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COJIEPKAHME

BBenenune

1. Vpox 1

Busur 3apyOexxHoro maptHepa (BCTpeda B a’poNopTy, 3HAKOMCTBO, Ipodeccu,
IPUBETCTBUSI, OJIAr0JAPHOCTH, MpouIanue, GopMbl obpamieHus ). BeaukoOputanus
(oOmue cBeAeHUs, MOJTUTUKO-aIMUHUCTPATUBHOE YCTPOHCTBO)

2. Ypoxk 2

YcerpoiictBo Ha paboTy (aHKETa, CONMPOBOAMTENIbHOE MHCHbMO, pestome u CV,
UHTEpBbIO, OmarogapctBeHHoe nucbmo). Uto HAJIO u uro HE HAZIO nenath B
nouckax paborel. CIHIA (oOmue cBeaeHus, MOJIUTHKO-aIMUHUCTPATUBHOE
YCTPOMCTRBO)

3. Vpok 3

B xomannupoBky (TenedoHHBIN pa3roBop ¢ KOMIAHUEH, 3aka3 MecTa B TOCTHHULIE,
MOKyTKa OuseTa Ha camosier). Dakc, snekTporHas moura. OCHOBHBIE COKPAICHHUS,
WCMOJIB3YEMbBIE B JECJIOBOM KOPPECNOHACHUMUM. Paznuuus Mexay aHrIUNCKUM U
aMEpUKAHCKUMHM BapHaHTaMH AaHTJIMICKOrO si3bIKa. ['7oOanbHash KOMIBIOTEpHAsS
cetb Internet

4. Vpok 4

[IpuGeiTHE B cTpaHy (TaMOXXEHHBIA M TMACMOPTHBIA KOHTPOJIb, B a3pONOpTy, HA
BOK3aJle, pacHucaHue, TOpOJCKOM TpaHcrmopT). CTpyKTypa [IeJ0BOr0 IMHUChMA.
Tpancropt 90-x. Kanaga (oOmme cBeneHHs, TMOJIUTUKO - aJIMHUHUCTPATUBHOE
YCTPOMCTRBO)

5. Vpox 5

beIT ¥ cepBHC (TOCTUHUYHBIN CEPBUC, IIUTAHUE, PECTOPAHBI, 3aKyCOUYHBIE, IPOKAT
aBTOMOOWJICH, BBI3OB O3KCTpeHHOW mnomoiu). [lucemo - 3ampoc. ABcTpanus u
Hosas 3enanaust (00mue cBeneHUs, MOTUTHKO - AIMUHUCTPATUBHOE YCTPOMCTBO)

6. Ypok 6

Ha ¢upme (3HakomcTBO C upmoii, 00CYX)IeHUE TUTAHOB JajbHEHUIIEeH paboThl).
[Tucekmo - mpennoxkenue. Jlyx opranuzanuu. DopMbl OpraHmu3aluu Ou3Heca.
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«/[ns ycnexa He Haoo Obimb ymHee
opyeux, Ha00 NPocmo OvlMb HA OeHb
Ovicmpee OOILUUHCINGA ».

Jleo Cyunnapo

BBEJAEHHUE

[lens mpenaraeMoro mocoOusi COCTOUT B OOYyYEHUH CTYACHTOB BTOPOro Kypca
JIEJIOBOMY aHTJIMMCKOMY, a HWMEHHO OCHOBaM JICJIOBOIO OOIIEHHUS B YCTHBIX U
MHUChbMEHHBIX (OpMax B TUIHMYHBIX CHUTYalMSIX: 3HAKOMCTBO, PasroBOp IO Teledony,
YCTPOMCTBO Ha paboTy, JejoBas BCTpeya, KOMaHAMPOBKA, 3aka3 Oujiera U HOMepa B
TOCTHUHUIIE, PECTOPaH, Maras3uH, y Bpada, BeJICHUE JCJIOBBIX IIEPETOBOPOB, 0OCYKICHHUE U
MOJAMKUCAHNE KOHTPAKTa, KOMMEpYECKas KOPPECHOHICHIMU (TUChMO, (akc, Temekc,
AJIGKTPOHHAS TIOYTa, 3alpoc, 3akKa3, CUeT, peKjIamManuu u ap.). YdeObHoe mocoOue
COJIEPKUT JOCTATOYHOE KOJIMYECTBO MH(POpPMAIUU, 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, CTPYKTypa KOTOPBIX CTEPEOTHUITHA:

- OCHOBHOM TEKCT - MOJIWJIOT C IIEPEBOJAOM Ha PYCCKUM SI3bIK;

- SI3BIKOBBI KOMMEHTApPUM (CIIOBAPb-MHUHUMYM );

- JIMTHTBOKOMMEPYECKHM KOMMEHTapuMid 1O TeMaM W TUNaM KOMMEpPUYECKOH
KOPPECHOHACHIINH;

- TPaMMaTUYECKUI KOMMEHTAPHI;

- yOpaXKHEHUsI IO TPAKTUKE JCJIOBOr0 OOIIEHHUS W BEJICHHUIO TNEPENUCKH Ha
AHTJINHICKOM SI3BIKE;

- TEeKCT JyIs ureHus (oOmias, a 3aTeM W Oojiee JeTanbHas XapaKTepUCTUKA ObITa U
JIEJIOBOM JKM3HU B OCHOBHBIX aHIJIOSI3bIYHBIX CTPAHAX);

- TPaMMATUYE€CKUE TECTHI JJIsl CAMOKOHTPOJISI.



LESSON 1

THE VISIT OF A FOREIGN PARTNER

Tembl M cuTyauuu:

I'pammaTuka:

TekeT A9 YTEHUA:

Busut 3apy0exHoro mapTtHepa (6cmpeua 6
a’ponopmy,  3HAKOMCmEo,  npogheccuu,
npugemcmeusi, 6.1a200apHOCMuU, NPowanue,
Gopmbl 0bpawenus).
[Topsmok CJIOB B
IPETI0OKEHHH.

Wmst cymiecTBUTENBHOE.
ApTukmnm.
Benuxobpumanus (obwue ceedenus,
HOUMUKO-AOMUHUCTIPAMUBHOE
YCMpPOUCME0).

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 asponoprty
- [Tpocture... Bol M-p KapTtpaiit?
- la.
- 4 Bnmagumup lMBaHOB M3 KOMIaHUH
TCT Cucrems. 31paBcTBYHTE.

- 3apaBCTBYMTE

- S 3actaBui Bac xxnath?

- O, wHer.. caMoOJE€T TOJBKO YTO
npwieren. Cpnacu0o, 4YTO — MPHIUIH

BCTPETUTH MEHSI.

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

- Moss mammbHa oxumaer Bac. Mo
BOJAMTENIL IIOMOXKeT Bam Hectu Bain
YyeMOJaH.

- brmaronapro Bac.

B mamnne
- Mpr wHanpaBmsiemcss B Ham  oduc,
KOTOpPBIA HAXOJWUTCS B LIEHTPE TOpPOAA.
st Toro 4ToOBI MOOpaThbest TyAa, HaM
noTpedyercs 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 i1s our Import-Export Manager... Do
take a seat. Would you like a cigarette?

- HanoMHuTe MHE, NOXAIyWCTa, KTO
takou M-p [locrienos.

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

- B kakom
OCTaHOBUTHCS !
- Mu1 3akazanu g1t Bac ogHOMECTHBIN
HOMEp C BAHHOW B TOCTMHMIE HENAIEKO
OT LEHTpA.

- Otmnuno. boreioe cracu6o.

T'OCTHUHHIIC A MOory

B oduce
- Pagpemmure mno3zHakomMuTh Bac ¢
MHUCTEPOM ITocnieoBbIM, HAIlIUM

re€HEpaIbHbIM JUPEKTOPOM.
- Pang mnosHakomutbca ¢ Bamu, M-p
[Tocmenos.

- S Toxe. Bbl OblIM KOTHIA-HUOYIH B
Kuese?

- Her, 3T0 MOM niepBbIii BU3HUT B Knes.

- Kakue Bamm nepBble BnedatyieHHs: OT
Kuesa?

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

- Haperocs, Bam nonpaButcs y Bac, M-p

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

ceKkpeTapb, Mucc KpuBeHko.

- IIpusatHO mo3HakomuThCs ¢ Bamu, mucc
KpuseHko.

- Mue Toxe. Moxere Ha3plBaThb MEHS
IpOCTO AHHA.

- 4 xouy Takxke mno3HakomMuTh Bac ¢
Bukropom Bosrunseim, HAIUM
MeHemkepoM 1o cOpity. C  M-pom
HBaHOBBIM BBl ykKe 3HaKOMBI.

- YUem 3anumaetcsa M-p MiBanos?

- OH paboTaer y Hac MEHEIKEpOM IO
AKCHOPTY U UMIIOPTY. :
[IpucaxxuBaunrecs, M-p KapTtpaiir.
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. Ecnim MoxHO, yaiiky kode,

MOKATYHUCTA.

- AHHa, Thl HE MOIJIa Obl MPUTOTOBUTH
HaM Kode?

- Konewno. Kakoit xodpe  Bn
npeamnounraere, M-p  Kaprtpaut,

MOJIOKOM HJiu 6€3?

- be3 Mosoka, moxxanyncra.

- C caxapom?

- Her, 6mmaromapro.

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

- A waxenep. Ho B kKoMmanum
Continental Equipment s paboTtato
MEHEeKepoM 1o  cObity. Bor Mos
BU3UTHAs KAPTOUKA.

- JlaBaute mepeuaeM K €Iy M-P
Kaptpaiit. Mbl pacuupsiem cdepy Haien
NEATeIbHOCTH W XOTUM  3aKyIUTh
o0opynoBaHue [JIsl TPOM3BOJACTBA Ha
YKpanHe HEKOTOPBIX TOBAapOB, KOTOPHIE
MBIl CE€W4ac UMIOPTHPYEM U3 3amaJHbIX
crpadH. Mbl 3HaeMm, 4TO psifi KOMIIAHHM,
BKIouasi Bamry, mnOpou3BOAST TOT THI

o0oOpy/mOBaHus, KOTOPHI HaM HYKEH.
Bama xommnaHus BHeApseT TMEpenoBbIC
TEXHOJIOTHH " o0ecrnieunBaeT
3pPEeKTUBHYI0O  CHCTEMY  CEpPBHUCHOM

MOJJIEP>KKHU, YTO HE MO/ CHITy HEOOJIbIIUM
KoMnaHusiM. BoT nouemy Mbl
3aMHTEpECOBANIMCH Balienn kKoMnaHuen.

- Ha, a1 monummar. [lymaro, uro Bawm

npusTHO  OyneTr  y3HaTh, YTO MBI
YBEIIMYWJIM  CPOK  CIYyXObI  HAIIero
o0opy/nOBaHUsA M, KPOME TOrO, CHHU3WIU
LIEHBI.

- He wmormu Ob1 Bbl roBOpUTH UyThH
nomemiieHHee, M-p Kapr-pait? 5 He

OYCHBb XOpOIIO 3Har0 AQHTJIMHACKUM S3bIK.

- Koneuno. S roBopmia, dYTO MBI
YBEIIMYWJIM  CPOK  CIYXOBI  HaIIero
000pyIOBaHUS.

- DTO OUYEHb HHTCPCCHO. Ho IMPCIKAC BCCTO



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
HallluM

TpeOOBaAHUSM.

- Jnsa Toro, 4troObl OTBeTUTH Ha Bam
Boripoc, M-p IlocmenoB, s  pomxeH
ocMoTpeTh Bamy ¢albpuky u u3yduTh
Bamu tpe6oBanus.

- S mokaxy Bam Hanry ¢haGpuxy 3aBTpa.

- B xoTopom uvacy?

- Jlaite MHe mnogymarb. Y  MeHA
Ha3HA4Y€Ha BCTpeUa C IOPUCTOM Ha 9 4acoB
yrpa. laBaiite Bcrpetumcs B 10 yacos.

- Xopolo.

- Ceiluac MBI HILIEM YEJIOBEKA Ha
JOJDKHOCTh  KOMMEPUYECKOIO  AUPEKTOPA
JAHHOTO TMPOEKTa, MO3TOMY B OyayiieM
Bur Gynete umets neno ¢ HuMm. Eciau mbl
IIPUMEM PEILICHUE O 3aKYIKE

Bamero oOopynoBaHusi, OH mpueneT K
Bam u Bsl mogpobno obcyaute ¢ HUM
OCHOBHBIE TTOJIO’KEHUSI KOHTPAKTA.

- OTnnuHo. § mpuBe3 ¢ co00i HEKOTOPHIE
pEeKJIaMHbIe MaTepuaibl, Tak 4To Bhl
CMOXETE€ CaMHU HU3YyYUTh OCHOBHBIC
XapaKTEPUCTHKHU HAIIETO 000PYI0BAHUS.

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

- bonbmmoe cmacu6o, M-p [locmenos.

- Hy uro x. Torma Bce Ham Bogutenn
x1et Bac. On oTBe3eT Bac B roctunuIy.

- Jlo cBunmanus, m-p [locnenos.

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

SI3BIKOBBI KOMEHTAPUU

Excuse me

- MPOCTUTE - 00bIYHAsA popma

oOpaleHuss B aHTJIOS3BIYHBIX CTpaHaXx,
cIy)Xamiasi Il TpHUBJICUEHUS K cebe
BHUMaHUs. B cimyuae, 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 Cce€0si B caMmoJieTe.
Cpasnure: to be sick - 6051€Th

- B Takod (opMe MOXXHO MpPEeIOKUTh
CBOM YCJIYTH TpeTbeMy Jnuily. Ecnu xe Bbl
XOTUTE TOJMYyYUTh WMHCTPYKIHUHA WA
YTOYHUTHh JAJIbHEUIINE JEUCTBUS, TO
CIeNyeT WCIIONh30BaTh BOMPOCUTEIIHHOE
MPEMIOKEHHE C MOJAIBHBIM TJIaroJoM
shall: Shall I send the letter? - Ilucbmo
ornpaiATk? Shall 1 sign the contract? -
JloyoxeH nu S noanucate KOHTPAKT?

- JJaHHAsI KOHCTPYKILIMS UCTIOJb3YETCs ISt
yKa3aHUsl BpEMEHHU, KOTOpOe

TpeOyeTcss Ha BBINOJHEHHWE TOr0 WIIHU
uHoro aevictBus. Hanpumep: JI takes them
two days to effect payments. - Ha
OCYIIECTBJICHUE IUJIATeXKEH OHU TPaTAT
nBa nus. It'll take me three hours to draw
up the contract. - Ha cocraBieHue
KOHTpaKTa MHE TTOTpeOyeTCs TpH Jaca.

- 5KJaTh KOro-an0o (4ro-1mnbo).

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

- co0upaTbCs cAenaTh 4To-Iuoo.

JlaHHBIN 000POT CITYXKUT TAKKE JJIsI
BbIpaKEHUSI OyAYIIEr0o BpEMEHU

- COTJIallIeHue, JIO0TOBOP; fo conclude an
agreement - 3aKJI104YaTh J10TOBOP,
COrjamieHue; fo come to an agreement -
IIPUMTHU K COTTIALIEHUIO

- B JIaHHOM TIPEIJIOKCHUH HCIIOIb3YEeTCS
KOMIUIeKC ¢ uHGuHUTHBOM. [logoGHbie
KOMITJIEKCHI OOBIYHO TIEPEBOJSATCA Ha
pycCKuit SI3BIK MPUIATOYHBIMH
MPEMIOKECHUSIMU C COIO30M  «4TOOBI»: [
want you to send the fax immediately. - 51
Xouy, 4TOoOBl ~Thl ~ OTHmpaBui  (pakc
HemeieHHo. Tell him not to sign the
contract. - CkaxuTte emy, 4TOObl OH He
MOJMKUCHIBANT KOHTPAKT.

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



MeHee ¢GopMaTbHON 00CTAaHOBKE MOXKHO
OTBETUTH TMpocTO: Me too. B ppyrom
KOHTEKCTE BBIpAXEHUE «SI TOXKE» Oyler
HUMETH JIpyrou 3kBuBasieHT. CpaBuute: 1) 1
am a Marketing Manager. - So am I. - A
paboTaro MEHEKepOM [0  BOIpOcaM
MapkeTuHra. - 5 Toxe. 2) I work in a bank
- So do I. - 51 pabGotato B Oanke. - S ToXKe.
3) I don’t like - 5 wne m00m10
IIyTEIECTBOBATH. - S| TOXKeE.

Let me introduce my staff to you - €CJIM B IAHHOM MPEJIOKEHUN
U3MEHUTh MOPAJIOK CJIOB, TO €ro0 CMBICI
usmeHurcs: Let me introduce you to my
staff. - Pazpemmre nipeacraButh Bac Moum
COTPYJIHUKAM. Ecom Bl XOTHUTE
MPEACTaBUTHCS CaMHU, TO HY>XHO CKa3aThb:
Let me introduce myself.

to be interested in smth - UHTEPECOBaThCS UeM-Tu00; 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 -
06opynoBaTh uT0-1100 (hadbpuky, opuc u
T. 1.); fo re-equip smth - mepeoOopy-
I0BaTh YTO-JIH00.

Would you mind speaking a bit slower? - ¢opMma BexxTuBOM TTpochObl. Ecnu xe Bor
XOTUTE€ MOMNPOCUTH y  COOeceaHHKa
paspelnieHue cienarb 4YTo-amuoo, To
clenyeT MOCTPOUTh BOMPOC CIEAYIOLIUM
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-JIN00

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 (4T0-1100).
CuHoHunM: fo seek smb (smth)

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

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

ynoTpeosiseTcs: Oyayiee BpeMs.
Hanpumep: When you write the letter,
send it by fax - Korga Hanuiensb MMCbMO,
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oTnpaBb ero no ¢axkcy. If the delivery is
delayed, I will pay the penalty - Ecnu
NoCTaBKa OyJeT 3aaepxkaHa, s 3arady

mrpad.

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

Cnosa u eviparicenusn no meme:

Excuse me.... [Ipocturte ...

I'm sorry. [Ipoctute (coxanero)

I am from ... (He is from ...). A wm3... (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 Paspeunre nipencraButsh Bac M-py Yaury.

Mr White.

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

to you.

staff, personnel 1ITaT, MepPCOHal, 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. — A Toxe.

meet you too.

Would you like something He xoturte 11 yero Hu-0y b BHITATH?

to drink?

By the way . Kcraru...

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

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

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

I have an appointment with ... Y MeHs Ha3HaYyeHa JieJioBasi BCTpeya C.

at your disposal B Baiiem pacniopsbxkeHuun

JUHTBOKOMMEPYECKHN KOMMEHTAPUI

Classification of Organization Cultures
(Knaccugurayus munos 63aumoomuouieHull 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 é3aumoomuouienuil)
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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 (B3zaumoomnowenus 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.

JUHI'BOCTPAHOBEJJYECKNI KOMMEHTAPUNI

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

"Good morning!" («{o6poe yrpo» - 1o 12: 00),
"Good afternoon!" («Jlo6psrit geHb» - ¢ 12:00 mo 17:00)
"Good evening!" («JloOpsr1it Beuep» - 10 20:00).

OTBETHI HA 3TU MPUBETCTBHUS SABIIAIOTCA TEMH )K€ CAMBIMHU.

Haunbonee ¢gopmanibHOM (hpa3oii, UCMOIB3YEMONW NPHU MPEACTABICHUU JIIOACH Ipyr
npyry, ssiserca ¢paza: "How do you do?". 310 mpuUBETCTBHE MpeIioiaracT Takou ke
otBeT. YacTo ynorpebisiercst ppaza: "Pleased (mnm glad) to meet you. - Pleased (wnu glad)
to meet you too" («Pax moznakomutbes ¢ Bamu. - S Toxe»). HacTo ucnosib3yercs Takxke
dpaza: "(It's) nice to meet you".

Haumenee dopmanbabiMu npuBercTBusiMu siBisitorcsa. "Hello!" («3mpaBcTByiil») u
"Hi!" («IIpuBet!»), xoTtoppie B AMepuKe YacTO YMOTPEOJSIOTCS Hpu OOpalleHuu K
HE3HAKOMBIM U €7[Ba 3HAKOMBIM JIOJs M. CIIPOCUTH YeJIoBeKa O TOM, KaK y HEro 0OCTOST
nena, MOXHO cieayroum obpasom: "How are you?" mmm "How are you getting on?".
OTtBeThl Ha 3TH BONPOChl MOTYT ObITh Takumu: "(I'm) all right. Thank you" («Xoporro.
bnarogapro Bac»), "(I'm) fine. Thanks" («IIpekpacno. Cnacu6o», "So-so0" («Tak cede»).

2. llpomanue (Saying Goodbye)

Camoe HeuTpanpHoe npomtanue: "Goodbye" («/lo cBumanusi»;. Ilpu mnpomanum c
XOpOIIIO 3HAKOMBIMHU JIIOABMH MOKHO TOBOpuUTh: 'Bye-Bye" («Iloka») m "So long"
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(«Bcero»). Yacto nipu npoianuu Takxke ropopst: "See you later” («Jlo ckoporo»;, "See
you tomorrow" («J{o 3aBTpa») u X 1.

3. baarogapuoctu U oTBeThl HA HUX (Thanks and Possible Answers)

Haubonee pacnpocrpaHeHHbIMU — (pa3amu, CIOy>KallUMUA  JJIs  BBIPAKEHUS
0J1aroIapHOCTH, SABJISIFOTCSI:

"Thank you very much" («Ouens Bam 6marogapen»), "Thank you" («bmaromapro
Bac») u "Thanks" («Cnacu0o»).

OTtBeThl Ha cioBa OimarogapHocTH MOryT ObITh TakuMmu: "Not at all" («He crowut.
[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, OXKanyicTa, MUCbMO.
B. Here you are. B. IToxanyiicta (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 KEHILUHE: Mistress (Mrs) Joseph, Mrs - Green.

HE3aMYy>KHEH JEBYIIKE: 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 T. 11.):

KJIMEHTY B peCTOpaHe, Mara3suHe U T. sir (K MyxXuuHe), madam (ma'am) (K
I. JKCHIIIMHE).

(wacTto Tak oOpamawTcs Oaxke K

HE3HAKOMOMY Y€JIOBEKY)

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

5. Bonpocsl 0 nmpodeccun (I015KHOCTH) U MMEHH YeJI0BeKa
Bomnpocel, HaunHarmmecs ¢ BONPOCUTEIBHOTO cion» Who, OTHOCATCS K HMEHU
(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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Bompoc momo6Horo THMA, 00paiieHHbId ko BTopoMy sty (Who are you?), 3By4uT
HE COBCEM BE&XJIMBO. [lodTOMy ecnm B a’pomopTy, Ha BOK3ale WIM Ha npueme Bac
XJIOTHET TO TUIeYy He3HaKoMbIii Bam yenoBek, BOmpoc O TOM, KTO OH, Jydile 3a7aTh B
OoJiee BEXKIIUBOU (popme:

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

Bompoc o gomxHOCTH Min ipodeccuu uernoBeKka MOKHO KOHKPETU3UPOBATh.

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

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

ration. executive officer) O0sbII0M KOPHOPAIHH.

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

- I'm a businessman. - 51 duzHecMeH.

- What is Miss Jane's profession? - Kto mucc [Ixelin no nmpodeccun?

- She's a secretary. - OHa cekperapsb.

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

- What is your name (first name, - Kak Bac 3o0Byr (Kakoe y Bac wuwms,
surname)? bamuus)?

Pycckue cnoBa «umsi», «paMuius», «OTYECTBO» HMEIOT B AHTJIMHCKOM SI3bIKE
CJIEIYIOIIME PKBUBAJICHTHI:

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

6. Borpochbl 0 MecTe padoThI M MeCTe JKUTEJIbCTBA YeJI0BeKa

Bomnpocs! tuna: Where are you from?, Where is he from? u T.11., HaunHarommecs c
BOIIPOCHUTENBHOTO ciioBa Where, OTHOCATCS K MECTy MXHUTENbCTBA YEJOBEKa (CTpaHe,
ropojy, ITaTy u T.J.) TMOO 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 pC€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 Jtydiie copMyIupoBaTh CIEAYIOIUM 00pa3oM:
What company do you work for? I'm with TST Systems.
IT'PAMMATUYECKUA KOMMEHTAPUI

TIOPSJIOK CJIOB B AHIJIMMCKOM
[MTPEJJIOXKEHNN

B otnnune ot pycckoro si3pika, HOPSIAOK CIOB B MPEAJIOKEHUN B AHTJIUUCKOM SI3bIKE
3a71aH OTHOCHUTEJIBHO KECTKO, IMOCKOJIbKY OH SBJSIETCS OJHHUM W3 OCHOBHBIX CPEJICTB
BBIPAKECHUS OTHOLICHUN MEXAY CJIIOBaMH. B aHIIMICKOM S3bIKE BBIICIISIIOT YETHIPE THIA
MPEIIOKEHUM:

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

2) OmpuyamenvHoe npeonoiceHue
Victor didn't draw up an invoice. BukTop HEe BBIMCHIBAI CUETA.

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

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

B otauume ot PYCCKOTO s3bIKA, B AQHTJIMMCKOM SI3BIKE B IEPBBIX TPEX THUIIAX
HpC,Z[J'IO)KCHI/Iﬁ 00513aTeNbHO AOJKHBI IIPUCYTCTBOBATH KaK ITOJICIKAIIECC, TaK U CKa3yEMOC,
InpudeM B  YTBCPAUTCIBHBIX W  OTPHULATCIBHBIX IMPCMIOKCHUAX BHAYAJIC HACT
noajcixkamee, a 3aTeM CKazyeMocC:

TIooneoxcawee 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 IPCATOKCHUAX  OCTAJIBHBIC  YJICHBI
MNPpCAIOKCHH pacCIIojararoTcs OOBIYHO B CICAYIOMIEM IMOPAAKE:

Mognexatee KocBeHHoe U
O6cToATENbCTBO Ckasyemoe npamoe O6cToATENbCTBO

AONO/IHEHUA
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OOcToATENbCTBA BpEMEHU, MECTa U 00pa3a JAEUCTBUS YIOTPEOSAIOTCS Yalle BCEro B
KOHIIe TpemiokeHus. OIHAKO OOCTOSITEIbCTBO BPEMEHU MOXKET YMOTPEOJSAThCS U B
HayaJie 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 MbI IOTy4YMIH 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]
PSIMBIM JTOTIOJTHEHUEM (OTBEUYAET Ha BOMPOCHI KOro?, 4ro?):

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

KocBeHHOE [IOMOJIHEHHE MOXET CTOSITh B TMPEMIOKEHUH W TIOCie MPSIMOro
JIOTIOJIHEHUS, €CJIM OHO UMEET IpH ce0e mpeyior to:

Send this letter to Mr Brown. OTtnpase 3TO MUCEMO M-py bpayHy.
I wrote this letter to you. S Hanuca 3T0 TUCbMO BaM.
Don't give this document to him. He naBaii eMy 3TOT TOKYMEHT.

AMS CYIIECTBUTEJLHOE
(THE NOUN)

B aHrmumiickoM si3pIk€ MMSI CYIIECTBUTEILHOE MMEET JBa YHUCIa - €OUHCHEEHHOe
(Singular) n mnoscecmeennoe (Plural) - v nBa nanexa - oowuit (The Common Case) n
npumsycamenwvustii (The Possessive Case).

1. O6pa3oBaHrEe MHOKECTBEHHOTO YMCJIa UMEH CYIIECTBUTEIbHBIX
MHOXeCTBEHHOE YHCIIO UMEH CYHIECTBUTENBHBIX 00pa3yercs myTeM MpuOaBiICHHS
OKOHYaHUS -S K NIMEHH CYIIECTBUTEIBHOMY B €IMHCTBEHHOM YHCIIE:

Bill - bills CYEeT - cyera
Buck - bucks J0JUIap - A0JUIaphl (pasze.)
Payment - payments IJIATEXK - TUIATEKHU

OKkOHUYaHHME -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
MIPEIIECTBYIONICH COTJIACHOM) U -X, TO €ro MHOXECTBEHHOE YHCJIO o0paszyercs MmyTeM
NpuOaBJIeHUs] OKOHYAHUS -€S:
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expense - expenses
tax - taxes

address - addresses
branch - branches

pacxoj - pacxo/abl
HAaJIOT - HAJIOTH
azpec - aapeca
OTpaCJIb - OTPACIIH

loss - losses YOBITOK - YOBITKU
dish - dishes TapeJiKa - TapesIKu
hero - heroes repoi — repou

Oxkonuanue -es mocie s, ss, X, sh, ch, ce, se, ze, ge nporusHocutcs Kax [iz].

Ecnu uMms cymiecTBUTENbHOE OKAaHYMBACTCS HA -y C MPEIIECTBYIONICH TIacHOU, TO
€ro MHOXXECTBEHHOE YHCIO 00pa3yeTcssi Mo OOBIYHOMY MpaBUIy, MyTeM NpHOaBICHUS
OKOHYaHUS -S. Ecnu MMs CyIIecTBUTENbHOE OKAaHYMBAETCA HA -y C MPEIUIECTBYIOLIEH
COTJIACHOM, TO €r0 MHOXKECTBEHHOE UMCJIO 00pa3yercs myTeM ImpuOaBiIeHHUs OKOHYAHUS -
es C 3aMCHOH -y Ha -i:

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

CymectBuTenbHbIe, OKaHuYMBaromuecs Ha -f -fe, 00pa3yroT MHOKECTBEHHOE YHCIIO C
3amenoi f Ha v:

leaf - leaves JIUCT - JIUCTHSA
life - lives JKWU3Hb — KU3HU

Opnnako, U3 3TOTO MpaBUIA CYIIECTBYET psia uckioueHuit chief - chiefs, roof- roofs u
Ap.

