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BBE/IEHHE

B cBa3u ¢ BeeaeHueM DelepalbHbIX IOCYIApCTBEHHBIX 00pa3oBaTeNbHBIX
craugapros  (PI'OC)  Tperbero  MHOKOJICHHA  BO3HMKAeT  HEOOXOIHMOCTD
Kap/IHHAJILHOTO MEepecMoTpa MOAX0d0B K paszpaboTke mocoOMil Mo MHOCTPaHHOMY
A3bIKY B BeIcLIeH mikone. Oco0eHHO BaMHBIM 3ITO MPEJCTABIACTCA JUIS BTOPOM
CTYMEHH BBICIIEIO 00pa3soBaHMA — MarucTpatypbl, IOCKONBKY BiajcHHE
HHOCTPAHHEIM A3BIKOM IpH3HAHO pa3padoTuHkamMu PI'OC oguoH H3 00A3aTENBHEIX
O0LIEKYILTYPHBIX  KOMIETEHIMH  Marucrpa, HE3aBMCHMO OT  HalpaBiieHHs
[OATOTOBKH.

OcHoBHOI 1enbl0 00yHeHHA HHOCTPAHHOMY A3BIKY ABIAETCA JOCTH:KEHHE
MEII‘HE'I'paH'I'ﬂMH {HIPEI{'I‘I{T-IECKGI'G BJIAJICHHA Ir’IHUC'I'[JElHHhIM A3BIKOM, NO3BOJIAROILIETD
MCMONAL30BATE €ro B HX Oyaymiei npoeccHoHanIbHOH ACATCIBHOCTH H HAYYHOMH
padore, a TakKe /IS AKTHBHOTO MIPUMEHEHHS B JIEIIOBOM ODIEHHHY.

Jagayamu  oOyueHHs MHOCTPAHHOMY  A3LIKY MArucTpoB  HMHAKEHEPHO-
CTPOMTENBHBIX HalpaBJIeHHH W CMeHaIbHOCTEH ABIAKTCA:

1) pasBHTHE W COBEpPLICHCTBOBAHHE JHHIBHCTHYECKOH HHOA3BIMHOMH
KOMITCTCHIMKM  (OBAaJieHHe  ODIIEA3LIKOBOH  JIEJIOBOH  JIGKCHKOH, JEKCHKOM
HEHTpaJlbHOI'O HAy4YHOIO CTWIA, a4 TakKe TePMHHOJIOTHEH [0 OCHOBHOH
CINEUHAJIBHOCTH,  COBEPIIEHCTROBAHHE  JIEKCHKO-ITPAMMAaTHYECKHX  HABBIKOR,
HCOOXOMMMBIX Kak JUIf IHCBMCHHOTO, TaK M IS VCTHOTO MCIOJB30BaHHA B
mpoliecce mpodeccHOHaTBHO-OPHEHTHPOBAHHOM KOMMYHHUKAIIHH );

2] pﬁ.’iHH'l'l{t‘, H GGBEplII@HC'I‘HﬂHHHME KOMMFHHI{H'I'HBHQI‘;I KOMIIETCHIIHMH
(OBIIAZICHHE OCHOBAMH NYOJIMYHOH pedYH M HABBIKAMH MPE3CHTALMH HAyYHOI
OPOAYKIIMH; (OpPMHpPOBAaHHE OCHOB KOMMVHHKATHBHBIX CTpaTerdid W TaKTHK,
OPHEHTHPOBAHHBIX HA IpoQeccHOHaIbHbIH (GopMaT oOLEHNA W COLHOKYILTYPHBIE
rnapaMeTphl; pa3BUTHE KpPeaTHBHOTO MOTeHUHala o0y4aeMbIX Ha Oa3e mpodiieMHO-
MPOEKTHBIX H HHHOBALIMOHHBIX TEXHOJIOTHIT).

Lensto yuebnoro nocodus sApiseTcs pasBUTHE HOBLIX M COBEPIIEHCTBOBAHHE
00X W A3BIKOBBIX KOMIETEHIIHIi, MpeIbABIAEeMbIX K BEIMYCKHHKAM MarucTepCKHUX
mporpaMM. A TakKe KOMMYHMKATHBHBIX YMEHHH Pa3iIMYHBIX BHI0B peveBOM
JCATENBHOCTH: COCTABJICHHA TPE3CHTAIIMM MW YCTHBIX  JIOKJAJI0B, JI€/IOBOM
MepernucKi Ha aHTTIHHCKOM A3bIKE.

[Tocodue cocront n3 Tpex uacreil (Part), kax1as u3 KOTOPBIX BKIHOYAET TPH
pazaena (Unit). YueOHoe mocoOHe BKIIOYACT TEMBI, OTPAMKAIOIINEC BAKHBIC ACTICKTEI
coBpemeHHOH Aenosoil cdepol: Master’s Degree (Crenens marucrtpa), Business
Skills ([lenopeie naswiku), Business English (denosoit anrnmiickmii). A takxe
MaTepHal, o0y4alolUMid HAMHCAHHI0O H OGOPMIICHHIO HAYYHBIX CTATECH, JCTOBBIX
MUCEM, pe3toMe, MPe3eHTalHi 1 JIp.

Kasawtii pazgen (Unit) BkmwouaeT B cedf TEKCT, KOTOPBII MMEET JICTOBYH
HaNpaBJIEHHOCTh H MpeJHa3HaueH 1A H3Y4alollero YTeHHA B ayJIHTOPHH H J0Ma.
Texker cHaOkeH BOKaOYIAPOM TEPMHHOB, HEOOXOJHMEBIX JUIA TNOHHMAaHWA H
AKTHBM3aIMH JIaHHOTO A3BIKOBOIO MaTtepuana M IOCIHCTEKCTOBBIMM 3aJaHuaAMH. B
nocoOHe BKIKYEH TecT, MOMOTALINANA MarucTpaHTy ONpPeAeuTh YPOBEHb CBOMUX
3HAHMIA.



Part 1

MASTER’S DEGREE

Unit 1

Master’s programme,
a second cycle of higher

.‘.' education

a - v’ the Bologna Process
| v’ the Master’s Degree
-~ v Manager’s Role

Reading and Speaking (1)

1. What do you know about the Bologna Process?
2. Scan the text below for 3 minutes and say if your prediction is true.
3. Read the text carefully.

The Bologna Process

The Bologna Process is a series of agreements between European countries
designed to ensure comparability in the standards and quality of higher education
qualifications. It is named after the place it was proposed, the University of
Bologna, celebrating the 900th anniversary, with the signing of the Bologna
declaration by Education Ministers from 29 European countries in 1999, forming a
part of European integration.

The Bologna Process currently has 47 participating countries.

The basic framework adopted is of three cycles of higher
education qualifications. These are statements of what students know and can do on
completion of their degrees.

« lIstcycle: a bachelor's degree.

« 2nd cycle: a master's degree.

« 3rd cycle: a doctoral degree.

In most cases, these will take 3—4 years for a bachelor's degree, 1-2 years for
a master's degree, and 3—4 years for a doctoral degree, respectively to complete.



The Bologna Process was a major reform created with the goal of providing
responses to 1ssues such as the public responsibility for higher education and
research with the most demanding qualification needs.

With the Bologna Process implementation, higher education systems in
European countries are to be organized in such a way that:

. it is easy to move from one country to the other (within the European Higher
Education Area) — for the purpose of further study or employment;

. the attractiveness of European higher education has increased, so that many
people from non-European countries also come to study and/or work in Europe;

. the European Higher Education Area provides Europe with a broad, high-

quality advanced knowledge base, and ensures the further development of
Europe as a stable, peaceful and tolerant community.

The Russian higher education framework was basically incompatible with the
Process: the general degree in all universities since Soviet era is the Specialist which
can be obtained after completing 5-6 years of studies. Since the mid-90s, many
universities have introduced limited educational programmes allowing students to
graduate with a bachelor's degree (4 years) and then earn a master's degree (another
1-2 wyears) while preserving the old 56 year scheme. In October 2007 Russia
enacted a move to two-tier education in line with Bologna Process model. The
universities inserted a BSc diploma in the middle of their standard
specialist programs; transition to real MS qualification has not been completed yet.

Post-Reading

1. Explain the following.

1) to ensure comparability

2) named after the place

3) participating countries

4) framework adopted

5) the public responsibility

6) tolerant community

7) a BSc diploma

2. Some competencies that you need to gain while learning for the Master’s
course.

e ability to apply knowledge in practice;

¢ profound knowledge in the field of study;

e oral and written communication in English (presentations, meetings.
negotiations, etc.);
advanced computing skills;
basic research skills (research methods, academic writing, etc.);
ability to generate new ideas (creaftivity);
capacity to adapt to new situations and analyse information from
different sources;
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¢ planning and time management;

e decision-making and readiness to accept responsibility;
e ability to work in a team;

e ability to work in a multicultural business environment.

3. Answer the questions below.
» Why did so many countries sign the Bologna Declaration?
* What differences in European education systems surfaced in course of
the Bologna process?
=  What are three cycles of higher education qualifications adopted?
* What are the main goals of the Bologna process?

Language Work (1)
1. Look and memorise the combinations with the word degree.
1) academic degree — yueHas CcTeneHb
2) bachelor's degree — crenens Dakanaspa
3) master’s degree — creneHb marucrTpa
4) doctoral/ doctor’s degree — DOKTOPCKAas CTCNCHD
5) (post) graduate degree — yueHas cTeleHb Bhllle Dakalappa
6) a degree day — jaeHb noJyyeHHA JAUIJIOMA (HA TOPKECTBEHHOMN LIEPEMOHHH
B YHHBEPCHTETE)
7) by degrees — nocTeneHHo, IOHEMHOTY
8) in the last degree — 10 nocneaneii CTENEHH, B BRICIICH CTENEHH
9) of the first degree — upe3mMepHBIi, 3alIpaBCKUM
10)  to adegree — oueHb, 3HAUHTEIBHO

2. Translate the sentences. Make up your variants.
%+ To some degree. Katie had been right.
%+ Joe gained his Master’s degree at London School of Economics.
++ She achieved a high degree of proficiency.

*#+ The new bachelor’s degrees were initially focused on education, health
care, and information technology.

%+ Students may obtain postgraduate degrees in economics and public
relations.

Reading and Speaking (2)

1. Read the text below and say which, in your opinion, the best way to gain a
Master’s degree is.
2. What factors influence the growth in master’s degree enrollments in Russia?



Master’s Degrees

Students and employers demand for advanced education and certification
within professional fields of study has sparked much of the growth in master’s
degree enrollments.

The master’s degree is designed to provide additional education or training in
the student’s specialised branch of knowledge. Master’s degrees are offered in many
different fields, and there are two main types of programs: academic and
professional.

Academic Master’s: The master of arts (M.A.) and the master of science
(M.S.) degrees are usually awarded in the traditional arts, sciences, and humanities
disciplines. The M.S. is also awarded in technical fields such as engineering and
agriculture. Original research, research methodology, and field investigation are
emphasised. These programs are usually completed in one or two academic years of
full-time study. They may lead directly to the doctoral level.

Professional Master’s: These degree programs are designed to lead the
student from the first degree to a particular profession. They do not lead to doctoral
programs. Such master’s degrees are often designated by specific descriptive titles,
such as master of business administration (M.B.A.), master of social work
(M.S.W.), master of education (M.Ed.), or master of fine arts (M.F.A.). Other
subjects of professional master’s programs include journalism, international
relations, architecture, and urban planning. Professional master’s degrees are
oriented more toward direct application of knowledge than toward original research.
They often require that every student take a similar or identical program of study
that lasts from one to three years, depending on the institution and the field of study.

Post-Reading
1. Explain the following.
1) advanced education
2) master’s degree enrollments
3) field investigation
4) full-time study
5) urban planning
6) direct application of knowledge
7) descriptive titles
2. Read the passages below and discuss the trends mentioned in them.
Need For Good Managers Increasing

The need for good managers, people who can manage themselves and others
in a high stress environment is intensifying. Anyone can be a good manager. It is as
much trainable skill as it is inherent ability; as much science as art.



Managing Your Career

Now, all organisations in the commercial sectors, and most organisations in
the public sector, are demanding that each individual is continuously developing, is
learning new skills, and is preparing for change. The organisation has a people
development policy, each department has a local staff development plan, each
individual is now expected to have a personal development plan. In some
professions, such as accountancy, the legal profession, engineering, teaching,
nursing and others the specialist must show that they are up to date in the knowledge
and skills needed currently.

Professional development is a major, never-ending, personal task and needs
considerable effort, a strategy, a plan to ensure the best jobs, the key roles, the
interesting projects, the higher salaries, the better conditions. And if you are
planning to be an entrepreneur, and you want to have a successful work life, there is
no escape from managing your career proactively.

Students Increasingly Choosing to Learn Foreign Languages

Innovative school curriculums, entertaining and affordable interactive
computer training programs, more opportunities to travel, and a broader global
outlook have motivated students to learn foreign languages. Students are interested
in other cultures and traditions. Competition for job is another reason to learn
foreign languages.

Language Work (2)
1. Look and memorise the words dealing with education.

1) to learn= to get knowledge of some subject or skill in some activity —
VUHTh, BEIYYHTh
He learns typing at school.
You should learn the poem by heart.

2) to study = to gain knowledge, it refers only to knowledge, not skills or
abilities — M3y4aTh, YIUTBCA
He studies at Princeton.

BUT: He goes to school.
He is a first -vear student
He learns English at school.
3) to do/ to get on well = to be a bright student — xopor1o yuuThcA
How is he getting on at school?
He's doing well at college
4) to teach = to give a person knowledge, to give lessons — npenojiaBars,
00yuarh
He teaches Economics.
Who teaches vou English?
5) to train = to give teaching and practice, usually for a particular job or skills
— FOTOBMTE, 00Y4aTh, TPEHUPOBATh
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College of Education trains 200 teachers a year.
6) to instruct = to teach a practical skill — yunTh, HacTapIAThL
Mr. Smith instructs them how to drive.
7) education (general), training (more practical), tuition (refers to costs) —
oDydeHHe, MOAroTOBKA
Tuition fee is rather high.

2. Fill in the missing words.

1. Is he ... well at University? 2. He ... to high school. 3. He is a first ... student.
4. They ... girls to be nurses. 5. Higher ... in US 1is rather expensive. 6. Mr. Bell ...
me how to ride a horse. 7. She went to France for a year to ... French there. 8.
When did you ... to swim? 9. We ... math every day. 10. It’s very difficult to ...
and work at the same time.



