(-es), KOTOpOE YMUTAETCA KaK:

[z] - mocye 3BOHKHMX COTJIACHBIX M TJIaCHBIX: decide - decides, go - goes;

[s] - mocne rimyxux cornacHwiX: help - helps;

[1z] - mocie MUMIAMIUX U CBUCTSIIUX COTJIACHBIX: finish - finishes.

[IpaBuna mpuOaBiIeHUS OKOHYAHWUW -S WM -€S MPAKTHYECKU IMMOBTOPSIOT TPaBUIIA
00pa3zoBaHMsI MHOKECTBEHHOTO YHCJIA CYIIECTBUTEIBHBIX

1. Ecau rnaroin oxaHuuBaeTcs Ha -0, -S, -SSs, -sh, -ch, -x, To B 3-M nuie
€MHCTBEHHOTO YHMCJIa K HEMY MPUOaBIISIETCS OKOHYAHUE -€eS, HalpuMep:

go - goes, discuss - discusses, wash - washes;
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2. Ecnu rnaros okaHUMBAeTCs Ha -y C MPEIIIECTBYIONMICH COrjIacHOM, TO B 3-M JIMIIE
€MHCTBEHHOTO YKCJIa MocyieIHre OYKBBI M3MEHSIOTCS Ha -ies, Harpumep:

study - studies, ro lay - lays, stay - stays.

B mpaktuueckoll rpaMMaTHKE BO3HUKAIOT TPYAHOCTH YHOTPEOJEHUS HE CaMoro
BpemeHu Present Simple, a B paznuuusx ynotpeOiaeHust BpemeH Present Simple n Present
Continuous.

CymiecTByeT omnpejaeNeHHasl Tpymma TJarojioB, MO OMNPEICICHUI0 HECYIIHX B cede
UJICIO TIOCTOSIHCTBA, KOTOPBIE HUKOTIa He ynoTpebisatores B Present Continuous. BoT onu:

1. I'maronsl mpouecca MbluuieHus: (think, know, believe, forget, remember, doubt,
understand, etc.):

He understands her aspirations. OH MOHUMAET €€ YCTPEMIICHUS.
They know too much about him. OHM CIUIIKOM MHOTO 3HAIOT O HEM.
She considers him a nice person. OHa cuuTaeT ero NpUsITHBIM YEJIOBEKOM.

2. I'maronsl amonuid u uyBCTB (like, love, dislike, hate, want, care, prefer, etc.):

I like reading letters, but hate S ar06mr0 yUTaTH MUCHMA, HO HEHABIKY

answering them. OTBEYATh HA HUX.

Arm wants to go abroad. AHHa X0YeT noexaTh 3a rpaHully.

They prefer computers to typewriters. OHu MPEANOYUTAIOT MOJIb30BAThCS
KOMITBIOTEpaMH, a  HE  IUIIYIUMHU
MaITuHKAMH.

3. I'maronsl mATH OPraHOB YYBCTB (see, smell, taste, hear, touch). VX nydiie
HCII0JIL30BaTh ¢ MOJAJILHBIM IJIar0JIOM Can.

I can see it very well. 51 o4eHb XOPOIIO BUXKY ITO.
I can hear your printer. S cnpiiry, Kak paboTaeT Balll IPUHTED.
We can smell smoke. MBI cbIIIUM 3amax JgbiMa.

4. I'maroiiel obnmananus (have, own, belong):

I have a boss. VY mens ecth med.
He owns a beautiful car. VY Hero ecTb MPEeKpaCHbI1 aBTOMOOUIT.
This office belongs to him. OTOT 0(huC MPUHATTIEKUT EMY.

5. Hekortopsie npyrue riaarofisl (cost, need, contain, seem, depend, consist, etc.):

We depend on their money. MpbI 3aBUCHM OT UX JICHET.

Our office consists of five rooms. Hamr oduc coctout U3 nsatu KoMHar.

The computer costs about $600. ODTOT KOMIBIOTEp CTOMT oOkoyio 600
J10J171apOB.
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HexoTtopble u3 3THUX TJaroyioB (Hampumep, think) ynotpebnstoTcss B Present
Continuous, HO cMBbICI ()pa3 MPU ITOM U3MEHSIETCS.

CpaBHuM:

What do you think of the business? Urto Bel nymaete o 6uszHece?
Kaxoe maenue y Bac o 6usnece?

What are you thinking about? O uem BpI ceituac nymaere?

Hapeuust neonpenenenHoro BpeMeHu (always, usually, often, sometimes, seldom,
never) 0OBIYHO CTOSIT MEPE]T CMBICJIIOBBIM TJIar0JIOM, HO TIOCJIE TJIaroa to be.