Hexkotopsie cymecTBuTENbHBIE 00Pa3yI0OT MHOKECTBEHHOE YHCIIO HE TIO0 TTpaBUjIaM:

Psin cymiecTBUTENBHBIX TPEUECKOTO U JTATHHCKOTO MPOUCXO0XKICHUSI COXPAHSIOT CBOIO
UCXOJIHYIO (hOPMY MHOXKECTBEHHOTO YHCIIa:

quantum - quanta JacTb - YaCTHU

thesis - theses TE3HUC - TE3UCHI

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

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

Psg  cymiecTBUTENbHBIX, TakuxXx Kak news (HOBocTb), works* (3aBog,
IPOU3BOJICTBEHHOE TIOMEIIICHKE), means* (crmocob, cpeacTBO), series™ (ps0, cepus) u ap.,
a TaK)Xe Ha3BaHUs HAyK W Y4eOHBIX IPEAMETOB economics (dKOHOMHMKA), mechanics
(MexaHMkKa) W T. M., HECMOTpsS Ha QopMajbHble MPU3HAKA MHOMXECTBEHHOTO YHCIA,
yHOTPEONSIIOTCA B €IUHCTBEHHOM uucie. CylIeCTBUTEIbHOE «IKOHOMHUKA» B 3HAUCHHUU
«9KOHOMHKa CTpaHbl» M T. M. (B OTJIMYME OT HA3BaHUS HAYKH) IEPEBOJUTCS Ha
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AQHTJINMCKUN SI3BIK CJIOBOM economy u o6pa3yeT MHO>KE€CTBEHHOE YHCJIO IO OOBIYHBIM
IMpaBHJIaM:

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

Ecnu cymectButensHoe people ymnotpeOnsieTcs B 3HAYEHUH <«IIOAW», TO OHO HE
oOpa3yeT (popMbl MHOKECTBEHHOT'O YHCJa, OJHAKO C IJIar0JOM-CKa3yeMbIM COTJIacyeTcs
BO MHO>KECTBEHHOM YHCJIE:

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

B ciydae ke, eciu 3TO CyIIECTBUTENBHOE YIOTPEOSETCS B 3HAUEHUU «HAPO», TO C
IJIar0JI0M-CKa3yeMbIM OHO MOXKET COITIACOBBIBATHCS KAaK BO MHOXKECTBEHHOM, TaK U B
€IMHCTBEHHOM YHCJIE U MOKET 00Pa30BbIBATh MHOKECTBEHHOE YUCIIO:

The people of Ukraine want to live at Hapon VYkpawHbl XO4e€T »XUTh B MHPE C
peace with other JIpyTUMH Hapoaamu, peoples.

2. ITagexxu UMEH CyIIECTBUTEIBHBIX

HMeHa cymiecTBUTEIbHBIE B OOIIEM TAJEKe BHITIOIHSIIOT B IPEIJIOKCHUH Pa3IMYHBIC
GyHKIUA: TOMJISKAIIET0, UMEHHOM YacTH CKa3yeMoro, OOCTOSITENbCTBA, MPSIMOTO U
KOCBEHHOTO nomnojHeHud. CyliecTBUTENbHBIC B OOIIEM Majeke HE HMMEIOT HHKAKUX
OKOHYAHUM, U UX OTHOIICHUSI C JAPYTMMHU CIOBAMHU B MPEIJIOKEHUU OMNPEIETSIOTCS HUX
MECTOM B MPEJIOKEHUH, a Takxke npeasioramu (of, to, in, with u np.):

The CEO (nooneacawee) is expecting N cnonHUTENbHBIN  AUPEKTOP OKHUAAECT
the Marketing manager (npawoe MEHE/Kepa MO BOIPOCaM MAapKETHHIa B
O0onoiHeHue) in his office cBoeM oduce.

(ob6cmosimenscmeo)

VMs CyIIEeCTBUTEIBHOE B IPUTSDKATEIBHOM IaJexe OoTBeyaeT Ha Bompoc Whose?
(Yeit?) u BBIMOJHIECT B MpEANIOKeHUN QyHKIHMIO onpenenenus. [IpursxaTenbHbIil mamex
UMEH CYIIECTBUTEIbHBIX B E€IMHCTBEHHOM 4YHCIE O00pa3yercsi MyTeM MpUOaBICHUS K
UMEHU  CYIIECTBUTEIIBHOMY OKOHYaHus -'s. IIpuTspkarenbHbId — Hajex  MMEH
CYILIECTBUTENIbHBIX BO MHOKECTBEHHOM YHCJE O0pa3yeTcsi myTeM MpUOaBIEHUSI TOJIBKO
anoctpoda -:

manager’s letter IIMCbMO MEHEKEPa

managers’ letter MUCHbMO MEHEKEPOB

expert’s opinion MHEHHUE dKCIepTa

experts’ opinion MHEHHE SKCIIEPTOB

Ho:

businessmen’s guide MyTEBOJIUTENb JJIsl ON3HECMEHOB
women’s magazine YKEHCKUH KypHaJ
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OxoHYaHWE MPUTHKATEIHHOTO Ta/ieka MPOU3HOCUTCS MO TeM K€ NpaBHiaM, 9TO U
OKOHYAHUE MHOXECTBEHHOTO YHCIIa IMEH CYIIIeCTBUTEIbHBIX.
Ecnu cymiecTBuTensHOE B €IMHCTBEHHOM YHWCJIE OKAHYMBACTCS HA -S WU -X, TO
NPUTSDKATEIBHBIN MMaIe’K MOXHO 00pa30BBIBATh BYMS CIIOCOOaMHU:
Mr Tufts's fax unu Mr Tufts' fax daxc m-pa Tadrca
OpxHako B ¥ TOM U B IPYTOM CIIy4ae TO OKOHYAHWE MTPOU3HOCHUTCS Kak [iz].
[TpuTskaTenbHBIN TTAAEK 00pa3yIOT:

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

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

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

hour's delay yacoBas 3aJIepKKa
today's letters CEroJHALIHSA KOPPECTIOHICHLIHS
tomorrow's delivery 3aBTPALLHSAS TIOCTAaBKa

B) cywecmeumeibHbvle, 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 TAaJACKa 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) TMepel MCYHUCIAEMbIMUA CYIIECTBUTEIbHBIMU B €IMHCTBEHHOM 4YHUCJE MpHU

0003HaUCHUN TPUHAMICIKHOCTH HMX K KakoMy-mbo 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 BUXXY aBTOMOOUIIb.

0) B BBIpAXEHUSX, YKa3bIBAIOIIUMX IIEHY 3a E€IWHUIY TOBapa, YIEIbHBIH BeC,
CKOPOCTb, YaCTOTY:

five dollars a pound. IATh J10JUTapOB 3a (YHT.

two miles an hour JIBE MUJIU B 4ac

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

B) B cJI0OBOocoueTaHusx, Takux kak: a lot of (muoro), a few, a little (Hemnoro), a
TaK)Ke CO ciaoBaMH, oOo3HaudaronmMu KojndectBo: a hundred (cotns), a thousand
(TRICS4a), a dozen (IfOXKKWHA) U T. 11

r) Hepell MCUUCISAEMbIMU CYUIECTBUTEIBHBIMU B €IMHCTBEHHOM YHCIE, KOTOPHIE
OTIPENIEIAI0TCS TAKUMU HapeunsaMHu, Kak: quite, such, rather:

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

Omnpenenenublil apTukIib (the) ynmorpedisercs:

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 moceuian Bam nuceMo.

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

Did you see the contracts we signed He  Bumenn 1M Bbl  KOHTPAaKTOB,
yesterday? KOTOPBIE MbI IIOJIKCAIIA BUEPA
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0) mepen CYHIECTBUTEIBHBIMHU, SIBISIONIUMUCS €AMHCTBEHHBIMH B  JAHHBIX
00CTOSITENBCTBAX, JIMOO MPECTABIISIONIMMU OJIMH U3 MPEAMETOB JAaHHOTO Kiacca:

Close the window. 3aKpoil OKHO.

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

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

B) Ilepel MNpPWIArareJbHbIMA B IPEBOCXOJHOM CTENEHW U  MOPAIKOBBIMU
YUCIIUTEIIbHBIMH:

the best way JTYYIIANA CIIOCO0
the first of January MepBOE STHBAPS

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

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

J1) TIepell Ha3BAHUSAMHU PEK, MOPEU, OKEaHOB, IrOp, a TAKXKE HA3BaHHUSIMHU CTpaH,
OCHOBHBIM 3JIEMEHTOM  SIBJISICTCS HapuIaTeabHoe 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 yrtpam), in the evening (o Beuepam), the same (ToT ke camsiii), the following
(cnenyromumii), the next (B 3Hau. «cieayromui no nopaaxky»), the last (B 3Hau.
«TIOCHEIHUN») U T. II.

ApPTHKIN HE YIOTPEOISIIOTCS:

a) Tepel HCUUCISIEMBIMUA CYIIECTBUTEIBHBIMH BO MHOKECTBEHHOM YHCIE NpHU
0003HaYeHNH MTPUHAIICKHOCTH UX K KaKOMY-JTHOO0 KJaccy:

They are sales representatives. Onu paboTaroT TOPrOBBIMHU
IPEICTABUTEISIMH.
I see cars. S BIXKY aBTOMOOMIIH.

0) ¢ aOCTPaKTHBIMH CYIICCTBUTEIIBHBIMH U HEUCUNCISIEMBIMU CYIIIECTBUTEILHBIMU B
0011IeEM 3HAYEHUU:
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This work does not give me OrtapaboTa He JAaET MHE YAOBJICTBOPEHHUSI.
satisfaction.
Time is money. Bpewms — nenbru.

B) Tiepe] cJoBaMu next (B 3HaUEHUHU «Oynymuii») u last (B 3HAaUEHUU «IPOIIBIN»):

next year B OyIyIIeM roay
last year B [IPOIIIOM IOy

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

1) TIEpel CYIIECCTBUTEIBHBIMY, CTOSIIMMU TEpe]l UMEHAMH U (HaMHIJIUSAMHE JTFOICH:
President Kuchma, Colonel Smith, Mr White, Miss Jane u T. 1.

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

HPAKTHKA

1. TlpencraBpre, uro Bhl BCcTpewaeTe NpencTaBUTENS AHIVIMMCKOW KOMITaHMH. B
aspornopry Bel yBuAenu MyX4uHy, BHEIIHMM BHUJ KOTOPOTO COOTBETCTBYET OIMCAHUIO
TOT'0 YEJIOBEKa, KOTOPOro Bel NOKHBI BCTPETUTH. BhINOMHATE Ccrieaytomue 1eCTBUsA:

a) oOpaTHTech K HEMY Ha aHTJIHMICKOM SI3BIKE W y3HAWTEe, TOT JIM 9TO YEJIOBEK,
KOTOpPBIM Bam HyXeH;

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

B) U3BUHUTECH 3a CBOE OINO3JaHUE;

I') CIIPOCUTE, KaK OH JOJIETEIT;

1) IPEIJIOKUTE EMY NPOUTH K Baiien Mammse;

e) CIIPOCUTEC €TI0, HC ITIOMOYb JIM EMY NOHCCTHU CI'0 YCMOAAH;

) TIPEACTaBbTE ce0e, YTO ATOT YEIOBEK OKA3aJICA HE TEM YeJIOBEKOM, KOTOPhI Bam
HykxeH. [Tompocute y 3TOr0o 4enoBeka nporieHue 3a OECIIOKOMCTRO.

2. IlpeacraBbTe, uTo K Bam B KoMmaHuiO mpuexai MPEACTaBUTEIb WHOCTPAHHOU
bupmbl. BeinonHuTe creayromnye 1eicTBUs:

a) MpeJCTaBbTECh CaMU W TNPEACTaBbTE €My COTPYAHUKOB Baieil kommanuu c
UCIIOJIb30BAHUEM CJIEAYIOIIUX 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, KaKkas y HEro JOJKHOCTb,
13 KaKOro ropoJia OH IIpHexal;

B) CIIPOCUTE y HEro, He XOTeln Obl OH Yero-HuOyAb BBIMHUTH; MPEIIOKHUTE EMY
curapery, 4amky kKoge, yas, COKa M T. I.; CIIPOCUTE Y Hero, He OyJeT JIM OH BO3pakaTh,
ecnu Bel 3akypure.

') HA3HA4YbTE €EMY BCTPEUY Ha 3aBTPA U MONPOLIANTECH C HUM.

3. [To3HaKOMBTECH C BUBUTHOM K&pTO‘IKOﬁ M OTBCTHTC HA CICAYIOHIHMEC 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 BUBUTHYIO KapTOYKy Ha aHTJIMHCKOM s3bIke 1iisi cebs. OOparure
BHUMAHKE, YTO B AHTJIOS3BIYHBIX CTpaHAX aJpec MHUIIETCS B OOpaTHOW MO CPABHEHHIO C
HaIlIEH ITOCIEI0BATEIHLHOCTH.

4. Kakumu A0mkHbl ObITh Bamm oTBeThl Ha crienyromiue, oOpaimieHHble K Bam
PEIUIMKU:

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 ACJIOBas BCTpCUa C IPpEACTABUTCIIEM HHOCTpaHHOﬁ KOMIIaHHH.
Kaxk Bor 6y,Z[CTC €Tro NMPUBETCTBOBATh, CCJIKM BCTPCYAa HAa3HAYUCHA HaA:

a)9 a.m;

6) 7 p.m.;

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

6. OCHOBBIBAsICh Ha JJAHHBIX, IPUBEJECHHBIX B JUHIBOKOMMEPUYECKOM KOMMEHTAPUH,
ONpENEINTEe THUN B3aMMOOTHOLICHUW, KOTOPBIA CIOXWiIca y Bac B KomIaHum.
[TombITaliTech 2-3 MpeaoKeHUSIMU Ha aHTJIUHUCKOM sI3bIKe 000CHOBATh, ouemMy BbI Tak
cuurtaete. Micnosb3yiTe Npu 3TOM CIEIYIOIIME BBOAHBIE BHIPAKCHUSA:

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

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

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

I am sorry to say that... K coxanennto, 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 CHEAYIONTUX 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\ DN K~ Wi

B. IlpeoOpa3syiiTe mnpenioKeHus, TOCTABHB BBIICICHHBIC CYIIECTBUTEIbHBIC 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 CYIIECTBUTENbLHBIMU B
IPUTSHKATEIIbHOM MaIexKe:

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, OMPENENICHHbIH JIMOO HeoNpeeeHHbIN
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:

YcrpoiictBo Ha paboTy (aumkema,

conpoeodumeﬂbﬂoe

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

paboTHI.
* [IpunararenbHble.
* Hapeuus.

I'pammaruka:

Tembl ¥ curyanuu:
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, BxOAUTE
cmenee. Bol M-p Kniumenko, He Tak ju?
Canurtech, mnoxanyicra. Ilomoxmure,
MOKa S HE 3aKOHYY IOJIUCHIBATH ATH
nucbMa. TeM BpeMEHeM 3aroJIHUTE,
MOYKAIYUCTA, 3Ty aHKeETy.... . Hy, Tenepp
BCe, M g MOTYy 3aHATbcsi Bamu, M-p
Kmumenko. Ckaxure, Kak J10iaro Bel
pabotanu B pupme Anbda?

- IIate ner. I yXoXy TOJBKO MOTOMY,
yTo Hama (Qupma Tepee3kKaeT B
CeBacTonoJib, HO JAyMaro, 4TO MEepeMeHa
MOWJIET MHE HA MOJIb3Y.

- Uto Be1 3Haete o Hameit pupme? ¥V Bac
€CTh KaKue-JIn00 BOMPOCHI KO MHE?

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

COCPEIOTOYUTH CBOU YCHUTHS B
OJMKanme roap?
- Mgzl IUTAHUPYEM pa3BepPHYTH

JCSITEILHOCTh B aHTJIOSI3BIYHBIX CTPaHaX,
B OCHOBHOM B AHIJIMHU, 3aKylaTh TaMm
obopynoBaHre, TEXHOJOTHH, a TaKKe
OpraHU30BaTh 371eCh 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
TBOpUEcKass KOMaHJAa, 4ToObl Halla
¢dbupma co BpeMeHEeM CTajla KOHKYPEHTHO
CIOCOOHOI HAa MUPOBOM DPBIHKE.

- 3a yTo 51 Oyy OTBEUaTh U KAKHE Yy MEHS
OyayT O0O0s3aHHOCTH B TEPBBIH ToOf
paboThI?

- B nmepByto ouepenr Brr Oynete
OTBEYaTh 3a HAA  KOHTAaKThI  C
AQHTIIMACKIMHU  TIApTHEPAMH, BECTH C
HAMHA  TIEPETOBOPHI U 3aKyNUTh
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?

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

NOBCEHEBHBIE HATPY3KH?
- [a. 51 npuBbIK HaNps>KEHHO paboTaTh.

- Bel o Hatype nunep,
NpEANPUHUMATEID?

- Jlymaro, 4to na.

- Xopomo. Tenepp, mM-p Knumenko, s
rOTOB TMpeMIOKUTh Bam paborath ¢
Hamu. Y Bac oOTiauuHbIE OT3BIBBI C
npeabiayied padbotel. Jlymaro, 4TOo Mbl
HayHeM ¢ 450 mosutapos, a ecnu Bor ceOst
XOpOULIO TOKaXKeTe, TO yepe3 3 mecsua
MBI nepecMoTpuMm Bamy 3apruiaty. Mel
pabotaeM C JAEBATH N0 ITOJIOBHHBI
IIECTOTO, C YaCOBBIM MIEPEPHIBOM Ha 00e/T
Y JBYXHEJEIbHBIM OTIIYCKOM. Bac 310
ycTpauBaet? Bonpocsl ecTh?

- Hacuer KOMAaHJIUPOBOK, 170:¢
MPOJOJKUTEIBHOCTD, Ky1a?

- B OCHOBHOM B AHIIHIO, U HE JOJBLIE,
4eM Ha MecsIl.

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



- In a week, if possible. - [To BO3MOXKHOCTH Yepe3 HENEIO.

- I am afraid I can't start working till the - Botock, uTo 51 MOTy HauaTh TOJIBKO C 10
10th October. OKTSIOpSL.

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

- Yes, certainly. Thank you very much. - [la, koHeyHo. bombioe cmacu6o. Jlo
Goodbye. CBHJIAHUSI.

- Goodbye. - Jlo cBumanus.

SI3BIKOBBI KOMMEHTAPUU

position - IIOJDKHOCTB;, vacancy, opening position -
BaKaHCHSI

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

MUCBMEHHOE 3asiBleHuE; application for
the position - 3adBJI€HUE O 3a4YUCIICHUU Ha
JIOJDKHOCTh;  application to smb -
3asBJICHUE Ha 4Ybe-TO uMs; applicant -
MPETCH/ICHT, 3asABUTENb;, 2) MPUMEHEHUE;
to apply - 1) 3asBnsTH, OOpamarbes; 2)
IPUMEHSTH 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 CYUIECTBUTENBHOE, a job -
ucuucisiemoe. IloatoMy o00beM paboOTHI
Jy4lle OINUCHIBAECTCA CYIIECTBUTEIbHBIM
work, Hanpumep: I have a lot of work as a
secretary - Y MEHS MHOIO CEKpPETapCKOH
pabotel. Kpome Toro, work MOXeT
BBICTYIIATh B POJIM TJIarojia

promising - TEPCIEeKTUBHBIN, MHOTOO0OCIIAONINH,
nojarnuii HaaeKapl. CHHOHUM:
prospective

effort - yCUJIME, HalpshKEHUE, MOMbITKA; to make

an effort - cpenath TONBITKY; constant
efforts to attain one's end - TOCTOSHHAA
O6opb0a 3a TOCTHKEHHE 1IEIH

creative - TBOPUYECKUU, CO3UAATEIIbHBIN.
[IpousBoaHbIE: fO create - CO3UIATD,
TBOPUTH; creation - co3llaHue (IpoLecc);
creator - cO3JIaTeNb; 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
3HAYEHHS 3TOTO CJIOBA - COMEPHUYAIOIIIHM,
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
BCAKYI0 OTBETCTBEHHOCTh 3a 4YTO-TO; the
responsibility rests with the author -
OTBETCTBEHHOCTh  HECET  aBTOp;  2)
00s13aHHOCTh; 3) IUIATEXKECTIOCOOHOCTH
(amep.) obligation

Y Bac nipekpacHbl€ OT3bIBBI C
npeabayien padboThl.

Kakyro 3aprary Bel cunraere 1ocTonHOM
Bac?

Mgb1 paGotaeM ¢ J€BSITH J0O TOJOBUHBI
HIECTOTO.

HavyaJbHUK

MO TYNMHEHHBIN

CTapunii (10 JOJKHOCTH)

MIIaIIMH (110 JOJKHOCTH)

JTOJ>KHOCTHOE JIMLIO

CBSI3M; JIFOAM, 00JIaatolue CUIION, 4TOObI
IOMOYb

3apabaThIBaTh (ICHBIN)

YBOJIUTb, BHITHATH C paOOTHI

oO1iee Ha3BaHWE OIUIATHI TPOCITAHHON
paboThI

o011iee Ha3BaHUE OTUIATHI JTFOOBIX YCIIYT
3apIuiaTa CiryKammux

3apIuiata pabouux

TOHOPap TBOPYECKUX PAOOTHUKOB
pa3sIUYHOTO pojJa JBIOTHI Ha padore
peMus

KaHIeasIpckas (OymaxkHas) pabora
KOHEUHBIN CPOK MMOJIaYu YETO-TO TPYJI0BOE
COTJIAILICHHE



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
JIlomKHOCTB, 3BaHUE
®upma/ yupexxaeHue
Anpec

VBakaeMsblii I'-H, I-ka!
Chopmynupyiite 1es mucbMa.

Bel 3ampammBaere, wuMEWTCS U B
HAJIUYMM Kakhe-1u00 BakaHCHHU, JHOO0
cooOIaere, KakuM paboynumM MecToM Bbl
uHTepecyerech. Ecimmu Bac wuHTEpecyer
KOHKPETHOE MECTO, HAa30BUTE€ HCTOYHHK
uHpopmanuu (4eaoBeK, OOBSIBICHHUE B
raszere ¢ yka3aHueM JaThl U T.1.)

OnummmTe CBOE oOpasoBanmue u
npodeccuonanpuplii  ombIT.  Ocoboe
BHUMAaHHE YACITUTE TEM TOJOXKCHHUIM
CBOETO pe3loMe, KOTOPbIE HAMITyUYIIHM
0o0pa3oM CBsi3aHBI C MECTOM, Ha KOTOPOE
Bl nperennyere.

Yxkaxure, uyro Bbl npunaraere cBoe
pestoMe W/WiIM Apyrue HeoOXOJaUMBbIe
MaTepuabl. Bripazure JKeJIaHue
MPEIOCTABUTD JIOTIOJTHUTEIIbHYIO

nH(pOpMaIIMIO U MPOUTH coOeceJ0OBaHHUE.

[ToGnaromapute 3a BHUManue. Coobmure,
9TO HAJIEeTEeCh MOJTYYUTh OTBET.

Hckpenne Bam (moanucek)

Bame ums u pamunust

Anpec

Tenedhon

Onuch npuilaraeMbix MaTepruaioB

MpbI npUBOJIUM 37€Ch TPUMEP TOBOJIBHO MPOCTPAHHOTO CONMPOBOAUTENBHOIO MUCHMA.
OOBIYHO OHO 3HAYUTEIBHO KOPOUE, OJIHAKO HEKOTOPHhIE (Ppa3bl 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. [ 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

Kauiue n BBIPA’KCHHUSA COIIPOBOAUTEIbHOIO IIMCbMaA:

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

- [ am used to working on my own. - 51 IpUBBIK pabOTaTh CAMOCTOSITENLHO.
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- I appreciate the opportunity to work on my own initiative and to take on a certain
amount of responsibility. - $I 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 MAPKETHHTI Q.

- Since my present position offers little prospect for advancement, I would prefer to be
employed in an expanding organization such as yours. - Tak Kak Mosl HacTosIIas
JOJDKHOCTh HE JaeT MHE OONBIIMX BO3MOXHOCTEH IS MPOABIKCHHS, S XOTEN Obl
paboTaTh B TaKOW MEPCIIEKTUBHOM OPTraHM3aINK, 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, uTO0 BHI
MPEITIOKIIA MHE JIOJIKHOCTb...

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

-1 am looking forward to commencing work on September I. - C HETEpIIEHHEM Ky
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 3aHSTh ITYy
JOJDKHOCTB, TaK KaK MOJTy4YryI Ipyroe, 60see mpuBlIeKaTeIbHOE 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 OMBIT paOOTHI B 3TON 00IacTH
He OyJIeT UCTIOJIb30BaH B TIOJHOM MEpE, TOATOMY BBIHYKJIEH OTKJIOHUTD MPEJIOKEHHUE.

Pe3zome
(Resume)

Tak Ha3bIBaeTCsl MNHUCbMEHHAas CBOJAKAa Bamux JUYHBIX, 00pa30BaTENbHBIX MU
npodeccuoHaNbHbIX JaHHBIX. OHO Kak Obl TUCBMEHHO MPEJCTABISET «TOBAP»,
npeagaraeMelii - OynymeMmy paOoroparento. Pestome A0MKHO OBITH  TOCTAaTOYHO
mOAPOOHBIM, HO KpaTKuM (OOBIYHO HE TMPEBBHINIATh OJHONW CTPAaHUIBI) W HWMETh
«TOBapHbI» BUA. Popma ero JOCTaTOYHO Npou3BosbHA. Hanmpumep:

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 pe3loMEe TOJIbKO 00beMoM (10 6-8 cTpaHul) H
MpeTHA3HAYCHO JIJIS1 KaHIUATOB Ha BBICOKHE JODKHOCTU WJIM IS pabOTHI 3a TPAHUIICH.
[ToreHnnanpHBINA PAOOTOAATENH KEIAET MOTYIHUTh JIeTaIbHYI0 HH(popMalnto. O0s9HO Bl
npenocrasisiere Gpororpaduio, CBOU aapec U TenedoH, TUIHBIE U TACTIOPTHBIC TaHHBIC U
ooJiee nodpobro xapakrepusyere Bamm oOpazoBanue u kBanudukanuto. [IpuBegem s
npuMepa oaHy u3 GyHKIHoHAIBHBIX Yacteld CV denoBeka, mpeTeHAYIomEero Ha
PYKOBOJSITIIYIO JOJKHOCTH B 00J1aCTH MAITMHOCTPOCHHUS.

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 coOecenoBaHusi, MpoaHAIM3UPOBAB CBOE IMOBEACHHE, MOJAyMalTe, Kak Bel
MOKETe YJIydlIuTh Brevariienue o cede. Ecau Bel nomuiere 6iaronapcTBeHHOE MUCHMO
UHTEPBBIO3PY, OTO Oyaer Oojblle, YeM BEAJIMBBIA KECT. ITO MOJOKUTEIBHOE
HaroMuHaHue o Bac craneT yacTeio Mep, criocoOcTByIolMX 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
Menemxepy 1o Kajgpam
Kopropanuu J[>KOHCTOH
Octun, Texac 78777

YBakaemas r-xa Pobepre!

brmarogapro Bac 3a Bpems n BHUMaHME,
KOTOpbIE BBl YyACIWIN HAa HWHTEPBBIO CO
MHOH Ha npouuiou Hexene. bnarogapro Bac
TaK)Ke 3a IMPEJOCTABIICHHYIO BO3MOXHOCTD
obcynuth ¢ Bamu moro kBanupukanuio H
’KU3HEHHbBIE 1EJIH.

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

JOTIOTHUTENBHYIO MH(POPMAIIUIO, KOTOpas
MokeT BaM moHagoOUThCS.

S1 OBl O4YeHb XOTeJIa 3aHATh JIOJDKHOCTD,
po KOTOPYK Mbl ¢ Bamu rosopwin, u
HAJICKOCh, UTO BbI paccMaTpuBaeTe MeHs
KaK CEpbE3HOTO KAHAM1ATa.

C HeTepneHUEM K1y OTBETA.

Hckpenne Bama,
’Kanna Hryen

78776 Texac

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

JUHTBOCTPAHOBEJUECKHWIA KOMMEHTAPUM

Huxe npencrasnens! Beiaep:kku 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
uHpopmanimto o  dupme U eé
cnenuanm3zanmuu. Jto  Oymetr  Bame

JIOMalllHee 3aJaHHue.

*O0parmaiitech 3a pabOTOM JTUIHO.

e[lycth Kak MOXKHO OoOJIbIlIEE YHUCIIO
JIIOJIEH 3HAET, YTO BHI UIIETE padoTy.
e[loguepkuBaiite, 4YTO Bbl  HMEETE
KBATH(PUKAIIHIO, HEOOXOMMMYI0 IS
JTAHHOU pabOTHI.