Unit 2

Academic System

v History of Academic Degree
v The Oldest Universities

Reading and Speaking (1)

1. Do you know when the system of academic degrees
evolved?

2. What is the oldest university in Europe?

History of Academic Degree

An academic degree 1s
a college or university diploma, often associated with a title and sometimes
associated with an academic position, which is usually awarded.

The most common degrees awarded today are Bachelor’s, Master’s and
Doctoral degrees. Most higher education institutions generally offer certificates and
programs of Master of Advanced Studies, which is known as a Diplome d'études
supéricures spécialisées under its original French name.

The modern academic system of academic degrees evolved and expanded in
the medieval university, spreading everywhere across the globe. No
other European institution has spread over the entire world in the way in which the
traditional form of the European university has done. The degrees awarded by
European universities — the bachelor’s degree, the licentiate, the master’s degree,
and the doctorate — have been adopted in the most diverse societies throughout the
world.

The doctorate (Latin: doceo, I teach) appeared in medieval Europe as a license to
teach at a medieval university. Its roots can be traced to the early church when the
term "doctor” referred to the Apostles, church farther and other Christian authorities
who taught and interpreted the Bible.

Originally the terms "master” and "doctor" were synonymous, but over time the
doctorate came to be regarded as a higher qualification than the master degree.

In the medieval European universities, candidates who had completed three or
four years of study in the prescribed texts of the trivium (grammar, rhetoric,
and logic), and the quadrivium (mathematics, geometry, astronomy and music),
together known as the Liberal Arts, and who had successfully passed examinations
held by their master, would be admitted to the degree of bachelor of arts.
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Further study would earn one the Master of Arts degree. Master of Arts was
eligible to enter study under the "higher faculties” of Law,. Medicine or Theology,
and earn first a bachelor's and then master or doctor's degrees in these subjects. Thus
a degree was only a step on the way to becoming a fully qualified master — hence
the English word "graduate", which is based on the Latin gradus ("step").

Today the terms "master", "doctor" (from the Latin "teacher™) and "professor"
signify  different levels of academic achievement, but in the Medieval
university they were equivalent terms, the use of them in the degree name being a
matter of custom at a university. (Most universities conferred the Master of Arts,
although the highest degree was often termed Master of Theology or Doctor of
Theology depending on the place).

The earliest doctoral degrees (theology - Divinitatis Doctor (D.D.), philosophy -
Doctor of philosophy (D.Phil.,, Ph.D.) and medicine - Medicine Doctor (M.D.,
D.M.) reflected the historical separation of all University study into these three
fields. Over time the D.D. has gradually become less common and studies
outside theology and medicine have become more common (such studies were then
called "philosophy"”, but are now classified as sciences and humanities - however
this usage survives in the degree of Doctor of Philosophy).

Post-Reading

1. Explain the following.

1) an academic position
2) the licentiate

3) roots can be traced
4) the prescribed texts
5) astep

6) a matter of custom

2. Match the English word combinations with the Russian equivalents.

1) to earn a degree a. U3y4aTh Kypc

2) to complete a course b. BEIIABATE AUILIOM

3) to receive a grade C. IOJIYYHTE CTENEHb

4) to take a course d. OKOHYHTE Kypc 00yUeHUs
5) toissue a diploma €. MOJYHYHTE OIIEHKY

Language Work

1. Look and memorise the words:

a) enroll, v. — BHOCHTB B CITHCOK, PETHCTPHPOBATh, 3alHCHIBATE
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b) enrollment, n. — npuem (perucTpanys) B YHHBEPCHTET (KOJUIEK)
CTY/IEHTOB H acITHPAHTOB

¢) enrollee — 3auncaennbii (aOMTYPHEHT)
d) enroller — nuuo, KOTOPOE 3aUUCISET
2. Fill in the gaps with the suitable words.

1. The Study Office will send you an electronic confirmation of ... via mail.
2.1 could ... on an architecture course as a full-time student. 3. The Table
shows average annual spending per ... . 4. The university can ... 5,000
students. 5. This university is the largest ... of international students.

Reading and Speaking (2)

I. Do you know when Voronezh University of Architecture and Civil
Engineering founded?

2. What are the oldest universities in Russia?

The Oldest Universities in Europe
(still-functioning)

The word university 1s derived from the Latin: universitas magistrorum et
scholarium, roughly meaning "community of teachers and scholars”. The term was
coined by the Italian University of Bologna, which was founded in 1088, and is
considered the first university in the sense of a higher-learning, degree-awarding
institute. The University has about 100,000 students in its 23 schools.

Traditionally young people attended and earned degrees at the world's
universities. The University of Bologna in Italy, regarded as the oldest university
in Europe, was the first institution to confer the degree of Doctor in Civil Law in the
late 12th century.

The University of Paris used the term "master” for its graduates, a practice
adopted by the English universities of Oxford and Cambridge, as well as the
ancient Scottish universities of St Andrews, and Edinburgh.

The University of Oxford is the oldest university in the English-speaking
world. The exact date of this university’s founding is unclear. The formal founding
date 1s 1096. This institute developed rapidly from 1167, when Henry II banned
English students from attending the University of Paris. Currently, this oldest
English-speaking university contains 38 colleges, each with its own internal
structure and activities.

The University of Cambridge is the second-oldest university in the English-
speaking world. The university was formed by scholars who left the University of
Oxford over a dispute in 1209, The two schools have a long history of rivalry
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between them. Currently, Cambridge is ranked as one of the world’s top five
universities. As of 2009, the alumni from this university account for eighty-five
Nobel Laureates. Cambridge now consists of 31 colleges comprised of over 150
departments, faculties, schools and other institutions. The two “ancient universities”
have many common features and are often jointly referred to as Oxbridge.

The naming of degrees eventually became linked with the subjects studied.
Scholars in the faculties of arts or grammar became known as "master”, but those
in theology, medicine, and law were known as "doctor”. This led to the modern
hierarchy in which the Doctor of Philosophy (Ph.D.), which in its present form as a
degree based on research and dissertation 1s a development from 18th- and 19th-
century German universities, is a more advanced degree than the Master of
Arts (MLA.). The practice of using the term doctor for PhDs developed within
German universities and spread across the academic world.

The French terminology is tied closely to the original meanings of the terms.
The baccalauréat (bachelor) 1s conferred upon French students who have
successfully completed their secondary education. When students graduate from
university, they are awarded licence.

The University of Paris like the University of Oxford, its exact founding is
unclear; however, teaching from this university existed since 1096. The university
was reorganized as 13 autonomous universities in 1970. Often referred to as the
Sorbonne after the College de Sorbonne (founded about 1257 by Robert de Sorbon),
this institute grew up in the latter part of the twelfth century around Notre Dame
Cathedral as a corporation centered on the fields of arts, medicine, law and
theology.

Spain had a similar structure: the term "Bachiller” was used for those who
finished the secondary or high-school level education. The standard Spanish
university S-years degree was "Licenciade”. The highest level was "Doctor”.

The University of Salamanca is a Spanish higher education institution,
located in the town of Salamanca, west of Madrid. It was founded in 1134.The
school was established by King Alfonso IX. Its historical high note was when
Columbus consulted this institute’s scholars in seeking a western route to the Indies.
Today, Salamanca is the university where Spanish students focus on humanities and
language studies.

In most countries, gaining an academic degree entitles the holder to assume
distinctive academic dress particular to the awarding institution, identifying the
status of the individual wearing them.

Post-Reading

1. Explain the following.

1) community of teachers and scholars
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2) in the sense of a higher-learning
3) to confer the degree

4) alumni (alumnus)

5) students focus on

6) academic dress

2. Read the passage below and discuss it.

Academic dressis a traditional form of clothing for those who have gained
academic degree.

Contemporarily, it is commonly seen only at graduation ceremonies, but
formerly academic dress was in many ancient universities worn daily. Today the
ensembles are distinctive in some way to each institution, and generally consists of
a gown (also known as arobe), and usually a cap (generally a square academic
cap).

3. Answer the questions below.

= What does the word university mean?

What are the oldest still-functioning universities in Europe?

= What was the difference between “master” and “doctor” degrees?
= When has a holder of a master degree to wear academic dress?

= What is academic dress look like?

4. Find some more information about famous universities and prepare a
report.

14



Unit 3

-, N ' Digital Education

4 v’ Distance Learning
v' Academic Mobility

Reading and Speaking (1)
1. Do you know when the system of teaching by correspondence was launched?

2. What does it mean academic mobility?

Distance Learning

Distance learning is a method of study that involves using electronic means
(computers, Internet, etc.) to receive and send work rather than going to school or
university.

Nowadays more and more information is gained not in the classroom, but via
media such as the Internet, CD-ROM and cable TV all of which are playing a key
part in the distance learning system.

Those who think that distance learning is a relatively new idea might be
surprised to learn that English educator, Sir Isaac Pitman, had the same idea — only
then they were called correspondence courses — more than 150 years ago. In 1840
Pitman began teaching shorthand (a system for writing down what people are saying
using special signs to represent letters, words and phrases) by mail to thousands of
students who did not have time to attend school. “Lessons™ consisted of copying
short passages of the Bible in shorthand, and posting them to Mr. Pitman to be
corrected. His brother, Benn Pitman, introduces the idea to the United States, and
the Pitman shorthand system is still one of the most widely used shorthand system
in the world.

In 1969 the Open University offered courses via mail, with the back-up of
TV and radio programmes shown outside normal broadcast times. Each student was
assigned a tutor who discussed the course work over the phone, and in group
sessions in the evenings or weekends. Thirty years on, the Open University has
expanded to include the Internet, videoconferencing, satellite broadcast and e-mail.
There are no entry qualifications or admission interviews, and anyone over the age
of 18 can follow one of their courses. It is now Britain’s largest single teaching
institution, with more than 200,000 people studying its courses every year, with
another 16,000 in other countries around the world.

After a successful career in university education, John S. Hendricks entered
the TV business and launched the Discovery Channel — the first cable TV channel
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exclusively devoted to documentaries and nature programmes — in June 1985.
Today
the company’s programmes reach over 150 million subscribers in more than a
hundred countries. The Discovery Channel is a high-quality, educational TV.
Post-Reading
1. Explain the following.
1) via media
2) might be surprised to learn
3) with the back-up of TV
4) entry qualifications
5) admission interviews
2. Read the passage below and discuss it.

Many students now successfully study for MBA (Master of Business
Administration) degree through distance learning — one of the fastest-growing
sectors of business education. Most distance learning programmes require
attendance at workshops and residential weekends — often held at different
locations throughout the world — and may take three to five years to complete.

In the UK there are 105 business schools, most of which offer MBA
programmes.

3. Answer the questions below.
®  Who was the first get the idea of teaching by correspondence?
* Who took the idea of correspondence courses to the United States?
* What entry qualifications are required to do a course at the Open
University?
* What programmers are shown in the Discovery Channel?
4. Find some more information about distance learning and prepare a
report.
Reading and Speaking (2)
1. Do you think if there are any advantages of studying abroad?

2. What does it mean academic mobility?
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Studying Abroad

Academic mobility refers to students and teachers in higher education moving to
another institution 1nside or outside their own country to study or teach for a limited
time. Mobile students are usually divided into two groups: free-movers are students
that travel entirely on their own initiative, while programme students use exchange
programmes at department, faculty, institution or national level.

Studying abroad gives students the chance to live overseas. integrate themselves
into a foreign culture, meet other students, and travel. An education abroad does not
only present an opportunity to absorb the content of the course but also a new way
of life. Students learn to use their strengths to overcome obstacles on the journey
towards earning their degree. In the process, they also become adept at skills,
making them invaluable to their future workplace.

Students applying to study abroad will be asked to complete forms and write
letters during the application process. This will usually involve completing an
application form. It is a form to request permission to enroll in a university. The
application form introduces the student to the university by way of background and
personal information. It 1s also called an enrollment form.

A CV or a resume is a summary of your personal details, educational
qualifications and work experience, usually sent with an application form. The aim
is to give a university administration an informative and positive view of a potential
student.

In order to be admitted into a university’s programme, applicants are requested
to submit a financial statement, i.e. an official document issued by a bank which
proves there are sufficient funds in a bank account to pay for university’s tuition
expenses and all living costs while enrolled in their programme.

An academic transcript is an official copy of a student’s academic record
detailing the courses the student has taken and each grade received. Applicants must
submit their transcripts in English.

Nowadays, the traditional exchange (which involves travelling) has been
complemented with virtual mobility. In such system students from different
countries may study together without leaving their home.

Post-Reading
1. Explain the following.
l) exchange programmes
2) to live overseas
3) to absorb the content of the course
4) to overcome obstacles

5) to complete forms
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6) work experience
7) university’s tuition expenses
8) an academic transcript

2. Find in the text the information about documents requested during the
application process and describe them.

e an application form;
e aCV:
e a financial statement;

e an academic transcript.

3. Answer the questions below.
= What are the reasons to study abroad?
= What skills can study abroad provide you with?

* How can the knowledge of a foreign language contribute to your future
career?

* (Can living away from home help you adjust in transition to adulthood?

* What are advantages and disadvantages of studying abroad?

Part 11

BUSINESS SKILLS

~ There are basic rules for business success that
\ . > haven't gone away with the digital age — in fact, they
have only become more important, and withstand the
test of time.
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Unit 1

Communication Skills

v" Small Talk
v Time Management
v" English Business Etiquette

Reading and Speaking (1)
. What does it mean “small talk™?

2. What forms of greeting do you know?

Introductions and Small Talk

When you first meet someone it can be difficult to know how to start a
conversation, especially if your first language is not English.

Small talk at work is essential: it expresses friendliness without demanding
attention. Whether you talk about the traffic or the coffee in the vending machine,
the vital message is that you are all part of the same team.

1 a. Formal Greetings:

James: Good morning, Professor Austin, how are you (doing)?

Professor: Good morning, James. I am (doing) well. And you?

James: I'm great, thank you. This is my friend Mary. She is thinking about applying
to this college. She has a few questions. Would you mind telling us about the
process, please?

Professor: Hello, Mary! It’s a pleasure to meet you. I'm more than happy to speak
with you. Please stop by my office next week.

Mary: It’s a pleasure to meet you, professor. Thank you so much for helping us.
Professor: Don’t mention it. Hopefully, I will be able to answer your questions!