Our manager never makes reports in Ham MeHemkep HUKOTa HeE JeJaer
the morning. JOKJIAJbI 10 yTpaM.

C Present Simple 4acTo HMCHOJB3YIOTCS CIEAyIOLIME Hapedusi U 0OOpPOTHI pPEUH:
always, generally, occasionally, frequently, sometimes, often, usually, normally, on a
regular basis, regularly, twice a year, once in a while, from time to time, every week, every
other month, rarely, seldom, hardly, ever, never.

BONIPOCUTEJIBHASA ®OPMA
(INTERROGATIVE FORM)

Bompocurensnass dopma B Present Simple o0pasyeTrcs mTpu  IOMOIIH
BcrioMorarejbpHoro riaroia do (does B 3-M nure en. yucna).

Do managers write letters? MeHepkepbl TUIIYT TucbMa?
Does he often write letters? OH yacTo nuIeT nucbma’?

Kpatkuii oTBeT B 11000M BpEMEHH MpeAnoaraer (mocie yes Wi 1o) MOBTOPEHHE
rjiarojia, ¢ KOTOpOro HaYMHaeTCsl BOMPOC.

Do you work? Yes, I do.
Does the boss make mistakes? No, he doesn't.
Is he a bore? Yes, he 1s

CocTaBisATh BONPOCUTENIBHBIE U OTPULIATEIbHBIE IPEITIOKEHHS B AHTJIMHCKOM SI3bIKE
MOKHO JOCTAaTOYHO JIETKO, €CJIM BOCIIOJIb30BAThCS IOHATHEM «BCIOMOIATEIbHBIX
rnarojoB» - Auxiliary Verbs. K Hum oTHocsTCs Bce (OpMBI MOJAIbHBIX TJIarojioB, a
Takke riarosios to have, to be u to do. Criucok Auxiliary Verbs npuBeieH HUXKeE.

Infinitive Participle I Participle Il Present Tense Past Tense

1. to be being been am, 1s, are was, were
2. tohave  having had have, has had

3. to do doing done do, does did

4. — — — shall should
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5. — — — will would

6. — — — can could

7 — — — may might

8. — — — must —

0. — — — ought (to) —

10. — — — need —

11. — — — dare —

12. — — — — used (to)

Bomnpocutenbabpie peaioxkeHus: 00pa3yroTces, Kak MpaBuiio, MPOCTON MEPECTaHOBKOM
MOJJIEKAIET0 U BCIIOMOTaTEIbHOTO riiarojia. BompocuTenbHble MECTOMMEHHUS TIPU 3TOM
CTOSIT BCEr/1a BIIEPEIU.

I am a secretary. Is he a secretary?
We ought to do this work in time. Ought we to do this work in time?
I have a computer. Have you a computer? (arnen.)
Do you have a computer.
He drives to Harlow. Where does he drive?
I think so. Why do you think so?

Oco0yto Tpynmy COCTaBISIOT pa3beAMHUTEIbHBIE BOIIPOCHI (fag questions), KOTOpPbIE
MEPEBOMITCS KaK YTBEPXKACHUS IUTIOC «HE Tak ju?» OHU NPUMEHHMBI K JF0OOOMY
Bpemenu. Hammpumep:

You speak English, don't you? Bl roBopuTE M0-aHIIUKUCKHU, HE TaK JId?
He will not sign this contract, OH He MOoANuUILEeT KOHTPAKT, HE TaK Jn?
will he?
She is taking lessons in OHa x0T Ha OYXTaITEPCKUE KYPCHI,
accounting, isn't she? HE TaK Jau?
Ho:
Let us speak English, shall we? JlaBaliTe rOBOPUTH MO-aHTJIMHCKH, XOPOIIO?
OTPULATEJIbBHASI ®OPMA
(NEGATIVE FORM)

OtpunarensHas Gopma Present Simple o6pa3syercst npu nomoiu riarona do (does) ¢
yacTurei not, pexyrupobarHas ¢popma: don't, doesn't. [Topsiok ciioB mpsMoii.

We do not sell much.

She does not come to the office at 9.
['narosiel to be u to have (B anrnuiickom BapuaHTe si3bIKa) HEe TPEOYIOT BCIIOMOTaTeIbHOTO
rjiaroJa:

They are not our employees.

He has no computer, (anan.)

Ho: He does not have any computer, (amep.
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IHPAKTHKA

1. Bel - pykoBoguTenb (UPMBI, cXxemMa KOTOpOW TMpeJCTaBieHAa Ha PHUCYHKE.
Pacckaxute o cBoelt hupme, OTBETHB Ha BOTIPOCHI

- How many departments are there at the company?