*OnummTe NpUOOPETEHHBI BaMH OIIBIT,
KOTOPBIM JTOKAa3bIBAa€T Ballly IMPUTOHOCTD
JUJIS1 9TOUM pabOoTHI.

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

BaIllly CTaOUJILHOCTD,

UCIIOJHUTEILHOCTh W YMEHUE XPaHUTh
KOMMEPYECKYIO TalHY.

e[Ipennonaraiite atmMmocdepy A0BepuUs.
e[Ipubnuxaiitece k paboTomaTesnto
YBaKUTEJIbHBIM IOCTOMHCTBOM.
*CTtapaiiTech ObITh ONITUMHICTOM.
*[[posABIANTE BBIACPKKY U
KOHTPOJUPYHTE ceOsl.

*He HEpBHUYANTE U TOBOPUTE CITOKOMHO.

C

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

*He 3al0miBaiiTe, 4YTO JPYKECTBEHHBIE
KOHTAKThl UMEIOT OOJIBIIIOE 3HAYCHUE. .

[ Ipu3HaBaiiTe CBOM HENOCTATKHU.

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

*He noauepkuBanTe, YTO BBl HYXKIAETECh

TMOKOCTh W™

B pabore.

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

*He n3BHHSANTECH 32 CBOUM BO3PACT.

*He MTPOU3BOJIATE 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 JNEMOHCTPUPYHITE
CaMOYBEPEHHOCTb.

*He ymMOsiiTE 0 CHUCXOXKICHUH.
*He rosopure NpUIIyIIEHHBIM TOJIOCOM
WJIU HEBHATHO.

*He Oynpre ogHMM U3 TEX, KTO MOXKET
JieJaTh BCE.

*He yknoHsiTECh OT IPSAMOro OTBETA Ha
BOITPOCBI.

*He 3aTrparusaiite BOIpoCHI
OTHOCHUTEJFHO 3apIliaThl, pabovyero
BPEMEHHU M T.JA. B camoMm Hauane

CIENYI0

pasroBopa.
*He KkoneOisich, 3aloiHsWTE aHKETHI,
NPENOCTABISUTE OT3bIBbI, BBIOJHSINTE
dbuznyeckre U Apyrue TeCThl MO MpPOochOe
paboTomarers.

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

*He mnpuxoagute Ha cobecenoBanue 06e3
pEKOMEHJAUui ¢ MNPEAbIIyIINX MECT
paboTHI.

*He npuxomure Ha
MO3JJHO U 3aIbIXaBIINUCh.
*He OynpTe «BCe3HAMKON» HIIH

cobecenoBaHme

YEJIOBEKOM, KOTOPbIA HE  MPU3HAET
COBETOB.
*He wu3beraiitTe KOHTAaKTOB, KOTOpbIC

MOTJIM OBl TOMOYh BaM HaMTH paboTy.

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

*He xamyiWrecp, ecim BaM HE YJIalloOCh
«3aBOEBATh» pPadOTYy.

*He JEMOHCTPUPYUTE YYBCTBO
IPUHUKEHHOCTHU.
*He Brmouaiite cBoe CV  J10xkHbIE

CBEJICHUs, YTOOBI TMPEJICTAaBUTH ceOsi B
Jy4IIIeM CBET.



IT'PAMMATUYECKHUU KOMMEHTAPUN

MPUJIATATEJLHBIE
(ADJECTIVES)

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

3nanue cypdukcoB u  mpedukcoB  obOierdaer  MOHUMAHUE
MpUIaraTeIbHbIX.
Cydhpukcol 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
OnHoCI0KHBIE
[lomoxuTenpbHasT  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! [IlpunaratensHoe u3MeHsieTcs mo popMe TOJIbKO B
CPaBHUTENBHBIX KOHCTPYKIMAX NIEPBOTO THIIA.

YnorpebrieHnue npuiaraTeabHbIX

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

BonbmmHCTBO Hapeuuid 00pa3yroTcs npu nomoinu cyddukca -ly u u3MeHs0TCs 1o
CTEMNEHSIM CPaBHEHHUSI TOYHO TaK K€, KaK 1 MHOTOCJIOKHbBIE MpUarareabHble.

[To cTpykType OHU ACIATCS Ha CICAYIOIINE THITHI:
1.IIpocmute: well, much, too, very, often
2. IIpouseoonwie: partly, quickly, hardly
3. Cocmasgnwie: sometimes, somewhere, anywhere, nowhere, since
then, so far
4. Conagaromrue 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 MpUjiaraTeabHbIX
Hape4usi U3MEHSAIOT CBOW CMBICIL.
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Hanpumep: hard - Tsoxensiil (B cMbICE ycepaus:), HO hardly - enBa, high - BBICOKU,
HO highly - oueHb, CWIIBHO, near - OJIU3KO, PSAIOM, HO nearly - MoYTH, late - TIO3IHO, HO
lately - B mocneaHee BpeMs.

BHUMAHUNE! Opnolt W3 TUNUYHBIX OIIMOOK SIBISETCS yHOTpeOJieHHe Hapeuui
many u few ¢ HeucCUHMCIsIEMbIMU CYIIECTBUTEIbHBIMU, @ much u
little ¢ ucumcasieMbIMU. DKBHBAJICHTAMU many SsBISIOTCA: a good
many, a great many, lots (of). SxBuBanenTsl much: a good deal (of),
plenty (of). UtoObI n30€KaTh MyTAHUIIBI MOKHO B 000UX CITydasix
ynotpebmnsts 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 3STUMU 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 APY3€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 - JIUOO KYIHUTb, U
y Bac ecTb HEeMHOTO Apy3eid, HO OHU HACTOSIIUE JIPY3bS.

HPAKTHKA

1. Bbl sBiserech HayaJIbHUKOM OTAE€Na KaapoB (Gupmbl. BaM HyXHO 3aIll0JIHUTh
BaKaHCHUU CEKpeTapsi, Oyxrajrepa, TOProBOro areHTa M HavalbHUKa OTAeNa COBITa.
[To3HaKOMBTECH C KAHAUAATAMH.

CkaxuTe CBOM PEIUVIMKU U OTBETHI HA HUX MO-aHTJIMACKU:

- 3npaBcTByiiTe. Bame nums?

- I'me Bol panbiie paboranu?

- Ha xakoit nomxHoCcTH?

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

- 3aMoJIHUTE, MOKATYHCTA, AaHKETY.

- [Ipuxonure nmocnesaBTpa.
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2. Bbl mpuHsiiim Bcex Ha pabotry. IIpencrtaBbTe HOBBIX COTPYJIHUKOB AUPEKTOPY

dbupmbl. Harpumep:

- 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 MEPCUUCIICHBI MMCHA COTPYAHWKOB, HA3BAHHA HX I[OH)KHOCTeﬁ U BHAbI
ACATCIBbHOCTH. COOTBeTCTByIOT JIA CJ'Iy>K€6HBIe 00s13aHHOCTH KaXXJ10T0 COTpYAHHKaA €To

TTOJDKHOCTH?

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 NOpuiarateibHbE, OINMCHIBAIOLINE Bac KaK pabOTHHKA.
Bri6epute u3 HUX cioBa, Hanbosee afeKBaTHO, o0 BameMy MHEHHIO, XapaKTepU3YIOIIHE:

a) Bac camux

0) Cekperaps

B) byxranrepa

r) ToproBoro arenra
n) upekropa
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active diplomatic methodical

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

5. CocTaBbTe CBOE pe3iOMe, COTIIACHO CIIEAYIOIIUM PyOpHUKaM:

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 CJENaiTe €ero YHUBEpPCaTbHbIM, YTOObI OHO MOTJIO CIYXHUTh Bamum
COIIPOBOJIUTEIIBHBIM TUCHMOM.

7. Ilo3BonuTe Ha 3amHTEpecoBaBinyio Bac ¢pupmy. He 3a0ynpre 3amath criemayronime
BOIIPOCHI:

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. HaiinuTe Bo BTOpOM CTOJIOIE CJI0BA C IPOTHUBOIOJIOKHBIM 3HAYEHHUEM
(aHTOHMMBI)

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 CKOOKax B IPaBUIBHYIO (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 npuarateabHbIC B MPEIJIOKESHUSIX UX aHTOHUMAMH 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
cyppukcamu unu npepurcamu.

Mike is very hardworking. (very)

1. He i1s 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 (meneghornnwiii
pa3eo08op ¢ KOMnawueu, 3aKa3 mecma 8
20cmuHuye, NOKYNKa  ourema  Ha
camonem). dakc, BIEKTPOHHASA MOYTA.
OCHOBHBIE COKpAIIEHHUS, UCIIOIb3YEMbIEC

B JEITOBOU KOPPECIOHAEHIIN Y.
Paznuuusas  mexay — aHIVIMUCKUM U
aMEpPUKaHCKUM BapUaHTAMU
AHTJIMICKOTO SI3bIKA.

I'pammartuka: *YucauTenbHbIE.
e[ Ipuyacrus.

Tembl ¥ 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 is
Mr Klimenko?

- He said he was from TST Systems.
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TesedoHHBIH Pa3roBOp ¢ AHIJIMIHCKON
¢pupmoii

- Continental Equipment. Uem s mory
ObITh Bam nonesna?
- S OBl XOTenm NOTrOBOPUTH C M-pOM
KapTtpaiitom.
- C M-pom Kaprtpaittom? Ilpocture, a ¢
KEM 51 pa3roBapuBaro?
- 910 Bukrop KinnmmeHko W3 KOMIaHUU
TCT Cucrems.
- Ogny MuHyTY, noxanyicra. S y3Haro,
Ha MECTE JI1 OH.
- B uem neno, mucc Dmnot?
- C BamMu Xxo04eT TOTOBOPUTH M-p
KimmmeHko.
- 4 cenuac ouenpb 3aHAT. [lompocure ero
MTO3BOHUTH MTOTIO3XKE.
- Xopo1io, ¢3p.
- O ... mogoOXIUTE OIHY MHUHYTY, MHCC
OmHOoT. A KTO OH - 3TOT M-p Kitnmenko?
- OH cKa3zajJ MHE, 4TO OH M3 KOMIIAaHUU



- 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.

- W3 xommanum TCT Cucrems?
V3naiite ero TteneponHwli HoOmep. S
MIO3BOHIO €EMY CaM.

- Amno. DTO TOBOPUT CEKpeTapb M-pa
Kaptpaiita.

- Ha ... Kitmmenko ciymaer.

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

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

- ... a 0TKya Bbl 3BoHUTE?

- 3 Kuesa, ¢ YkpauHsl.

- He mormm Obl Bel MHE Ha3zBaTth KO
Kuena?

- 38044.

- bnarogapro Bac, m-p Kimumenko.

- Amto. Oto - komnaaus TCT Cucrems?

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

OTOBOPHUTH ¢ M-poM KirmeHko?

- la. KimumeHko ciymiaer ....

- BbI X0TENIM MOTOBOPUTH CO MHOI1?

- Jla, w™-p Kaptpaiit. A HOBbI
KomMepueckuil aupexktop komnanuu TCT
Cucrems. Imero yZ0BOJILCTBHE COOOUTUTH
Bam, 4rOo MBI BHMMATEIBHO W3Y4YWIIU
Bamm Marepuanibel M pelIMIA TPHUHATH
Bare npeamoxenue.

- bnaronmapro Bac, M-p Kimnmenko.

- Sl cobuparock mpuexatb B bpaiiToH u
noapobHo obcyauTh ¢ Bamu ocHOBHBIC
MOJIOKEHUS HAIIETO COTIAIICHHUS.

- Korma Bbl coOupaerech mnpuexarb K
HaMm?

- Ha cnenyromen Henene, B cpeny.

- OTiinuno. Bel monerure camoserom?

- KoneuHno. HackoilbkO MHE H3BECTHO,
peic MexmyHapoaHbIX ABUAIIMHUI
Vkpaunet u3 KueBa npuiieraer 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 JlongoHna B bpaiiToH ecTh
noe3x B 12.20. Eciu Brl moenere Ha BOK3ai
Ha Ioe3]le Ui Ha aBToOyce, To Brl ycneere
Ha 2T0T noesx. Ha Bok3ane B bpailtoHe Mbl
Bac Bctpetum.

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

- S1 mopexomenaoBasn 066l Bam rocTuHHITY
Northern Star. OHa BHOJHE NpUIMYHAS H
Henoporas. 3aka3aTe Bam Tam HOMep?

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

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

- Koneuno.

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

- o ceumanms, m-p Kaprpanr. [lo BcTpeun
Ha CIIEAYIOUIEH HENIEeE.

3aka3 MecTa B rOCTUHHIIE
- Amno. I'octununa Northern Star. Yem
Mory ObITh Bam monesen?
- S OBl xoTen 3aka3aTh OJHOMECTHBIM
HOMEp C BaHHOW Ha TPHU JIHSA, CO CPEbI,
12-ro  ¢deBpans, g0 nNATHUIBI, 14-T0
dbeBpaiist, BKIFOUUTEIIBHO.
- Onny MuHyTY ... Ja, cap. OgHOMECTHBII
HOMEp Ha TpU JAHI C AHIJIMKUCKUM
3aBTpakoM. Bce npaBuiibHO?
- Jla, Bce mpaBUIIBHO.
- HazoBuTe, moxkamnyiicta, cBoto (pamuimro.
- OT1oT HOMEp s M-pa Knnmenko.
- He mMorimm 661 Ber Ha3Bath ero ¢gamuimo
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 9TOM HET HEOOXOAMMOCTH.
- bonbiioe cracu6o.

IMokynka Ouiera
- 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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noje3eH?

- $1 cobupatoch nererb B Jlonnon. Ecim y
Bac cBoOoanble MecTta Ha cpemy, Ha
cienyroiei nezaene?

- Bul netute oqun?

- Ha.

- Kakum kiaccom?

- OKOHOMHYECKHUM.

- OIHy MUHYTY, C3P... s POBEPIO
HECKOJIBKO MECT OCTaI0Ch.

- OTau4HO.

- HazoBuTte, moxkamnyiicta, cBOt0 (hamuimro.

- Buxrop Knumenko.

- Kak mnpaBuio, Mbl mpojaeM TpakJaHam
Ykpaunel Ounetrsl B o00a koHma. Ha
0o0patHbIi peiic Bel MoXxeTe KynuTh OWIEeT
C OTKPBITOU TaTOM.

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

- 1155 rpuBeH, BkIwO4Yas CcOOpbl B
a’poIopPTYy.

- MOHO 3am1aTUTh HAJTUYHBIMU ?

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

- Kakoe Bpemsi omnpaeénenus camonera?

- 855 yrpa. Ho Bbel  [10mKHBI
3apEeruCcTPpUPOBATHCS B a3POIOPTY 3a Hac J0
OTMPABIICHUS.

- A xorjga camoJiet npuObiBaet B Jlonmon?

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

- bonbmoe 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 ynoTpedieHuu
CJeyIOIUX OJM3KUX 10 3HAYECHUIO
IJIaroJioB:

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

- pasroBapuBaTh, OOATATH (Pa3IUUUS
MEXTy aHTJIMUCKUMU TJIar0JIaMH to speak
to talk 3HaYNTEILHO MEHBIIIE, YEM MEXKTY
PYCCKHMHU TJIarojaMu «TOBOPUTH» U
«00aTaTh»); to talk to smb about smth -
pPa3roBapUTh C KeM-JIMOO0 O YeM-Ju0o0; 1o
talk business (music) - TOBOPUTH O JI€JI€
(My3BIKE);

- CKa3aThb, PacCKa3blBaTh, IPUKA3BIBATH; [0
tell smb smth - ckazaTb KOMy-1100
yT0-71100; to tell smb to do smth - cka3arb
KOMY-JIU0O CclIenaTh 4T0-1ub0; to tell stories
- paccka3bIBaTh UCTOPHUU;

- CKa3ark; to say smth, to say smth to smb -
CKa3aTh 4TO-TH00 KOMY-TTu00; to say that. -
CKa3aTh, 4To0 ...;

- “”HGOPMUPOBATH KOro-JI100, COOOIIATh
KOMY-JIHM00 O 4eM-I100

- 1) y3HaTh, BBISICHUTB; 2) pacCKpbITh (TaliHy,
oOMaH)

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

- 3BOHUTH (110 Tenedony). CHHOHUMBIL: fo
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 TPUAATOYHOM
yHoTpeOIIsieTCsl 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) cnpammBats; 2) IpoCuTh; fo ask a
question - 3aJ1aBaTh BONPOC; to ask about
smth (smb) - cipalMBaTh 0 4YeM-JIMOO0
(xom-1100)

- BOIIPOCUTEJIbHBIC TTPEJIOKECHHUS B
KOCBEHHOM PEeUU B aHTJIMICKOM SI3bIKE
MMEIOT IIPSIMOU MOPAIOK CIIOB (CKazyeMoe
CTOUT IIOCJIC TIOJICIKAIIICTO)

- KoTJa TeIe()OHHBIN HOMED Ha3bIBACTCS
BCITyX, KaXKas ero nudpa mpou3HOCUTCS
otaenbHo. [udpa «0» npousHocutcs Kak
OykBa o [ou]. Eciiu B TenedhoHHOM HOMEpE
JIBE OJIMHAKOBBIC MU(PPHI CIETYIOT OJTHA 32
JIPYTOM, TO 3TU JB€ HUDPBI MPOUZHOCATCS
O0OBIYHO C UCIIOJIb30BAaHUEM ClloBa double:
55 - double five, 33 - double three u T. 1.
TenepoHHbIT HOMEP MOXKHO HAa3BaTh TAKKE
U CIEAYIOIIUM 00pa3oM: five-five-nine-
(thirty-six)-(forty-two)

- TOBOPHUTH YTO-1100 1O OyKBam

- 1) 3amaTok; 2) BKJa B OaHK, IENO3HT; 10
place money on deposit - BHOCUTb J€HbI'H
Ha JICTIO3UT

- B AaHTJIUHCKOM SI3BIKE JIJISI BRIPAKCHHS
JENUCTBUS B OYAYIIIEM 9acTO UCIIOIB3YeTCs
Bpewmsi Present Continuous (B pyCCKOM
SI3BIKE JIJIS1 BBIPAXKEHUSI IEUCTBUS B
OyIylleM Tak)Ke YacTO UCTIOIb3YETCS
Hactosiee Bpems). CpaBaurte: / am flying
next week. - 51 yneraro Ha cienyonien
HeJene.

- OUJIeT «TyAa U 00paTHO». AMEPUKAHCKUN
CHHOHMM 3TOrO CJI0Ba: two-way (round-
trip) ticket. bunet B OJJuH KOHeEIl: single
ticket (amen.), one-way ticket (amep.).
OOpartuebiit owitet: return half

- IPUOBIBATH (MOXKET YHOTPEOIATHCS C
peIoraMy at Wi in); arrival -
npubsiTHe. Haamuce B a’pomnopry (Ha
BOK3aJI€) C yKa3aHUEM BPEMEHU MPUOBITHS
peiicoB: ARRIVALS

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

YKa3aHUEM BPEMEHHU OTIIPABIICHUS PEUCOB:
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

As arule ....

open return ticket

How much (is it)?
to pay in cash

UYewm s Mory ObITh Bam nonesen?
(CtrangapTHbIN OTBET Ha
TenedOHHBIN 3BOHOK).

51 ObI XOTEN MOTOBOPUTH C M-POM
Yaurom.

OnHy MHUHYTY, TOXKAJIYHCTA.
OBITH HA MECTE

BBIMTH

B uem neno?

I'oBoput m-p Vair.

Knumenko ciymaer....

910 - komnanusi TCT Cucrems?
NPUHUMATh Ybe-JIM00 MPEeIOKEHUE
JIETETh HAa CAMOJIETE

Hackonbko MHE U3BECTHO....
yCHETh

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

JKenaro mpusTHOrO MyTH.

OJHO (ABYX)MECTHBIN HOMEP
WMEIOIINICS B HAJTUYUH

Kaxk npaswuo....

OueT «Tyaa U 00paTHO» C
OTKPBITOM TaTON HA OOPATHBIN PEiiC
CKONBKO 3TO CTOUT?

NJIaTUTh HAJIMYHBIMU

JJUHIT'BOKOMMEPUYECKHU KOMMEHTAPUI

CoBpeMeHHbIE cpeIcTBa nepeaayu nHGopManun

1. dakc (fax, fax machine) ciyXuT s NepeAadyd JAEIOBOM KOPPECHOHIECHUUU

(business correspondence) no Tene@oHHOM ceTu. B coBpeMEeHHOI 1e0BON MPaKTUKE IO
(dakcy 0OBIYHO MOCHUIAIOT:

- KOMMEPUYECKHE NPEI0KEHUS (offers);

- Ipaiic-UCTHI (price lists);

- pexJIaMHbIe Matepuaisl (advertising materials);

- Ipecc-penussl (press releases);

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

- a TaKXe OCYIIECTBIAIOT TEKYIlyl mepenucky. Pasmep ¢akca oObIUHO He
NPEBBIIAET OJHOW CTPAHHUIIBI, @ €r0 CTPYKTypa COOTBETCTBYET CTPYKTYpE IEJIOBOTO
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nuceMa (cm. ¥Ypox 4).@akchl NOAMMBAKOTCS B Je710. X MOKHO MCIOJIb30BaTh B KAYE€CTBE
JI0KA3aTEIbCTBA MPH Pa3peIIeHUH TPOTUBOPEUHNM MEXKAY JETOBBIMU TAPTHEPAMHU.

[To dakcy OOBIYHO HE MEPEIAOTCS:

- OpUTHHAJIBI KOHTPAKTOB (original contracts);

- aKKpEIUTHUBHI (letters of credit);

- cueTa-GakTyphl (invoices) U JIp. BaXKHbIC JTOKYMEHTBI, KOTOpbIE IEPEChLIAIOTCS
3aKa3HBIMU MTUCbMaMH JTUOO MEePEatoTCs C KyPhepOM.

2. DaekrpoHHass noyrta (E-mail) sBnsercs HaubOosee MOMyISAPHBIM M CaMbIM
IPOCTHIM TPUJIOKEHUEM TIJI00ATbHOM KOMIBIOTEPHOM ceTu Internet, oxBaTbIBarolei
6onee 100 cTpaH U AECSITKA MUJUTMOHOB TIOJIH30BATEIICH.

DNeKTpOHHAs MMOYTa NO3BOJSIET COKPATUTh PACXO/Ibl HA IOCTABKY IHCEM U OTIPABKY
(dakcoB, a TakKe yNPOCTUTh OOMEH KOPPECHOHIEHIIMEH MEXIy IeJOBBIMU MapTHEPaMHU.
['1aBHBIM HEOCTATKOM 3JIEKTPOHHOM MOYTHI SIBJISIETCS ciiadas 3alluTa rnepeaaBaeMoi mo
Hel nHQpopMaIuu.

[IpocreiiuM pemieHueM Jjisi OOJBIIMHCTBA HEOONBIINX KOMIIAHUN U OM3HECMEHOB
3anaJHbIX CTPaH, NO3BOJSIOIIEE UM MOJYYUTh JOCTYN K Internet, SBISAIOTCS KOMIIBIOTED C
MoJIeMOM (modem) u KommyTupyemoe (dial-up) coeTUHEHNE C Y3JIOBBIM KOMIIBIOTEPOM
(host) o TenedonHoN JTUHUK. BO3MOXHOCTH TONacTh B C€Th, HaOpaB HOMep TenedoHa
y3JI0OBOrO KOMITBIOTEPA, HEMOCPEACTBEHHO BXOnsllero B Internet, TpenoCTaBISIOT
MECTHBIE MOCTaBILIMKHN CETEBBIX YCIYT (service providers). YUuTbIBas IJIOXO€ KaueCTBO
TenedonHoi cBsi3u B Poccun um Ha YkpaumHe, COETUHEHHE C y3JTIOBBIM KOMIBIOTEPOM I10
TeneOHHOM IMHUU HE BCET/ia MO3BOJISIET MOTYYHUTh Y HAC yIOBIETBOPUTEIHLHOE KaU€CTBO
nepesaBaeMbIX MO0 TeNe()OHHON TMHUH JaHHBIX.

KoMrmproTep mocTaBiiuKka CETEBBIX YCIYT UMEET CETeBOU aapec B mudpoBoit dhopme
(t. 1. IP-anpec) u aBnsiercsa yactoio Internet. CeteBble IP-aipeca UMEIOT Takke BXOASIINE
B Internet KOMIBIOTEPHI U CETU KOMMEPUYECKUX U MPABUTEJIbCTBEHHBIX OPTaHU3alMil, HE
SIBJIIOIINXCS MOCTABIIMKAMU CETEBBIX YCIYT, a TAKXKe IMOJIb30BaTeau ((hu3HuecKue Juia
WIM HEOOJbIINE KOMIIAHMHM) C KOMMYTHPYEMBIM JOCTYIIOM K CETH, HCHOJb3YIOIINE
npotokosibl- SLIP u PPP. Ilocneanuii Tun NOAKIIOYEHHS 3aHUMAET MPOMEKYTOUHOE
MECTO MEXIYy KOMMYTHUPYEMbIM COCAMHEHUEM M TMOJHOMACIITAOHBIM MOAKIIOYEHUEM K
Internet o BLIJICIICHHON JIMHUU.

IP - agpec cOCTOMT M3 HECKOJIBKUX YHCEII, OTACIIEHHBIX APYT OT Apyra Toukamu. Jlis
TOTO YTOOBI OOJIETYUTh pabOTy C TaKMMH aJpecaMu» ObUIa BBEJEHA JOMEHHas cucTeMa
VMEH Y3JIOBBIX KOMIBIOTEPOB (Domain Name System - DNS), xoTopas kaxxaoMmy uuciy [P-
aJjpeca CTaBUT B COOTBETCTBHUE OMNpeJIeNIEHHOE UMs - fJoMeH (domain). Kak u yucna B IP-
aapece, JOMEHBbI B ajapece e-mail OTAeNsAroTCsS ApYyr OT Jpyra TOYKamu, HampuMep
ritm.freenet.kiev.ua. Kpaitnuii crnpaBa gomeH o0003HaYaeT KPYNHYIO CETh; TOMEHHI,
CTOSIIIIME JIEBEE, SIBJIAIOTCS MMEHAMU yYaCTKOB BHYTPU 3TOM KPYIHOH CETH, BIUIOTH A0
OTZIENBLHOTO KoMITbIoTepa. [Ipu nepechuike cooOIeHrH MO0 3JIEKTPOHHOM MoYTe
MapuIpyTH3aTOPbl (routers), 0OpadaThIBAIOIME CETEBOW MOTOK JaHHBIX, MOJCTaBISIOT
BMECTO UMEHHU COOTBeTCTBYMOIIME LG psl [P-aapeca.

Kpaiinue cripaBa 1oMeHbI OOBIYHO SIBISIOTCSA TUOO TOMEHHBIMU UMEHAMU OT/AEIbHBIX
ctpan (nomenHoe umsa CIIA - .us, Ykpaunsl - .ua, POCCHU - .su, .ru), 1100 TPUHUMAIOT
OJIHO U3 CIEAYIOIINX 3HAYCHUN:
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.Com - JIJIs1 aJIp€COB aMEPUKAHCKUX KOMITAHUHM U KOPIIOpaLuii;

.edu - U1 aipecoB aMepUKaHCKUX 00pa30oBaTEIbHBIX OpraHu3aluid (YHUBEPCUTETOB
1 KOJIJIeKel);

.80V - JIJIs aIpECOB MIPABUTEIbCTBEHHBIX yupexaeHuil CIIIA;

.mil - 15 agpecos opranuzanuii CLLIA, uMmeronux oTHOIIEHHE K apMUU;

.net - 111 OpraHu3aiyii, OCyIIECTBIIOIIUX YIIPABICHUE CETAMU;

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

Anpeca, HAUMHAOIHECS C TOMEHOB .com, .edu, .gov, .mil, .net, org, 06sr9HO KOpOUE
aJpecoB, HAUMHAIOIIUXCA C JIOMEHHBIX UMEH OTJEIbHBIX CTPAH.

Jlnst Toro 49TOoOBI MO MaHHOMY aJpecy dJEKTPOHHOM TMOYTHl OOPATUTHCS K
KOHKPETHOMY YeJIOBEKY, He0OX0AMMO K ajpecy e-mail ¢ moMoripio cuMmBosia @ 100aBUTH
ClieBa JTOTIOJHUTEIHHYI0 KOMOHWHAIIMIO CHMBOJIOB (Halle BCETO 9TO WUMsI WM (hamruius
yeJioBeKa, Tu00 KOMOMHAIMS CMMBOJIOB, coepskamas ums win pamuiuio). Hampumep,
askbill@microsoft.com - nuuYHBIA agpec 3JIEKTPOHHOM MOUTHI JiereHAapHoro buina
I'etimca (ocHoBaTenst W riaBbl kKopropauuu Microsoft). Ilociie TOro, Kak HECKOJIBKO JIET
Ha3aJl B ipecce ObUT OMyOJIMKOBaH ATOT ajipec, ['elTCy cTanu NpUuxXoauTh MO SJIEKTPOHHOU
MOYTE THICAYM MOCIAHUM CaMOI0 Pa3jIMYHOTO COJAEPKAHMS, OT MPOCThIX THHAa «YUTO BbI
nymaete o Opake?» (Ha KOTOpbIA OH OOBIYHO OTBEYAEeT «ITO MpEeKpacHo!») 10 BechbMma
CEPBE3HBIX BOMPOCOB HA MPOPECCHOHATHHBIC TEMBL.