Language Notes:
. The greetings good morning/ good afternoon/ good evening are used at
different times of the day to greet people. “Good afternoon” is used after 12
p.m.; “Good evening” is often used after 6 p.m. or generally when the sun has
set.
. “Good night” is not a greeting. It is used when leaving a place or group of
people. Thank you and good night! / Good night, and see you tomorrow.
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. When people meet in the United States, it is customary for them to shake
hands. A handshake should be firm and usually lasts about two to three
seconds — which allows enough time to say “Nice to meet you.”

« “Don’t mention it” is another way of saying “You 're welcome.” The phrase
“You are welcome” is more formal. However, responses such as “Don’t
mention it." / “No problem.” / “"Happy to help.” are informal ways of
responding to a thank you.

1 b. Informal Greetings and Farewells:

Tom: Hi, Helen! How’s it going?

Helen: Fine, thanks — and you?

Tom: Just fine. Where are you off to?

Helen: To the library. I've got a statistics exam next week and need to start
studying. Ugh.

Tom: Oh, no. Well, I'll see you later then. Good luck!

Helen: Thanks. See you later.

Language Notes:

e “Hi”is an informal way of saying “hello".

o “How’s it going?” is an informal way of saying “How are vou?"”

o “Where are you off to?” is an informal way of saying “Where are you
going?”

o “Oh, no” is a way of saying "I sympathize with vou” or “I understand you
are not happy.”

o “See you later” is an informal way of saying “goodbye.”

2 a. Formal Introductions:

Jane: Mr. Wilson, I’d like you to meet Dr. Edward Smith.

Mr. Wilson: It’s nice to meet you, Dr. Smith.

Dr. Smith: Pleasure to meet you, too.

Jane: Dr. Smith is an economist. He has just finished writing a book on
international trade.

Mpr. Wilson: Oh? That’s my field, too. I've read your articles. They’re excellent.

Language Notes:

Addressing people:

Mr (mister) — for a man

Mprs (mistress) — for a married woman

Miss — for an unmarried woman (a girl)

Ms — for a married or unmarried woman (for a businesswoman)
Dr. — doctor

Prof. - professor

*® & & & & @
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2 b. Informal Introductions:

Jim: Who's the tall woman next to Emma?

Charles: That’s her friend Mary. Let me introduce you to her now. Mary, this is
my friend Jim.

Marv: Hi, Jim. Nice to meet you.

Jim: You, too. Would you like a drink?

Mary: Sure, let’s go get one.

Language Notes:
e Mary, this is my friend Jim. This is a friendly way to introduce two people.
It's common to follow this with “Jim, this is Mary.” In this case, Mary says
“Hi, Jim ™ first.
e Nice fo meet you. This is a typical response after you’ve been introduced to
someone.
e “Sure” is often used in informal conversation to mean “yes .

Topics for small talk:

Introductions: “Hello. May I introduce myself? My name is Mark.”

Travel: “Did you have a good journey?”

Family: “How is your family?” (only if you already know about the person’s
family)

Hospitality: “Can I get you something to eat or drink?”

The weather: “It's a lovely day today, isn't it?”

Holidays: “Are you going anywhere this weekend?” or “Are you going anywhere
on holiday this year?”

Nature: “The garden looks lovely, doesn't it?”

Pets: “What a lovely dog. What 1s his name?”

General news: “What do you think about the recent floods?” (avoid gossip and
politics)

Films: “Have you seen the film Bridget Jones’s Diary?”

Television: “Did you see The X Factor last night?”

Music: “What sort of music do you like?”

Books: “Have you read any good books recently?” (only if you know the person
likes reading)
Sport: “Have you been watching Wimbledon?”” (British people, especially men,
enjoy talking about football)

Hobbies: “What do you enjoy doing in your spare time?”

Business: “How's your business going?” (only if you know the person has a
business)

Studies: “What are you studying?” (only ask if you know the person is a student)
Work: “What sort of work do you do?”

Food: “I had a lovely Chinese meal last night - do you like Chinese food?”

General matters about the person you are talking to: “Have you lived in this area
long?”
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General matters on subjects that you know that interests the person you are
talking to: cars, film stars etc

Topics are best avoided for small talk:

be careful when you talk about some topics, especially with people that you’ve only

Just met, people who are older than you. people who appear to have strong religious

or political views, or people who may have some personal problems.

Be cautious if you discuss these subjects:

Age: “How old are you?”

Appearance or weight: *You seem to have put on some weight.”
Personal gossip about somebody you know.

Jokes that might offend.

Money: “How much do you earn?”

Previous or current relationships: “Do you have a girlfriend?”
Politics: “Who did you vote for at the last election?”

Religion: “Do you believe in God?”

Criticisms or complaints: “Why is British food so bad?”

Post-Reading

1. Find the correct response to the questions.

1) How are you today?

2) So, what do you do exactly?

3) How’s it going?

4) Long time no see.

5) Is life treating you well?

6) What are you working on at the moment?

7) How do you do?

a) How do you do?

b) Things could be better, but I can’t complain.

¢) It’s good to see you again.

d) At the moment I'm working on a project in Wales.
e) It’s going well. And with you?

f) I'm fine. And you?

g) I'm arisk analyst.
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2. Complete the sentences with the correct prepositions.

= How do you do, Mrs. Smith? It’s nice meet you.
* Welcome our company.
= This 1s my cousin. Let me introduce you her.

= Which hotel are you staying __?

= [t will be a long meeting. Which topics are you most interested ?
= Have you met Ms Jones? She is responsible the finance
department.

Personal Questions

Traditionally, in Britain, most direct questions are rude. For example, you
don’t say, ‘How old are you?’ Nor do you search for someone’s age by asking her
children’s ages. Direct and indirect questions designed to discover other people’s
income, parentage, education or the costs of any possession are equally taboo.

If someone says he’s been in hospital you don’t ask what was wrong; you say
‘I do hope it was nothing serious’ and leave it to him to elaborate if he wishes.
Generally, it isn’t considered good form to say anything very personal unless you
are really close friends. However, the under-30s are increasingly open about all
these questions.

Pointing at monuments and landscapes is fine. Pointing at people is rude
because it embarrasses others to realise they are talked about.

Answer the questions below.
* What questions are personal in Britain?

= [s it polite to ask direct questions?

Reading and Speaking (2)

1. What does it mean ‘communication skills’?

2. How can you define Time Management?

3. Scan the text and write out all the combinations
with the word ‘time’.

Communication skills. The ability to construct an argument and make your
case forcefully and clearly to your boss, client or coworkers will move your ideas
to fruition. Communication is the activity of conveying information through the
exchange of ideas, feelings, intentions, attitudes, expectations, perceptions or

Time Management and Organization
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commands, as by speech, gestures, writings, behaviour and possibly by other
means. It is the meaningful exchange of information between two or more
participants.

Personal Time Management. The ability to stay organised and prioritise tasks
will go a long way to moving you and your team forward. Personal Time
Management is controlling the use of your most valuable resource. The absence of
Personal Time Management is characterized by last minute rushes to meet
deadlines. meetings which are either double booked or achieve nothing.

In Personal Time Management there is the simple concept of keeping a well
ordered diary and the idea of planned activity. It is a tool for the systematic ordering
of your influence on events. Personal Time Management allows you to eliminate
wastage, be prepared for meetings, refuse excessive workloads, and plan each day
efficiently.

There are various sources of waste. The most common are social: telephone
calls, friend conversations around the coffee machine. It would be difficult to
eliminate all non-work activity (we need a break) but if it’s a choice between
chatting to someone in the afternoon and meeting the next pay-related deadline.
Your time log will show you if this is a problem, and decide how much time each is
worth to you. If you have a task to do, decide betorehand how long it should take
and work to that deadline — then move on to the next task.

One thing you can’t recycle 1s wasted time. The most important type of activity
i1s that which will save you time: allocate time to save time, a stitch in time
(coespemenHas mepa) saves days. And most importantly of all, always allocate
time to time management: at least five minutes every day. Finally, for each activity
you should estimate how much time it is worth and allocate only that amount. But
Personal Time Management does not solve your problems; it reveals them and
enables you to take control of your own time — how you use it is up to you.

Time Management SKkills. Time. We make it, waste it, kill it. It stands still, it
flies, it’s infinite. It runs out. Learning how to manage time is a skill essential to a
successful career in any field.

Successful time management means you should be able to avoid working harder
or longer to achieve your goals; you’ll get there by working more effectively. First
identify areas where you waste time. Then make a list of all the research you have to
do, make notes, arrange a meeting etc. Make ‘To do’ lists for today, this week and
this month. Start by making a plan / keeping a diary. That’ll help you reach your
final goal.

When training yourself to work more effectively it is important to give yourself
rewards (you can watch a film, have a game of tennis etc.). Michael Morris, a tutor
for the Open University Business School, believes “The best reward of all is to take
a big fat marker pen and cross the item off the list.”

No business operation will get anywhere without a vision of the end result.
Nothing helps lay the groundwork for advancement more than cultivating and
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maintaining good relationships. Nothing makes a business a great place to work
more than mutual respect and politeness.

Post-Reading

1. Explain the following.

1) valuable resource

2) deadline

3) to eliminate wastage

4) excessive workloads

5) non-work activity

6) atime log

7) itis up to you

2. Read the passage below and discuss it. What polychronic/ monochronic
cultures can you name?

Time Orientation

The attitude to past, present, and future differs widely across cultures. Some
put more emphasis on the past, while others stress the present.

In the USA, for example, the future is more important for people than the past,
whereas in Russia the importance of past and future are more equally balanced.

Cultures with short-term orientation tend to have the following features:
= respect for traditions
= people prepared to overspend to keep up with their neighbours
= small amount of savings
= people expect quick results

Cultures with long-term orientation tend to have the following features:

= traditions adapted for modern context
= people are thrifty
= Jarge amount of savings
= people persevere for slow results.

In polychronic cultures, it is acceptable to do several things at the same time,
and the approach to deadlines is flexible.

In monochronic cultures, one thing is done at a time, with great stress being
laid on meeting deadlines and schedules.

(from Gibson R., 2000, Intercultural Business Communication)
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Answer the questions below.

What are the most common time wasters?

What time-saving tips are suggested in the text?

Why is it so important in business to keep deadlines?

Do you always meet deadlines?

Do you think if time management skills are important for students?

What helps reach the goals?

3. Make up a list of time-saving tips using all the materials and add the
missing ones (if there are any).

Language Work

1. Look and memorise the word-groups and tell the difference between ‘take
time’ and ‘make time’:

a) take time — TpebOBATH BPEMEHH

b) make time — naBepcTaTh YNYIIEHHOE BpEMS

c) save line — 3KOHOMHTE BpeMs

d) waste time — TPaTUThL BpEMA

e) time management — YIPABIEHUE BpeMeHeM (110/1pasjlesl MEHELKMEHTA,
M3YHAIOUIMiT MEeTOo/Ibl, KOTOpble NO3BONSIT J(QEeKTHBHO pPacXo/I0BaTh
coOcTBEeHHOE pabouee Bpems )

2. Fill in the gaps with the suitable words.

I. Itry to ... time to run at least twice a week. 2. Bill 1s very careful and ...(s)
time so he won’t make any mistakes. 3. On the flight back to Washington, the

President ..

. time for reporters’ questions. 4. There was no time to ... . 5. Time ... is

usually a necessity in any project development.

3. Have a fun:

A MAN IS TALKING TO GOD

The man: “*God, how long 1s a million years?”

God:

“To me it’s about a minute.”

The man: “*God, how much is a million dollars?”
God: “To me it’s a penny.”
The man: “God, may | have a penny?”

God:

“*Wait a minute.”
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Reading and Speaking (3)

1. What do you think about business dress-
code?
2. Should business etiquette differ from daily
one?

English Business Etiquette

» Conservative dress is very important for both men and women. Whether
you’re inter-viewing for a professional jobs or a restaurant position.

e Dark suits, usually black, blue, or gray. are quite acceptable.

e Men’s shirts should not have pockets; if they do. the pockets should always
be kept empty. Additionally, men should wear solid or patterned ties, while avoiding
striped ties.

e Men wear laced shoes, not loafers.

e Businesswomen are not as limited to colours and styles as men are, though
it is still important to maintain a conservative image.

e It is unwise to rush the English into making a decision.

o A simple handshake is the standard greeting (for both men and women) for
business occasions.

e Privacy is very important to the English. Therefore asking personal
questions or intensely staring at another person should be avoided.

e Eye contact is seldom kept during British conversations.

e To signal that something is to be kept confidential or secret, tap your nose.

e Personal space is important in England, and one should maintain a wide
physical space when conversing.

e A smiling face is a welcoming face. Smile a lot, respect the people and
their customs and you will be treated with respect.

The English like to form orderly queues (standing in line) and wait patiently
for their turn e.g. boarding a bus.

If someone is blocking your way and you would like them to move, say ‘excuse
me’ and they will move out of your way.

It is very good manners to say “please” and “thank you™. It is considered rude if
you don't. You will notice in England that they say “thank you™ a lot. If you
accidentally bump into someone, say “sorry”.

Men and women both hold open the door for each other. It depends on who goes
through the door first.

27



s Unit 2

. S

A Soft Skills

v Case Study
v" Business Relationships
v’ Team Building

Reading and Speaking (1)
1. What do soft skills include?
2. What is a purpose of case study?

Soft Skills — desirable qualities for certain forms of employment. They
include common sense, the ability to deal with people, and a positive flexible
attitude.

Case Study

A case study is a detailed account of a company, industry, person, or project
over a given amount of time. The content within a case study may include
information about company objectives, strategies, challenges, results,
recommendations, and more.

Purpose: The case method is a surrogate for personal experience in learning
about complex business situations. By studying, analysing, and solving a number of
case studies you will:

* Gain experience in problem solving and business decision-making.

= Improve your skills in diagnosing complex business problems.

= [ntegrate what you have learned from all your previous business courses
and apply that knowledge to your situations.

= Develop logical analysis skills.

= [earn to present information and recommendations in a clear and concise
manner.

A case study analysis should include:

* Basic information about the company (industry, person, or project)
featured in the case study.

= An analysis of the company’s/ person’s history and growth.

* A summary of the company’s/ person’s strengths and weaknesses.

= Results of the company’s/ person’s current business strategy and
recommendations for future strategies.
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Post-Reading
1. Explain the following.