- How many managers work at the company?

- What is in your opinion the most important department?
- Are there any overseas branches?

2. Cnenyroiue nath QyHKIUHI SBISIOTCS OCHOBHBIMU B paboTe JIF0OOro MEHeIKepa:

a) Planning
b) Organizing
c) Staffing

d) Directing
1) Controlling

Kak Bpl ux nmoHumaere u Kak OHM OTpakeHbl B Bameil aestenbHocTu? BhIcKaxuTe
CBO€ MHEHME O TOM, KaKME€ TPU KAdyeCTBA M3 IIEPEUMCICHHBIX HW)KE B IIEPBYIO OUYEpelb
HEO0OXOIMMBI MEHEKEDY.

General education Motivation to work Foreign languages
Flexibility Can cope under pressure Ability to make decisions
Communication skill Punctuality Fantasy
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3. M-p bpayn 3anucan B cBOeM KaJeHAape-eXeHEACIbHUKE, YTO eMy HEOO0XO0IUMO
caenartb. BedepoM OH NHpOCMOTpeNl 3alUCHd U OTMETHJI, YTO €My YAQJIOCh CHeNaTh.
Ckaxwre, yTo, 10 Bamemy MHeHUI0, cenan 3a eHb M-p bpayn?

November 11

¢Ask Mary to book flight and collect tickets
Tell Mary to book hotel room
¢Collect currency
Hire car
¢Meet Mr Erickson (2p.m.)
¢Arrange an appointment with Mr Forster (fomorrow 10 am.)
¢Call Mr Collins and make an appointement with him (Friday 3p.m.)
¢Ask the embassy for a visa application form.

4. B - med m-pa bpayna. Cripocure ero, 4To OH yCIeln CAesaTh 3a IeHb?
Hanpumep: Have you met Mr Erickson? What did he tell you?

5. Ilo3HakoMbTeCH € COJIep’KaHUEM TesIe()OHHOTO pa3roBOpa KIMEHTAa M I1OCTABIIMKA,
OpEeAMET KOTOPOrO - MOJArOTOBKA MOKYIKH XOJIOAWIBHUKOB JUIsl HOBOM TOCTHHHUIBI.
IlepeBenute €ro Ha POAHOM SI3BIK.

- Sundel, Electrotech Sales Manager. Can I help you?

- Good afternoon, Mr Sundel. This is Mr Hart from Santina Hotel speaking. Have you
got any refrigerators IPD Model 2457

- Yes, we have, but we have had a lot of orders for this model.
- What is its price?

- Its retail price is $460 per unit.

- What is the discount for a lot of 100 units?

- Usually we give a 5 % discount..

- Is there a discount if I pay cash?

- I am not sure. I should consult with our Financial Manager.
- What is the minimum time for delivery?

- A month.

6. CocTaBbTe MUCHMO-3aMPOC TUPEKIIUN TOCTUHUIIBI U MTUCbMO-TIPEIOKEHHE (PUPMBI
Ha 50 XOJOIUITBbHUKOB.

7. llepeBeauTe Ha POAHOM SI3BIK 3Talbl IMpollecca PAIMOHAIBHOIO TMPUHATHS
pemenuii. CornacHsl 1 BbI ¢ 3T0# cxemoii? O00CHYHTE CBOE MHEHHUE.

Investigate the situation Develop alternatives
- Define the problem - Seek creative alternatives
- Identify decision - Do not evaluate yet
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Objectives l

Implement and Monitor Evaluate alternatives and

- Implement the plan select the best one available
- Monitor implementation - Evaluate alternatives

and make necessary -Select the best alternative
adjustments

8. IlepeBenuTe Ha POJHOM SI3bIK NMUCHBMO-NPEJIOKEHHUE, NPUBEACHHOE Ha c. 154.
OTBeThTE Ha ClIEeNYIOIUE BOIPOCHL:

a) What does the manager advertise?

b) What does the buyer look for, besides a good price?
c) Will anybody test the batteries?

d) Who can the buyer contact?

TEKCT JJIA YTEHUA

Theatres and Entertainment in England

There are a lot of places of entertainment in England. Almost every city and large
town has a museum of arts, archaeology, natural history, and a theatre. In London most
places of entertainment are concentrated in the West End and Soho, where you can find
many concert halls, theatres, and international (Greek, Italian, Indian) restaurants. All this
information can be found in the magazine "Time out', newspaper 'Evening Standard', and
many other publications.