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

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

adsd (addressed) - anpecoBaHo

adse (addressee) - anpecar, noyydarelb

ad (advertisement) - pexiaMHOe 0OBSIBJICHUE (MHOJIC. YuUCO - 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 aJIpeCcaTOB KOMUHU MHUChMA

CEO (chief executive officer) - ICTIOMTHUTEIBbHBIA AUPEKTOP
cf. (confer) - cpaBauuTe

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) - nocTaBieHHbIN
Dep., Dept. (department) - 1. - otaen; 2. - MUHUCTEPCTBO
doc. (document) - TOKyMEHTBI (MHO#C. Yucio - docs.)

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

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

exc, excl. (except, excluding, exception, exclusion) - UCKItO4asi, UCKIIOUYCHUE

expn (expiration) - uICT€4EHUE (CPOKA)

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

FY (fiscal year) - punanCcoBBIii TOT

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

hf. (half) - nonoBuna

H.Q., HQ, h.q. (headquaters) - rnaBHOe ynpaBiaeHre (KOMIaHUU, OPTaHU3ALIUN )

id. (idem, nam.) - TOT Xe

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

inc., incl (including) - Bxirouas

Inc., inc. (incorporated) - 3aperucTpupOBaHHBIN KaK IOPUIUIECKOE JTUIIO (KOPIOPpALIHS)
info (information) - uadopmanus

inv. (invoice) - cuet-pakrypa

IOU (I owe you) - nonroBas pacnucka

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

LLC (limited liability company) - koMIIaHHsI C OTPAHUYEHHOW OTBETCTBEHHOCTHIO

Ltd., Itd. (limited) - c orpaHnYEeHHON OTBETCTBEHHOCTHIO

LOC (letter of commitment) - TapaHTUHHOE TUCHMO

mdse (merchandise) — TOBapbl

memo (memorandum) - 3aIMCcKa

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

M.T. (metric ton) - MeTpruecKasi 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 TOA

par. (paragraph) - aG3a1, naparpad, myHKT

Plc, PLC (public limited company) - OTKpbITasi akiIMOHEPHAs] KOMIIAHUSI C OTPAHUYEHHOU
OTBETCTBEHHOCTHIO

PO (post office) - nouToBOE OTACICHUE

PP. (pages) - CTpaHULIbI

PP, P-P: (per pro, ram.) - OT UMEHU U TI0 MIOPYUECHUIO

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

R&D (research and development) - HayuyHO-UCCIEI0BATEIBLCKUE U
OTBITHO-KOHCTpYKTOpckue padotel (HUOKP)

rct (receipt) - pacnucka, KBUTAHIIUS

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

ref. (reference) - ccpinka

RMS (root-mean-square) — cpefHe - KBaApaTUIECKUil
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.)

JUHTBOCTPAHOBEJYECKNI KOMMEHTAPUHI

OcHOBHbBIE PA3JINYMA MeXKAY AHTJIMICKUM U aMePUKAHCKUM
BAPHAHTAMM aHIJIMIICKOIO SI3bIKA

1. Pa3imums B NPOU3HOIICHUN:

- B aMEpPUKAaHCKOM BapHaHTe OyKBa I' YUTACTCS BO BCEX MO3UIIMAX, B T. Y. U B CIIyYae,
KOTJla OHA HAaXOIUTCS MEXAY MPEAIECTBYIONIEN INIACHOM M MOCIEAYIOIIEN COTJIACHOU, a
TaK)Ke MocJIe MPEAIIECTBYIOIIEH TTIACHOM 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 aHTJIMHACKOM
BapUaHTE IJacHas a IMPOU3HOCHUTCA KAK JIOJTMH 3BYK [a:], B aMEpUKAHCKOM BapHaHTE 3Ta
IJIaCHAsl IPOM3HOCUTCS KaK IIMPOKUN 3BYK [2e];

- B OJJHOCJIOKHBIX U JABYCIIO’KHBIX CJIOBAaX TUNA stop, not, shop, doctor, modern u T. 1.
C yJlapeHueM Ha OyKBe O, HOCJIEAHS 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 U KAK JOJITMU 3BYK [U:] B aMEpUKAHCKOM BAPHUAHTE SI3bIKA,;

- POM3HOLIEHUE PAJIa CJIOB B AHIVIMKCKOM M AMEPUKAHCKOM BapUaHTaX aHTJIUNCKOIO
SA3bIKa 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 HNPAKTHUYCCKHU BO BCCX CJIOBApAX (B T. 4. H aMCpI/IKaHCKI/IX)
JacCTCA AHTJIUHACKUM BApUAHT MPOU3ZHOIICHUA CJIOB, C HEKOTOPbBIMU IIPHUMCYAHUSIMU,
KaCaromuyMHucCs aMCPUKAHCKOI'O IMPOU3HOIICHU .

2. Pa3anunsi B HAMCAHUU CJIOB:

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

- B CJOBax C OKOHYaHUEM Ha - re (centre, litre, fibre u 5ip,) OKOHYaHUE -re B
aMEpPUKaHCKOM BapHUaHTE 3aMEHSIETCS Ha -er (center, liter, fiber u T. 1.);

- B psJEe CIOB, OKaHUMBAIOIIUXCS Ha -ce (defence, licence, practice, offence), B
aMEPUKAaHCKOM BapHaHTE aHTJIMMCKOTO S3bIKa OyKBa € 3aMeHsIeTCs Ha OYKBy S (defense,
license, practise, offense);

- B HEKOTOPHBIX CJIOBaX B aMEPUKAHCKOM BapUaHTE AHTIUHCKOTO SI3bIKA IMHIIETCS
OykBa z (organization, analyze), a B aHIJIMICKOM BapuaHTe mnuiieTca OykBa S
(organisation, analyse);

- HEKOTOphIE CJIOBAa B aMEPUKAHCKOM BapHUaHTE AHTJIMMCKOTO SI3bIKa TEPSIOT CBOU
OKOHYaHUA: programme (anen) - program (amep.), catalogue (amnen) - catalog (amep.),
dialogue (anen) - dialog (amep.) v ap.;

- B CJIOBax, MPOU3BOJHBIX OT IJArojioB travel, cancel u T. M., B aMEPUKaAHCKOM
Bapuante OykBa | He ynBauBaercs (fraveling, canceling u 1. 11.).

3. Pa3au4ud B JIEKCUKE

Amep. eapuanm Amnen. eapuanm 3nauenue

apartment flat KBapTHpa

attorney lawyer IOPUCT

baggage luggage Oarax

billion milliard MUJUTHAP]T

cab taxi TaKCH

corporation company KOpropauus,
KOMITaHHUSI

downtown city/town centre LEHTp ropoaa

drugstore chemist's arTexa

elevator lift T

fall autumn OCEHb

gas petrol OeH3WH

highway motorway niocce

intersection cross-road MEPEKPECTOK

living room drawing room TOCTUHAs

long-distance coach MEXIYPOrOHHIMA

bus aBTOOYC

mail post rnoyTa

movies cinema KHHO(DHUIBEM

pants trousers OproKH

puliman sleeper CIAJIbHBIN BaroH

railroad railway JKeJie3Hast 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:

- mpu obpazoBaHuu (HopMbl OyIylIero BPEMEHM B aMEPUKAHCKOM BapHUaHTE
aHTJIMACKOTO sI3bIKa JUIsl BCEX JIMI[ HMCIOJNb3yeTcsl BceroMorarenbHblil riaron will (B
aHTJIMACKOM BapUaHTE ISl MEPBOTO JIMIA MOXET HMCIOJIb30BaThCS BCHOMOTATEIbHBIN

raarou shall);

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

(Have you a receipt?);

- U1 aMCPHUKAaHCKOI'O BapraHTa A3blKa XapaKTCPHO MCITIO0JIb30BaAHNEC HCOIIPCACICHHBIX

MpOJIaBell
pacnucaHue
byTo0I

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

MeCTOMMEHUM 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 M
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 yHUMs

I nmunTa
1 xBapTa

1 rayuton

[Ipumeuanune: (k) - 11 )KUAKOCTEN; (C) - AJISI CHITYYUX TEN.
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IT'PAMMATUYECKHUU KOMMEHTAPUN

YUCJIUTEJDbBHBIE
(THE NUMERALS)

1. HOpﬂﬂKOBbIe H KOJIUYECTBCHHbBIC YHC/IHNTEC/IBbHBIC

KouauuyecTBeHHbIE
(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. HENAPHBIX NPEOMeno8).

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.

Uucnoutensubie hundred, thousand, million u T1. 1. ynorpeGastoTcs B
€IMHCTBEHHOM YHCJIE B CIIOBOCOYETAHMIX 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 ynoTpeOysioTcss B CJIOBOCOYETAHUSAX THIA «COTHH KOMITAHUN»,
«TBICSIYM COTJIAIIEHUI» U T. M., TO OHU MPUHUMAIOT OKOHYaHHE MHOXXECTBEHHOI'O YMCIIA.
CpaBHure:

hundreds of companies COTHU KOMITAaHUH
hundred companies CTO KOMIIaHU I
thousands of agreements TBICAYHU COTJIAIICHUIN
thousand agreements ThICAYA COTJIAIICHUI

Jlna pazneneHust pa3psiioB B OONBIIMX YHMCIAX B aHTVIMHCKOM S3BIKE UCIOJIB3YETCS
3arATas, a He Mpo0ell, KaK B PyCCKOM S3BIKE:

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.
Yucna, o003HavaroNMe ToJibl, IPOU3HOCATCS TaK:

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

2. pobu

Ilpocmoie 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 IIe7as 4acThb OTHENSETCS OT APOOHOM
TOYKOW, a He 3amsToi. JlecsaTuynbie npoOu OOBIYHO HA3BIBAIOTCS MO HUMpaM, MpUUEM
udpa NpousHOCUTCS 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

[Ipn ykazaHWM TPOIIEHTHOTO COJEPKAHMS CJIOBO per cent ymoTpediasercs B
eAuHCTBEeHHOM umcie: 45% - 45 per cent.

3. YnoTpeOaeHne YucauTeabHbIX
B npennoxxeHnun yuciuTenbHble YoTpeOstoTCs 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 OJIUH

JIBa ObLIM OTIIpPaBIIEHBI BUEpPA.

Buepa ObuM TMONMy4YeHBI MATH IHCEM.
IlepBoe OBLIO U3 KOMITAHUU

Continental Equipment.

Ux Oyner necAars.
BukTop ObL1 BTOPBIM.

KOMITaHUS
Ona

CKOJIbKO ~ KOHTPakTOB  Halla
3aKII0YMIa B IpOUUIOM — Mecsiue?
3akiouniia 11 KOHTpakToB.

Kaxoii u3 c4eToB Thbl BBINKUCHIBAI BUepa’?

Buepa s Beimucan nepspiil (M3 HUX).

[lena ToBapa COCTaBIISIET IMSATh MHJUIMOHOB
JI0JL1apOB.

[lepBblii aKKpETUTHUB JOKEH OBITh OTKPHIT B
TEUEHUHU MSITU JTHEN.

NMPUYACTHUE
(THE PARTICIPLE)

1. ®opmbl npuyacTus

AKmuenwlil 3a102
receiving
having received

Ipuuacmue I npocmoe
Ipuuacmue I nepghexmnoe
Hpuuacmue 11 -

Ilaccuenwiit 3a102
being received
having been received
received

Ilpuuactue I npocroe (akmusuwviti 3an02) oOpazyercs IyTeM MpuOaBICHUS
OKOHYaHUS -ing K MHPUHUTHUBY TJaroia O6e3 yactuilbl to: to sell - selling, to establish -

establishing.
Ecnu rnmaron okaHuMBaeTcsi Ha HEMOE -e, TO NpU OOpa30BaHUM NPUYACTHS OHO

omyckaercs: to eliminate - eliminating, to elaborate - elaborating.

63



Ecnu rnaron okaH4YMBaeTCs Ha COIJIACHYIO, CIENYIOLIYI0 3a KOPOTKOW yAapHOMH
IJIaCHOM, TO 3Ta COorjlacHas yaBaWBaeTcs: to put - putting, to sit - sitting.

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

Hpuuactue Il (npuuacmue npoweowezo epemenu - Past Participle) nipaBUIBHBIX
IJ1IarojioB 00Opasyercs Tak *e, Kak u (popma mpoCcToro MpoIeero BpeMeH! MPaBUIIbHBIX
rimarosioB (Past Tense), T.e. myreM mnpuOaBieHuss OkoH4YaHWs -ed c yderom psaa
ocobenHocTeit -to ask - asked, to receive - received, to apply - applied, to stop - stopped.

IIpuyacrue Il HempaBUIBLHBIX TJIATOJIOB 00pa3yeTcsl PasIUYHBIMHA CIOCOOAMU: to
arise - arisen, to buy - bought, to send - sent.

2. YnotpebneHnue npuyacTui

Ipuyactue 1 mnpocroe ymorpebasiercss mnpu OOpPa30BAHUM BPEMEH TPYIIIBI
Continuous. Ilpuuactue Il (npuuacmue npowedwezo epemenu) - npu oOpa3oBaHUU
BpeMeH rpynmsl Perfect 1 maccuBHoro 3anora.

Kpome ykazanubpix (pyHKIMI mpuyactue 1 mpocToe HCIONIb3yeTcsl B MPEASIOKEHUH
U1 BBIPQKEHUS OJJHOBPEMEHHOCTH JICHCTBHUM U MOXKET yIOTPeOIATHCS B (PYHKITUH:

a) 00cmoamenbcmea epemenu, NPUYUHBL U 00paza oeicmeus

Studying advertising materials N3yyas pekaaMHble MaTepuabl,
our manager found out many Haml =~ MEHEMKEp  Y3HAI ~ MHOTO
interesting things. WHTEPECHBIX BEUICH.

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

sign it. MO/ CATh.
He was reading the letter while OH uuTan NUChbMO, pa3roBapuBas C
talking to somebody on the phone. KEM-TO I10 TeJaedoHy.

0) onpeoenenus

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

[lpuuactne 1 mnepdexTHOE BBIpaKAET JACHCTBUE, MPEAIICCTBYIONIEE JIPYTrOMY
JEHCTBUIO, U MOXKET YIOTPEOIATHCA B KAYECTBE OOCTOSTENHCTBA IPUUMHBI M BPEMEHHU:

Having reduced the price, we 3a cueT CHUXEHHUS IEHbl HaM YAaiocCh
managed to sell more goods poJaTh OOJIbIIE TOBApA.

Having discussed the terms of Ilocrme oOcyxaeHus yCI0OBUM MOCTaBKHU
delivery, he left. OH yexasl.

BwmecTto npudyactus I nmephekTHOro MOXHO WCIOJIB30BaTh TEPYHIUN C MPEAJIOTaMH
after wiu on:
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After discussing the terms of delivery, he left.

[Tpuuactue I nepdexTHOE HE YyOTpeOIseTcss B QyHKIIUHU OMPEICTICHIS.

[Tpuuactue Il (mpuyacthe npoIIEAIIET0O BPEMEHH) MMEET 3HAYCHHE IacCCHBHOTO
3ajiora ¥ yrnoTrpeosercs: Kak onpe/eicHue:

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

[Mpuuactue I mpoctoe u mpuyactue I, BbmomHSsIONME (YHKIHUIO OIMpeneiIeHHs,
MOT'YT CTOSITH II€pEJ ONpPENEIAEMbIM MMM CYLIECTBUTENBHBIM, €CJIA OHU HE MMEIOT IpHU
cebe MOSICHUTENbHBIX cJOB. Ecam ke OHM UMEIOT mnpu cede MOSCHUTEIbHBIE CIIOBA
(TomonHeHHsI, 0OCTOSTENbCTBA), TO OHH CTaBSTCS IMOCJIE CYIIECTBHUTEIHLHOTO, KOTOPOE
ONIPEIEIIAIOT.

3. KoMIiekchbl ¢ mprudacTuem
a) MECTOMMEHHE B OOBEKTHOM MaJie’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 I Buaen, kak AupekTop paboTad B CBOEM
office. oduce.

0) MecToMMEHUE B OOBEKTHOM MaJeKE WU 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 000pyJIO0BaHUE
(4TOOBI KTO-TO JPYTOM MPOBEI MPOBEPKY).

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

CBOET0 aBTOMOOWIIS (B MacTEPCKOM).

B) CYIIECTBUTEIbHOE B O0O0IIeM Tanexe + mpuyactue (mpocroe, mnepdexTHoe,
MPOIIIEIIEeTr0 BPEMEHH)

Ynotpebinsiercs: B IpeUI0KEHUH B KaueCTBE OOCTOSITETILCTBA!
Time permitting, I'll write a letter to Ecnu Bpemst mo3BosuT, s Hanuiry eMy Ecnu
him. BpEMSI TIO3BOJIUT, S HAITUIILY €My TTUCHMO.
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IHPAKTUKA

1. IIpencraBbTe, uro Bam 3BoHUT Bamn nenoBoit maptHep u3 AHrimu. BeimosHute
CIEYIONINE 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 momnoszixe;

- COPOCHUTE, U3 KAaKOT0 TOpOJia OH 3BOHHT;

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

- CKQXXHUTE, YTO NIEPE3BOHUTE EMY Uepe3 JBa Jaca.

2. [IpousHecuTe BCOyX MO-aHTIUICKHU CIEAyIOINE 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 Bam B koManAupoBKy. BrinonHuTe cnenyomuye AeiCcTBUS:

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

- CIIPOCHUTE, KOTa MPUOBIBAET €T0 peiic, U MO0OeIanTe BCTPETUTh €r0 B a3pOIOPTY;

- CIIPOCHTE, HE 3aKa3aTh JI1 €My HOMEp B TOCTUHUIIE, U ITOKETAUTE EMY IIPUATHOTO

yTH;

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

CPOKOM Ha Y€TBEPO CYTOK CO BTOPHHKA, 18 HOSIOpS, 10 NATHUILY, 21 HOSODA,

BKJIFOUHUTEIIBHO.

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

Travel agent. Good afternoon. Can 1 help you?

You. [ToznopoBaiitecb. Crpocure, MOXHO JIU
KyOUTh 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 OUNIETHI HA TOT e
peiic Ha cpeny).

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

You (Ckaxute, urto cpena Bac ycrtpausaer.
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CHpOCI/ITC, CKOJIBKO CTOUT OWJIET 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,

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

5. CocraBbTe (Ha aHenuiickom A3biKe) BIAEKTPOHHOM TMOYTE (adpec 31eKmpOHHOU
noumul bunna I'eiimca cm. Jlunegokommepyeckuiit KOMMEHMAapull 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. Haiinure ommOKM B CIEAYIOMIUX MPEAJIOKEHUSX U 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 nponyuieHHbie 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 aMCPUKAHCKUC 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 a00OpEeBUATYPHI 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

[IpubeiTHE B CTpaHy (MAMOJCEHHbI U NACNOPMHbBIU
KOHmMPOIb, 8 A3pONopmy, Ha 80K3aie, pacnucanue, 20po0CcKou
mpancnopm). CTpyKTypa J1€JI0BOTO IUCbMA.

* MecTonMeHusl.

TeMbl M cUuTyalnum:

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

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 mormu Ob1 Bbl 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 cToj1a TAMOKEHHOT0 M ACTIOPTHOIO
A0CMOTpA

- Bam macnopt, noxanyiicta. Kak momnro
Br1 miianupyere HaxoAuThCA B CTpaHe?

- Tpu wememu. A Mory npommuTh
BBHE3HYIO BU3Y B ciyvae
HeoOXoauMOoCTH ?

- Koneuno. Ilpurnacusmas Bac ¢upma
JTIOJKHA 103a00TUTHCS 00 ITOM.
-IToxxanyiicta, MOJ0XKUTE CYMKH Ha CTOJI U
MPEABSIBUTE Bamry TaMOXKEHHYIO
JIeKJIapaluio.

- CKOJIbKO OHH BECHT?

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

- Jla, cap,... ato 6 ¢dynroB. Cracu6o. Bbr
NeKJIapupyeTe 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?

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

- O, HeT.

- OtkpoliTe 4eMoJiaH,
Kakue-unbOyap nogapku?
- Tonbko o1HA OYTHUIKA BOAKHU.

- XopoI1o, 3TO He 00JaraeTcsl MONUTHHOM.
Bri, HaBepHOe, 3HaeTe, 4TO B AHIIIHUIO
3allpellieH0 BBO3UTH Oojiee JByX OJIOKOB
curapeT u 6osee 1ByX OyThUIOK

MOYKATYNUCTA.

CIIMPTHBIX HANUTKOB. YTO Kacaercs
BAJIIOTBI, TO OTpaHWYeHU 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 munyr. Ho Bam
yKe He mpuaeTcs xaatb. Bot nger 405-i.
Oun Bam noaxonur.

Boaureianb
- Iloxanyiicta, omycTuTe 55 TEHCOB B
SIIUK IS OILIAThI MPOE3/a.
- O, ... y MeHs Tonbko pyHTH. He mornu
On1 Bel naTh MHE cnauy?
- IIpoctute, HO 5 MPUHUMAIO TOJNBKO Oe€3
coayu.
- OnHy MUHYTY, 5 [IOUIIlY B KapMaHe.
O, K c4acTblO, y MEHs eCcTb 0e3 cllauu.
- Orominute ot aBepei. IlpoaBuraitecs.
He Memanite naccaxupaM 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>kHO OyA€T BBIXOIUTD.

MPOIYCTUTh

Ha Bok3aJje
- Cyns mo pacnucaHuio, 110 bpaliTtona
XOJIUT HECKOJIBKO IT0E3/I0B €KETHEBHO?
- CoBepuieHHO BepHO. bmwxaimmii B
12:20.
- Xopouio,
MOXKaITyHCTa.
- B onuH koHen unu Tyaa u oopaTHo?
- B o11H KOHEI, TOXKAITYHCTA.
- Bospmure. Iloe3n ormpasisieTcst C
TpeTher MIaTGOpMBl.
- Ectp nm B moe3ne BaroHn-pectopan?
XOTeJ ObI IEPEKYCUTb.
- K coxanennro, Her. Ho ecium Buol
MOTOPOIUTECH, TO CMOXKETE MEPEKYCUTh B
KadeTepun Ha BOK3ajie, MHAYe OCTAHETECh
0e3 3aBTpaka.
- bonbmoe cnacu6o.
- Hoxanyiicra. OO0wsaBnenue: Iloesn,
CTOSIIMI Ha TpeThell miatdopme, B 12:20
OoTHpasisAeTcs B bpalToH.

nmoaxomur. Omua Ower,

SI3BIKOBBIT 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, MNPOAOJIKUTHb, OTCPOUYUTH;
prolongation - npoJijieHUE, OTCPOUKA

- BbE3JHAas BU3A; eXit visa - BbIC3IHAS BU3a;
to apply for a visa - 3anpocuTh BU3Y; t0
grant a visa - IpeJoCTaBUTh BU3Y; to put a
visa on a passport - TPOCTaBUTh BHU3Y B
nacropTe

- 1) HeoOXomuMmocTh;, 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 - 3asIBUTEJb,
declaration - ICKOBO€E 3asiBJICHUE,
oObsiBNeHue; declarative - nexiapaTUBHBIN;
declaratory - OOBSICHUTEIBHBIH,
MOSICHUTETbHBIN

- 1) nomapok, nap. CuHoHUM: present.

2) TanaHT, JapoBaHue; 3) IpaBo
pacrpenensiTh

- MOJITIEXKATH/HE MOIJIEKATh

o0noxxeHuto nouuHou. [IpunaratensHeie,
3aKaHuyuBaromuecss Ha  free,  Moryr
NEPEBOUTHCS KaK JIMIIEHHbIE TOrO WU
nHOro KauectBa. CpaBHUTE: free of charge
WJIU TIPOCTO free - 6ecnnaTHo, alcohol-free -
0€3aJIKOTOJIHHBIMH, trouble-free -
oecnepeOoMHbBIM

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

- Sl moexan Ha KueBckwuii BOk3ai, 4TOOBI
KyHOHUTb OUJIeT

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

CunoHuM: schedule. I1o-pazHomy
IPOU3HOCHUTCS B aHruiickoMm [[ediul] wu
aMEpPUKAHCKOM [skediul] BapHaHTax
AHTJIMHACKOTO SI3bIKA

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

- 1) cnemuTh, TOPONUTHCS; 2) MOATOHATD,
yckopaTb. It would be a pity to hurry the
work - Bb110 OBl XKaJIb CKOMKaTh paboTy

ImocxaThb Ky,[[a-JII/I6O

npen

IIPHUHATD IIYTCIICCTBUC

MyTENIECTBOBAThH MOE37I0M
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

37€Ch: CaIMThCA (Ha CaMOJIeT)
(3a)perucTpupoBaThCs

BbI/1aua Oaraxxa

371€Ch: BBIXO]I

amep.: 3all, BECTUOIOIb

peic, noJieT

MPOE3IHOM Ouier

KaMmepa XpaHeHHs

KOMHATa 3a0bITBIX BemeH, Opo
HaX0JIOK

o0oiTHCE 0€e3 (00ena)

uaTyu (o moeszaax, aBTodycax) ObICTPO
€XKEeJHEBHO

KOoHeuHasi(ble) ocTaHOBKA(1)

MPUTOPOIHBIN TTOE3]T

CKOPBIH MOE3]T

BaroH

KyIie

mwiardopma

MACCAXUP

MIPOBOJHUK

BBICAJUTH KOT'0-JIHOO

MOJABE3TU

€311UTh aBTOCTOIIOM

BAaroH-peCTOpPaH

MEPEKYCUTD

Kaderepuit

CO CKOPOCTBIO

OaraxHasl TI0JIKa

MOJIKa B BAroHe, CIIy»XKallas CHalb-
HBIM MECTOM

JOJKEH MPUUTU (IO PACHUCAHUIO)
3a7epKKa

1) mponycTuTh, ONO31aTH

2) cKy4aTh

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

3a TPaHUIly

MPOUCILIECTBUE,  HUHIMUACHT, HEC-
YaCTHBIW CIydyall paHEHHUE,
MOBPEKICHUE
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JJUHIT'BOKOMMEPUYECKHU KOMMEHTAPUI
CTpykKTypa 1eJ10BOro nNuchbma

Agnpeca 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 BHUMaHNE HA MOYTOBBIN WHJIEKC M COKpAIlleHHE Ha3BaHMI IITAaTOB.
Paznuuus mexay OpUTAaHCKUM M aMEpPUKAHCKMM CTUJISIMH TIPEACTaBJIEHBI Ha
CIIEIYIOLIIEN 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:

KoMmiemeHTapHasi KOHIIOBKA
(Complimentary Close)

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

B nuceMax He momyckaercs HUKaKMX T'paMMaTU4YeCcKHX cokpaiieHui tuna I'm, don't,
we've, 1 T.11. Bce 3TU c10Ba HYHO MKUCATh MOJHOCTBIO.

Dopmam
1. lanka nucbma
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. TlochbUTOUHBIE HHUIUATIBI

10. Bnoxenus

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
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX XXX XXX XXXXXXXXXXXX
XXX XXXXXXXXXXXXXXXXXX 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. BoapmmHCTBO muceM NUIIyTcs Ha OJaHKax, TIe y)Xe eCTh Ha3BaHHe, alpec,
HOMepa TeneoHOB (UPMBI U MPOYKE JTaHHbIE. AIpec OTHPABUTEINS MHOT/IA CTOUT B KOHIIE

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

3. Bkirouaercs B TeX ciyyasx, KOrja MHCbMO OTHpaBisieTcss Ha (upMy, HO

aJIPeCOBaHO KOMY-TO JIMYHO. YacTo MUIeTcss Ha KOHBEPTE B HUKHEM JICBOM YTIIy.
4. OObIYHO TIUTIIETCS clieayronuM odpazom: March 1, 1995 wim 1 March 1995.
5. 3a NpUBETCTBUEM CTOUT JIBOCTOUME WJIU 3amsiTas.
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6. 3anMcTBOBaHA U3 CITYKEOHBIX 3aMMHUCOK, HO B MTUChMaX UCIOJIb3YETCS PEIKO.

7. O6brunbie okoHuanus: Yours truly®, Yours sincerely, Yours faithfully.

8. Iloamnucek, pacmmdpoBKa MOAMKUCH, TOJDKHOCTD, aJIpec CIEAYIOT APYT 3a IPYroM B
CTPOKYy B JIeBOM JHOO B MpaBoOM Yy mnuchbMma. WMHOTAA THCHBMO MOXKET OBITh

INPOJUKTOBAHO OJHHMM YCJIOBCKOM,

a TOJIMUCAHO JPYTUM,

OOBIYHO CEKpETapeM.

Hanpumep, 1upexTop, OTOpaBIsAACh B KOMAaHAUPOBKY, OCTaBWJI HaledaTaTh U MOJNUCATh
UCHMO cekpeTapro. B aTom cinyyae moanuch OyneT BhITJISAETD TakK:

pp Diana Price David Bradly Managing Director,

rae pp (per procurationem, nam.) O3HAYAeT IIO

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

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

W/WIA mevyartas ero.