1) a case study research

2) to gain experience

3) business decision-making
4) to present information

5) concise manner

2. Read the passage below and conduct the case study research dealing
with: a) your faculty; b) the organisation where you work. The problem
is -- how to make the place more attractive

A case study 1s a story about something unique, special, or interesting —
stories can be about individuals, organisations, processes, programs, institutions,
and even events. The case study gives the story behind the result by capturing what
happened to bring it about, and can be a good opportunity to highlight a project’s
success, or to bring attention to a particular challenge or difficulty in a project.

The process for conducting case study research follows the same general
process as is followed for other research: plan, collect data, analyze data, and
disseminate findings.

There are three basic steps in case writing: research, analysis, and the

actual writing. In a case, you can start by raising a question. You can, for
example, quote someone you interviewed. For example, suppose you interviewed a
tourist official and she told you she thought more people should be interested in
visiting the town, and she can’t understand why they don’t come.

Then you could write something like this:

The historic town X is located in the mountains of the country X. The town
tourism supervisor, Mrs. Joan Smith, said that she thought "many more people
should visit here, but they just don’t come. I don’t know why — maybe we don't have
the right kinds of places for them to eat or sleep and it's too far to travel in one day
from the nearest big city.”

The case writers wondered what would have to happen in order to make the
town more attractive to tourists.

3. Answer the questions below.
* What information does case study content include?
* How can you define the case method?
* What should a case study research contain?

* How many basic steps are there in case writing?
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Reading and Speaking (2)
1. What do good business relationships depend on?

2. What “little things™ influence the business relationships?

Business Relationships

Growing, vital businesses are built on grand strategies. But having a grand
strategy is just not enough. Most grand strategies boil down to relationships and
relationships depend on the interaction between people — one-to-one.

There are many relationships, both internal and external in a business setting.
Respect, ease of communication, more pleasant working conditions, faster flow of
information, and easier negotiations all result from strengthened relationships. It is
easier to implement the grand strategy when people have strong, positive
relationships inside and outside the company.

These one-to-one relationships depend on many “little things™. It is a birthday
card to a member of the staff, a congratulatory phone call to the salesperson who
won a key account, a “welcome to our company”™ message to the new hire, a pizza
party to a department that far exceeded its goals.

“Little things™ are like individual bricks that are joined with many other little
bricks to create a wall. When the walls are joined with other walls, a strong structure
is created. Use “little things™ in the same manner — join them, brick-by-brick, into a
culture that shows respect and caring. When those little bricks become walls that
then become structures, the grand strategy becomes much more attainable. And it’s
all built on “little things™ but don’t forget the mortar between bricks — the mortar is
a smile — and that’s a “big thing”.

Post-Reading
1. Explain the following.
1) a grand strategy
2) interaction between people
3) one-to-one relationships
4) a congratulatory phone call

5) caring

2. Answer the questions below.
* What does it mean a grand strategy?
=  What do relationships between people depend on?

* What factors make business relationships stronger?
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Language Work (1)
1. Read the passage below and memorise how to say it.
Politeness

In business, as in life, you might have to say things that the other party does
not want to hear. This is particularly true in negotiations. However, when we need to

say difficult things, we need to be polite about it. We can “soften” utterances in the
following ways:

= Using WOULD, COULD, MIGHT
a) That is beyond our budget. — That would be beyond our budget.

b) We need more time to think it over. — We might need more time to think it
over.

¢) This is a difficult situation for us. — This could be a difficult situation for us.
2. Now try to soften these sentences using would, could, might:

1) The Director needs the meeting to begin at 5 pm.

2) We want you to sign the contract before the end of the month.

3) She expects you to give them a bulk discount.

3. Using introductory phrases:

I'm afraid ... Actually, ...
['m sorry to say, ... With respect, ...
In fact ... Quite honestly, ...

Example: I'm afraid, that would be beyond our budget.

Reading and Speaking (3)

1. What should you do to calm an upset customer?
2. What steps should you do dealing with angry
clients?

A “Big Thing” in Business
Relationships

he
*Miles with YO

A day in the life of a business person can be filled with joy and satisfaction or it
can be frustrating and stressful. When things go wrong, some people lose control.
Holding emotions in check and reacting professionally are not always easy. It is
difficult to be nice to people who are not being nice to you.
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Most of the time, it is not even your fault. It could be that the problem was
with a product or a service delivered by someone else in your organisation. You are
getting the blame because the unhappy person found you first, and it’s not pleasant.
When faced with angry people, there are four key steps that will help you to calm
them.

Step one is to apologize. It’s not your fault; no matter — apologize anyway. As
a representative of your company you have a responsibility to see that things go
well. Your willingness to help will have a positive effect. You are not accepting
blame — you are simply saying, “I'm sorry about the problem.”

Step two is to sympathize with the irate customer. Let the person know that
you understand his/her feelings of receiving a faulty product or poor service. The
angry person begins to feel better as soon as his/her reaction is validated.

Step three is to accept responsibility for the situation. Let the customer know
that you intend to do whatever it takes to make things right. You can’t help what has
already happened, but you will come up with a solution to the problem or you will
find someone who can.

Step four is to take action. Decide what you can do and tell the customer. You
will replace the incorrect product or deliver better service as quickly as possible.

And the last is to remember to smile. It will make everyone feel better and
behave better.

Reading and Speaking (4)
1. How do you understand ‘team building’?

2. Do you prefer working in a team or on your own?

Working in a Team

TEAM BUILDING To be a success, you must know your business
well. But you also must learn how you can work as part
of the team. Be a good team player.
When selecting employees for jobs, employers seek people with certain
personal traits and soft skills:
e strong work ethics
positive attitude
good communication skills
time management abilities
problem-solving skills
acting as a team player
working well under pressure
flexibility/ adaptability
ability to accept and learn from criticism.
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A team is really just a formal way to actualize and organize collaboration.
Collaboration is at the heart of successful decision-making. Teaming creates
harmonious work groups. It is a way to formalize the power of collaboration among
individuals. It is a way to blend the talents, skills, and inherent creativity of diverse
people. It 1s a way to use this collaboration so that the work group leverages its
skills, time, and resources for their own benefit and that of the organization.

Look at the word “collaboration’, its core 1s co-labor, or working together.
People combining their collective knowledge so that the sum total of the
collaboration is greater than what could have been achieved individually. People
with diverse knowledge, talents, and skills are able to combine their qualities and
move toward some meaningful end.

So, team building is a process of awareness building. It’s helping people to
understand that they are greater collectively than individually. It is an understanding
that all of our decisions will be better when some degree of collaboration is applied.
We have to cooperate with others to succeed.

Teamwork often involves finding solutions to various problems. The
technique of brainstorming can be wvery helpful and productive in generating
innovative ideas. Brainstorming creates new ideas, solves problems, motivates and
develops teams. Brainstorming is a group or individual by creativity technique
which efforts are made to find a conclusion for a specific problem by gathering a list
of ideas spontancously contributed by its members.

Post-Reading

1. Explain the following.

1) ateam player

2) work ethics

3) collaboration

4) teaming

5) a process of awareness building

6) technique of brainstorming

2. Which of these characteristics describe you? (Yes/ No/ Sometimes)

Friendly Cooperative
Rude Jealous
Well-liked Busy

Lonely Successful
Ambitious A team player
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3. Answer the questions below.

= What distinguishes a team in business from an ordinary group of
people?

= What’s ‘collaboration’? What’s its power?
= Have you ever taken part in brainstorming? Was it fruitful?

4. Speak about your teamwork experience.

Language Work (2)

1.  How to introduce and discuss ideas.
* Introducing an idea:
My personal feeling is that ...
Have you ever thought of ...?
We should consider ...
It would be a good idea if ...
In my view ...
I would argue that ...
It’s obvious to me/ us that ...
= [nsisting on a point:
Idon't think we should dismiss this ...
I think this deserves careful consideration ...
There is a lot to be said for ...
[ still think our first idea was the best.
= Suggesting an alternative:
There is another option ...
What about ... instead of ...7
Let’s look at something else.
Of course we could always ...

2. You are a member of the team which is expected to decide which
location of the building project to sponsor. Use the expressions
above to argue in favour of your point.

¢ in the center of the town
¢ in the suburbs
* in the country
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Unit 3

Public Speaking and
Presentation Skills

v Participating in a Conference
v Effective Presentations
v’ Presentation Skills

Reading and Speaking (1)

1. Have you ever taken part in a conference?

2. Do you know what an academic conference is?

An Academic Conference

The best way to exchange ideas, learn new things and expand your network is
to become involved in groups relevant to your craft. This can be through user groups
for a particular software environment you work with, or professional associations.
There are plenty of websites and forums that enable professionals to engage with
one another online, but nothing seals a bond like face-to-face activities.

The ability to communicate your ideas to audiences will raise your profile to new
levels.

The Academic Conference presents a challenge to interaction with other
scientists. They regularly take part in conferences and discussions around the world.
A researcher receives an email about the opportunity to submit a proposal to be a
presenter at the conference.

An academic conference or symposium is a conference for scholars and
scientists to present and discuss their work. Together with academic or scientific
journals, conferences provide an important channel for exchange of information
among researchers.

Conferences are usually composed of various presentations. They tend to be
short and concise, with a time span of about 10 to 30 minutes. The work may be
bundled in written form as academic papers and published as the conference
proceedings. They are published to inform a wider audience of the material
presented at the conference.

A conference usually includes a keynote speaker (ocHoBHOIT oknaguuk). The
keynote lecture is longer, lasting up to an hour and a half. Conferences also feature
panel discussions, round tables on various issues and workshops.
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Prospective presenters are usually asked to submit a short abstract of their
presentation. Nowadays, presenters usually base thewr talk around a wvisual
presentation that displays key figures and research results.

At some conferences, social or entertainment activities such as tours and
receptions can be part of the programme. Business meetings for learned societies
(HayuHoe 001IecTBO) or interest groups can also be part of the conference activities.
Academic publishing houses may set up displays at large conferences.

Academic conferences fall into three categories:

a) the themed conference, a small conference organised around a
particular topic;

b) the general conference, a conference with sessions on a wide variety of
topics, often organised by regional, national, or international learned societies, and
held annually or on some other regular basis;

c) the professional conference, large conferences not limited to academics
(nayunsie paboTHukH) but with academically related issues.

Traditional conferences mean participants have to travel and stay in a
particular place. This takes time. And an online conference uses the Internet, and
participants can access the conference from anywhere in the world and can do this at
any time, using browser software. Participants are given a password to access the
conference and seminar groups.

The conference is announced by way of a Call for Abstracts, which lists the
topics of the meeting and tells prospective presenters how to submit their abstracts.
Submissions take place online. An abstract is a brief summary of a research article,
and is often used to help the reader quickly ascertain the purpose of the paper.

An academic abstract typically outlines four elements of the work:

a) the research focus (statement of the problem) — an opening sentence
placing the work in context, and one or two sentences giving the purpose
of the work ;

b) the research methods used — one or two sentences explaining what was (or
will) be done;

¢) the results of the research — one or two sentences indicating the main
findings;

d) the main conclusions — one sentence giving the most 1mportant
consequence of the work.

The typical abstract length ranges from 100 to 500 words.

Post-Reading
1. Explain the following.

1) to submit a proposal
2) scholars and scientists
3) tend to be short and concise

4) a time span
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5) the conference proceedings
6) submissions

2. Match the pairs of synonyms from A and B and translate them.

A B
1. brief a. article
2. scientist b. due to
3. paper c. abstract
4. because of d. scholar
5. summary e. tend
6. have a tendency f. concise

3. Match the verb on the left with a suitable item on the right. Use each item
once.

1. run a. to a conclusion

2. participate b. a deadline for papers

3. announce c. a keynote speaker

4. introduce d. in a panel discussion

5. publish e. on the screen

6. come f. conference proceedings
7. display g. a workshop

4. Translate the words in brackets.

1. Our university hosted an {(HayuHas kondepenmua) last week. 2. Write your
(annoTanus) after the rest of the (crares) is completed. 3. (Craren) accepted for
the conferences were published in the (marepmansl kondepenumu). 4. This
(rayuHoe o0wecTro) offers its membership to those who have an interest in civil
engineering. 5 The conference committee decided to postpone the (kpaiinuii
cpok) for submitting (Te3ucer) by one week.

5. Answer the questions below.
* What types of academic conferences are there?
®  What are presenters usually asked to do?
* What is a call for abstracts?
* What does an academic abstract outline?

6. Find in the text the information about the organisation of academic
conference and describe it:

a) a keynote lecture;
b) the submission of abstracts;
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¢) social and entertainment activities at conferences;
d) types of academic conferences;
e) a call for abstracts.
7. Find a paper dealing with your field of studying and write an abstract
(150 to 250 words).
Language Work (1)
1. Look and memorise the words:
a) article — ctarbs (B IEYaTHOM M3/1aHUM)
b) paper — cTaTbs; HayYHBIHN J0KJIa]
¢) academic paper — Hay4Hasi CTaThs; HAYYHBII J0K/Ia]
Please help to improve this article by adding citations to reliable sources.
I think your paper will interest your audience.
The types of academic papers presented at conferences can vary widely.
2. Phrases for writing a summary:
This paper discusses the effects of ...
This paper reporis on ...
This paper investigates ...
This article examines how ...

The paper attempts to answer question ...

Reading and Speaking (2)

1. Have you ever attended a successful presentation?

2. What types of presentations do you know?

%)

{

‘f / ; Making a Presentation
2 | A presentation is the practice of showing and
explaining the content of a topic to an audience or
learner. In the business world, there are sales
e p—— presentations, informational and motivational
presentations, interviews, status reports, image-

building, and training sessions.
Students are often asked to make oral presentations. You might have been
asked to research a subject and use a presentation as a means of introducing it to

other students for discussion.

l.
/ &
5
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Before you prepare for a presentation, it is important that you think about
your objectives. There are three basic purposes of giving oral presentations: to
inform, to persuade, and to build goodwill.

Decide what you want to achieve:
s inform — to provide information for use in decision making;
e persuade — to reinforce or change a receiver’s belief about a topic;
e build relationships — to send some messages which have the simple goal of
building good-will between you and the receiver.
Preparation

A successful presentation needs careful background research. Explore as
many sources as possible, from press cuttings to the Internet. Once you have
completed your research, start writing for speech bearing in mind the difference
between spoken and written language. Use simple, direct sentences, active verbs,
adjectives and the pronouns “you™ and “I".

Structuring a Presentation

A good presentation starts with a brief introduction and ends with a brief
conclusion. The introduction is used to welcome your audience, introduce your
topic/ subject, outlines the structure of your talk. The introduction may include an
icebreaker such as a story, an interesting statement or a fact. Plan an effective
opening; use a joke or an anecdote to break the ice. The introduction also needs an
objective, that is, the purpose or goal of the presentation. It informs the audience of
the purpose of the presentation too.