To visit some London night clubs, such as Annabell's or Tramp's, one need to be a
member, or to go with a member, but for others, such as Stringfellow's or Wag Club,
Madame JoJo's, and Heven, membership is not necessary. There are some large dancing
halls, e.g. Hippodrome in Leicester Square, and many small ones.

London has the British Museum, with its vast collection of artistic and ethnographic
material from all over the world, and the Victoria and Albert Museum, including extensive
collections of works of fine and applied arts. London has 400 art galleries, ranging from
historic public collections to small public and commercial galleries. The national
collections are housed at the National Gallery, the Tate Gallery, and the Portrait Gallery,
while among the city's many permanent collections, the Courtauld Institute Galleries can
boast many famous names, including many of the most important Impressionist and Post-
Impressionist works. For those in search of the avant-garde, the Saatchi Gallery is a must,
also the Serpentine Gallery continues to draw crowds to its Kensington Gardens setting
with innovative contemporary exhibitions. But what are London theatres now? They are a
bit of everything. Theatreland lies between Covent Garden and Haymarket. This is where
most of London's major theatres cluster. The Covent Garden Theatre is famous for opera
and ballet performances. The best English singers, ballerinas and ballet dancers are
playing there. The National Theatre shows drama. Some theatres put on modem plays and
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at others you can sometimes enjoy good musicals, folk songs or concerts of "pop" music.
The Aldwych Theatre is famous for its dramatic performances.

In provincial towns the system is different. They have a repertory theatre which
changes its play about every three weeks, whether it is successful or not. The National and
the Royal Shakespeare Theatre (which is situated in Stratford-upon-Avon, the place where
William Shakespeare was born), also present three or four plays in rotation for several
weeks. In 1960 the Royal Shakespeare Company began to perform at the Aldwych
Theatre. There is always a full house there, but the government has to support this type of
theatre financially.

There is a system of "Club" theatres where you can see both well-known and
financially risky experimental plays. A performance is produced both by professionals and
amateurs for one or two weeks and any profit from this goes to pay for the next
production. Money problems are not important since the actors are paid little or nothing.

Numerous festivals are held all over Great Britain. The most famous among them is
the Edinburgh International Festival which was established in 1947 and is an annual event.

When you are going to the theatre to see a popular play, you have to book the tickets
in advance either by phone or personally at the booking-office. You can also turn to much
cheaper "Half Price Ticket Booths" on Leicester Square. The best seats are in the first
rows of the stalls or in the dress circle. Even nowadays the British are great theatregoers
and have a wide choice of entertainment at their disposal.

LONDON - CULTURAL STAY - PROGRAMME HS11/96
Day 1
Arrival

Day 2

FULL DAY EXCURSION BY COACH TO LONDON.
Buckingham Palace.Houses of Parliament, Big Ben, Westminster Abbey, National
Gallery, shopping in Covent Garden

Day 3
FULL DAY EXCURSION BY COACH TO WINDSOR. AM. Windsor Castle, PM.
Windsor Great Park, Eton, Runnymede and Magna Charter

Day 4

FULL DAY EXCURSION BY COACH TO OXFORD AND STRATFORD. AM.
Stratford-Shakespeare's Birthplace and Anne Hathaway's Cottage, Warwick Castle. PM.
Oxford - "The Oxford Story" Museum, walk around the outside of the Colleges

Day 5
FULL DAY EXCURSION BY COACH TO LONDON. AM.
British Museum, Oxford Street. PM. Madame Tussauds, Regents Park

Day 6
Departure
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Ilposepvme ceba:

1.What are the main London museums?

2. What is usually on at London theatres?

3. Where is the entertainment centre of London?

4. How can you book a theatre ticket in England?

5. How many castles and museums are mentioned in Programme
HS 11/96? Name them.

TECTBbI

A. IlocTraBpTe CYHIECTBUTEIBHBIE KW MECTOMMEHHUS JTHUX MPEIIOKECHUH BO
MHOKECTBEHHOE 4YHMCIO0. V3MeHHUTEe COOTBETCTBEHHO mpemioxkeHus. llocraBere nx B
BOIIPOCUTEIBHYIO (hOPMY.

1. I stay at work from 9 a.m. till 6 p.m.

2. Our secretary operates this computer in the morning.

3. Their engineer is busy all day long.

4. Our manager meets customers in the afternoon.

5. She does not write that letter.

6. Our director does not drive to work every day.

7. His room is not very large.

8. You call our secretary too often.

9. Knowledge of one foreign language is too little for a manager.
10. Our company is not very old.

B. [TocTaBbTe BONPOCHI K KAXKIOMY YJIEHY MPEII0KEHUN.

. Careless students never do their work well.