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

JUHTBOCTPAHOBEJYECKNI KOMMEHTAPUHI

Haanucu u o0bABJIEHUA

Aaponopm, mamoosrcna:

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 [TACCAXHMPOB 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 xe)
PRIVATE PROPERTY JINYHBIE BEIIN (barax)
BUS STOP ABTOBYCHAA OCTAHOBKA
EXIT TO BUS BbIXO/J K ABTOBYCY

JloposkHble yka3zareyau:
DETOUR OBBE3/]
NO PASSING OBI'OH SAITPEIIEH
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 ABTOMAIIIH

CAR WASH MOMKA ABTOMAIIIUH OCTOPOXHO.

SLOW CHILDREN JIETU

SPEED LIMIT 55 OrPAHUYEHUE  CKOPOCTU 55
MUIL/YAC

Buabl ropoackoro rpancnopra:

Electric railway

Tropoackasd 3JICKTpUiKa

Tram TpamBau

Trolleybus Tpouieilyc

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 nBmwkeHue. M3 obmecTBeHHOr0 TpaHcnopTta B JIoHT0HE
Bri moxete Bocmosb3oBathesi MeTpo (London Underground), snextpuukout (Docklands
Light Railway, unu DLR) - Tonbko B Oyauue nau u 1o 21:30, xene3noit qoporou (British
Rail) n aBTobycom. IlepBrie Tpu BHIa TpaHCTIOPTA ACIATCS HA MIECTh 30H MO JATbHOCTH
(mocnenHsisi miecTas BKIOYAaeT a’dponopT Heathrow). ABTOOycHas ceTh pasjelieHa Ha
4yeTbIpe 30Hbl. MOXKHO KyNUTh MPOE3IHON OUJieT Ha Bce BUABI TpaHcnopTa (One Day Off
Peak Travel Card), xoTOpblii TeUCTBUTENEH B T€UeHHE oAHOrO JHS (B Oymauu ¢ 9:30 no
15:30 u ¢ 18:00 n0 monyHOYH, B BBIXOJAHBIE O3 orpaHuueHuii). CTOMMOCTh €ro pa3indyHa
B 3aBHCHMMOCTH OT BPEMEHM JIHS M 30HBI. buiier B oauH koHer ctouT ot £1 mo £2.8, a
MpOE3IHOM OuJieT Ha oJiuH JeHb - oT £2.8 1o £3.8. Ecniu Bel nokymnaere mpoe3aHoi oumer
Ha aBTOOyC ang 30H I, 2, 3, 4, To 3TO O03HayaeT, uTo Bbl MoOXeTe €3AUTh aBTOOYCOM Ha
paccrosinue, SKBUBaJIeHTHOE 1-6 30HaM MeTpo. Bce BoceMb raBHBIX HKEJIE3HOAOPOAKHBIX
BOK3aJIOB UMEIOT CBOIO CTaHIIUIO METPO.

[IpnoGperenue >xene3HonOpokHOro Ounera Brit-Rail cpokom Ha 4-30 mHeil nmaet
MpPaBO Ha HEOTPAHUYECHHOE KOJUYECTBO MOE3JI0OK IO BCEU CTpaHE WM OINpPEJeICHHBIM
permoHaM CO CKHJKOW. ABTOOYCHOE COOOIEHHE MEXIy TOpoJamMH JEIIeBlie, YeM IO
XKeJne3Hou nopore. ABTOOYChI OCTaHABIIMBAIOTCS TOJBKO HA MPEAMMCAHHBIX OCTAHOBKAX.

3HAMEHUTHIMH JIOHAOHCKUMHU YE€PHBIMU TaKCH MOYKHO BOCIIOJIB30BaTHCS Ha JHOOOM
yJIMIIE, €CJIM HA HUX CBETUTCSA MHAMKATOp. BoauTenu cnaroT o4eHb CTPOTrUid 3K3aMeH MOJ
HazBaHueM The Knowledge, mnostoMy Bbl MoOXeTe A0BepsATh HX 3HAHUSIM U
npodeccruonanbHo nojarotroBke. Ilnara 3a npoe3n yeTko o603HaYeHa HAa TabJI0, OOBIYHO
oT 310l cymmbl faioT 10 % uaeBbix. Bel 00HapykuTe Ha Joporax Takke MHOro (pupm u
YaCTHBIX JIMI[, OKa3bIBAIOLIMX TpPAHCHOPTHBIE Yyciayrd. OHU He Bcerja J0CTaTOYHO
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HAJeKHBl U HE BCErja 3HAIOT JIOpOry B JII0OOW koHel ropoja. [lonb3ysce ux yciyramu,
3apaHee OrOBOPUTE LIEHY.

B CIIIA - npaBoctoponHee aBuxkeHue. OOIECTBEHHBIN TpaHCIOPT pa3BUT cliabo. B
KPYIHBIX FOpOJaxX MUMEETCs] METPO U BO BCEX HACEIEHHBIX MYyHKTax - aBTOOYC, KOTOPBIN
xoauT 1o pacnucanuto. B CIIA cTtoumocts npoesnia B 0OOUIECTBEHHOM TPaHCHOPTE - OT
50 uenrtoB a0 1 nomnapa. busner nelicTBUTENEH B TEYEHUE YKA3aHHOTO Ha HEM

BpeMeHHU (00bIYHO 2-2,5 4). ABTOOYC OCTaHABIMBAETCS KaK HA OCTAHOBKAX, TaK M TIO
TpeOOBaHMIO B JIFOOOM MECTE, JIJIsl 3TOro Bl JOKHBI 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 MECTOMMEHMM:
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. Ilpumsaxncamenvnuie 1 Ipumsasxcamenvnuie I1

my mine

your yours

his his

her hers

its its

our ours

your yours

their theirs
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[Iputskatenbuble  MecToumeHuss nepBoro tuna (I)  ymorpeGnsitoTcss mepen
CYILIECTBUTENIbHBIM U HE MOTYT CTOSITh B KOHIIE MPEJJIOKEHUS:

Her paper was interesting. Ee cratbs Oblna uHTEpECHAS.
[Iputskatenbuble  Mectoumenust Broporo Ttuma (II)  ymorpebnstorcs  6e3
CYILIECTBUTENILHOTO U MOTYT CTOSITh B KOHIIE MPEIJIOKEHUS:

This paper is hers. Orta cTaThs - ee.

My office is large, yours is larger. Y Mens Gonwmiol odpuc, HO y Bac eme
OombIIe.

We haven't seen your car, we have Mpl He Buaenu Bamr aBTOMOOWMIB, MBI

seen only theirs. BHJICTTN TOJLKO WX aBTOMOOWITH.

3. Bozepammnvwle u ycunumebHovle MECHOUMEHUA
myself, yourself, himself, herself, itself, ourselves, yourselves, themselves.

AHrImiickue BO3BPATHBIC MCCTOMMCHHUA MOT'YT COOTBCTCTBOBATDH pYCCKOﬁ qacTuie
=-CH B BO3BPATHLIX I'JIarojiax:

She washed herself. OHa yMmbLIaCh.
ODTH K€ MECTOMMEHUSI ynOTpe6J'I$IIOTC$I KaK YCHJINTCJIbHBIC!

We saw it ourselves. MbI camMu BUEH 3TO.
I'll do it myself. S cnenaro 3To cama.

B BO3BpaTHOM 3HaUYCHUM AHTIIMMUCKUE MECTOMMEHUS YIIOTPEOIISIFOTCS PEIKO.
4. YkazamenvbHble MeCMOUMEHUA
this (these), that (those), such, the same

Mectoumenus this u that umeroT (opMbl €TUHCTBEHHOTO U MHOKECTBEHHOTO UHCIa:
this - these; that - those

Give me that document. JlaiiTe MHE TOT JTOKYMEHT.

I know these documents. S 3Ha10 3T JOKYMEHTHI

This is the same document. DTO TOT K€ caMblil JOKYMEHT

It was such a pleasant party. Oto Oblia 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 nonmpuBETCTBOBAIU JAPYT - Ipyra.
another).

6. Bonpocumenvnbie u pazoeiumenvHvle MECMOUMEHUSA

who, whom, whose, what, which, that

B BoOmpocHuTenbHOM MPEIOKEHUU 3TH MECTOMMEHHS 3aHUMAIOT MEPBOE MECTO U
COOTBETCTBYOT PYCCKHUM MECTOMMEHHUSIM KTO, (KOro, KOmMy, KE€M), 4YTO, KakKOW, 4YeHu,

KOTOpBIﬁ. Te xe MecToOMMEHUS MOT'YT OBITH U pPasaACIINTCIIbHBIMA U HCIIOJIb30BATLCSA B
CJIOKHOIIOJYMHCHHBIX IIPCAJTOKCHUAX.

Who has he become? Kem on cTan?

Which month is the warmest In Kakoii mecsam B AHIIIUA caMbli TEMUIBIN?
England ?

The man who is sitting there is my YenoBek, KOTOPBIH TaM CUAUT, MOU 1ied.
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 TMPEIJIOKEHUAX C
CYILIECTBUTENIbHBIMU B €JUHCTBEHHOM U MHO>KECTBEHHOM YHCJIE.

Some
Give me some books to read. JlaiiTe MHE TIOYMTATh KaKHe-HUOYIb
KHHTH.
Some people prefer getting up early =~ HekoTopble m10quM TNPUBBIKINA  BCTaBaTh
paHo.
He showed me some papers. OH noka3ajl MHE HECKOJIbKO CTaTEei.
Any
Have you any excuse? Y Bac ecTb kakoe-T0 onpaBiaHue?
You may go out any time you MokeTe BBIMTH B JIl000€ BpEMSI.
like.

[IpousBoaubie MecTomMeHusi: something, somebody, anything, anybody, nobody,
nothing u ap.
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I did't see anybody there. S1 HUKOTO HE BHAENA TaM.
Did you see anybody there? Bb1 HUKOrO HE BUaEIU Tam?

XapakTepHO ynoTpebiieHue ClIeyIoNIMX NapHblXx Mectoumenuit: either ... or (unu ...

unu) u neither ... nor (uu ... nu). Mecroumenus either, neither moryTt ynorpeoisiThes

OTEIIBLHO.
I know neither him, nor his wife. S He 3HAKOM HHU ¢ HUM, HH C €r0 KECHOM.
I don't like Bill. - Mue buin He HpaBuTCs.
- Neither do I. - MHue Toxe.
IIPEAJTOI'HU
(PREPOSITIONS)

Ilpeonocu, ob6o3nauarouue omuowienus, eviparxcaemovle € pyccKOM A3bIKe

nAOEHCHLIMU OKOHUAHUAMU:

pen.

Pooumenvnuouii 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'nazonwt ¢ npeonozamu unu napevyuamu, menaouwumu ux snauenue (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

HaBeIATh

BBITIOJIHATD

000IpUTH

PacCYUTHIBATH

BOBJICKATh

HaMEKaTh

y3HaBaTh

youpartbcs

MPOWTH, NPOCKOYUTH

caaBaThCA

Opocatb

IPOJBUTATHCS

IPOJ0JIKATh

YXOIUTh

cnaBath (padoTy), Bpy4aTh (Oymaru)

HPAKTHUKA

1. YTouynure, KOro u3 maccaxupoB OyAyT BCTpedyaTh 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 TpaHCIIOPTa MPCANNOYUTAIOT OTHE3XKAIOIHUEC MMACCAXKUPHI.
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3. Kakue coBeThl BbI 1aIUTE ACCAXUPY B UykKOil cTpane?

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 HyxHO noexats u3 Jlonmona B ['masro, rme y Bac HasHauena naenoBas
BcTpeua. C KakuMH BOIIPOCaMU Bbl 00paTUTECh B CIIpaBOYHOE O10pO (enquiry office)!

You. (Copocute, koraa uaeT cienyroiuii noe3n B ['nasro?)

Clerk. At 8.40, sir.

You. (CopocuTte, HOUHOM (overnight) iu 3TO oe3a?)

Clerk. Yes, the train has sleeping accommodation. (cnanshbie
Mmecma)

You. (Ckaxkute, 4TO HE KypUTE€ M XOTelrd Obl B3STh JIydlllne
MECTa).

Clerk. I can give you a first-class non-smoking compartment.

You. (Cropocure, koraa oH npuObiBaet B ['nazro?)

Clerk. It is due to arrive in Glasgow at 6.30 a.m.

You. (Cxaxute, yTo BbI HajmeeTech, YTO OH MPUOYAET BOBpEMS
(to time)).

Clerk. Yes, sir, it usually runs to time.

You. (Cnpocwure, ¢ kako# miathopmbi?)

Clerk. Platforms.

You. (ITo6naromgapure 3a HHPOPMAIIUIO).

5. IlpounTaB TeKCT, 0OBIACHUTE, Kak Bbl Oynere qobuparbcs Ha Takcu U3 [ 9TBUKaA B
JloH0H, MpeBapUTEIILHO 3aKa3aB MaIlIuHYy ?

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 BamemMy MHEHUIO, JOJDKHBI CTOSITh 3TH BbIpakeHus:: B Haudane (B), B
koHiie (C) nuchMa UM MOTYT UCTIOJIb30BaThes 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

Ooo0oooooadn
O oo oagoao

|
|

|
|

m) further to

n) thank you for

0) would be
appreciated

p) I enclose o O O

O 0O oo ooad
o0 oo0ooaoad

7. Be1 cobupaerech 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 M0e3/1a, BaroH, BpeMsi IpUObITHS) U
nonpocute, 4Toosl Bac BcTpeTumu.

8. Bbl 3HaeTe TamoxkeHHbIe npaBuiia Poccuu (Ykpaunsi) ?
[IpoBeprTe ceods.

- Is it possible to take weapons to Russia (Ukraine)?
- No, itisn'.

What about automobiles? Videorecorders? Computers? Precious metals? Narcotics?
Antiques?

9. Ilepeeaute nHOOPMALIMIO O MEXKIYTOPOJHEM aBTOOYCHOM cooliienuu (National
Express), puBeeHHYI0 B Jluneeocmpanogedueckom kommenmapuu K ypoky. OTBeTbTe
Ha BOIIPOCHI:

Kakue ynoOcTBa 1715 maccaXupoB MPelyCMOTPEHBI B aBTOOycax?

Bcerma nu miaTa 3a mpoe3a OAMHaKoBa?

Kakue ckuaku cymecTBYIOT B oriaTe mpoe3aa?
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10. Bam nyxHo nonerets u3 Jlongona B Adunsl, a 3arem B CtaMOyJ1, Ie Ha3HAYEHBI
nenoBele  BeTpeun (M. ¢ghpacmenm  pacnucanus 6 Jlumeeocmpanogeoueckom
kommenmapuu). C KaKUMH BorpocaMu Bel oOpaTuTech B ClipaBouHOE OFOpO asporopra?

MOo3KHO 1 JIeTeTh MpsMO U3 a’pornopta Xutpoy B CtamOy:n?
Kakum peiicom Bbl nosieture?
Korna Ber npubynere B CtamOyn?

Ckombko 310 Oyzaer Bam ctouts?
Crnanupyite' qpyrue noe3aKu:
n3 Jlamacka no barmana

u3 AduH 10 AHKapsI

u3 Adun no bargama

CKOJIbKO OHH OYJyT CTOUTH?

11. B AUaJIore pacCrtaBbTC 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 MPUTSKATEAbHBIMA MeCTOUMEHHSIMU | 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. 3anosHnuTe NPOMYCKU HYKHBIMH CJIIOBAMH, TPUBEJEHHBIMHU 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. It 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 curyauuu:

BoIT U cepBUC (2o0cmunuunslit cepsuc, numanue,

pecmopanbsl, 3aKycoyHbvle, NPOKAm

asmomoouneil, 6b1306 IKCMPEHHOU NOMOUU).

[Tncemo-3ampoc.

* MopganbHbIE I1aroJbl.

*[Ipocroe Oymay1ee BpeMs U APYTHe CIIOCOOBI
BBIpaXEHUS OyAyIIEro.

ABcrtpanus u HoBas 3enannus (oougue

ceedeHus, NOJTUMUKO-AOMUHUCIMPAMUBHOE

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 Bewep. Ha Moe wms B Bamien
TOCTHUHUIIE 3aKa3aH HOMED.
- HazoBuTe, noxanyiicta, CBOIO (paMUIIUIO.
- Kinumenko.
- OnHy MUHYTY, 5 IpoBepio ... [a.

OnHOMECTHBIA HOMEp C BaHHOM W
AHTJIMHACKHAM 3aBTPAKOM Ha Tpoe CyTOK. Bce
PaBUIIBLHO?

- Jla, Bce mpaBUIIBHO.

- Pacnimmmrecs B JKypHaie, MOXaIyucTa ...
bmaropapro Bac. Bor Bam ximrou. Homep
307 na uerBepToM 3Taxe. JIupt HaxoguTcs
BOH TaM. Bamm Bemu ortHecyr Bam B
HOMED.

- brmaromapro Bac. B kakoe BpeMs moparot
3aBTpaK?

- B moboe Bpems mexay 7 u 9:30. Boi
OyzeTe 3aBTpakaTh B peCTOpaHE WU [10/1aTh
3aBTpak B Baur Homep?

- Mens Obl OoJiblIIE 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. YUto-uuby s erie, cop?

- 51 Obl XOTeNn CceroAHsl MOy>KUHATh 3]1ECh.
Korna 3akpsiBaercst pectopan?

- B 9:30. V Bac eme ecty aBa 4daca A
TOTO, YTOOBI TOY>KUHATb.

- Xopomo. bnarogapro Bac.

B pectropane
- HoOpsrit Beuep, cap. Bet onun?
- JoOpsriit Beuep. [a, s oguH.
- He xemaere nu cectb BOoH Tam? Bozne
OKHA.
- Jla, 6naromapro Bac. MoxxHO mocMoTpeTh
MEHIO?
- Koneuno. Bot, noxanyiicra.
- Bbl yxe BbIOpamu 4TO-HUOYIb, CIp?
Mory st npuHSTH 3aKa3?
- MMmwm... Ha mepBoe s moxalnyd 3aKaxy
TOMATHBIM  COK Xors, Her. Jlyume
JIyKOBBIU CYII.
- Xopomo. A uyto Bbel Oynmere Ha BTOpOE,
cap?
- 51 ne coBceM yBepeH... MoxeT ObiTh Bbl
YTO-HUOYAb MMOCOBETyeTE?
- 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, cop?
Canmar u  kapToenbHOE  MIOpE,
MOXKaJIyHCTA.
- Uto-HUOY b BBHITIUTH?
- O...1a. MuHepanbHOW BOJBI, MOXKaITyHcTa
Mory s nocMoTpeth ciicok BuH? KoHeuHo.
Bor, noxanyiicra.
MMM S Obl BbIMIT (HPaHILy3CKOTO
KpacHOTO BUHA.
- 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 MAlINH
- OgHy MUHYTY TOHOXKIWUTE, MOKAIyHCTa
Ha, cop. UeM Mory OBbITh 110JI€3€H?
- 51 Xouy B35Th MaIllIMHY HANPOKAT.
- Kakas mammna Bam HyxHa cap?
- MHe HyxHa HeOoJiblllasg MalluHa WU
X2U00K.
- Ckonbko BpemeHu Bel
MOJIb30BaThCS €107
- J1o NSATHUILIBI.
- Onny munyty. f nmposepio ... Jla. Mory
natb Bam Hanpokar Lllesporne.
- CKoJIbKO €it eT?
- IIpocture? Ckomnbko nert... Eit 14 net, cap.
OHa He OYeHb HOBas, HO B XOpPOLIEM
COCTOSIHUH.
- [loxanyii, Her.
- B ngaHHBIE MOMEHT y MEHSI HET OOJIbIle
HeOONBIIMX MalIuH, c3p. Uto Bel ckaxkeTe
Ha cueT Popaa Ickopra? OH MOYTH HOBBIH,
€My TOJIbKO JIBa TOJIa.
- Xopolo.
- MoxHO nocMoTpeTh B Havaie Bamm
BOJUTENIbCKUE IIpaBa , cap?
- lla. BoT oHmu.
- [lognummre cornamienue, noxaryucra.
- MoHO MHE BHayaje ero npo4nTaTh?
- Koneuno, cap.
- Uto 51 nomxeH Oyay Aenarh, €CIU MallliHa
BBIMJIET U3 CTPOsI?
- Sl nymaro, 4TO C HEM HUYETO HE CIIYYUTCH,
HO €CJiM 4YTO-HMOYyIb OyJer He Tak,
IIO3BOHUTE II0 3TOMY HOMEPY. Mul
OKa3bIBa€M IMOMOIIb KPYIJIbIE CYTKH.
- MHe 3amnatuth ceityac?
- Ecniu Bel HEe Bo3paxkaere, cap.
- I'ne HAXOJUTCS IJIOLIAKa c
aBTomMoOusIMu?
- ChoyckaiTech IO JIECTHHMIIE Ha MEpPBBIA
srax. [loBepHUTE MO KOPUAOpPY HAmIpaso,
MPOMANTE YEPE3 IBEPH B KOHLIE KOPUAOpA U
ITOBEPHHUTE HaJIEBO. [Tmomanka c
aBTOMOOWIsIMU OyAeT 3a yrioM. Bel ee
cpasy yBUIUTE.
- Bonbiioe cracu6o.

cobupaerech
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- Oh, sir. - OgHy MUHYTY, C3P.

- Yes. - Ha.
- You should bring the car back to the same - Bbl 70/KHBI TOCTaBUTh MAIlIMHY Ha
place on Friday. TO € CaMO€ MECTO B MATHUILY.
- 0O.K. - Xopoliio.
- Have a good trip. - JKenaro npusiTHOTO MyTH.
At a filling station Ha 0en3o3anpaske
- Petrol, sir? - 3ampaBuTh, c3p?
- Yes. Fill it up. I'm nearly out of petrol. - Jla. Haneiire monuseiil 6ak. bensun y mens
- Which grade? MTOYTHU 3aKOHYMJICSL.
- Four star. - Kaxoit 6en3un?
- Shall I check the oil and - UeTsIpe 3BE370YKH
water? - [IpoBepuTh ypoBeHb Macia 1 BOJIbI?
- Yes, please - Jla, moxanyucra
- That'll be three pounds twenty-five. - C Bac - Tpu n1Baguath 0sTh

SI3bIKOBbIA KOMMEHTAPUN

I have a room reserved... - B JJAHHOM MpPEJUIOKEHUU HCIOJIb3YETCA
KOMIUIEKC C MPUYACTHEM MPOLIEIIIErO
BpeMeHH (cm. I pammamuueckuu
KOMMeHmaputi K ypoxy 3)

to sign - IOJMUCHIBATH(Cs); sign- 1) MOAMMUCH;
2) 3HaK, CHUMBOJI, MPUMETA; signature -
MOJIUCH

room three-0-seven - komHata 307 - HOMEpa KOMHAT OOBIYHO

OPOU3ZHOCATCS BCIYX Tak e, Kak u
HOMepa TenedoHOB (cm.  A3vikogwili
KoMMeHmapuii K ypoKy 3)

to have breakfast - 3aBTpakartb; to have lunch - obGenartb
(mpuMepHO B MOJJEHBb); to have dinner -
yKUHATb (OCHOBHOM IIpUEM IIMIIU BO
BTOPOIl TOJOBUHE [IHA WJIM BEUEPOM,
KOTOPBIN OJIKE CKOpee K HAIllleMy Y)KUHY,
4eMm K o0eny); to have supper - yXHUHATh
(oueHb TO3AHO); fo have coffee - TUTH
ko(e; to have tea - muTh yait

to decide - pemaTh, IPUHUMATh PELICHUE.
CunonuM: to make a decision

yet - 1) yxe (B BOPOCUTEIIbHBIX
MPEIJI0KEHUSIX ); 2) enle (B
OTpHULIATEIbHBIX PENSIOKEHUSIX).

Cpasuure: I haven't decided yet. - S eme
He pemwil. B moBecTBOBaTeNbHBIX
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NPEIJIOKEHUSIX CHHOHUM - already - yxe
course - 1) HanpaBiieHUE, X0/, TEUEHUE

(coObITHi); 2) Kypc (ekuuit); 3) 6yroa0: a

dinner of three courses - oben U3 Tpex

omon. CwuuoHum: dish - 1) Omono
(kymanwe); 2) 61100 (Tapenka)

If re you, I’d(would) have - B IPUJIATOYHBIX YCIOBHBIX
MPEIOKCHHISIX, OTHOCSIINXCS K

HACTOSIIIEMY WX OyayIlieMy BpEeMEHH,
riaroi to be nmpuauMaet dhopmy were s
BCEX JIUIL

bill - 1) cuer (B pectopane, Mara3uHe # T.I1.);
2) 3aKOHOMNpPOEKT, Owwib, 3) OaHKHOTA
(amep.); 4) Bekcenb, TpatTa; bill of lading -
KOHOCaMeHT; bill of sale — xynuas,
3aKIaiHast

hire - HaeM, MpoKaT; fo hire - HaHUMAaTh (Ha
paboTy), Opath Hampokar; to let smth out
on hire, to hire out smth - naBaTh
HAMNpPOKaT; to work for hire - pabotatp 1o
Haiimy. CuHoHUM: fo rent - 1) naBaTh
Hampokat (awmep.); 2) Oparb B apeHuy,
CIaBaTh B apeHAy (JI0M, KBapTUPY U T. I1.)

hatchback - MalllMHa TUIAa «BOCBMEpKu»; small car -
MallliHa THMa «3arnopoxua», «TaBpun»
licence - 1) mpaBa (Boautenbckue); 2)

paspenieHue, naTenT; licence plate —
HOMEPHOM 3HAK (HAa MalIUHE).
Bonurenbckue mnpaBa Ha 3amaje 4acto
SBJISIIOTCS.  TJIABHBIM  yJIOCTOBEPEHHEM
JUYHOCTU TIPU KOHTAKTax C BJACTAMH U
nosnuiuend. B HUX coliepKuTes moapoOHast
uHpopmaruss O yejoBeke (MM U
dbamunus, mata  pOXKICHUS,  MECTO
JKUTEIIBCTBA U J1aK€ POCT U BEC YEIIOBEKA).
[Tacmopra >kuTenw 3amajgHbIX  CTpaH
MOJIY4Yar0T TOJIBKO MPH BBIE3/IE 3a TPAHUILY

stairs - JecTHHIAa (CTalMOHapHas) to go up
(down) stairs — uATH BBEpPX(BHHU3) MO
JIECTUHHUIIE; ladder - MepEeHOCHAas
JIECTHHUIIA
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Cnosa u GbIPAIICEHUA 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 KOMMEHTAPUI

Ha Moe ums 3aka3zaH HOMED.
3aBTpakaTh (00e1aTh)

Mens O6b1 00JIBIIIE YCTPOUIIO ...
Uto-uubys eme?

BrI yxke permmnum (uto Oynere
3aKa3bIBaTh)?

nepBoe OJII0/10, 3aKyCKa
cTaptep (B aBTOMOOMIIE)

COK

KPEBETKU B TOMAaTHOM COKE
cyn

OCHOBHOE€ 0JII0J10

TEJSITHHA
oudTeKC

TYIIEHOE MSICO

KypHIa

xJj1e0

KapTodens (0OTBapHOH, MIOPE)
OBOIITA

cyxoe (KpacHoe, 0eoe) BUHO
Kpowme Toro (6osiee Toro) ...
odunuant (opuIMaHTKA)
JaBaTh HAMPOKAT YTO-THOO0

CKOJIBKO JIET 2TOM MaminHe?
OBITH B XOPOIIIEM COCTOSIHUU
Bo3moxHoO ...

npaBa (BOJUTEIIbCKUE)
BBIXOJUTh U3 CTPOS (O MaIlIMHE,
MEXaHU3ME)

OeH3MH

3anpaBIATh (MALLIUHY)
KOHYATHCS (0 OCH3HHE)

[Incemo-3arpoc
(Inquiry)

[TuceMo-3anpoc (inquiry, Win enquiry) KOMIIAaHUA MMOCBUIAET, KOrAa
XOYET:

- MIOJYYUTh OAPOOHYI0 HHPOPMALIKIO O TOBapax (goods);

- Y3HaTh, UMEIOTCSI JIU OHU B HaNW4uu (availability of goods);

- YTOUHHUTH BpEMS 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), CTpaxoBaHUU (insurance);

- MIOJIy4UTh HH(OPMALIMIO O IIEHAaX Ha TOBapHI (prices of goods);

- IOJYYUTh KaTalloTH (catalogues) u 00pa3iel ToBapa (samples of goods), v 1. 1.

[Ipn HamucaHUM MHCEM-3aMPOCOB CIEAYET KaK MOXKHO 0oJiee MOAPOOHO H3IO0KHUThH
CyTb Bompoca (to give full details), uTo no3BoauT BameMy 1e10BOMy MapTHEPY COKPATUTH
BpEMS HA COCTABJICHHE OTBETA.