Next, the body of the presentation comes. Do not write it out word for word. All
you want 1s an outline. There are several options for structuring the presentation:

1) Timeline: arrangement in a sequential order.

2) Climax: the main points are delivered in order of increasing importance.

3) Problem/ Solution: a problem is presented, a solution is suggested.

4) Classification: the important items are the major points.

5) Simple to complex: ideas are listed from the simplest to the most complex; it
can also be done in a reverse order.

After the body, comes the closing. A strong ending to the presentation 1s as
important as an effective beginning. You should summarise the main points. This is
where you ask for questions, provide a wrap-up (summary), and thank the
participants for attending.

Each successful presentation has three essential objectives: the three Es — to
educate, to entertain, to explain.

The main objective of making a presentation is to relay information to your
audience and to capture and hold their attention. Adult audience has a limited
attention span of about 45 minutes. In that time, they will absorb about a third of
what you said. and a maximum of seven concepts. Limit yourself to three or four
main points, and emphasise them at the beginning of your speech, in the middle, and
again at the end to reiterate your message. You should know your presentation so
well that during the actual presentation you should only have to briefly glance at
your notes.
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People process information in many ways. Some learn visually, others learn
by listening, and the kinesthetic types prefer to learn through movement. It’s best to
provide something for everyone. Visual learners learn from pictures, graphs, and
images. Auditory learners learn from listening to a speaker. And, kinesthetic
learners like to be involved and participate.

Post-Reading

1. Explain the following.
1) to build goodwill
2) to persuade
3) background research
4) outlines the structure
5) to break the ice
6) attention span
7) to briefly glance
2. Match the pairs of synonyms from A and B and translate them.

A B
1. objective a. item
2. inform b. repeat
3. point C. purpose; aim; goal
4. conclusion d. provide information
5. reiterate e. opening; beginning
6. wrap-up f. closing; ending
7. introduction 2. summary

3. Match the noun on the left with a suitable item on the right. Use each
item once.

1. The solutions a. was in written form.

2. Goodwill b. often glanced at his notes.

3. The content ¢. was built with my colleagues.
4. The speaker d. were suggested to do 1t better.

4. Read the text and find the English for:
® [IOSCHHUTE 11€Jb BBICTYILIEHHS
® PacTONMUTE JICI; YCTAHOBUTE JOBEPHTEILHBIC OTHOIICHHS

* OT INpoCTOTrO K CTOARHOMY
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® 33BJIa/ICTh BHUMAHHEM ayIHTOPHH H YICPKHUBATh €TI0
® [OBTOPATH OCHOBHYIO MEICITB
5. Translate the words in brackets.

1) The information in your presentation is (BaxmHa) to the audience. 2) His
(3ama4a) 1s to get a university education. 3) The (comepsxkanue) of his speech is new.
4) He is trying to (vbeauts) local business to invest in the project. 5) That was a
chance to create (o0poskenarensHsle oTHOIEHHs) within your company. 6) This is
the (ocHoBHOE comepaxanune) of your presentation. 7) The buying process is a series
of (mociegoBaTeIbHEIX) steps.

6. Answer the questions below.
= Have you ever made any presentations?
= What is the purpose of giving oral presentations?
* Do you know how to structure a presentation?
* Do you sometimes have to speak in public? On what occasions?
* What ends do presentations usually serve?
7. Suggest effective ways of breaking the ice (establishing rapport) with
audience.
Language Work (2)
1. Look and memorise the words:
a) handout — paznaToyHbIil MaTepHal
The handouts had all the major points of his speech outlined on them.
b) visual aids — narisjuele cpeacria (1ocodus)

Visual aids involve your audience and require a change from one activity
to another.

¢) table — Tabnumna

d) graph — rpaduk, 1uarpamma

e) bar graph — rucrorpaMma (auarpaMma B BUJE cTOI010B)

f) line graph — nmarpaMmMa B BUJIE JIOMaHHOH JTHHHH

g) chart — nnarpamma, cxema, IUIaH, rpadyHK

h) pie chart — cekTopHas auarpamma

1) flow chart — dnok-cxeMma, rpaduk nocneA0BaTEIELHOCTH ONeparui
He arranged the figures in a table.

She drew a graph for each month of the project.

Bar graphs are good for showing how data change over time.
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The data were shown in the form of line graphs.

The chart shows how our sales figures have
improved.

The managers were given a pie chart showing
sales in their various sectors.

[ can’t finish it by the date on your flow chart.

J) overhead projector (OHP) —
MPOEKTOP, AUATTPOEKTOP

Presentations using overhead projectors are useful for small groups.
k) easel — noacraBka; cTeH]

Easels are perfect for classrooms, offices and conferences.

1) PowerPoint slide — cnaiip

m) microphone — MUKpoGOH

n) whiteboard — »nexTponnas jlocka 6€10ro 1pera (Ha KOTOpoH MOXKHO
MUcaTh MapKepamH U npejctariaTb HHGopmauio Ha skpane [1K)

0) pin board — npobkoBas j0cKa

p) laser pointer — nazepHas ykaska

q) flip chart — neKuMOHHbIE IJIAKaThI (IPUKPEIJIEHHBIE K peiike)
1) data projector — uH(GOPMAMOHHBIN MIPOEKTOP

S) screen — 3KpaH

t) remote control — nynbT JUCTAHITHOHHOTO YIpPaBJIEHUs

u) loudspeaker — nuHaMuK

V) extension lead — yUIMHUTEND

w) LCD projector — KK-npoekrop

2. Fill in the gaps with the suitable words: projector, remote control,
loudspeakers, extension lead, laser pointer.

1. The batteries of the ... seem to be empty. 2. Do you have another ...,
please?

3. How do I switch the ... on? 4. Are there any ... available? 5. The light bulb
in the ... seems to be broken.

Reading and Speaking (2)
1. How we take in information during a presentation?
2. Why should we use visual aids?
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Presentations with Visual Aids

75% of what we know comes to us VISUALLY. One of the most powerful
things that you can do to your presentation is to add in visual aids. Professor Albert
Mehrabian did a lot of research into how we take in information during a
presentation. He concluded that 55% of the information we take in is visual and only
7% 1s text. A picture 1s worth a thousand words.

A visual presentation is a teaching method used to communicate an idea.
Charts, whiteboards, pin boards, flash cards, slides, models, photography, or chalk
boards are aids that can be used. A visual presentation includes demonstrations and
illustrated talks.

A visual presentation teaches you to do the following:

e Research a subject.

¢ Express yourself clearly.

e Organise ideas in logical order.
Emphasize the major points of a presentation through visuals.
Develop speaking skills before an audience.
Develop self-confidence.

Visual aids help presenters to emphasize the key points the audience will
understand and remember. The following visual aids should be selected with respect
to the needs of the audience and specific portions of the presentation: tables bar/ line
graphs, diagrams, pie/ flow/ organizational charts. The presentation vehicles are
based upon the audience’s seating arrangement: overhead projectors, easels,
handouts, slides, models, and computer screens. A presentation programme
Microsoft PowerPoint is often used to generate the presentation content.

Plan your visual presentation on paper. Planning saves time and is the key to
an effective visual presentation. Decide what you will say along with each slide. The
title should be short, descriptive, and image making.

During presentation:

e Stand straight but relaxed — do not lean on table or twist one foot behind the
other.
Keep hands by your side.
When you feel nervous hold a pen or cards in your hands.
Make eye contact with the audience. Spread attention around the audience.
Control your voice. Speak loudly enough to be heard and understood. Also
speak slowly. About 20% more slowly than normal.
Avoid long, unnatural pauses.
* Use a pointer to draw attention to important facts.

« & & @

When presenting text on overheads or PowerPoint slides, it is a good idea to use
the rule of six which means:
e a maximum of six lines per slide
e a maximum of six words per line
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If you stick to this rule, you won’t risk overloading your presentation with too much
information.
Items on Creating Effective Visual Presentations
1. Tell a great story that engages the audience and creates curiosity.
2. The 10/ 15/ 30 Rule of PowerPoint.
v" 10 slides — too many slides overload information. Pick the most
important points and focus on them.
v" 15 minutes — present in less than 15 minutes; any longer and you
will lose the engagement of the audience.
v" 30°T Fonts — choose the right font and size; large fonts are easier to
read, small font sizes are hard to read.
3. Less is more — use headlines, not paragraphs. Use single words or
simple phrases for information.
“Perfection is achieved, not when there is nothing more to add, but when
there is nothing left to take away” (Antoine de Saint Exupery).

4. Photos = 1,000 words — use high quality images, they say a thousand
words. Pictures can help listeners to remember and understand information
more effectively than words.

Use symbols and graphs to visualize text.
Typography is important.
Pick the appropriate colour combination — colour palette makes good
design and looks great. Colour also helps to show the organization of the
presentation and to separate ideas where necessary.
Colour combinations for good visibility:
e black on yellow
black on orange
bottle green on white
scarlet red on white
black on white
navy blue on white
white on black
white on purple
yellow on black
purple on orange
e emerald green on yellow (white)
8. Structure slides — use guides for consistent alignment; master slides for
consistent formatting.

SO

You’re giving a presentation ...

1. Introduction (Why) = Opening a Presentation (Tell the audience what you are
going to say!)
= Welcoming the audience

44



Good morning/ afternoon, ladies and gentlemen.

Hello/ Hi, everyone.

First of all, let me thank you all for coming here today.

I'm happy/ delighted that so many of you could make it today.

= Introducing yourself

Let me introduce myself. I'm Kate Needham from ...

For those of you who don’t know me, my name’s ...

As you probably know, I'm the new top manager.

I'm head of logistics here.

I’m here in my function as the Head of Controlling.

We haven’t all met before, so I'd better introduce myself. I'm ...

I hope you’'ll excuse my English. I'm a bit out of practice.

My name is ... and I'm the ... (your position) at ... (your company).

= Saying what your topic is

As vou can see on the screen, our topic today 1s ...
Today’s topic is ...

What I'd like to present to you today is ...

The subject of my presentation is ...

I’d like to tell you about ...

= Explaining why your topic is relevant for your audience
My talk is particularly relevant to those of you/ us who ...
Today’s topic 1s of particular interest to those of vou' us who ...
My/ The topic is very important for you because ...

By the end of this talk you will be familiar with ...

The purpose of the introduction is not only to tell the audience who you are,
what the talk 1s about, and why it is relevant to them; you also can tell the audience
(briefly) how the talk is structured.

= Structuring a presentation (The most common way to structure a
presentation 1s to have three main parts, and then subdivide them into
smaller sections)

I’ve divided my presentation into three (main) parts: x, vy, and z.

In my presentation I'll focus on three major issues.

First (of all), I'll be looking at ..., second ..., and third ...

I'll begin/ start off by explaining ...

I'1l start/ begin with ...

Then/ Next/ After that, I'll go on to ...

Now I'll move on to .../ turn to ...

Finally, I'll offer some solutions.

The final part of the introduction deals with the organization of the talk: how
long it will last, whether there will be handouts, and how questions will be handled.
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* Timing
My presentation will take about 15 minutes.
It should take about 20 minutes to cover these issues.

= Handouts

Does everybody have a handout/ report? Please take one, and pass them on.
Don’t worry about taking notes. I've put all the important information
(statistics) on a handout for you.

I’ll email the PowerPoint presentation to you.

= Questions

There will be time for questions after my presentation.
If you don’t mind we’ll leave questions to the end.
Feel free to ask questions at any time during my talk.

2. Body (How) = Main part (Say it!)
= Signal the beginning of each part
In this part of my presentation, I'd like to tell you about ...
Let me give you a brief overview ...
This means that ...

= Talk about your topic

I must emphasize ...

At this point we should consider ...

As [ mentioned before, ...

This leads directly to the next part of my talk.
Let’s go back to what we were discussing earlier.
This now leads us to my next point.

I’d like to stress the following point.

I"d like to draw your attention to the latest figures.
Id like to emphasize that ...

It would be completely wrong to ...

I think this fact 1s extremely important.

= Signal the end of each part

I'd like to sum up the main points.

Let me briefly summarize what I've said so far.

Finally ...

= Talking about visuals (visuals should be clear and easy for the audience
to follow)

Let’s now look at the next slide which shows ...

First, let me quickly explain the graph.

You can see that different colours have been used to indicate ...

Have a look at this slide.
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As you can see ...

This graph/ diagram/ table/ slide shows ...

The map in the bottom (upper) left (right)-hand corner (in the centre) shows
you ...

3. Summary (What) = Conclusion (Tell them what vou said!)
= Quoting a well-known person
As ... once said, ...
To quote a well-known economist, ...
To put it in the words of ..., ...

= Referring back to the beginning

Let me just go back to the story I told you earlier.

I"d like to quickly go over the main points of today’s topic.
Before closing I'd like to summarize the major points again.
That’s all I have to say for the moment.

= Dealing with questions

Now if you have any questions I'll be happy to answer them.

Does anyone have any questions or comments?

Any questions?

Please feel free to ask questions.

Would you like to ask any questions?

I'm sorry. Could you repeat your question, please?

I’'m afraid I don’t quite understand tour question.

If you don’t mind, I'd prefer not to discuss that today.

Perhaps we could deal with this after the presentation.

Sorry, that’s not my field. But I'm sure Peter Hot could answer your
question.

I’'m afraid I don’t know the answer to your question. Perhaps Maria could
help.

= Calling the audience to action

So now it’s your turn,

So that’s the plan. Now let’s go and put it into practice.
Now let’s make a real effort to achieve this goal.

= Make your final statement (thank the audience)

Thank you very much for your attention.
Thank for your listening.
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Post-Reading
1. Explain the following.
1) to communicate an idea
2) to emphasize the key points

3) eye contact

4) visuals
2. Complete the sentences with the prepositions: about; at; for; into; of; on;
to; with
1. Thank you __coming all this way.
2. I've divided my presentation three parts.
3. Furstof all, I'll give you an overview __ our financial situation.
4. First, we’ll be looking the company’s sales in the last two quarters.
5. In the first part of my presentation I'll focus  the current project
status.
6. Point one deals new regulations for Internet use.
7. Secondly, I'll talk our investment in office technology.
8. After that I'll move on the next point.

3. Match the two parts to make typical sentences from the introduction.
For those of you who don’t know me,

Feel free to

This won’t take more

I'll be passing out

This part of the presentation will take

I’1l start off by giving you

There’s no need

There will be time

el Al S e

to take notes. Everything is on the handout.

about 10 minutes.