. Whenever we go to that office they welcome us very warmly.
. We produce different products.

. Your business proposal is very interesting.

. I am too busy to stay with you.

. The manager calls to his partners every day.

. They often discuss their business matters with clients.

. The company sells its goods all over the world.

0O\ B~ W~

C. 3anonHuTe MPOMYCKU MOAXOJSAIIUM TJIAroJoM M3 CIHCKAa U (IO BO3MOXKHOCTH)
IIOCTaBbTE TAKIKE MOAXOIAIIEE HAPEUHE.

analyze block  depend look pay  prefer
want sound speak specialize  take

1. The switchboard outside calls from this extension.
2. We to boost our sales in the Western market.

3. She strange on the phone, but in reality she is very nice.

133



4. Our company in acquiring computers from Japan.

5. I cannot give you a definite date: it on my boss.

6. We our agents 10% commission on net sales figures.

7. We know it like our previous model, but we have updated it.
8.1 the statistics, so I can’t give you a decision yet.

9. He rudely to me whenever I call him.

10. We a 10% deposit for orders like these.

11. He to be self-employed.
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3AK/IIOYEHUE

JlanHoe ydeOHOe mocoOHMe HMMEET LEJeBOM XapakTep U pPacKpblBaeT CYIIHOCTb
JTUIAKTUYECKON 3P (PEKTUBHOCTH BCETO yUeOHOT0 MaTepHala.

@OyHKIMOHAIBHOCTh U COJEPKATEIBHOCTh Y4€OHOrO0 MaTepuaia IMOCJIEA0BATEIbHO
BeJeT 00y4yaeMoro OT IOJHOCTbIO MOHATHOIO IPOCTOIO K CTOJb K€ IOHSATHOMY
CJIOKHOMY.

['pammaTHueckuii MaTepuaj, MPEICTaBICHHBIH B 3TOM MOCOOHH, MOJpa3yMeBaeT
OBJIAJICHHE CTYJICHTaMH OCHOBAMH I'PaMMAaTHKH AHIJIMICKOTO SI3bIKA M 3aKPEILUISET TaKHUe
TEMBbI KaK: NOPAJIOK CJIOB B aHTJIMHCKOM NPEIJI0KEHUH, UM CYLUECTBUTEIBLHOE, apTUKIIH,
pwiaraTeiabHble, HApeuusi, YUCIHUTENbHbIE, IPUYACTHS. MECTOUMEHMs, MPEIOrH,
MoOJIaJIbHBIE TJIAroJibl, IPOCTOE OyayIlee BpeMs U Ipyrue CrocoObl BhIpaKeHUs Oy Iy1Iero,
IIPOCTOE HACTOAILEE BPEMS.

VY CTyZIEHTOB NOSBIAECTCS BO3MOKHOCTb ITOBTOPUTh U 3aKPENUTh MaTEpUaJl B KOHIIE
Ka)K70M TeMbI IPU OOYYEHUH aHTJIMHCKOMY SI3BIKY.

ITpennaraemoe pa3HooOpaszue ydyeOHOro MmaTepuaia, COAEpXKallerocs B IMOCOOHH,
MaKCHMaJbHO NMPUOJINKAET YUEOHBIN MPOLECC K peaabHON JEeHCTBUTEIBHOCTH, MOBBIIIAET
UHTEPEC CTYACHTOB K ydeOe, aKTHBM3UPYET CTPEMJIEHHUE K TINIyOOKOMY OBJIQJICHUIO
TEOPETUYECKUMU 3HAHUSAMM.

Copmepxanne mocoOusi HampaBiI€HO Ha MOBBIIIEHUE 3(P(HEKTUBHOCTH HU3YyUEHUs
MHOCTPAHHOTO sI3bIKa B cpepe AeI0BOro OOLICHHS U Ha JaJbHENIIee COBEPIIICHCTBOBAHNE
NpUOOpPETEHHBIX 3HAHUI B CPEAHUX YUCOHBIX 3aBEICHUSIX.

JIMTEPATYPA

1. borankuii, N1.C. busnec-kypc aHrinumickoro sizbika: CioBapb-ClpaBOYHUK. /
N.C. borankuii, H.M. [rokanoBa. — 5-¢ usn., ucnp. — M.: Alpuc-npecc,
2007. - 352 c.: uin.
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YueOHoe n3ganue

BUSINESS ENGLISH

YueOHOE MOCOOHE
1o aucuunanHe MHOCTpaHHBIN A3BIK
JJISl CTYAEHTOB 2 Kypca

JlaBpymmna H.H.

YueOHOoe rocodue

Penakrop E.H. Ocunosa
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