B ciydae, ecnu Bbl oOpaiaerech ¢ 3anpocoM B JaHHYIO KOMITAaHHUIO TIEPBBIA pas, B
MUCHMO >KeJIaTeJIbHO BKIIOYUTH CIEAYIOIINE MyHKTHI:

1. Yka3aHue Ha UCTOUHUK MHGOPMALIMH O JAaHHOW KOMIIAaHUH U €€ TOBape.

2. CyTb Bompoca.

3. Kpartkue cBenenust o Bameil kommanuu.

4. BeipaxkeHue HaJEXK/Ibl HA COTPYTHUYECTBO.

[Ipyuem coBceM He  00s3aTelAbHO  CTPOrO  MPHUAEPKUBATHCS  JTAHHOM
nocneaoBareabHocTU. [Ipu MOBTOPHOM 3ampoce B MUCHMO OOBIYHO BKIIIOYACTCSI TOJIBKO
BTOpoil myHKT. Kak u OOJBIIMHCTBO APYrUX MOEJOBBIX MHCEM, MUCHBMO-3aIpoC, Kak
MpaBUIIO, IeyaTaeTcsa Ha GUPMEHHOM OJlaHKe, Ha KOTOPOM YKa3aHbl Ha3BaHHE
KOMIIAaHUHU-OTIPABUTES 3aMpoOca, €€ MOYTOBBIN ajpec, 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

C.Smuron

V.Smurov
Export-Import Manager
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Kiuine ¥ BbIpaKeHHs MUCEM-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
nyOnuKalyei Bamei pekiiaMbl B ... OT ... Mbl XOTEJIH ObI MOMTPOCUTH Bac...
- We have heard of your products from ... - Mbl y3Halu 0 IPOJYKIIMU Balllel KOMIAHUU
u3...
- We have seen your current catalogue showing... - Mpl o0paTuiay BHUMaHHUE Ha Balll

HOCJ'ICI[HI/Iﬁ KaTaJjior, B KOTOPOM OITMCAHHI ..

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 ... - [IpocuMm cOOOIUTL HAM Kak
MO>KHO CKODEE ...
- Would you please inform us if it is possible to deliver. - TlpocuMm cOOOIIMTH Ham,
CMOJKETE JIU BbI IOCTABUTH ...
- Please let us know what quantities you are able to deliver till... - IloxanyliicTa,
COOOIINTE HaM, KAKO€ KOJIMYECTBO BBl CMOXKETE MOCTaBUTH IO ...
- Could you let us have a quotation for... - CooOmTe HaM, MOXKATYHCTa, PACIICHKH 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 (YCIOBHUS OILUIATHI U T. 11.)
Ha .
- We would like to have further details about... - Mpl Obl XOTenu MOMYy4UTH OoJee
noApOoOHY0 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 KaTajoru, OpOIIIOpHI U T. I1.)

K n.3:
- As distributors we have a targe network of... - Kak aucCTpuOBIOTOPBI MBI UMEET
OOLIMPHYIO CEeTh
- In connection with this ... - B cBsi3H € 3TUM ...
- We are distributors (importers, retailers, etc.) of... - Mbl siBIsieMcsi AUCTPUOBIOTOPaAMHU
(uMmopTepamu, NPoIaBLAMU U T.I1.)...
- We would like to get in touch with manufacturers (suppliers, sellers, etc.) of... - Mbl ObI
XOTEIH YCTAHOBUTHh KOHTAKT C MPOU3BOAUTESIMH (ITOCTABIIMKAMH, MPOJABLAMU U T. 11.)

- There is a large market here for your products. - Bamu uznenvsi HaWJlyT y Hac CBOETro
MOKYITIaTEeIA.

- For over ... years our company has imported from western countries ... - boiee, 4eM ...
JIET Halla KOMITAaHUSI UMIIOPTUPYET U3 3allaJHBIX CTPaH...

- Our company was founded in... - Hama xoMnanus Oblila OCHOBaHa B... TOJTY.
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- We usually effect payment by letter of credit (cheque, bank transfer, etc.). - Mbl 00bIYHO
MPOU3BOIMM OILIATY MyTEM OTKPBITUS aKKPEAUTHUBA (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 (oOpa3ipl OyayT yIOBJIETBOPSATH TPeOOBaHHUSIM CTaHAApPTOB, Ballle
obopynoBanue OyeT yAOBIECTBOPSATH HATUM TPEOOBAHMSIM U T. T1.), MBI OyJIeM PEryJspHO
3aKa3bIBaTh BAILy TPOIYKITUIO.
- We look forward to your early reply. - C nerepnienuem xjaem Baiiiero orsera.
- Your prompt answer would be appreciated. - byaem npu3HaTenbHBI 32 OBICTPHIN OTBET.

JUHTBOCTPAHOBEJTUECKHWIA KOMMEHTAPUM

1. F'ocTuHUYHBIN cepBHUC

['ocTuHUIBI B AHIJIMM MOXKHO YCIOBHO pa3ACINTh HA HECKOJIBKO KAaTErOpHUH.

Hauboinee noporuMu sIBISIIOTCS TOCTUHUIIBI KaTeropuu Luxe, MPOXKUBAHUE B KOTOPBIX MO
KapMaHy JUIIb apaOCKuUM IueixaMm W MuuiMoHepaMm. ClenyrouMyd 3a HUMH UIYT
roctuHulbl kateropun Charming Town House, coderaoliye Xopoliiuee 00CITy>KHUBaHUE C
OTHOCHUTEJIBHO HEBBICOKOU (IO CPABHEHUIO C MIEPBOM KATETOPUEH) LIEHOM.
Crnenyrolasi KaTeropus - 3T0 OTHOCUTENIbHO HEJOPOTHE TOCTUHUIIBI, KOTOpbIE B JIOHI0HE
pacmojoXeHbl TJIABHBIM 00pa30oM B pailoHe KPYMHBIX BOK3asoB. K yeTBepToil kaTeropuu
MO>XHO OTHECTH MaHCUOHBI Boarding Homes, Bed and Breakfast (00bIYHO TIOJT BRIBECKOM
B&B - nocnoBHO mepeBoAMTCS: MOCTENb U 3aBTPaK), a TakKe HEOOJbIINE CEIbCKUE
rocTUHUIBI (inns). Hanbonee nemeBbiit BApUAHT MPOKUBAHUS- MOJIOJEKHBIE OOIICKUTHS:
Youth Hostels, Youth Holiday Centers, Country Guest Houses. K miare 3a npo>xuBaHue B
anrimuiickux roctuaunax mpodasisercs HIC (VAT - Value Added Tax), cocmasnsiowuii
17,5%. B ctouMOCTh MpOXMBaHUS B TOCTUHUIAX B AHIJIMM Tak)Ke 4YacTO BKIIIOUAETCA
CTOMMOCTh 3aBTpaka. BcTpewaroTcsi Ba €ero BapuaHTa: CKPOMHBIN continental breakfast
(dait i koe m OyJiouka C MaciioM WU JPKEMOM) M OCHOBaTelnbHbIN English breakfast
(starter - KyKypy3HbI€ WM OBCSHbIEC XJoNbs (flakes) ¢ MOIOKOM, COK U T. M. ILUIKOC main
course -IMYHUIIA C CAJIOM M BETYMHON, TOMHUI0paMH, O€IbIM XJI€O0M U T. 11.).

B CIIOA u Kanage neHsl Ha NPOKMBAHHME B TOCTUHULAX HECKOJIBKO Gblule, uem 8
Anrnuu. KpynHble TOCTUHUIIBI HAXOASTCA Yallle BCEro B LEHTpe ropoja. Kpome MecTHbIX
TOCTHHHI] WMEETCS TAaKXKe Ps KOMIIAHWA C OOIICHAIMOHAILHONW CEThIO TOCTHUHUIL U
pectopanoB (Hilton, Sheraton u 1. 11.). IlnaTta 3a npoxuBaHue 60jee BbICOKasi B KPYITHBIX
ropojax TuIia HL}O-I7IopI<a, Hukaro u T. 0. MHOTHE OTENM MPENOCTABIAKOT CKUAKHU IS
KOMaHIUpOBaHHBIX (Om3Hec-Tapud). [Ipu Hanwuuu aBTOMOOWIS 3HAYUTETHLHO JCIICBIIC
OCTaHABIIMBATHCS B MOTEJSIX (motels). B rOCTUHHIIAX U MOTEJISIX PECTOPAHbI BCTPEUAIOTCS
pEeaKo, MOATOMY CTOMMOCTh 3aBTPaKa B CTOMMOCTh IIPOKUBAHUS OOBIYHO HE BKIIFOUYAETCS.

B AHrnum 4daeBbl€ (fip), Kak MpaBWJIO, BKJIIOYAIOTCS B CUYET B FOCTUHMUIAX U PAJE
pectopanoB (rpada - Service Charge). B CeBepHoil Ameprike yaeBble B CUET OOBIYHO HE
BKJIIOYAOTCS. ECIM 4yaeBble B CUET HE BKJIIOYEHBI, TO U B AHIJIMM U B AMEPHUKE CIIEyET
naBaTh «Ha 4aii» okoio 10-15 % ot cymmbl cuera. B mabax (pubs) daeBble naBaTh HE
MIPUHSATO.
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2. Iluranue. PecTopanbl. 3aKkycouHble

3aBTpak B AMepHKe HarloMUHaeT oOmnbHBIN English Breakfast cok nu6o, GpyKTHI,
KYKYpY3HbI€ XJIONbs (corn-flakes), *apeHble COCUCKH JMOO sina (BKpYTyHO (BCMSITKY) -
hard (soft) boiled eggs, suuHULa-00NTYHbSI - scrambled eggs, sMYHUIIA TIIa3yHbs-
sunnyside up), >xapeHoe cajo 1100 BeTunHa (ham), TOCTbI, MOJIOKO, Yail WJIA Kode.

Lunch (BTopoii 3aBTpak uian 006ea) B MpoMexxyTke Mexy 12 u 14 yacamu JOBOJIBHO
IpOCT: B AHIVIMM 4Yalle BCETO COHIBHYU (sandwiches), B AMepuke COHABUYH JTUOO
ramOyprepol (hamburgers), an3dyprepsl (cheeseburgers), xotnoru (hot dogs), »xapeHbIit
kaptodens (chips) u T .. [lo3auuii oOMIbHBIN 3aBTpak B AMepuke HazbiBaeTcst brunch
(breakfast+lunch).

Dinner (yxun nm160o o0ef) - 3T0 OCHOBHOI MpHEM IHILK B IPOMEKYTKE MExXTy 18 u
21 gacom, KOTOpPBI COCTOMT W3 TIEPBOTO Omtona (starter - awen., appetizer - amep.),
BKJIFOUAIOLIETO Cyl OO 3aKyCKy, U OCHOBHOIO OJtofa (main course - awen., entrees -
amep.).

OCHOBHOM HamUTOK B AHINIMKM 4Yail, KOTOPBIM MbIOT B TPOMEKYTKE MEKIY
OCHOBHBIMHU TpueMaMu nuii. Bo BpeMs enpl mbioT coku aubo muBo. B Amepuke
HauMOOJIbIIEH MOMYJISAPHOCTBIO MOJB3YIOTCS SOft drinks - pa3nuyHble COBPEMEHHbIE BUIbI
KOJIbI U JIUMOHA/1A.

B pecropanax u kade, rme BeiBemieHa Ta0Onauuka "Licenced’ (B Amepuke -
"Licensed"), npoaar0TCsl aIKOTOJIbHbIE HAITUTKHU.

[lepekycuTh B AHIIIMU JOCTATOYHO JEHIEBO MOXHO BO BCTPEYAIOIIMXCS HA KaXKIOM
mary B OOJIBIIUX TOponax Kade, B KOTOPhIX OOBIYHO TOMAIOT COCUCKH C KapTO(EeTbHBIM
ntope (Sausage & Mash), B 3akycounbix Tuna Fast Food Shops, kOTopble NpOJalOT MUY
U TOpsSYHE COCUCKH, JTUOO B MAaJEHBKHX 3a0erajoBKax, MPEIaralonux COHIBUYH
HECKOJNIbKMX BHIOB. O0en B pecTopaHax JAOBOJIBHO J0por (OCHOBHBIE Oirofa B
3aBHCHUMOCTH OT KaTteropuu pectopana ctost ot 15-20 mo 90-100 ¢pynToB). I1als1 (Pubs)
(Bpems paboThl 00bI14HO ¢ 11 10 23) ABNISIFOTCS B AHIJIUU MOMYJISIPHBIM MECTOM BEYEPHETO
BPEMSIPOBOXK/ICHUS, B KOTOPbIX KPOME NMUBA M KPENKHUX HAMUTKOB MMEETCS IIMPOKUN
BBIOOP COKOB M CJIQJIKUX KOKTEHIICH.

B Amepuke oueHb NOMYJISIPHO 3aBTpakaTh, 00eAaTh U y)KHMHATh BHE JIoMa: B Kade U
pecTopanax. M3BecTHbI aMepUKaHCKUE PECTOPAHBI OBICTPOTO CaMOOOCTYKUBAHMUS
(Fast-Food Restaurants), caMbIMH PacIpOCTPAHEHHBIMHU OJIFOJIaMH B KOTOPBIX SIBISIOTCS
ramOyprepsl, JKapeHblid KapTodeab U KokKa-kojia. B 00JpImmX roposax pacnpocTpaHEHBI
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 HAa3BIBAIOTCS
00b19HO Dinners.

3. IIpokaTt aBTOMOOM €I

B AHrnuu aBToMOOMIIb BBIJIA€TCA HANPOKAT JIMIIAM He MoJioxke™ 21 rojia, UMEroIuM
BOAUTENbCKUM cTax He MeHee | roga. Takue kpynHbie GUPMBI, CieHAIA3UPYIOLIMECS Ha
npokare aBToMoOuieH, kak Avis, Hertz & Mitchells n T. M., UMEIOT CETh areHCTB IO
MpoKaTy aBTOMOOMIIeH 1o Bcei BenukoOputanun. B AMepuke Takke aBTOMOOMIIb
BBIJACTCA HAIpOKaT JHIlaM He Mojoxke 21 rogma. B areHctBe mo mnpokaTy MallvH
HEOOXOAMMO TPEeAbIBUTH MO KpallHEH Mepe HalMOHalbHbIE BOAMUTENIbCKHE MpaBa. B
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HEKOTOPBIX areHCcTBax TPeOYIOT MeXIyHapoJHble BoauTeabckue mpaBa. [Ipu apenne
aBTOMOOMJISI HEOOXOJMMO 4YTO-HUOYAb OCTaBUTh B 3aJior (HampuMmep, KPEIUTHYIO
KapTouky - Master Card, Visa nnn American Express).

OrpaHnudyeHue CKOPOCTH:

a) B Aurnuu - 112 xm/gac (na ckopocmuwvix wocce); 64, 80, 96 km/gac (Ha 0bOviuHbIX
dopoeax); 48 km/4yac (B HaceleHHbIX NYHKMAX);

6) B CHIA - 88-105 xm/uac (na wocce); 40-48 xm/4yac (B HacenreHHbIX NYHKMAX);

B) B Kanane - 100 km/uac (na ckopocmuwvix wiocce); 80 xm/dac (Ha 0Oblunbix 0opo2ax);
50 kMm/uac (B HaceneHHbIX NYHKMAx).

4. TesedoHbl BbI30Ba IKCTPEHHOH OMOIIU
B Aunrmmm TenedoH BBI30BA SKCTPEHHOW MOMOIIM (TIONMUIKS, TOXApHBIE, CKOpas
nomotp) - 999, B CIIIA - 911. Ha 3BOHOK OTBEYaeT onepaTop, KOTOPBIM OOBIYHO 3a7aeT
Boripoc: "Emergency. Which service, please? ". 1locne otBera (police, fire service, or
ambulance) OH COEUHSAET C COOTBETCTBYIOIIEH CITY>KOOM.

IT'PAMMATUYECKUU KOMMEHTAPUN

MOJAJILHBIE I'JIAT OJIbI
(MODAL VERBS)

MonanbHbIMU HA3bIBAIOTCS TJIAroJibl, KOTOpbIE HE 0003HA4alOT MACWCTBUS, a
BBIPQXAIOT OTHOIICHHE K HeMy (BO3MOXKHOCTb M BEPOSITHOCTh ACHCTBHS JHOO €ro
HeoOxoauMocTh). Creayronuili 32 MOJaIbHBIM WH(UHUTUB CMBICIIOBOTO TJlarojia TepseT
yacTULy to (3a UCKIIFOUEHHEM MOJAJIBHOIO riarojia ought)

Oco0eHHOCTH MOJIaTbHBIX TJ1aroJioB:

1)oHM HE U3MEHSIOTCS 110 JIMLAM U Yuciam;

2) BONpOCUTENBHAS U OTpULIaTEIbHASL (POPMBI IPEIOKEHUHN € MOAATIBHBIMU
rjarojgamu oopasyroTcs 0€3 BCIOMOIaTeIbHBIX IJ1aroJIoB, POJibl BCHOMOIATEIbHBIX
IJIaroJI0B MIPU 3TOM UIPAOT CAMU MOJIaJIbHBIE TJ1ArOJIbl.

1. MopanbHbI€ TJIarojbl, BBIPAKAIOIIME HEOOXOAMMOCTh (MO0 €€ OTCYTCTBHE),
MpUKa3aHHUE, COBET, PEKOMEHIAIIUI0 U YBEPEHHOCTD

a) MonanpHbIN raroa must BeIpaxkaer

- NpUKAs3 U 3anpeujerue.

You must do it. TrI DOJKEH caelaTh 3TO.
You mustn't do it. TEI HE TOJDKEH DTOTO JEJIaTh.
- CUTILHYIO Y8EPEHHOCb.
He must be sitting in his office. OH 10JDKEeH CUIETh B CBOeM oduce.
It must be Mr Smith. DT0, JOJKHO OBITh, M-p CMUT.
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CunpHas yBEpPEHHOCTb, Kacarollascs JeWCTBHUM B TNPOUUIOM, BBIPAXKAETCA C
UCI0JIb30BaHUEM NepheKTHON (HOPMBI CMBICIIOBOIO IJ1aroia:

I must have thrown the letter S 10JKHO OBITH BEIOPOCHIT 3TO.
away.

6) Monanbneiii Taron shall ucons3yercs ais
- BLIPAIICEHUS] CUTILHOU PEUUMOCTIU:
We shall win! Mp1 BeiMrpaem!

- 0/181 NOAYYEeHUsL UHCMPYKYUL U YIMOYHEeHUsl OAIbHeUUx 0eucmeui

Shall I help you? Bam nomoun?
Shall I come out? Mue BoriiTH?

Mopnansabiii  rmaron  shall wacto wucmone3yercss Takke TpH  POPMYITUPOBKE
MOJIO’)KEHUH KOHTPAKTOB U COTJIAIICHHIA:
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 BBIPAXKEHUSI COBETA, PEKOMEHIAIINU, YIIPEeKa, MOPUIAHUS:

Y ou should not do it. Tebe He caeayeT 3TOro Jienath.
He should sign the contract. EMy cnenyer noanucatb KOHTPAKT.
You shouldn't drink so much. Tebe He ciaeayeT MUTh TaK MHOTO.

F) MojanbHbIM  IJ1aroj need HCIIOJB3YCTCA JId BBIPAXKCHHA OTCYTCTBHUA
HCO6XO,Z[I/IMOCTI/I 1 pa3p€lIcHus HE OCjIaTh YTO-T100

You needn't do it. OTO MOYKHO HE JIeJIaTh.

You needn't send the letter. He Hy»HO OoTIpaBiasiTh TUCHEMO.

I've already done it. 4 ero yxe oTHpaBUIL

Cpaenume:

You mustn't send the letter. DTO MUCHMO OTHPABIIATH HEJIB3SL.

2. MopanbHble IJIaroJibl, BBIPAXKAIOIMIUE BO3MOXKHOCTb, BEpPOSITHOCTb, COMHEHHE,
MPEANOJIOKEeHNE, pa3pelieHe

a) MonanbHbli riaroi can (hopma mpoiieamero BpeMmenu - could) ciryxut s
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- 8blpadiceHus ymenusi (cnocobHocmu) ymo-1ubo oeniams:

I can speak English. S Mory pa3roBapuBaTh MO-aHTJIUNCKU.
Can you type? Tr1 ymeenb neyatars?
He could type. OH yMen nevaTarh.

- BLIPANICEHUS. BO3MOJICHOCMU, 3AGUCAUeli Om 00CMOAMeNbCms, pa3peuleHus,
3anpeweHus, npocvobl:

You can come at 6 o'clock. Mosxete npuiiTu B 6 4acos.

Can/could you tell me your phone Moxete cka3aTh CBOU TenedOHHBII HOMEp?
number?

You can't do this. Henb3s 310 nenats.

Ilpumeuanue: npocb0a, BbIpakeHHass ¢ nomolbio rarona could 3Byuut OGoiee
BEXKJIMBO.

- BbIPANCEHUSL BOIMONCHOCMU TUDO 8EPOSIMHOCIIU OCYUWECMBAECHUSL MO20 UTU UHO2O0
coovimus 6 Hacmoawem aU60 NpouLiom (015 8bIPANCEHUS. BEPOSIMHOCTIU MO20 UIU UHO2O
coObIMuUsL 8 NPOULIOM UCNONIL3Yemcs nepdexmuas popma 2nazona):

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) Moganbuelii rnaron may (popma mpomenmero Bpemenu might) cuyxur s
BBIPKEHUS

- paspeuienust, npocvObl U 3anpeuyeHus.:

You may go. Moxere uaru.
May I see your licence? [Toxaxkute, noxanyiicra, Bamu npasa.
May 1 come in? MosxHo BOUTH?

- B03MOCHOCMU TUOO BEPOSAMHOCMU MO20 UIU UHO20 COObIMUSL 8 HACMOAWeM TUbO
NPOULIOM (8 9MOoM 3HAUeHUU MOOanbHbil 2naeon may/might ouens O1u30k no 3navenuio
mooanvHomy enazony can/could, npuuem might coxpansem snauenue monvko
8epOSAMHOCTUL).

He may come. OH, BO3MOkHO, npuaet. Nnu:

OH, BO3MOXXHO, PUXOUT.

3. O6G0opOTHI peuH, Cay>Kalue 3aMeHOM MOJAJIbHBIM TJIarojiaM

a) O6opor to have (got) to cCiyXuT 3aMeHON MOJAJIBHOTO TJjarosia must B
IpomIeeM 1 Oy TyieM BpeMEeHH:
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They will have to deliver the OHu  AOMKHBI ~ OyAyT  MOCTaBUTH

equipment within 12 months. obopynoBaHue B TeueHHe 12 MecsIieB
She had to send the letter yesterday. OHa go/pKHa ObLIa OTHPABUTH IHUCHMO
BYEpA.

O6opor to have (got) to uMeeT M CaMOCTOSITENBHBIM OTTEHOK 3HAYCHMS,
03HAYAIOIINN BBIHYXJICHHYIO0 HEOOXOUMOCTb:
He has to sign the contract. OH A0JKEH NOJANMCAaTh KOHTPAKT (€ro
BBIHYXXJAIOT 3TO ClIeNaTh 00CTOSITENIbCTBRA).
6) O6opot to be able to cnyXuT 3aMeHOIl MOJANBHOIO Tiaroja can B OyaylieMm
BPEMEHH M MOXET TaKKe yMOTPeOJSAThCS BMECTO HEr0 B HACTOSINEM U MPOLISAIIEM
BPEMEHH:

They will be able to despatch the Onm cmoryr oTnpaBuTh  TOBap B

goods next month. CIIEIYIOIIEM MECHIIIE.
We are not able to make a reduction MbI 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 pa3peliar nepeBecTy AEHBIH.
money.

r) O0GopoT to be to ,01HM3K0 MO 3HAYEHHIO K MOJAJbHOMY TJIaroiay must ¥ CIy>KHUT
IUTSL BEIPAKCHUSI:

- H€06XO0MMOCWZM, 06yCJ106]l€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 3aNpeuyeHusL:
You are not to do it. Byl HE TOKHBI 3TOTO AEJ1aTh.

Oo6oport to be to yacto ucnonb3yercs npu GOpMyJINPOBKE 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. OGpazoBanue MPOCTOro OYIYIIEro BpeMEH!
Ymeepoumenvnvie npeonoyncenusn:

1-e uyo: will/shall + nHOUHUTUB CMBICTOBOTO TJIAroja
2-e u 3-e auyo: will + HOUHUTUB CMBICTIOBOTO TJIAaroja
Peoyyuposanas gpopma: IT + "HUHUTHUB CMBICIIOBOTO TJIaroJa

I will (I'll) pay cash. S 3anmavy HaJTUYHBIMM.

Payment will be made within Omuata OyaeT npous3BecHa B

two weeks. TEYEHUU JIBYX HEIEIb.

Ompuuameﬂ bHble npednoafcenuﬂ:

1-e uyo: will/shall not + WHQUHUTHUB CMBICIOBOTO
rjiaroJia

2-e u 3-e yo: 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 He  OTKpoeM  akKKpeIWTUB  Ha

credit next week cleAyronie Heaene.

They will not (won't) arrive OHu He npuenyT 3aBTpa.

tomorrow.

Bomnpocutenbapie mpeaioxkeHus: o0pa3yloTcs MyTeM MOCTAHOBKHA BCTIOMOTATEIbHBIX
rinaronoB will u shall nepen nognexanm:

Will they arrive tomorrow? [TpubynyTt onu 3aBTpa’?
When will the goods be Korpa 6yner otmpasieH ToBap?
dispatched?

2. YnotpebiaeHue mpocToro Oyayiero BpeMeHu
[TpocTtoe Oyayiee Bpemst ynotTpeoisercs:

a) JIyst omycaHus eCTECTBEHHOI'O X012 COOBITHI

Delivery will be made within three IlocTaBka Oyner 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 BeIpaxeHusi AEMCTBUN, KOTOPbIE COBEPIIATCS IPU OMPEAEIICHHBIX YCIOBHSIX:
When we receive your confirmation, Korma mbl nonyuum Baiiie moaTeepxaeHue,
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 aHriauickom si3pike mocie psga coros3oB (if, when, after, before,
until) B mpuaaTOYHBIX MPEIOKESHUSIX YIIOTpEOsieTcs He Oyayliee Bpemsi, a HacTosIIee.

3. Apyrue cnocoObl BeIpaXXeHUs OyayIIero

a) O0opot to be going to nmeeT 3HaueHUE COOUPATHCS, HAMEPEBATHCA CAENATh
YTO-TM00, a TAKXKE CITYKUT JJIS BRIpAXKECHUS OYIyIero BpEeMEHH:

Mr Brown is going to speak about our M-p bpayn coOupaercss TOTOBOpPHUTH O
agreement. HaIlleM COrJalieHuu.
The test is going to be difficult. Tect, BuguMo, OyIeT TPYIHBIM.
B mucemeHHO# peun daie ucnosib3yeTcs mpocToe Oymyiiee Bpems. B pazroBopHoit
peun mpocToe Oyaylee BpeMs 4acTo BbIpaxaeTcst 00opoTom to be going to.

0) B anrnuiickoM si3bIKe JUIsl BBIpOXKEHUs JEUCTBUS B OYyIyIlEM 4acTO MCHOJIb3YyeTCs
Hacroslee BpeMs (uawe gceco Present Continuous). B pycCKOM sI3bIKE JJIsI BBIPAXKEHUS
NEUCTBUS B OyAYIIEM TaK>Ke YacTO UCIONIb3yeTCsl pOopMa BpPEMEHH HACTOSIIETO.

CpaBHure:

I am leaving Kiev tomorrow. S yesxaro uz Kuesa 3aBtpa.
He is arriving from London next week ~ On npues:xaet u3 JIongoHa Ha
CIEYIOLIECH HENEeIIE.

B anrmiickoM sA3bIKe HACTOsIIEE BPEMS HCIOJIB3YETCS JJISI BBIPAKECHUSA JEUCTBUM B

OyayieM MpUMEpPHO B TEX KE CIydasx, YTO U B PYCCKOM si3bIKe (OOBIYHO C TIarojamMu
NBUKEHUA - to go, to leave, to come, to arrive, to start u ap.).

B) O6Gopor to be about to  wucmonge3yercs I BBIPAKCHHS
OJKaiiero Oyaymero:

Our director is about to sign the Ham  gupektop  BOT-BOT  MOJMMIIET
contract. KOHTPAKT.

HPAKTHUKA

1. IIpeacraBbte, uto Bbl B JIOHZOHE XOTHUTE OCTAaHOBUTHCS B TOCTUHHIIC.
ChopmynupyiiTe cBOM OTBETHI Ha PEIJIMKU KIIEPKA:

Clerk. Good morning, sir. Can I help you?

You. (Ckaxmure, uTo BaM Hy>X€H OJHOMECTHBII HOMED C AyLIEM
(shower), TyaneToM (toilet) 1 KOHTUHEHTAJIBHBIM 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 CHSITb 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. (Copocute 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
KJIUEHTHI - OM3HECMEHbI U3 AHIIIMU. BeImomHuTe cneayronie 1eicTBus:

- TIONPUBETCTBYWUTE WX Ha AHIJIMICKOM $I3bIKE U TPEAJIOKUTE MM MECTO BO3JE
aKBapUyMa;

- IPEIOKUTE UM MEHIO;

- CIIPOCHTE UX, YTO OHM XOTST Ha-TepBoe, Ha-BTopoe. IlopexoMenayiite um

Kakoe-HUOYyIb YKpauHCKoe OJI10/10;

- CIPOCHTE Y HUX, HE XOTAT JIM OHU YeTr0-HUOYAb BHIIHTb.

3. Bel pabotaere B areHTCTBE 1O Mpokary MamuH. ChopMynupyiTe CBOU OTBETHI Ha
PEIIMKY KIIMEHTA:

You. (ITompuBetctByliTe kinenta. Cipocute, ueM Bbl MoxeTe OBITh
€MY ITOJIE3HBI)

Customer. Good evening. I'd like to hire a car.