I'm Bob Kay in charge of the software division.

ask gquestion at any time.

for questions after my talk.

an overview of our product range.

handouts in a few minutes.

. than 20 minutes of your time.

4, Match English phrases dealing with the ending of a presentation with
Russian ones.

0 e o oR

1. Right. To sumup ... A. B 3akmioucHHE ...

2. In other words ... B. bonbiioe cnacudo 3a Balle BHUMaHHE.
3. Let me finish by ... C. YroObl IOABITOKHTE ...

4. Finally ... D. Ecnu ecTh eriie BOTpoCHI ...
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5. Thank you for your attention. E. [lo3BosibTe MHE 3aKOHUYMTE ...
6. If anyone has any questions ... F. JIpyrumu cmoBamu ...

5. Answer the questions below.
= What are the essentials of effective presentations?
= How can a presenter keep and hold the attention of his/her audience?
* How would you deal with questions which you don’t want to answer?
=  Are visual aids useful for making presentations?

= What presentation tips do you find interesting and useful?

6. Read a sample presentation. Study its structure and standard phrases.
Practice it.

Good morning, ladies and gentlemen. First of all, let me thank you all for
being here today. Let me introduce myself. My name is Don Taylor from IT. I'm a
team leader.

I'm glad that so many of you could come, especially since [ know that this
time of the year is probably the busiest for you, so I'd like to start with my
presentation right away.

As you can see on the screen, our topic today is project documentation. We're
going to look closely at storing, archiving as well as accessing documents in our
new system. We also examine the much improved handling of all project
documentation as well as user rights.

This talk 1s extremely important for all of us who are directly involved in
international project management, right?

Well, I'll start with the background to the project; and then move on to a
description of the new system. Finally, I'm going to list some of the main points that
we should emphasize in the accessing documents. I think if you don’t mind, we’ll
leave questions to the end.

Now firstly, as you all know, ...

Well, with this summary I would like to finish off my presentation. I hope [
have been able to convince you of the importance of our new project and would be
happy to answer any questions. For more detailed information you may call me at
my office. You’ll find my phone number and email address on the top right of the
handout.

Thank you very much for the attention.

7. Write a detailed plan of your presentation and prepare a short

presentation based on any topic you are interested in. Use visual aids in
your presentation.
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Language Work (3)

1. Look and memorise the words dealing with graphs:

a) pie chart — ceKTOpHas aHarpaMma
Pie charts show percentages. Limit to 4-6 slices and use contrasting
colours, or explode the slice of interest to emphasize your point.
b) vertical (horizontal) bar chart — rucTorpaMma (aMarpamMma B BHJE
cTONOLOB)
Vertical bar charts show change over time. For clarity, only show 4-8 bars.
Horizontal bar charts compare quantities, for example number of trainees by
department. Similar to vertical bar charts, limit the bars to 4-8.
¢)line chart — nuarpamma B BHIIE JIOMAHHOM JTHHHH
Line charts illustrate trends, for example number of employees trained per
year. One bar, with proper axes can clearly show a trend with very little
clutter.
d) table — Tabnuua
Tables can be used to show side-by-side comparisons, but require more effort
for the audience to comprehend. Sometimes you might want to reduce the
impact of the data (for example, showing a decrease in the numbers of
employees trained), in which case a table might be more appropriate.

2. Match the more formal phrases with the less formal phrases.

More formal

Good afternoon, ladies and gentlemen.

Today I would like to ...

Let me just start by introducing myself. My name is ...
It’s a pleasure to welcome you today.

In my presentation [ would like to report on ...
The topic of today’s presentation 1s ...

I suggest that we begin now.

. I'm aware that you all have very tight schedules ...
Less formal

a) It’s good to see you all here.

b) OK, shall we get started?

¢) Hi, everyone.

d) Today I'm going to talk about ...

e) What I want to do today 1s ...

f) Iknow you are all very busy ...

g) In my talk I'll tell you about ...

h) As you know, I'm ...

I N
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Part 111

BUSINESS ENGLISH

Business English is a functional variety of the English language used in
various business and commercial situations. Business English is a set of written and
oral skills used for business communication

Unit 1

Business Ethics

v’ Meeting People
v’ Telephoning
v" Business Meetings

Reading and Speaking (1)
1. In what way do you understand the expression “business ethics”?

2. What formal and informal ways to address people do you know?

Business Communication

Most of the scholars agree that British
English is a functional variety of the English
language used in various business and commercial
situations. However, if we use a more specific and
linguistically sophisticated definition given by the
professor T. Nazarova, Business English, being a
“medium for business communication worldwide”, 1s also “an interactive
interplay of registers and a set of written and oral skills used for business
communication”.
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Communication, in all its different types, presupposes that every
participant of any particular situation observes some rules and laws of behaviour
accepted in this or that environment. And this is where Ethics, as a discipline
dealing with “good™ and “bad”™ choices and behaviour, comes to the fore.

The majority of thinking businessmen would agree with the following
statement good ethics is good business.

International relations and knowledge of national etiquette in different
countries are most important aspects of international business. The most necessary
means of establishing, supporting and developing contact with businessmen are
official: official meetings, business dinners, etc.

Relationship building is often a key to long-term business success. In
the United States there 1s a ritual way to meet and greet people. Certain rules or
formulas should be followed. The degree of formality in business varies according
to the company culture. Some companies are more conservative and formal in
how they address each other, how they share information, how decisions are
made, how authority 1s delegated, how people dress, and so on. Other companies,
especially the younger, smaller high technology companies are more progressive
and informal.

If you are a foreigner doing business in the US and you want to call
someone by his or her last name, you may do so. But do not be surprised if your
American colleagues call you by your first name. In a formal situation, you should
be more formal by using titles (Mr., Mrs., Ms., Dr., Professor, etc.) and by adding
Sir or Ma 'am (Yes, Sir/No, Sir, Yes, Ma 'am/No, Ma'am; Thank vou, Sir/ Thank
vou, Ma 'am, etc.).

Along with the handshake, nod of the head, hug, or hand gesture,
Americans engage in small talk. This conversation or chitchat may not carry much
meaning in itself, but 1s designed to break the ice — to ease into a conversation
with someone you have just met. The same questions are always asked: How are
vou? and is answered by Fine, thanks or How are vou? It 1s not questions about
your physical health; it is a standard greeting. Fine, thank you 1s what is expected.

Small talk i1s always used when you first meet someone. If you do not
take part in this polite type of conversation, you will be considered rude and
unfriendly: therefore, it 1s essential to know the formulas. The goal of small talk is
to get to know someone, but you should never ask personal questions too soon.

In the business world, when a relationship is established one may talk
about business. After business hours, when socializing with colleagues or
partners, you will need to know the topics of conversation: weather, sports, good
news, travel, movies, entertainment, and food. If asked, you may discuss work,
where you live, or where you are staying. When people want to relax, discussions
about work or anything too serious are usually not welcomed. Avoid subjects
about money, personal health, bad news, religion, politics, and details about your
family.

Be careful about jokes. Humour varies from culture to culture, and you
may offend without realizing it.

52



Small talk is the best way to initiate a conversation with a potential new
friend, and may last from a few minutes to over an hour, depending upon
circumstances, and is actually important in society. It plays a role in people’s
getting to know one another. It establishes a polite and friendly tone. We form
impressions from how people look, dress, speak.

Small talk at work is essential: it expresses friendliness without
demanding attention. Whether you talk about the traffic or coffee in the vending
machine, the vital message is that you are all part of the same team.

The British are rather formal. Many from the older generation prefer to
work with people and companies they know. Younger businesspeople do not need
long-standing personal relationships before they do business. They prefer to deal
with people at their level. The British are direct, but modest. If communicating
with someone they know well, their style may be more informal, although they
will still be reserved. Most people use titles Mr, Mrs or Miss and their surname.
Wait until invited before moving to a first-name basis. People under the age of 35
may make this move more rapidly than the older British.

Generally, British people do not shake hands, except when they meet
for the first time. People use the handshake as a way to greet a person, make an
agreement or say goodbye.

Post-Reading

1. Explain the following.

1) to engage in small talk

2) medium for business communication

3) chitchat

4) to break the ice

5) handshake

6) to delegate authority

7) relationship building

8) to inibhate a conversation

2. Match the pairs of synonyms from A and B and translate them.

A B
1. welcome a. chitchat
2. clasp hands b. respond
3. greet C. vary
4. answer d. greet
5. chat e. shake hands
6. change f. address
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3. Match the verb on the left with a suitable item on the right. Use each item

once.

l. engage a. hands

2. delegate b. relations

3. establish ¢. in small talk

4. shake d. the ice

5. chat e. about the weather
6. break f. authority

4. Translate the words in brackets.

1. He welcomed me with a wide smile and a warm (pykonosxarue). 2. 1 soon
learned how to make (;ierkas cerckas Oecena) with people at formal receptions.
3. She sent me a (Bexnmeelii) letter thanking me for my invitation. 4. The topic
of (pasrosop) was our business plan. 5. A (npusercrsue) in Japan 1s usually the

bow. 6.

The election results showed that that party had lost (Bnacts). 7. It 1s

(HeBocnHUTaHHLIH) not to say “Thank you™ when you are given something.

5. Answer the questions below.

What is small talk?

Is there a standard course of etiquette when you meet and greet people?
What formal and informal ways to address people do you know?

What does the question How are you? mean?

What are the acceptable topics of the conversation after business hours?

What subjects do you have to avoid when you have just met people?

6. Complete the sentences choosing the best variant.

1) In a formal situation a foreigner can call someone by using

a)
b)
c)

his/her first name.
his/her last name.

his/her title.

2) Small talk carries ... in itself.

a)
b)
c)

a lot of meaning
little meaning

no meaning

3) The goal of small talk is ...

a)

to get to know people.
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b) to ask personal questions.
c¢) to talk about business.
4) After work hours, people like discussing ...
a) their business.
b) weather and sports.
c) their health problems.
5) You can offend people you have just met by ...
a) the way you look.
b) your politeness.
¢) vour joke.

7. Mark the main ideas of the text and retell it in English.

Language Work (1)
1. Look and memorise the words:
[r| ) gr‘eﬁ'f, V. — [IPHBCTCTBOBATE, 300POBATECAH
greeting, n — IPHBETCTBHE
customary greeting — 0ObIYHOE IIPUBETCTBHE

Friends and family members usually greer each other in an informal way.
Business greetings, on the other hand, are more formal.

A customary greeting 1n India 1s pressing your palms together at around chest
level.

b) vary,v. — MEHATb, U3MEHATE
various, adj. — pa3THIHBIH, pa3HbIi, pazHooOpa3HBIH
variety, n. — paznoo0paszue
Business practices vary all over the world.
The various types of websites to meet people bring together millions of
people from around the world.
You can meet people in a variety of different ways.

2. Expressions to introduce vourself and others.
1} Introducing yourself:
I don’t think we’ve met before. I'm ...
Let me introduce myself. My name is ...
1'd like to introduce myself. I'm ...
2) Introducing others:

Let me introduce you, John, this 1s Martin Brown.
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I'd like to introduce you to ...

There’s someone I'd like you to meet. This is ...

Tom, please meet Patrick.

Ben, have you met Thomas?

Jane, this is Mary. Mary, this is Jane.

3) Expressing pleasure to have met someone:

Nice to meet you.

Happy to meet you.

It’s pleasure to meet you.

How do you do? (It is not a question, it means zdpascmeayiime.)
3. Introduce yourself to each other.

Hello/Hi, nice to meet you. / I'd like to introduce myself. I'm ... / My name is

I'm from ... [ am a master of ... /[ work for ...
4. Ask questions, as small talk, from the following notes.
a) you/come from;
b) university/you/study;
c) company/you/work:
d) the job interesting;
e) your/ hotel/like;
f) you/find/the weather/here;
g) you/think/ e.g. London;
h) you/been/before/e.g. London;

1) you/spend/weekends.

Language Work (2)

Dialogue 1: Formal Greetings
Tom: Good morning, Professor Austin, how are you doing?
Professor: Good morning, Tom. I'm doing well. And you?

Tom: I'm great, thank you. This 1s my friend Emma. She is thinking about
applying to this college. She has a few questions. Would you mind telling us about
the process, please?

Professor: Hello, Emma! It’s a pleasure to meet you. I'm more than happy to
speak with you. Please stop by my office next week.
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Emma:  It’s pleasure to meet you, professor. Thank you so much for helping us.
Professor: Don’t mention it. Hopefully, I will be able to answer your questions!
® The greetings good morning/ good afternoon/ good evening are

used at different times of the day. “Good evening” are used after 6
p.m.

® When people meet in the United States, it is customary for them to
shake hands. A handshake lasts for about two or three seconds —
which allows enough time to say “Nice to meet vou”.

® “Don’t mention it” is another way of saying “You re welcome”.
The phrase “You re welcome™ is more formal. However, responses
such as “Don’t mention it. / No problem./ Happy to help” are
informal ways of responding to a thank you.

Dialogue 2: Informal Greetings and Farewells
Jane: Hi, Helen! How’s it going?
Helen: Fine, thanks — and you?
Jane: Just fine. Where are you off to?
Helen: To the library. I've got an exam next week and need to start studying.
Jane:  Oh, no. Well, I'll see you later then. Good luck!
Helen: Thanks. See you later.
o “Hi” is an informal way of saying “hello”.
o “How’sit going?” is an informal way of saying “How are you?”

o “Where are you off to?” is an informal way of saying “Where are
vou going?”

e “QOh, no” is a way of saying “I understand vou are not happy” or “I
svmpathize with vou.”

o “See you later” is an informal way of saying “goodbye.”

Dialogue 3: Formal Introductions
Margaret:  Mr. Wilson, I'd like you to meet Dr. Edward Smith.
Mr. Wilson: It’s nice to meet you, Dr. Smith.
Dr. Smith: Pleasure to meet you, too.

Margaret: Dr. Smith is an economist. He's just finished writing a book on
international trade.

57



Mr. Wilson: Oh? That’s my field, too. I work for the United Nations. I've read
your articles. They're excellent.

o “Idlike” means ‘I would like”.

Dialogue 4: Informal Introductions
Jim: Who’s the tall woman next to Barbara?

Charles:  That’s her friend Mary. Didn’t you meet her at
Steve’s party?

Jim: No, [ wasn’t at Steve’s party.

Charles: Oh! Then let me introduce you to her now.
Mary, this is my friend Jim.

Mary: Hi, Jim. Nice to meet you.
Jim: You, too. Would you like a drink?

Mary: Sure, let’s go get one.

e “Who’s” is the contracted form of who is.

e “Didn’t you meet her...” a ncgative question is used to show
surprise.

e “Mary, this is my friend Jim.” This is a friendly way to introduce
two people.

e “Nice to meet you.” is a typical response after you've been
introduced to someone.

e “Sure” is often used in informal conversation to mean “yes.”

Introduce the following people a) formally, and b) informally.
a) anew student to your teacher;

b) your close friend to your parents;

¢) your colleague to the head of the company;

d) a friend of your age to an elderly man/woman you know;

e) a guest speaker holding a PhD degree to the audience.
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Reading and Speaking (2)
1. Can you imagine working without a telephone?

2. Can you imagine living without a telephone?

Telephone Calls

Even in these days of computers and fax machines the telephone is still a
company’s artery to the world. Of all the communication devices we have available
today, the telephone remains the form most widely used for contacting the outside
world. With telephone communication increasingly complicated by such high-tech
devices as beepers, voice mail, and car phones, new phone etiquette has evolved.

Most of the rules for private calls apply, but business calls need extra skills.
The first secret of being effective on the phone is to smile; it makes the voice sound
friendly. At the beginning of the phone talk the good-mannered say ‘Good morning
(or afternoon), could I speak to ... please’, or greet them by name if they know
them.

A business call 1s not a chat. Politeness should start at the top. Efficient
executives can deal with calls rapidly and courteously and take calls that come
through. If the matter isn’t urgent, and some discussion is needed the caller should
ask whether it’s a good moment to talk or not.

A company receptionist i1s one of the most important people on the staff.
Because he or she is the gatekeeper for every call that goes through. A telephone
greeting should begin with ‘Good morning’ or *Good afternoon.” Following should
be a company name and the name of the person who answered the phone. For
example: ‘Good morning! Customer service, this is Mary.” Be compact, callers,
especially long-distance ones, hate lengthy greetings.

Good telephone manners require that you identify yourself when placing a
call. ‘Good afternoon, this is Mary Smith of Graphics calling. Is Mr. Jones
available?” When you reach Mr. Jones don’t just jump into the conversation. Ask if
he has time to talk.

If a caller i1s connected through a secretary she/he should identify
herself’himself, for example, *I'm Gemma Jones, a secretaryv. [ wonder if [ can help
vou?’ And the following questions should be politely phrased, such as ‘May I say
who's calling?” and “Can [ tell her what it’s about?’, but not *What company are
you from?’ or ‘What's it about?” — which can put people in an awkward position 1f
they aren’t from a company or the matter is delicate or complicated. Before
answering the phone, turn away from your other work. Smile when you answer the
phone. A secretary should let other people speak without interruption.

Almost every business office has an answering machine if the company has
overseas clients, or dealings with those who work flexible hours or from home.

Many people answer the phone haphazardly. Some identify themselves with
first names; some with last; others, with both, and some don’t bother to identify
themselves at all. It's important to remember that the words you choose set the tone
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for the conversation that follows. So it’s to your benefit to choose the words that
will get your conversation off to a good start.

When you are the caller, before dialing, summarize the reason for your call in
a few sentences. When you are connected to a voice mail box, you’ll be ready to
leave a message. Speak slowly. Recognize that writing a message takes longer than
saying it. Leave your telephone number. This saves the other person the time of

looking it up.

Finally, a word about wrong numbers. Everyone misdials occasionally. When
this happens to you, simply apologize hanging up without an explanation.

Post-Reading
1. Explain the following.

1) high-tech devices

2) a company receptionist

3) atelephone greeting

4) along-distance caller

5) to place a call

6) to jump into the conversation

7) an overseas client

8) a volice mail box

2. Complete the business telephone conversation with the phrases: put vou
through, goodbve, hold the line, thank vou, ask who is calling, leave a
message, how may I help vou.

Secretary: Hello, ABC ltd. ?

Caller: Hello, I'd like to speak with Patric Palmer.

S.: Mayl ?

C.: My name 1s Mrs. Palmer. It’s urgent.

S.: Okay, I'll . Please

S.: I'm sorry Mr. Palmer is in a meeting. I can to say that you called.
C.: . I would appreciate that.

S.: You're welcome.

3. Choose the best answer.
1. I'd like to speak to Mr. Wrinkle, please.
a) He is not here.
b) I'm afraid he’s not here at the moment.
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c) Well, you can’t. He is absent.

E\J

Can I speak to a manager, please?
a) Hold on, please.
b) Don’t go away.
c) All right.
3. Can I ning you back later?
a) Yes, ring me.
b) Yes, please do.
¢) Of course, yes.
4. When can I reach you?
a) One hour.
b) When you want.
c¢) I'll be in till 7.00 p.m.

4. Translate the telephone phrases.

- Is that Electronics?

- Ha, mory 1 Bam uem-amdy s nomous?

- I would like to speak to Mr. Alov, please.

- U3BuHUTE, HO €ro ceiidac HeT B oduce, MOTY 5 y3HaTh Bae ums?

- This 1s Nick Soames from Brown & Co. When will Mr. Alov be back?
- On BepHerca B 15 yacos. Bul xoTHTe 0cTaBuThL coodIEHHE?

- No thanks. I’ll ring up again at half past three. Good-bye.

- Beero modporo.

5. Answer the questions below.

1.

* What is the best way to answer the phone?
= What is the best way to identify yourself when placing a telephone call?
*  What rules should be observed when putting someone on hold?

®  What recommendations should be taken into account when answering
company phones?

* What is the best way to ensure that your calls are returned quickly?
Language Work
Look and memorise the useful phrases:
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Answering machine
- The number you 're calling is momentarily unavailable (He nocTynen)
- Please, leave a message after the tone / signal / beep.

- We'll call you back as soon as possible.

2. Dialogue 1: A Telephone Call
John: Hi, Alice, it’s John. How are you?
Alice: Oh, hi, John! I was just thinking about you.
John: That’s nice. I was wondering if you’d like to go to a movie tonight.
Alice: Sure, I'd love to! What’s playing?
John: 1 was thinking about that new comedy ‘Lights Out’. What do you
think?
Alice: Sounds great!
John: OK, I’ll pick you up around 7:30. The movie starts at 8:00.
Alice: See you then. Bye!

« Hi, Alice, it’s John: Hi, , 1t's _1s a casual and friendly
way to say hello on the phone.

¢ I was wondering if you’d like to ... - this is a polite and indirect
way of asking *Do vou want to ...7" John doesn’t want to appear too
direct.

e I was thinking about ... / What do you think? John wants to give
Alice a chance to suggest a movie.

¢ Sounds great! — is an informal way of saying ‘That is a good plan.’

e I’ll pick you up — 1s an informal way of saying “['ll come to your
house so that we can go together.’

Dialogue 2: A Telephone Call
Luke: Hello? Hi, Stephanie, how are things at the office?
Stephanie: Hi, Luke! How are you?
Luke: What did you say? Can you repeat that, please? Sorry, the phone
1s cutting out.
Stephanie: Can you hear me now? No. Luke, talk to you later.

Luke: Sorry, Stephanie, my phone has really bad reception here.
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e Cutting out describes a difficulty in understanding a caller due to
poor cellphone reception. You can also say ‘The line is breaking up
[ I am loosing you | The call dropped.’

e Talk to you later is the equivalent in a phone conversation of ‘See
you later’ in a face-to-face conversation.

e Reception here means the availability of cellular service. Cellphone
reception can be limited in remote areas, inside large buildings or
underground.

Reading and Speaking (3)
1. What types of meetings do you know?

2. What does it mean a successful meeting?

Effective Business Meetings

Great things happen when people come together. Face-to-face interaction is
the place where ideas are generated. Meetings come in all shapes and sizes. There
are the everyday office meetings, board meetings, business meetings, seminars,
conferences, conventions, trade shows and exhibitions. Meetings help to work on
teams, share of ideas, and effectively coordinate. If communication is the lifeblood
of any organization, then meetings are the heart and mind. Meeting is the place
where we communicate our ideas; develop new understandings and new directions,
where we engage with others.

Meetings are an important part of doing business.
Executives on average spend 40%-50% of their working
hours in business meetings. A successful meeting has no
surprises. With proper preparation and careful
- organization, a meeting can run smoothly. Setting goals
and time limits, keeping to the agenda are the key
components of an effective meeting. Preparation also means attention to details
including: room bookings, catering, equipment, etc.

Meetings can be announced by email or be posted on bulletin boards. The
date, location, time, length, and purpose of the meeting should be included. In order
to keep the meeting on task and within the set amount of time, it is important to
have an agenda. The agenda is a list of matters to be discussed in the meeting, and
indicates the order of items. The person in charge of the setting the agenda and
running the meeting is the ‘chairperson’.

Whether you are holding the meeting or attending the meeting, it is polite to
make small talk while you wait for the meeting to start. You should discuss things
unrelated to the meeting, such as weather, family, or weekend plans.

At the beginning of the meeting the chairperson should formally welcome
everyone and thank the attendees for coming. If anyone at the meeting is new to the
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group, or if there is a guest speaker, a person in charge of the meeting should
introduce him or her. In order attendees can be able to follow the agenda it is better
use an overhead projector. Before beginning the first main item on the agenda, the
speaker should provide a brief outline of the objectives.

One of the most difficult things about holding an effective meeting is staying
within the time limits. A good agenda will outline how long each item should take.
A chairperson should stay within the limits.

When decisions cannot be easily made, they are often put to a vote. Most
votes occur during meetings. Votes can be open, where people raise their hands in
favour or in opposition of the issue, or closed (private), where attendees fill in
ballots and place them in a box to be counted. When a motion is voted and agreed
upon, it is carried. When it is voted and disagreed upon, it is failed. Votes are often
put to a majority.

During the meeting, participants comment, provide feedback, or ask
questions. A meeting comes to an end when time runs out, or all of the items on the
agenda are checked off.

Post-Reading

1. Explain the following.

1) face-to-face interaction

2) to work on a team

3) proper preparation

4) room bookings

5) to hold the meeting

6) formally welcome

7) an overhead projector

8) to stay within the time limits

9) to put to a vote

2. Match the noun(s) on the left with a suitable item on the right. Use each
item once.

1. The staff members a. indicates the order of items.
2. The motion b. have been counted.

3. The time limit c. are going to have the floor.
4. The agenda items d. is running smoothly.

5. The agenda e. attended the meeting.

6. The chairperson f. have been put to a vote.

7. The ballots 2. has been set.

8. The meeting h. has been carried.
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3. Complete the sentences with the words (phrases): takes the floor; set a
time limit; in charge; a vote; estimated, chairperson, hold a meeting,

1. They decided to _to discuss the latest sales report.

2. We that it would take two years to complete the job.

3. The representative of the company

4. She is of the family business.

5. The will determine the order in which people will speak.
6. Each shareholderhas _ at the annual general meeting.

7. We of ten minutes for each speaker.

4. Answer the questions below.
= What 1s required to run a meeting smoothly?
* What is the purpose of having an agenda?
= What are the roles of a chairperson at a meeting?
= [s it important to make small talk before starting a meeting?

* Do you know how to finish a meeting?

y'l

Seven golden rules to a successful business meeting.

Be punctual but a few minutes earlier is acceptable.

Do not ask too many personal questions during small talk.

A business meeting is important even when it is held in the pub.

Dress in a neutral coloured suit — either black, navy or dark grey.

N

Do not hold eye contact for too long during business meetings.

Do not bring a personal gift for your business partners.

=~ @

Do not rush or rush your attendants info making business decisions.

6. Find in the text key words and expressions to speak about holding a
business meeting. Retell the text in English.

Language Work
1. Look and memorise the words:
a) attend a meeting — NPUCYTCTBOBATE Ha CODpaAHHH
hold a meeting — NPOBOAHTE COOpaHHE
run @ meeting — PyKoOBOJAHTEL COOpaHueM

I was unable to attend the meeting.
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They hold a meeting every Tuesday.

He is going to run the meeting today.
b) staff members — cOTpYAHHKH (Y4pEKICHHA)

They are staff members of the personnel department.
¢) have (take) the floor — BelCTYNATE, OPaTh CIOBO.

The chairperson has the floor at the beginning of the meeting.
d) vote — ronocoBanme, Npago rojoca; rolocoBaTh

open vote — OTKPBITOE TONOCOBAHHE

privaie (closed) vote — 3aKkpBITOE TONOCOBaHNUE

put to the vote — CTaBUTB HA TOJIOCOBAHHE

He has voted against the proposal.

All staff members are elected by open vote.

The proposal is to be put to the vote.
e) in favour — «3a» (IpH TOJ0COBAHNH)

in opposition — «IPOTHB» (IIPH TOJIOCOBAHHH )

All those in favour raise your hands.

The unions are in opposition to the government.

f) ballot — n3dupareneHbli OHONIIETEHD, CIIMCOK KAHAHWAATOB 15
roJiocoBaHusA

They are counting the ballots now.
g) carry — npHHAUMATH (IPH TOJIOCOBAHHH )
fail — OTKIIOHUTE, HE TPHHATE (ITPH TOIOCOBAHHH)
The proposal was carried by 210 votes to 150,
The resolution was failed.
h) time limit — pernaMeHT, IpeacIBEHOE BpEMA
set a time [imit — yCTAaHOBHTB PEIjlaMeHT
We have already gone over the time limit for this meeting.
i) motion — npeL10KeHHe (Ha coOpaHHH)
put the motion to vote — NOCTABUTE MPeUIOKEHHE HA TOJTOCOBAHHE
Her motion was voted on.

All members of the assembly put the motion to vote on a resolution.
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2. Phrases for conducting a meeting:
Opening the Meeting
e Good morning / afternoon, everyone.
e [f we are all here, let’s start the meeting.
Welcoming and Introducing Participants
e We're pleased to welcome (name of participant)
e We're pleasure to welcome (name of participant)
e ['d like to introduce (name of participant)
Stating the Main Objectives of the Meeting
e We're here today to ...
e Quramisto ...
e ['ve called this meeting in order to ...
Introducing the Agenda
¢ Have you all received a copy of the agenda?

e There are (5) items on the agenda. First, ... second, ... third,

e Shall we take the points in this order?
Setting a Time Limit
e We’ll have to keep each item to ten minutes.
e There will be five minutes for each item.
e ['ve called this meeting in order to ...
Introducing the Items on the Agenda
e So, let’s start with ... / Shall we start with ...
e So, the (first) item on the agenda is ...
e (name), would you like to introduce this item?
Closing an Item
¢ | think that covers the (first) item.
e Shall we leave that item?
e [fnobody has anything else to add, lets ...
Next ltem
e Let’s move onto the next item.

e The next item on the agenda is ...
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Now we come to the question of ...