You. (Cpocurte, Kakoil THI MAIlIMHBI EMY HYKEH U Ha CKOJIBKO

BPEMEHH )

Customer. A hatchback for a week.

You. (ITormpocute y HETrO €ro BOJUTENLCKHUE MTPaBa)

Customer. Yes. Here you are.

You. (ITompocuTe ero omIaTUTh IPOKAT MAIIUHBI IPSIMO celyac)

Customer. How much is it?

You. (HazoBuTe 11€HY, MOMIPOCHUTE €T0 OCTABUTH YTO-JTMOO B
3aiIor (to leave a deposit))

Customer. Here's my credit card.

You. (ITo6bnarogapure ero. [loxenaiite eMmy NpUITHOTO MyTH).

4. [IpounTaiiTe NpUBEICHHBIA HUKE TEKCT U MOMBITAUTECh OTBETUTH HA AHTJIUHCKOM
S3bIKE HAa BOMPOC, KAKOE W3 BPEAHBIX BO3JACUCTBUI aBTOMOOWJIBHOTO TpPaHCIOPTA
sBigeTcs no Bamemy MHeHUt0 Hanbosee OMacHbIM JIJIsl OKPY>KAIOIIEH Cpelibl U TIOYeMy.
Kakune myTr yMeHbIIEHUSI BPETHOTO BIUSHUS Bbl MOXKeETE MpeaIOKUTD?

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 AHTTTUNCKON KOMITAHUH:

- coobmure, rae Bbl mpouuTanu pekiaaMy O MPOM3BOAMMBIX A3TOM KOMIIaHUEH
MY»CKHX KOCTIOMax (men's suits);

- HamuImWTe, 4YTo0 BBl X0Tenmu OBl 3aKyNmUTh MNAPTHIO MYXCKHX KOCTIOMOB B
konuuectse 200 mTyK;

- y3HalTe uX cTouMOCTh Ha ycnoBusix noctaBku CIF Opnecca; - coobmmTe B muchMme,
4yTO, eciau Bac ycTposT 1ieHa U KauecTBO KOCTIOMOB, BbI B JanpHEMIIEM CMOXKETE AENaTh
OOJIBIIINE 3aKa3bl;

- MIOMPOCUTE JJaTh OTBET KAK MOKHO CKOpEe.

6. IlpounTaiiTe W mnepeBeaUTE HA POJHOM S3BIK TEKCT, KACAIOLIMICS NapKOBKH
aBTOMOOMJIEH B LIEHTpaJIbHOM yactu JIoHa0Ha:

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 pacnoyIOKEHHOM HMXKE NPSIMOYTOJbHUKE HAUMEHOBAHUE IIECTH
Pa3JIMYHBIX BUJOB BPEMEHHOIO XUJbd B AHIIIMU U AMEpUKE, Ha3BaHUS JIBYX KPYIHBIX
ceTell TOCTUHUIl U PECTOPAaHOB, HAMMEHOBAHUE HIECTU PA3JIMYHBIX TUIOB MPEANPUSITUN
00111ecTBEeHHOTO NTUTaHus B AHrind U Amepuke. (CioBa pacrnoioKeHbl B BEPTHUKAIBLHOM,
TOPU30HTAJIBHOM W JMAaroHaJbHOM HaIpaBJCHUSX, CJI€Ba HAMpaBO M CIpaBa HaJEBO,
CHHU3Y BBEpPX U CBEPXY BHU3).

NOPRS ADKLMT 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
P BNMNTOMLOE ML
DKABO 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 UNZB 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 i1s 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 COOTBETCTBYIOIYIO (POPMY HH(PUHUTHBA B CIAEAYIOUINE 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. I must _____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 1t? (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\ B~ W=

B. IlepeBenute Ha aHTTTUHUCKUHN, S3BIK TIPEIIOKEHUS C UCITOIB30BAHUEM TTOIXOISIINX
110 CMBICJTY MOJIaJIbHBIX TJIaroJIOB:

. MoxHo nocMoTpets Barmu nipaBa?

. IlmatuTte ceiyac?

. BBl MOXXeTe 3anjaTuTh Io3XKe.

. TeGe HE cemyeT TaKk MHOTO €CTh.

. EMy He cnemyeT ynoTpebsTh aaKorob.
. Tb1 ymeenb yntaTh?

. Mo>kHO HaM 3aKa3aTh I1aBHOE-0JIF010 To3XkKe?
. DTO HaBepHSKa ObLT OH.

. DTO MOTJIH OBITH OHH.

10. Ts1 momxeH cnenaTth 3TO IPSIMO ceitvac.
11. DTa Berb MOXKET ObITh OUYEHD LIEHHOIA.
12. On, HaBepHOE, CIIHUT.

O 01NN K~ Wi~
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C. IlepeBenuTe Ha aHIJIMUACKUN A3BIK MPEIJIOKEHUS C HUCHOJIB30BAHUEM (POpM
POCTOro OYYIIETr0 BpEMEHU JINOO IPYTUX CIIOCOOOB BhIpAXKEHUs Oy IyIIEro:

. Omtara Gynet mpousBeeHa MyTeM OTKPBITHS aKKPEIUTUBA.
. Ecnin 00pasiibl y10BIETBOPST HAILIM TPEOOBAHMS; MBI clieJaeM OOJIbIION 3aKa3.
. OH coOupaeTcsi yCTaHOBUTb KOHTAKTHI C MOCTaBUIMKAMH.
. Menemxep BOT-BOT NOJIOUIET.
. [Toe3n mpubynet B 5:30.
. M-p bpayn ye3xaer 3aBTpa.
. Sl momeITarOCh cleNIaTh ITO.
. Korzia ona npwuiizner, To HameyaTaeT muchbMo.
. 51 cobuparocs 06cyauts ¢ Bamu nieny ToBapa.
10. Kak 6yneT mpou3BoaAUTHCA oriaTa’?
11. Korga on npuesxaet B Kue?
12. I moaroToBir0 MUCHMA.

O 001NNk W=
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LESSON 6

AT THE COMPANY OFFICE

TeMbl M cUTyaluu:

I'pammaruka:

TekeT 191 YTEHUA:

Ha dupme (3nakomcmea c¢ ¢upmot,
oocysicoerue niaHo8 oanvHeuuel
pabomui). Ilucemo-npennoxenue. Jlyx
opraumzaiuu.  Dopmbl  OpraHu3alnuu
ousHeca.

* [IpocToe HacTosIEe BpeEMSI.

* BonipocurenpHas U oTpuniaTeabHas
(GhOpMBI TPOCTOTO HACTOSIIIIETO

BpPEMEHHU.

TeaTpsl U pa3BiaeueHHs] 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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- lo6poe yTpo, rocrioga. Kak

MMOKUBaeTe?

- Cniacu6o0, xoporio. A Bei?

- Hopmainbho, 61arogapro Bac.

- Ilo3BonpTe MHE pacckazath 0 (upme.
Kak Bwi 3naere, m-p Kiumenko, wbl
MPOU3BOJIUM TEXHOJIOTHYECKOE
obOopynoBanue. Hama ¢gupma cocrout us
0 OTAENIOB: MPON3BOICTBEHHEIH,
TOPrOBbIM, 3KCIIOPTHBIA, OTHAEN KaJpPOB U
OT/AeJI  HAyYHO-UCCIENOBATEIbCKUX U
OIBITHO-KOHCTPYKTOPCKUX paboT.
[Tocnenuuii n3 HUX camMbli HOBBIM. OH
ObLI CO3JaH MNAThL JIET Hazazd... Hare
PYKOBOJICTBO - 3TO cOOpaHHEe aKI[MOHEPOB
1 COBET AUPEKTOPOB. PaHee mpe3neHToM
(bupMbI OBLT OJMH U3 CTAPIIUX
KOMIIAaHBOHOB, a Temepb 3TO, Kak Bam
u3BectHo, M-p Pomxepc. Ha ¢upme

3aHsT0 okoino 1 600 wuenosex. Ham
obopotr coctaBmsier Oosiee 300 wmiH
(byHTOB.

- Bwr  Oymere pabotath ¢ HammMMm

AKCHOPTHBIM OTAEIOM. MBI
IKCIIOPTHPYEM OO0OpyAOBaHUE 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
nouepnue ¢upmbl B [omnannuum u
['epManuu co mTab-KBapTUpaMu B ITHX
CTpaHax.

- Tak 3TO podepHHE KOMIAHUU WU
bunuans?

- Oto nmouepuue ¢upmbl. Kaxxnas n3 HEX
UMEET CBOE COOCTBEHHOE Ha3BaHHe. Mbl
TaKXe UIIEM HOBBIX MapTHEPOB B
Bocrounoii EBpome, TOCKOJNBKY MBI
xoTenu Obl pacmupuTh cdepy Haimen
nearenbHocTH. lloatomy M-p Kaprpaut
noexamn B Kwue, 4ToOBl yCTaHOBUTH
JUYHBIE KOHTaKThI ¢ Bameit ¢upmoii. Be
YUTAIU BCIO HAILY

KOPPECHOHAEHIINIO c Bammm
JTAPEKTOPOM?
- Hymaro, uyro pga. Msl THIATETBHO

u3yuuiau Baie nenoBoe npeioKeHue.

- Y Bac ¢ cob6oii Hamm npencKypaHThl U
KaTaJIOTH WJIA S TIOMPOITY MHUCC DJUTHOT
MIPUHECTH UX croaa’?

- Cnacu6o0, oHH y MEHS C OO0 BMECTE C
konusiMu Bamux nmcem. /[ymaro, 4TO MbI
COCTaBUM TMPOEKT KOHTPAKTA 3/1€Ch, OBITH

MOXET, K KOHIy O3TOM HeIenu, a
OKOHYATEIbHO 3aKJIIOYMM KOHTPAKT C
Bamu nmocine ero oOcyxaeHus 1o

TeneoHy C MOUM JTUPEKTOPOM.

- Xopomo. /laBaiiTe mepenieM K Oeny.
Ceromnsi 1 3aBTpa Mbl OOCYJIUM YCJIOBHS
OIIATHI U JOCTABKH.

- Xoporo. A mocne3aBTpa moroBOpuM 00
YIIAKOBKE U TPAHCIIOPTUPOBKE.

- 3arem s mnaHupyro noexatbh B JIoHIOH
Ha 3 mua. Kak Bam usBecTHO, Tam Oyner
BbICTaBKa. Bbl mpucoeIMHUTECH KO MHE?

- Ha, ¢ ynoBonbcTBHEM. DTO Kak pa3
COOTBETCTBYET LIEJIM MOETO BU3UTA.

- Hanerocs, uto tak. A nocnie 3toro y Bac

Ooyner JIOCTAaTOYHO BpEMEHHU TUTS
MOCEIIEHNS HaIIMX MPOU3BOJCTBEHHBIX
IIOMEILEHU I 5 0CMOTpa

JOCTONPUMEYATETBHOCTEN.
- Mens st10 ycrpamBaer. M A Hameroch



Draft Contract to my Director by fax not
later than next Wednesday.

nepenarb  MPOEKT
JTAPEKTOPY MO
CIIEIYIOLIEN CPEbI.

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 JTrOASAX, 3aHUMAIOLITUXCS
KYIUICH-TIPOAAXKEN,  PaCIpPOCTPAHEHUEM
TOBapOB OKa3aHUEM YCIYT

- 1) ormen, otnenenue; 2) ynpabiEHUE,
JenapTaMeHT, HanpuMep: factory
department - TpOMBILIIIEHHOE
yrIpaBieHue; 3) 1eX, MarasuH, Halmpumep:
fancy goods department - TaiaHTEpEHHbBIN
Mara3uH

- POU3BOJICTBO, U3TOTOBJICHUE,
NPOAYKIUS; mass production — MaccoBoe
MPOU3BOJACTBO, production and
consumption - IpOU3BOJICTBO U
notpebnenune, mode of production
cnocod mpowusBojacTBa. I[IpousBoaHbie:
productive - IPOYKTUBHBIH,
3¢ (HEKTUBHBIN; productivity -
POTyKTUBHOCTD

- cOBIT. MIMeeT menblit psn

IPOU3BOJHBIX: Salesgirl - mpogaBIMLA,

- JKCHOPT; export policy - 3KcnopTHas
NOJIUTUKA. AHTOHUM: Import -

UMITOPT

- ¢puHaHCOBBIN; financial (fiscal) year

- (puHaHCOBBIN (OTUYETHBIN) rox; financial
standing - puHAHCOBOE MOJIOKEHNE

- 1) obopor; turnover of capital - 060poT
KanuTana. 2) TeKy4ecTh; labour turnover -
TEKy4eCTh pabodeil CHITbI

- wucciaenoBaHue; Research Institute
HAyYHO-UCCIICIOBATEILCKUA  WHCTHUTYT.
R & D (Research & Development) -
HUOKP (nHay4HO-UCClEIOBAaTEIbCKUE U
OMBITHO-KOHCTPYKTOPCKUE PAOOTHI)

- pa3BUTHE, POCT, OCBOEHUE,

paspabotka; developer - pa3pabOTUUK.
London developed into a great city. -
Jlona0H pazpoccs B 00JIbIION TOPOSI.

- TouepHss Gpupma, riae



branch

Meeting of Shareholders
(Stockholders)
Board of Directors

COVV@SPO”ZCZ@HC@

business proposal

contact

Draft (of) Contract

fo join

Cnosa u evipasricenus no Teme:
How are you getting on?

How are you feeling today?

How are you keeping these days?

XOJIIMHIOBAs/pOAUTENBCKAS ~ KOMITaHUS
BlIajeer  Oojee  4yeM  IOJIOBUHOMU
HOMMHAJIbHOU CTOUMOCTH ee
aKLIMOHEPHOr0 KaluTajla U KOHTPOJIUPYET
cocTaB coBeTa IUpeKTOpoB. CHHOHMMBI:
subsidiary, affiliate

- (punman, otneneHue (MECTHBIN oduc nmu
Mara3uH, COCTaBJIAIOIIAI 4acThb OOJIbIIEH
OpraHM3alii C THaBHBIM oducom B
JIPYTOM MECTE)

- coOpaHue aKIMOHEPOB

- COBET IMPEKTOPOB (MpaBJIEHUE). Y CI0BA
board MHOTO 3HaYEHHII:

Examination Board - »>Kx3aMeHaliioHHas
Komuccus, keyboard - knaBuatypa

- KoppecnoHieHusi, nepenucka. Ocoboe
3HaUeHHWe B OU3HECE MMEET CJOBO
correspondent - 0OaHK WX JPyrou
(UHAHCOBBI HMHCTUTYT, OKa3bIBAIOLIUI
YCIYTM TaKOMy K€ YUYPEXKICHUIO Ha
pbIHKE ” WM TEPPUTOPUHU, K KOTOPHIM
MOCIICTHU I HE AMEET JIOCTyIA.
Correspondent account -
KOPPECHOHAEHTCKHAM CUET

- nenoBoe mnpeoxkenre. CHHOHUM: offer.
To propose (to offer) smth to smb -
npeiaratb KOMy-TO 4TO-TO

- KOHTakKkT, CBs3b. CHMHOHMUM TJarona fo
contact - to get in touch. Hampuwmep:
Please contact Mr Smith. - CBSXKHUTECH,
noxanyucra, ¢ M-poM CMUTOM.

- TPOEKT KOHTpakTa. Draft - TPOEKT
TEKCTa JOKYMEHTA

- COEJIUHSTh, TPUCOEAUHSATHCS.
[IpunararenpHoe joint 4acTo
ynoTpeOsieTcsi B TepMUHAX: joint account
- 00BCOMHEHHBIM cYeT, joint, stock
company - aKIMOHEPHas 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 TUYHBIE KOHTAKThI
THIATENBHO U3YUUTh

OCMaTpUBAaTh
JOCTONPUMEYATEILHOCTH

ATO MEHs YCTpauBaeT

OTKPBITh JI€J10, KOMITAHUIO, OU3HEC
BECTH JIEJI0, YIPABIATH OU3HECOM
3aKPBITH J1€J10, KOMITAHUIO, PUPMY
CO3/1aTh/yuypeauTh KOMIaHUIO
3aperUCTPUPOBATH KOMITAHHUIO
KOMITaHHUSI, Yb1 AKIIMH KOTHPYIOTCS
Ha OMpKe

KOMITaHHUSI, YbW aKIIMH HE KOTUPYIOTCS
Ha Oupxe

mTad-KBapTUpa

3aMECTHUTEIb

IIOCTOSIHHBIN WJIM BPEMEHHBIN IITAT
no00p U pacCTaHOBKA KaJIpOB
Habop 1mITara

HAaHUMAaTh Ha paboTy

YBOJIBHSATH C pabOThI

JUHTBOKOMMEPYECKHN KOMMEHTAPUI

[Incemo-nipenioxeHne

[TucbMOM-TIpeIsIOKeHHEM TTOCTaBIIUK (the Supplier) 0ObIYHO OTBEYAET HA MUCHMO-
3anpoc. OTBevass Ha 001U 3amMpoc, OH OJAroJapuT 3a MPOSBIECHHBIN 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 IOTCHIUAIIBHOI'O KIIMCHTA.

CmpyKkmypa nucoMa-npeonoHceHus:

1.IloBo HarTMcanus.

2.0TBETHI HAa BOIIPOCHI NOTEHIIMAIBHOIO 3aKa34HKa.

3.lonoaHUTENbHBIE PEIIOKEHUS.

4.BpIpaykeHHE HaJeXk bl HA 3aKa3.

OtBeyass Ha BOMPOCHI, CIEAYET AaTh TOYHOE OMUCAHME TOBapa, MO BO3MOKHOCTHU
COIIPOBOJIUTH €ro (hoToMarepragaMu W/ Ui pUCYHKaMH u/uii oopasuamu (samples). [lpu
ONPENECIICHUHN LIEHBI (price) YYUTHIBAIOTCS BO3MOXKHBIE CKUIKHU (discounts). OTAEIbHO

peraoTcs BOIPOCHl pacX0/0B HA YIAKOBKY (packing), TpaHCIIOPTHBIX PACX0I0B
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(transportation costs), YCIOBUW TIOCTaBKHU (terms of delivery) wm omnatel (terms of
payment).

[TucbMa-npeyioKeHUsT MOChUIAIOT Takke 0€3 MpealIeCTBYIOIEro 3ampoca, eciu
MOCTABIIMK EJAET MPUBJICYb BHUMAHHUE NMOTEHUMAIbHBIX KJIMEHTOB WJIM HAWTH HOBBIX
3aKa34YMKOB HAa KOHKPETHBIE MPOAYKTHI (special products) Win X acCCOPTUMEHT (range).
TBepaoe mnpennoxxkenue (firm offer) npeaycMaTpuBaeT OcCOObI€ YCJIOBHS, HalpuMeEp,
KOHEUYHBI CpOK (deadline) moiiydeHHs] 3aKa3a U CHCTEMY CKHJOK B 3aBUCUMOCTH OT
KOJIMYECTBA TOBApa U APYIUX YCIOBHA.

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 ITUCHbMA-IIPECIIOKCHUS:

K n.l:
- We were pleased to learn your interest in... - Ham Obl10 npusTHO y3HaTh 0 Bamei
3aMHTEPECOBAHHOCTH B ...
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- We are most pleased that you want to buy... -Mbl 0O4€Hb JOBOJBHBI, UTO Bbl MOXKEIAIN

KYIUTD ...
- We are glad to say that we can reserve you ... - Mbl pagpl COOOIIUThH, YTO MOXKEM
OCTaBUTh 32 BaAMH ...

- It is good of you to take so much interest in our work ... - bbi0 oueHb J1100e3H0 ¢ Barmei

CTOPOHBI ITPOSIBUTH TAKOW MHTEpEC K Hallei padorte ...

- We take pleasure in sending you the desired samples and offer... - C yn1oBOIbCTBHEM
MOCHIJIA€M BEIOpAaHHBIE BaMU 00pa3Ilbl U IPEIJIarae ...

- As to your inquiry of... we are informing you that... - Ha Bam 3ampoc oT... MbI cooOmiiaem
Bawm, uato

Kn. 2:
-We enclose our catalogue with the latest price-list. - Mbl npuiaraeM Hall KaTajor C
HOBEUIIIUM MPEUCKYPAHTOM.
- Our detailed catalogue will demonstrate the wide range of our products. - Ham
NoAPOOHBIN IPEHCKYpaHT yOeaUT Bac B pa3HOOOpa3Uu HAIIEro aCCOPTUMEHTA.
- Our proposal is valid till... - Hamie npeainoxxeHue 1eMCTBUTEIBHO 10 ...
- We deliver our goods on CIF terms. - Mbl nocrasisieM Ha ycnoBusix CHUO®.
- 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 MPEOCTABUTH 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, HAllM LIEHbl MO KpaiiHel Mepe Ha 3% HUKe
PBIHOYHBIX.

K n. 3:
- I especially call your attention to... - 51 ocobeHHO oOparaio Balie BHUMaHHUE Ha...
- Besides the above mentioned goods our company also produces(see ...) - Kpome
YIOMSIHYTBIX BBIIIE TOBAPOB Hailla (pupMa MIPOU3BOIUT TAKKE (CM....)
- The model... will meet most of your requirements. - JIJia BalInx 1eJiell BaM JIy4IIe BCETO
HOA0UAET MOJEID ...

Kn. 4:
- We ask you to consider our proposal once more and let us know if we can expect your
order. - MblI IpocuM Bac enie pa3 o0CyauTh HaIlle MPEJI0KEHNE U COOOIUTH HaM, MOKHO
JIM 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 0OpPMHUTH 3aKa3, TaK KaK KOJMYECTBO
ATOTO TOBapa Ha CKJIAJe OTPAHUYCHO.
- We would appreciate if we get the order from you as soon as possible. - Mpl OblIIN OB
OYE€Hb PaJibl MOJYYUTh OT BAC 3aKa3 KaKk MOXKHO CKopee.
- If you are not happy with our proposal please let us know why. - Ecnu Bac He
yCTpauBaeT Hallle MPEAJI0OKEHUE, POCUM COOOIIUTh HAM O TIPUYKHE.
- We are looking forward to hearing from you soon. - C HETEpIIEHUEM KIEM 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"

[loHATHE «1yX OpraHU3aln» MOYKHO
NOJBITOKUTh JIBYMSI BBICKA3bIBAHUSMHU.
OAHO U3 HUX 3TO HAANUCh HA NMAMATHHUKE
Ouapro Kapueru:

3Iech JEKUT 4YEJIOBEK, 3HAIOIIWI,
KaK TpHUBJIeYh K cede Ha padoTy JoneH,
JY4IIUX, Y€M OH CaM

Jpyrum OyaeT JIO3yHT
OOy UTEIIBHOTO MOTHBA ITOMCKa pabOTHI
JUTSL MHBAJIMIOB: «JIJIs HaC Ba’KHBI TOJILKO
CIIOCOOHOCTH, a HE HECIIOCOOHOCTH».

PykoBoscTBO (UPMBI CTaBUT Tepen
MEHE/DKEPOM  OIPENICIICHHBIC 3a/Jayd B
COOTBETCTBHUH C IIESIMH, CTOSIIIHNMH TTEPE]T
Hero. Xopolas opranu3anys padoTsl 1aeT
€My  BO3MOXXHOCTh WX  BBIIIOJIHHTE.
OpHako MMEHHO JyX OpraHh3auuu
OTIPEJICIISACT, BBHIMOJHUT OH WX WM HET.
VIMEHHO AyX MOTHBUPYET U OJIMIIETBOPSET
OCBOOOXKICHUE YCIIOBEUECKHX PECypCOB,
BIOXHOBIISIET, HaIpaBsIeT YCHUITHS
YeJIoBeKa M B KOHEYHOM HTOTE pEIIaeT,

OyZeT 71U OH <«BBIKJIQJbIBATHCA» WIIU
CIeJIaeT POBHO CTOJIBKO, YTOOBI
OTZIETIAThCS».

Llens  opranmszanuu  «3aCTaBUTh

OOBIYHBIX JIIOJIEH JenaTh HEOObIYHBIC
Belu» (3Ta (paza MPUHAIJICKHUT JIOPAY
besepun-xy). Hu ogHa u3 opraHuszanuit
HE MOJXKET TMOJjaratbCsi Ha TEHHEB, - HX
NpEeJIOKEHHE BCErja OrpaHu4YeHo U
Hernpeackazyemo. OnHako  TecT  Ha
OpraHU3aIMIO 3aKII0YAETCsl B TOM, YTOOBI
3aCTaBUTh OOBIUHBIX JIIOAEH paboTaThb
Jy4iie, YeM OHU MOTYT, TOJHOCTBIO
peann3oBaTh JOCTOMHCTBA BCEX €€ YICHOB
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 Oonble u aydie. [Tokazarenem
XOpoule opraHuzanuu paboTel  Oyner
BBICOKAas CTEIIEHb HEUTpaJIn3auuu
HEJ0CTaTKOB pa0OTHUKOB.

B mmpoxkoM cwmbIca€ TECT Ha
IIPABWJIBHBIA 1yX HE 03HAYAET, YTO «JIHOIN
JamaT APYT ¢ APYyrom», 3T0 paboTa, a HE
B3alMHOE corJiacue. «Xopoume
YEJI0BEUECKUE OTHOLICHUSA», OCHOBAHHBIC
HE Ha YIOBJIETBOPEHHH OT XOpOIIEH
paboTBl W  TapMOHMU  HOPMAJbHBIX

paboumnx OTHOIIICHUH, B
JCHCTBUTEIILHOCTH  OYIAyT  IUIOXHMH
4eJI0BEYCCKIUMHU OTHOIICHUSIMH H

NpUBEAYT K HEHaJIexameMmy ayxy. OHu
HE CITOCOOCTBYIOT POCTY JIFOJIEH, a JIeatoT
U3 HUX KOH(OPMHCTOB U COTJIAlIATENeH.
S Hukorna He 3a0yly YHHUBEPCUTETCKOIO
MPE3UICHTa, CKA3aBIIErO0 MHE OJHAXIbBI:
«ITO MOE€ JIeJIO - 1aTh BO3MOXKHOCTh
MIEPBOKJIACCHBIM Mpodeccopam
npenojaBatb. I HEBaxHO, OyIyT JU OHU
JaaUTh CO CBOMMH KOJUIETAMU WJIA CO
MHOW (JIUILIb OY€Hb HEMHOTHE
MO0 - HACTOAIMIEMY XOPOIIWE YUHUTEIs
YMEIOT 3TO Aenath). HecomHeHHO M TO,
4YTO y Hac 3JecCh lieNas KOJUICKIUs
TPYIHBIX JAETEH, - HO, IOHOIA, OHU K€
ydat!». M xorma ero mpeeMHHK 3aMCHUII
3Ty TOJUTUKY TOJUTUKOM «MuUpa U
rapMOHUW», TO ® pabora, u [Jyx
dakyapTeTa OBICTPO COIIN HA HET.
CymiectByet 5 TpeOoOBaHUM, KOTOPHIC
HY)KHO BBITIOJIHSITH, YTOOBI COXPaHUTH
HaJUISKAITYI0 aTMOC(EPY B OpraHU3aIiH.

1. TpeboBanus k paboTe MOIKHBI
OBITH OYCHb BBICOKHU; HUKAKOM
TEPOMMOCTH K IUIOXOW WIH  OBITH
OCHOBaHBI Ha Ka4eCTBE PaOOTHI.

2. Jlrobas pykoBojsmias padoTa
JOJDKHA paccMaTpuBaThcsl KakK Harpaaa
cama 1o ce0e, a He KaK HOBas CTyINeHbKa
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. Jlo/kHa CyIIecTBOBATh
palMoOHaJIbHAsS U CIIpaBeIJIMBas CUCTEMa
MIPOJIBUKEHUS 110 CITY>KEOHOM JIECTHHIIE.

4. Jlns pyKOBOACTBa He0oOXoauMa
«XapTHS» C YETKUM OIPEACICHUEM TOTO,
KTO UMEET IIPaBO MPUHUMATh PEIICHUS 110
BONIPOCAM <«XKH3HU W CMEPTH» TEX WU
WHBIX MEHemxkepoB. Jlig mociemHux
JOJDKHBI CYITIECTBOBATh MYTH aNeIISIUN B
0oJiee BLICOKME MHCTAHIIHH.

5. Ilpm Ha3HauYeHUHM MEHEIHKEPOB
PYKOBOJIUTENN  OpraHU3AWH  JOJHKHBI
II0Ka3aTh CBO€ IIOHMMaHHE TOro, 4YTO
MOPSA0YHOCTD IS MEHeKepa
a0COJIIOTHO HeoOXxoamuma, 51 9TO
€MHCTBEHHOE Ka4yeCTBO, KOTOpOE OH
JIOJDKEH UMETh M3HAYaJIbHO, a HE
MPUOOPECTH €0 TTOTOM.

Hukorna Henn3s Ha3HayaTh Ha
PYKOBOISAIIYIO  JOJDKHOCTH  4YEJIOBEKa,
€CJIM €T0 BUJICHHE HAMPABICHO TOJHKO Ha
HEeOOCTAaTKW JIIOJEW, a He Ha ux
JTOCTOMHCTBA. TakoM dYeaoBE€K, KOHEYHO,
JOJDKEH OBITh PEAIMCTOM, HO HET HUKOTO
MEHEE pPEATMCTHYHOTO YeM  I[UHUK.
Huxornma Hens3s Ha3HavaTh 4YeJIOBEKa,
KOTOPOTO 0O0JIbIlIe UHTEPECYET BOMPOC:
«KTo mpaB?», yeM «YTOo ecThb HCTHHA?»
Henp3s Taxke Ha3HayaTh 4YeJIOBEKA,
CUHUTAIOIIETO, YTO YM BaXXHEE MOPSI0Y-
HOCTH.

JIroqu, ¢ KOTOpEIMU OH pabOTaeT, H
OCOOCHHO €ro TMOJYMHEHHBIE CIyCTA
HECKOJBKO  HEAEeNb TOYHO  Yy3HAIOT,
nopsiioueH OoH wuiaum HeT. OHM CMOTYT
MPOCTUTH YETOBEKY MHOTOE:
HEKOMITIETEHTHOCTh, TPyOOCTh, HEyMEHUE
XPaHUTh CEKPEThl WU TUIOXHE MaHEpPHI.
OmHako OHM HE MPOCTAT €My HEJO0CTaTOK
MOPSAAOYHOCTU. ITOTO K€ OHU HE MPOCTAT
U BBICIIEMY PYKOBOJICTBY, KOTOpPOE €ro
Ha3HAYMIIO.
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JUHI'BOCTPAHOBEJYECKNI KOMMEHTAPUI
@®opMbI OpraHu3anuu Onu3Heca

MBI IOCTOSIHHO CIIBIILIUM CJIOBO «OM3HEC», M YAaCTO B HErO BKJIAJBIBAIOT Pa3IMYHbIE
noHstus. OpHako oOparumces Kk (akram. Kakoil BKkiaag BHOCUT 4YacTHBIA OW3HEC B
skoHOMHUKY CIIIA (o manueim 1993 r.)?

On obecnieunBaet 6onee 75 % pabounx MecT.

OH crocoOCTBYET MOSBICHHUIO HAa CBET 75 Y% HOBBIX M300PETEHUN.

OH exxeroaHo BbIMIauMBaeT cBbiiie 100 MIIIIHAp 0B 10JIaPOB B BUJIE TTOI0XOAHOTO
HaJIora.

On exeronHo BkiaiapiBaeT 100 MWJUIMOHOB J0JUIApOB B PAa3BUTHE HCKYCCTBA,
MOSIBJICHHE HOBBIX MY3€€B, TPOBECHUE KYIbTYPHBIX MEPOIPUSITUM.

OH eeroJfHo KEePTBYET MUJUIUAPABI JOJIAPOB Ha BhICIIEE OOpa30BaHHUE.

XOpo1110 3TO UM IJI0XO0, LHU(PBI TOBOPST caMu 3a ce0s. A Tenepb pacCMOTPUM TPU
OCHOBHbIE XO034MCTBEHHO-NIPABOBbIE (POPMBI OpraHu3aluu OW3HEca, CYILECTBYIOLIME B
HacToslee BpeMs. bonee nmoyHas M KOHKpETHasl CTpaHOBeAYeCKast HHMopMaLus 0 BUAAX
KOMIIaHUH J1aHa B CJIECAYIOLIEM ypPOKE.

NupuBuayajibHoe NpeANpUHIMATEILCTBO
(Individual Entrepreneurship (amep.), Sole Entrepreneurship (anen.)

NuauBrayalbHBIN MPEANPUHUMATEND ONPEAECISAET MECTO CBOEH AEATEIBHOCTH H
BKJIAJIBIBAET B JIEJIO CBOM JIMYHBIA KanuTal. Bce, 4To eMy HYKHO, 3TO UMETh JOCTAaTOYHbIE
JUJIsl Hayasa Jiejia Cpe/icTBa U 3HaTh MECTHBIE 3aKOHBI. JTO - IPOCTEMIIas U camasi AelieBas
dbopma npeAnpUHUMATENIbCTRA.

Ilpeumywecmea:

- MPOIIIE€ BCEro HA4aTh;

- JICIEBJIE BCETO OPraHru30BaTh;

- camasi ruOKast CTpyKTypa, n6o B Bammx pykax Bce mOJTHOMOYHSI.

Heoocmamku:

- HEOTpaHWYEHHAs JMYHAss OTBETCTBEHHOCTh 3a JOJTH W OTBETCTBEHHOCTH TEPE.
3aKOHOM;

- HeCTaOUIBLHOCTH. Barra 0osie3ub uim cMepTh - yrpo3a ajis Bamero 6usneca;

- OpeMsi OTBETCTBEHHOCTH M OTPAaHHUYEHHOCTH PECYPCOB;

- TUYHBIC JIeNa JIETKO CIyTaTh C OM3HECOM.

ToBapuiuecrso
(Partnership)

Bel u coi€ OJUH HIIN OOJIbIIIE YEJNOBEK COTJIACHIINCH 06’LC,Z[I/IHI/ITB CBOIO
COOCTBEHHOCTh U CO3JaTb TOBApPHUIICCTBO. Bam HCO6XO,Z[I/IMO TOJIBKO COCTaBHTb
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NMCbMEHHOE COTJIAIEHUE O pasjefie KanuTajla U JUBUJICHIOB MEXAY YYaCTHHUKAMU
(Agreement of Capital and Dividends Share) wn yctaB (Statute), TA€ OTOBOPEHBI BCE
MOJIOKEHUS 00 YIpaBlIE€HUWU TOBapHUIIECTBOM. /[l ToBapuilecTBa NpeaycCMOTPEH
OTpaHUYEHHBIA CPOK JEATEIbHOCTH U HEOTPAaHWYEHHAasi OTBETCTBEHHOCTh IO KpalHeu
Mepe OJTHOTO U3 MapTHEPOB.

Ipeumywecmea:

- IPOCTO OPraHU30BaTh;

- pabouast Harpy3Ka, UJeH, ONBIT U OTBETCTBEHHOCTH JCIIATCS MEXKTy TapTHEPaAMU;

- MOTEHIIMAIbHBIC TOMMOJHUTEIbHBIC HCTOYHUKH KallUuTaNa;

- YYaCTHUKHA HE€ IUIATAT KOPIMOPATUBHOTO Hajora (T. €. Hajora Ha MpUOBLIb
KOpIOpanui). YYaCTHUKM BKJIKOYAKOT CBOM JOXOJbl OT JAESATEIbHOCTH TOBApHUILECTBA B
CBOM JIMYHBIN JT0XO/T, KOTOPBIN 00araeTcss OOBIYHBIM MOIOXOAHBIM HAJIOTOM;

- K&KJIbId U3 OCHOBHBIX MAPTHEPOB MOXKET AEUCTBOBATH OT UMEHU TOBAPUIIIECTBA.

Heoocmamku:

- OCHOBHBIC IMAPTHEPHI UMEIOT HEOTPAHMYCHHYIO TUYHYIO OTBETCTBEHHOCTb;

- B cllydae OaHKPOTCTBA MapTHEPHI ¢ HAWOOJBIIUMH JIMYHBIMH B3HOCAMHU TEPSIOT
OOJIbIIIE;

- TOBapHUIIECTBO B TMEPBO3JAHHOM BHUAEC MOXET paClacThCcs B ClOydae CMEPTH
TJIABHOTO YYacCTHUKA (HO HE BCET/Ia, TAK KaK MOKHO BBECTH HOBBIX UJICHOB);

- CTpaTterus TIOBEACHHUS W pACIpEICICHHE IIOJJHOMOYHMA HE BCEra YeTKO
OTIPE/ICTICHBL;

- OBIBAET CIIOKHO MPABWILHO OTPEICTUTH JOJI0 YYaCTHUs KaXKI0TO MapTHEpa B Jiejax
bupmsr;

- TPYTHO U30aBUTHCS OT TIJIOXOTO MapTHEpA.

Kopnopauus
(Corporation (amep.), Company (auen.)

Co3naHue KOpHopamuu - O3TO HauboJjiee CIOXKHBIM U JOPOTOCTOSIIHN MYTh
opranm3anuu OusHeca. Koprnopamuu BBIMYCKAIOT akUuM (stocks, shares), KOTOpbIC
omnpenensoT GopMy pasziena COOCTBEHHOCTH. B 3aKpBITBIX KOPHOpAIUAX JHIITh HEMHOTHE
JIOJIA BJIAQJICIOT AKIUSMH M TOPryIOT MMM HEMOCPEACTBEHHO, @ B OTKPBITHIX AaKIUU
MIPOJIAIOT JTIOOOMY YENIOBEKY, JKeNaloleMy UX KynuTh, uyepe3 Opokepos. [Ipexnae Bcero,
JOJDKHA OBITH TMPOBEJCHA TOMNMUCKA HAa aKIUU WU TOATOTOBJICHBI HEOOXOAMMBIC IS
perucTpanuu 10KyMeHThI. Jlajiee mpeCTOUT MOJIyYUTh pa3pelieHUe BIACTE Ha CO3aHue
B JJAaHHOM IITaTe KOPIOpALMK C YKa3aHUEM €€ MPaB U OTPAHUUYCHUN HA €€ JEeSTEIbHOCTb.
CoOCTBEHHOCTh KOPHIOpAIMU IOPUIUYECKA YETKO OMpeesieHa B OTHOIICHWH KaXKIOTO
COOCTBEHHHKA, UTO 00YCIIOBIMBACT OMPEACIICHHYIO 3alllUTy B3HOCOB KaXKJIOT0 aKIIMOHEPa,
WU JiepxKaTenss akuuil (stockholder, shareholder). Co6CTBEHHHMKAMH KOPIIOpAIlMK 4acTo
SBJISIIOTCSI HE T€ JIFOJIM, KOTOPBIE €10 PYKOBOAAT (COOCTBEHHUKAMH 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. Hamnpumep, xorma
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dbapmaneBTUYECKass KOMIaHUs U300peTaeT KaKoe-TO HOBOE UyA0JIeHCTBEHHOE JIEKapCTBO,
TO IIEHbl HA €€ aKIMU MOJCKAKUBAIOT JaXK€ O TOr0 MOMEHTa, KaKk TOBap IMOMAJacT Ha
npwiaBok. Ho ecnu nedarenbHOCTh GUPMBI HaXOAUTCS MO MPUCTATBLHBIM BHUMAaHUEM
BJIACTEH, TO LIEHBI HA €€ aKLWU, BUAUMO, YHAAYT 3aJ0Jr0 0 TOro, Kak JAey0 AOWUIET J0
cyna. OO1IecTBEeHHOE MHEHHE O KOMIIAHMM MOKET MOBJIUSATH Ha LIEHBI MOYTH B TOM K€
Mepe, Kak U ee padora.

Jlepxareneit akiuii MO’KHO CPABHHUTH C OOJIENBIIUKAMU CTIOPTUBHOM KoMaHabl. OHH
NOJIICPKUBAIOT KOMaHy, CKylasi akI[Mi B HaJEXKAE, 4YTO KOMaHa OyJeT XOpOIIO UrpaTh
Y BBIMIPAET NpHU3 (CTOMMOCTb aKLIMK Bo3pacTeT). Ecim koMaHnaa HaYMHAET NPOUTPHIBATH,
TO MEHbIIEe OONENBIIMKOB OYAyT MOKyNaTh OMIEeThl HA MaT4H. JIOIU MOKYyHaroT aKIHH,
TaK KaK HaJeITCsA, 4To GupMa OyAeT pacTu W moiydaTh npuObLib. Eciau poct dupmbl
HAUMHAET 3aMEJIATHCSA, a JE€HBIU - TEPSATHCS, TO JIIOIU MPOJAIOT CBOM aKIHMH MOJ0OHO
TOMY, KaK OOJIENbIIMKNA TMEePECTalOT XOJUTh HAa MaTyd. Jlep)katenn akuuid UMEIOT MpPaBo
MOCeIIaTh COOpaHKe AKIIMOHEPOB U MPUHUMATDH PEIIEHUS] IO OCHOBHBIM BOIIPOCAM, TaKHUM,
HaIpuMep, Kak 3aMeHa YJIEHOB COBETA IMPEKTOPOB, a MHOTIa U NIPE3U/ICHTA.

CoBeT TUPEKTOPOB MOKHO CPaBHUTH C TPEHEPCKUM COCTABOM KOMaH]Ibl. PeanbHO
OHM HE BBIXOJSIT Ha MOJI€ U HE YYaCTBYIOT B UIPaX, OJHAKO MPUHUMAIOT CyAbOOHOCHBIE
peuieHust o pabore komauabl. CoBeT coOMpaeTcsi HECKOJIBKO pa3 B TOJ JJIsl TOTO YTOObI
yOenuTbcsi B TOM, 4YTO Bce uaeT riaako. [loBcenHeBHbIE ke pEIIeHUS NPUHUMAIOT
MEHEIKEPbl BHYTPU KOPIOPAIMH, XOTSI COBET JUPEKTOPOB BIPAaBE HAHUMATh U YBOJBHSATH
PYKOBOAMTENEH BBICHIETO 3B€HA. JJUPEKTOPOB H30HPAIOT aKIIMOHEPHI.

Cnyxamue (paOOTHUKH) KOpIIOpanuu TOM00HBI UTrpokaM (yTOOTBHON KOMAaH/IBI.
Onu camu, a He TPEHEPHI U HE PYKOBOJICTBO KOMaH/Ibl HEMOCPEACTBEHHO BeayT Urpy. He
BaXXHO, HACTOJBKO OOJIETBIIMUKH TOJHBI DHTY3Ma3Ma W HACKOJIBKO XOpOII TPEHEp, BEIb
UMEHHO UTPOKH OIPEAEISAIOT UCXO UTPHI.

[Ipe3uaenTa u/unyM UCNOTHUTENBLHOTO nUpekTopa - chief executive officer (CEO) -
MO>XHO CpPaBHHUTh C OTBETCTBEHHBIM TPEHEPOM CHOPTHUBHOW KomaHabl. OH ympaBisieT
(bupMoOil U BIOXHOBIISIET CBOMX PA0OTHUKOB Ha JOCTHXKeHHUE ornpeaesneHnbix ueneid. CEO
OpUHUMAaET Ha ceOs OOIIYyI0 OTBETCTBEHHOCTh 3a paboTy (UPMBI M JOJKEH OTBEYaTh
nepea COBETOM JHUPEKTOPOB M aKI[MOHEpaMH, €CJIM Jela MIYyT He TaK, Kak Obl UM
XOTEJOCh.

Ilpeumywecmea:

- Me€pa OTBETCTBEHHOCTH JEp>KaTeled aKUWMd OrpaHWYeHa CYMMOM HX JIMYHBIX
B3HOCOB;

- TIPOIIE MPUBJIEYb KAUTaJ B ClIyyae N30bITKa HHBECTOPOB;

- MPEEeMCTBEHHOCTh, TaK KakK MpPaBO Ha COOCTBEHHOCTb MOXXET OBITh MEpEeIaHO
JIPYTUM YYaCTHHUKAM;

- POCTOTA MPOLIEAYPHI IEPEYCTYIKH MPaB COOCTBEHHOCTH;

- KOpIIOpaLys HE UCUE3AET, €CJIU OCHOBATEIL/TIAPTHEP YMUPAET;

- CYLIECTBYET BO3MOXHOCTb pacHpeesieHns padounx GYHKIUN MEXIy pa3IuyHbIMUA
(MOMYMHEHHBIMU IPYT APYTY) KOPIOPALUAMU;

- IeJIETUPOBAHUE IIPAB U MOJHOMOYM;

- BO3MOKHOCTb UCITOJIb30BaHUS ONBbITA U 3HAHUM MHOTUX JIFOJIEH.
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Heoocmamku:

- TI0 CPaBHEHHUIO C TOBAPHUIIECTBOM JJII OOBIYHBIX KOPHOPAIMH CYIIECTBYIOT
OTPaHUYCHUS HA TIEHCUOHHBIA (POH U OTYUCIICHHUS Ha 3apIuiaTy;

- TPYJIHO OCYIIECTBIIATh KOHTPOJb 3a MX JCSATEIbHOCTHIO, YAaCTO CTaJKUBAKOTCS C
MaxWHAIUSAMU TUTA YTaUBAHUS YaCTH MPUOBLIN OT aKIIMOHEPOB;

- TMpaBa aKIMOHEPOB OTrPAaHUYCHBI YCTaBOM, HHTEPECHl MEHBIIMHCTBA YacTO
yIIEMJICHBI;

- IOAJIEXKAT YPE3MEPHOMY PETYIUPOBAHUIO;

- OYEHb TPYAHO CO3AATh WM JTUKBUINPOBATD;

- PYKOBOJICTBO OOBIYHO «paOOTaeT» Ha TJIaBHBIX AeprKaTesiel akuid U COOMI0IaeT X
UHTEPECHI;

- OOBIYHBIE KOPTOPAIUU SBJISIOTCS CyOBEKTaMHU JBOMHOTO HAJIOTOOOJIOKEHUS, TaK
KaK CYIIECTBYET KOPIIOPATUBHBIN HAJIOT;

- Oosiee cTpOroe PUIUIECKOE PETYIHPOBAHUE TI0 CPABHEHUIO C MHIUBUIYaTbHBIM
PEINTPUHUMATEIHCTBOM MJIH TOBAPHILIECTBOM;

- TaeT COOCTBEHHHKY JDKMBOE UyBCTBO 0€301aCHOCTH;

- MEHbII1asi CB000/1a ACSITEILHOCTH;

- IOPOTO U TPYIHO 3aIyCTHTh U «PACKPYTUTH».

IT'PAMMATUYECKUU KOMMEHTAPUU

IMPOCTOE HACTOSALEE BPEMSA
(THE SIMPLE PRESENT TENSE)

[Ipoctoe HacTosiiiee Bpemsi yHOTpeONsieTcsl ISl BBIPAXEHHUS PETYJISIPHOTO WIH
NOBTOpsIOLIErocs aercreus. Hanmprumep:

I go to work every day. A xoxxy Ha pabOTy KaKAbIi JIEHb.
My boss reads letters in the morning.  Moii med yuTaer nmuchbma Mo yrpam.
They like red wine. M HpaBUTCA KPaCHOE BUHO.

B 3-M nuiie eTMHCTBEHHOTO YMCIIa I1arojisl B Present Simple UMEIOT OKOHYaHUE -S

(-es), KOTOpOE YMUTAETCA KaK:

[z] - mOocIe 3BOHKHMX COTJIACHBIX M TJIaCHBIX: decide - decides, go - goes;

[s] - mocne rmyxux cornacHeiX: help - helps;

[1z] - mocIie MUMSAMIUX U CBUCTSIIUX COTJIACHBIX: finish - finishes.

[IpaBuna mpuOaBIeHUS OKOHUYAHWUW -S§ WM -€S MPAKTHYECKU IMMOBTOPSIOT TPaBUIIA
00pa3zoBaHMsI MHOKECTBEHHOTO YHCJIA CYIIECTBUTEIBHBIX

1. Ecau rnaron oxaHuuBaeTcs Ha -0, -S, -SSs, -sh, -ch, -x, To B 3-M nuie
€MHCTBEHHOTO YHMCJIa K HeMY MPpUOaBIISICTCS OKOHYAHUE -€eS, HalpuMep:

go - goes, discuss - discusses, wash - washes;

125



2. Ecnu riaros okaHUMBAETCS Ha -y C MPEIIIECTBYIONICH COrjIacHOM, TO B 3-M JIUIIE
€IMHCTBEHHOTO YKCJIa MociieIHIe OYKBBI M3MEHSIOTCS Ha -ies, Harmpumep:

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 omnpeaeneHHas Ipymma TJarojios, MO OMNPEICICHUI0 HECYIIHX B cebe
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 €€ YCTPEMJIICHUS.
They know too much about him. OHM CIUIIKOM MHOTO 3HAIOT O HEM.
She considers him a nice person. OHa cuyuTaeT ero NpUsITHBIM YEJIOBEKOM.

2. I'maronsl amonuii u uyBCTB (like, love, dislike, hate, want, care, prefer, etc.):

I like reading letters, but hate S mr06mr0 yUTaTH MUCHMA, HO HEHABIXKY

answering them. OTBEYATh HA HUX.

Arm wants to go abroad. AHHa X0YeT noexaTh 3a rpaHully.

They prefer computers to typewriters. OHu NPEANOYUTAOT MOJIb30BAThCS
KOMITBIOTEpaMH, a  HE  TIUIIYIUMHU
MaITUHKAMH.

3. I'maronsl mATH OPraHOB YYBCTB (see, smell, taste, hear, touch). Vx nydiie
HCII0JIB30BaTh ¢ MOJAJILHBIM IJIar0JIOM Can.

I can see it very well. 51 o4eHb XOPOIIO BUXKY ITO.
I can hear your printer. A cnpiiry, Kak paboTaeT Balll IPUHTED.
We can smell smoke. MBI CBIIINUM 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 MPEeKpacHbIl aBTOMOOUJT.
This office belongs to him. OTOT 0(hUC MPUHATTICKUT EMY.

5. Hekortopsie npyrue riaarofiel (cost, need, contain, seem, depend, consist, etc.):

We depend on their money. MbI 3aBUCHM OT UX JICHET.

Our office consists of five rooms. Hamr oduc coctout U3 nsatu KOMHar.

The computer costs about $600. ODTOT KOMIBIOTEp CTOUT oOkosio 600
J10JI1apOB.
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HexoTtopble u3 3THUX TJaroysioB (Hampumep, think) ynotpeOnstoTcss B Present
Continuous, HO cMbICI ()pa3 MPU ITOM U3MEHSETCH.

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 BpeMenu (always, usually, often, sometimes, seldom,
never) 0OBIYHO CTOSIT MEPE]T CMBICIIOBBIM TJIaroJIOM, HO TIOCJIE TJIaroa to be.

Our manager never makes reports in Ham MeHemkep HUKOTa HeE JeJaer
the morning. JOKJIJIbI 10 yTpaMm.

C Present Simple 4acTo HMCHOJNB3YIOTCS CIEAyIONIME Hapeyusi U 0OOpPOThI PEUH:
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)

Bompocurenbnass dopma B Present Simple o0pasyeTrcs mTpu  TTOMOIIH
BcriomorarejbpHoro riaroia do (does B 3-M nure en. yucina).

Do managers write letters? MeHnepkepbl TUIIYT TUcbMa?
Does he often write letters? OH yacTo nuuIeT nucbma’?

Kpatkuii oTBeT B 11000M BpEeMEHH MpeAnoaraer (mocije yes Wi o) 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

CocTaBisTh BONPOCUTENIBHBIE U OTPULIATEIbHBIE IPEITIOKEHHS B AHTJIMHCKOM SI3bIKE
MOHO JOCTaTOYHO JIETKO, €CJIM BOCIIOJIB30BAThCS IOHSATHEM «BCIOMOIATEIbHBIX
rnaronoB» - 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)

Bomnpocutenbabie peaioxkeHus: 00pa3yroTcs, Kak MpaBuiio, MPOCTON MEPECTAaHOBKOM
MOJJIEKAIIET0 U BCIIOMOTaTEIbHOTO riiarojia. BompocuTenbHble MECTOMMEHUS TIPU 3TOM
CTOSIT BCEr/la BIIEPEIH.

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? (awnen.)
Do you have a computer.
He drives to Harlow. Where does he drive?
I think so. Why do you think so?

Oco0y1o Tpynmmy COCTaBISIOT pa3beAMHUTEIbHBIE BOIIPOCHI (fag questions), KOTOpPbIE
MEPEBOMSATCS KaK YTBEPXKACHUS IUTIOC «HE Tak ju?» OHU NPUMEHHMBI K JFOOOMY
Bpemenu. Hammpumep:

You speak English, don't you? Bl roBopuTE MO-aHTIUKUCKHU, HE TaK JIA?
He will not sign this contract, OH He MOoAMNuUILEeT 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?
OTPULATEJIbBHAS ®OPMA
(NEGATIVE FORM)

OtpunarensHas Gopma Present Simple o6pa3yetcst npu nomotu riarona do (does) ¢
gacTuriei not, pexyrupoBarHas ¢dopma: 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 aHrnuiickom BapuaHTe si3bIKa) HE 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 TMpeJCcTaBieHAa 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. Cnenyroiye nath QyHKIMI SBISIOTCS OCHOBHBIMU B paboTe JIF0OOro MEHeKepa:

a) Planning
b) Organizing
c) Staffing

d) Directing
1) Controlling

Kak Bpl ux nmoHumaeTre u kak OHM OTpakeHbl B Bameil aestenbHocTn? BhIcKaxuTe
CBO€ MHEHHME 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-eXEeHEIAEIbHUKE, YTO eMy HEOO0XO0IUMO
caenartb. BedepoM OH NpOCMOTpeNl 3alMUCH U OTMETHJI, YTO €My YAQJIOCh CHeNaTh.
Ckaxwure, yTo, 110 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. Cnpocure ero, 4To OH yCIesn cesath 3a IeHb?
Hanpumep: Have you met Mr Erickson? What did he tell you?

S. Ilo3HakoMbTeCh € COJiep’KaHUEM TesIe()OHHOTO pa3roBOpa KJIMEHTAa M IOCTABIIMKA,
IpPEAMET KOTOPOTO - MOJArOTOBKAa MOKYIKH XOJIOAWIBHUKOB JUIsl HOBOM TOCTHHHIBI.
IlepeBenute €ro Ha POAHOMU 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-TIPEIOKEHUE (PUPMBI
Ha 50 XOJOIUIBbHUKOB.

7. llepeBeauTe Ha POAHOM SI3bIK 3Talbl IMpollecca PAIMOHAIBHOIO TMPUHATHS
pemenuii. CornacHsl 1 BbI ¢ 3T0i# cxemoii? O00CHYIWTE 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 NMUCBMO-NPEIJIOKEHUE, NPUBEACHHOE Ha c. 154.
OTBeThTE Ha ClEeNYIOIIUE 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. IlocraBpTe CYHIECTBUTEIBHBIE KW MECTOMMEHHUS JTHUX MPEIIOKEHUH BO
MHOKECTBEHHOE 4YHMCIO0. V3MeHHUTE COOTBETCTBEHHO mpemioxkeHus. llocraBere ux 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.

0N ON B~ W~

C. 3anonHuTe MPOMYCKU MOAXOJSAIIUM TJIAroJoM M3 CIHCKAa U (MO0 BO3MOXKHOCTH)
IIOCTaBbTE TAKIKE IMOAXOIAIIEE 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.
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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 MMEET LEJEeBOM XapakTep U pPacKpblBaeT CYIIHOCTb
JTUIAKTUYECKON 3P (PEKTUBHOCTH BCETO yUeOHOT0 MaTepuala.

@OyHKIMOHAIBHOCTh U COJEPKATEIBHOCTh Y4€OHOr0 MaTepuaia IMOCJIEI0BATEIbHO
BeJeT 00y4aeMOro OT IOJHOCTbIO MOHATHOIO IPOCTOIO K CTOJb K€ IOHSITHOMY
CJIOKHOMY.

['pammaTHueckuii MaTepuai, MPEICTaBICHHBIH B 3TOM MOCOOHH, MOJpa3yMeBaeT
OBJIAJICHHE CTYJICHTaMH OCHOBAMH I'PaMMAaTUKH AHIJIMICKOTO SI3bIKA M 3aKPEILUISET TaKHUe
TEMBbI KaK: NOPAJIOK CJIOB B aHTJIMHCKOM NPEIJIOKEHUH, UM CYLUECTBUTEIBHOE, apTUKIIH,
pwiaraTeiabHble, HApeudsi, YUCIHUTENbHbIE, IPUYACTHS. MECTOUMEHMs, MPEIIOrH,
MoOJIaJIbHbIE TJIAroJibl, IPOCTOE OyayIee BpeMs U Ipyrue CrocoObl BIpaKeHUs Oy IyIIero,
IIPOCTOE HACTOAILEE BPEMS.

VY CTyZIEHTOB NOSBIAECTCS BO3MOKHOCTb ITOBTOPUTH U 3aKPENUTh MaTEpUaJl B KOHIIE
Ka)XI0M TeMbI IPU OOYUEHUH aHTJIMHCKOMY SI3BIKY.

ITpennaraemoe pa3HooOpa3zue yd4eOHOro MmaTepuaia, COAEpXallerocs B IMOCOOHH,
MaKCHMAaJIbHO MPUOJINKAET YUEOHBIN MPOLECC K peaabHON JEeHCTBUTEIBHOCTH, TOBBIIIAET
UHTEPEC CTYACHTOB K ydeOe, aKTHBM3UPYET CTPEMJIEHHUE K TIJIyOOKOMY OBJIAJICHUIO
TEOPETUYECKUMU 3HAHUSAMM.

Copmepxanne mocoOusi HampaBi€HO Ha TMOBBIIIEHUE 3(P(HEKTUBHOCTH HU3YyUEHUs
MHOCTPAHHOTO sI3bIKa B cpepe Ae0BOro OOLICHHS U Ha JaJbHENIIee COBEPIIICHCTBOBAHNE
NpUOOPETEHHBIX 3HAHUI B CPEAHUX YYCOHBIX 3aBEACHUSIX.

JIMTEPATYPA

1. borankuii, N1.C. buznec-kypc aHrinumickoro sizpika: CioBapb-CIpaBOYHUK. /
N.C. borankuii, H.M. [iokanoBa. — 5-¢ usn., ucnp. — M.: Alpuc-npecc,
2007. — 352 c.: uin.

135



YueOHoe n3ganue
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