Summarizing

[ ]

Before we close today’s meeting, let me just summarize the main points.
Let me go over today’s main points.
To sumup, ...

In brief, ...

Finishing up

Right, we’ve covered the main items.

Let’s bring this to a close for today.

Thanking Participants for Attending

e Thank you all for attending

e Thanks for your participation.

Closing the Meeting

e The meeting 1s closed.

e [ declare the meeting closed.

e See you all at the next meeting.

3. Phrases for expressing your ideas in a meeting:

Giving Opinions

May I have a word?
Excuse me for interrupting.
My view is ...

I think that ...

In my opinion ...

The way I see things ...

Commenting

e That’s interesting.

e | never thought about it that way before.

e Good point!

I see what you mean.

Agreeing

e [totally agree with you. Exactly!
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e That’s the way I think.

e [ have to agree with (a participant’s name).
Disagreeing

e ['m not sure ...

o Unfortunately, I see it differently.

e [ agree with you, but ...

e ['m afraid I can’t agree ... I suggest that ...
Asking for Clarification

e Please, could you ...

e ['dlike youto ...

I didn’t understand that. Could you repeat what you said?

What exactly do you mean?

Could we have some more details, please?

Keep to the point, please.
L]
4. Which expressions are used to:
1) comment?
2) disagree?
3) introduce the agenda?
4) ask for repetition?
5) get the chairperson’s attention?
6) request information?
7) give opinions?
8) start a meeting?
9) clarify?
10)  agree?
11)  summarize?

12)  close a meeting?
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Unit 2

Business Correspondence

v Business Letters
v Emails & Fax Messages
v" Business Documents & Contracts

Reading and Speaking (1)
1. What types of business communication can you name?

2. What is the most common form of communication in the 21* century?
Structure of the Business Letter

- S e W We can’t imagine business without

a ~ communication. Business is made through

" ... communication. It can be face-to-face conversation

R organized in the office or at the restaurant or business

' correspondence. It can be held with the help of regular
mail or E-mail.

A business letter is the principal means used by a
business firm to keep in touch with its customers. According to the purpose of the
letter there may be different Kinds, e.g. a letter of request, a memo (memorandum), a
letter of advice, an invitation letter, a congratulation letter, a letter of thanks
(gratitude), a letter of apology, an enquiry letter, a letter of guarantee, a letter of
complaint, a letter of claim, an order letter, etc.

There are special rules to organize a business letter in a right way. The
business letter consists of several parts.

First you should write your own name and address (in the right up corner),
telephone numbers, and then write down the title, name and address of the recipient.
Always type the date, in the logical order of day, month, year (/0" November 20...).
It is important to use the correct title of the person you are addressing to:

Dr. — means doctor (a person, who has Doctor’s degree or PhD);

Professor — if you are addressing the professor;

Myr. / Sir — if you are addressing a male, but is not sure in his title;

Mrs. — if you are addressing a female (married);

Miss — if you are addressing a female (single);

Ms — if you are addressing a female (married or unmarried businesswoman);
Madam — addressing a female if you are not sure in her family status.

70



The salutation is the greeting with which every letter begins. Opening
salutation is typed in the left-hand corner. There are several types of opening
salutation:

Dear Sirs — 1o a company;

Dear Sir — to a man 1f you do not know his name:

Dear Madam — to a woman if you do not know her name;

Dear Sir or Madam — to a person if you know neither the name, nor sex;

Gentlemen — the most common salutation in the United States.

If your correspondent is known to you personally the warmer and more friendly
greeting, Dear Mr ... is preferred.

The message forms the body of the letter and is the part that really matters.
Some letters are very short and may consist of only one paragraph. Many others
have three paragraphs: Introduction (why are you writing?), Details (facts,
information, instructions), Action (what action will you take?).

Finishing the letter is a polite way of bringing a letter to a close and you
should write one of the following phrases:

Yours sincerely; Truly yours, Yours faithfully sign the letter and put your
(title), name and surname.

Business letters have to be written (typed) accurately in plain language.

Post-Reading
1. Explain the following.
1) face-to-face conversation
2) the principal means
3) the salutation
4) the message
5) plain language
2. Match the following attributes on the left with a suitable noun on the

right.
1. logical a. address
2. capital b. sirs
3. mailing c. order
4. dear d. greeting
J. customary e. letter

3. Match the English word combinations with the Russian equivalents.

1. tosign a letter a. MOJJIePKUBATE KOHTAKT
2. to refer to a letter b. MMETE 3HAYCHHE JUTH KOTO-JIH00
3. to enclose documents C. IOJIHCATh ITHCBMO
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to keep in touch with d. pacnooxuTE ajipec
to match a style e. puiaraTb JOKYMEHTbI

to matter to somebody f. COOTBETCTBOBAThL CTHIIH)

= e

to set out an address g, CCBUIATLCH Ha TTHCHEMO

4. Complete the sentences with the words: 0 mean (3HauNTH;
nojpasyMeBath), meaning (3Ha4YeHHE, CMEBICIT), means (cpeacTro; cnocod); by
means of (MOCPEIACTBOM)

1. Business letters may be defined as a _ through which information
is communicated in writing in the process of business activities.

2. One word can have several (s).

3. Doing business ___(s) working out agreements with other people.
4. Students are selected for scholarships an open competition.

5. What does business ?

5. Answer the questions below.
* What is a business letter?
= What types of business letters do you know?
»  What parts does a business letter consist of?

= Why is the language style very important for business letter writing?

6. Find in the text the information about the parts of a business letter and
describe them:

a) the date;

b) the name and address;

¢) the salutation;

d) the message;

e) the complimentary closure;

f) the signature.
7. Write an official letter explaining why you are not able to visit the

meeting.

Language Work

1. Look and memorise the words:

a) a letter of request — TMCcEMO-TIpockDa

memo (d memorandum ) — MTHCBMO C HalmoMHWHAHHMEM, ITaMATHAA 3allMCKa

72



b)

c)

d)

g)

a letter of advice — yBeJIlOMHTENIEHOE TTHCBMO

a letter of credit, L/C — akkpeAUTHB

an invitation letter — NHCBMO-TIPUTIIAIIIEHHE

a congratulation letter — NO3APaBUTENLHOE MHCHMO

a letter of thanks (gratitude ) — 6narogapcTBeHHOE MHCHMO
a letter of apology — NHCEMO ¢ H3BHHCHHEM

a letter of confirmation — NMCLMO-TIOATBEPAKACHHE

an enguiry (inquiry) letter — MICEMO-3a11poc

a letter of acknowledgement — MACBEMO, TTIOATBEPAKIAOIIEE YTO-THOO
a letter of guarantee — rapaHTHHHOE ITHCBMO

a letter of complaint — nuceMo-xkanoda

a letter of claim — NHCEMO-peKIaManus

an order letter — MICEMO-3aKa’s

A memo was sent to all departments.

I sent the company a letter of advice warning them that they should be
ready to accept payment.

I wanted to send a letter of credit to the branch nearest the hotel.
letterhead — manka Ha pupMenHoOM BnaHKe

Remember to change the address on the letterhead.

salutation — obpanienne

Leave two lines between the subject and the salutation.

to sign — NOAIUCHIBATH

signature — 1OJIHCE

He signed his name at the end of the letter.

Our company cheques need two signatures.

closure — 3akmounTenbHas Gopmyia (1McbMa)

complimentary closure — 3aKmo4uTenbHas GopmMysa BeKIHBOCTH
(muceMa)

The closure is a polite way of concluding a letter.
to enclose — nipunarark, BKIaABIBATE (B IIMCEMO)
enclosure — npunoxeHne

I enclosed documents.

capital (letter) — nponxucHas OyKBa
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Print it in capitals (capital letters).

2. Standard Phrases to use in business writing:
The start
e Dear Sir / Madam;
e Dear Mr Smith / Mrs Smith / Miss Smith / Ms Smith;
e Dear Jane.
The Reference
e With reference to your letter of 12h May, 2014,
e With reference to your phone call today (yesterday);
e With reference to your advertisement in the newspaper.
The reason for writing
e | am writing to confirm ...;
e | am writing to apologize for ...;
e [ am writing to comment on ...;
e [ am writing to apply for ... .
Enclosing documents
¢ [ am enclosing ...;
¢ Please find enclosed ... .
Closing remarks
¢ Thank you for your help.
¢ Please contact us if you have any questions / problems.
¢ Please contact us if we can help in any way.
Reference to future contact
e [ look forward to hearing from you soon.
e [ look forward to meeting you next week.
¢ [ look forward to seeing you next Monday.
The finish
e  Yours faithfully / Yours sincerely;
e Sincerely yours / Yours truly (AmE);

e Best wishes.
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The thanks (gratitude)

Thank you for ...;

[ feel I must write to thank you for ...;
[ am very grateful for ...;

[ am truly grateful for ...;

[ wish to say how grateful I am for ... .

The congratulation

Permit me to congratulate you on ...;
May we congratulate you on ...;
We congratulate youon ...;

Please accept our sincere congratulations on ... .

Reading and Speaking (2)

1. What is an email?

2. What is the purpose of a fax message?

Email and Fax Communication

E-mail writing has become a large part of modern communication,

particularly in business. The world has become much smaller now that we have the
ability to send and receive e-mail messages over great distances at an incredible
speed. However e-mail was originally used as an informal means of communication.
Therefore business e-mail letters are less formal in style than ordinary business

letters.
W E-mail is short for electronic mail. E-mail
N correspondence gets from one place to another in a
E’ matter of minutes. Connecting to the Internet provides

in minutes

you with e-mail services and an e-mail address which
looks like this: nickname @someplace.com (@ means

: at, and com indicates the domain, in this case, a
: company). The Internet is a communication network
- B

that links computers all around the world via modems.
Companies send documents from one place to another

. E-mail is an up-to-date method of transmitting data, text files, and

digital photos from one computer to another over the Internet. And now e-mails
have become one of the most widely used forms of business and personal
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communication. E-mails are quick, so they are good for chatting, inviting people
out, keeping in touch and doing business.

E-mails do not necessarily contain all the elements important for business
letters. So e-mails are usually shorter and it takes less time to compile and send
them. The e-mail language i1s much closer to spoken English than traditional
business correspondence style.

Information about the sender and the receiver (addressee) appears at the
top in a special frame — so the writer doesn’t have to use traditional greetings. Mr
Black, Dear Peter, Peter are all acceptable ways of starting an e-mail.

As e-mails are designed for speed, they usually avoid the formal
expressions used in letters, and people often do not write in complete sentences
using abbreviations. A message should be short to fit on one screen, whenever
possible, thus keeping all important information visible at once. Be sure your
message is easy to answer.

You can end your e-mail with:
e Best wishes
e All best wishes
e Best regards
* Regards
* Yours
To people you know well, you can end with:
e All the best
e Best
People often sign e-mail with their first name.
There are a few important points to remember when composing e-mail,
particularly when the e-mail’s recipient is someone who does not know you.
= Include a meaningful subject line; this helps clarify what your message is
about.
= Open your e-mail with a greeting like Dear Dr. Jones, or Ms. Smith.
= Use standard spelling and punctuation.
= Don’t write unnecessarily long e-mails (4 or 5 paragraphs). Write clear, short
paragraphs.
* In business e-mails, try not to use abbreviations such as PLS (please) and
BTW (by the way).
= Finish with a closing decision, hope or apology.
®* Include a Signature Block in every e-mail — your name, title, business
address, telephone number, fax numbers, e-mail address and website address.
Be polite and give as many contact details as possible so that the reader can
contact you in different ways.

Even in today’s modern age of the Internet, it is still necessary to send and

receive faxes. Most companies, large or small, have a fax machine. This allows
them to send facsimiles of any document. A fax message is the message that is sent
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or received over a fax machine (phone lines are used) or online fax service. The
word fax comes from the word facsimile standing for perfect copy.

The original document is scanned with a fax machine; the information is then
transmitted as electrical signals through the telephone system. A fax message is
often sent when particular official correspondence needs to be sent or received
urgently and it is not possible to send the documents via email.

Post-Reading

1. Explain the following.

1) an e-mail message

2) 1n a matter of minutes

3) a communication network
4) an up-to-date method

5) personal communication
6) a sender and a receiver

7) subject line

8) a Signature Block

2. Match the pairs of synonyms from A and B and translate them.

A B
1. current a. transmit
2. send b. reply
3. include ¢. contain
4. answer d. up-to-date

3. Make the sentences complete by translating the words in brackets.

1.  We have come to deliver a (coodbmenue). 2. They have supplied
(coBpemenHelii) equipment. 3. I sent the documents (¢ momometo) fax. 4. 1
will be able to (nepeceiiars) that email to you.

Complete the sentences choosing the best variant corresponding to the
contents of the text.

. The most widely used form of communication is ...
a) a fax message.
b) an email.
¢) a business letter.

2. The symbol @ is followed by ...

a) the person’s name.
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b) headers and footers.
c¢) the domain.
3. A fax machine processes atextasa...
a) a graphic image.
b) a bit map.
c) electrical signals.
4. A fax messages faces a competition from ...
a) modern technologies.
b) e-mails.

¢) business letters.

th

. Answer the questions below.
* What are the advantages and disadvantages of e-mails?
* Are e-mail letters as formal in style as ordinary letters?
* What are the rules for writing e-mails?
® What is the structure of an e-mail?
* Do you know what the symbol @ means?
= What is the procedure of sending a fax message?

6. Mark the main ideas of the text and retell it in English.

Language Work
Look and memorise the words:
a) to transmit — nepejaBaTh, OTIPABIATH, MOCHLIATH
The information is transmitted electronically to the central computer.
b) destination — MeCcTO Ha3HAYEHUS

send an email to its destination — OTIPAaBHTE ICKTPOHHYIO IIOUYTY I10
aapecy

This program allows you to send an email directly from PC fo its
destination on the Internet.

¢) to attach — NPHKPEIIATE

attachment —  upukpernienue; uHoOpManug, NPHKpEIIeHHas K
COOOLIEHHID

To attach a file to an email, follow some steps.
d) via —4depes, IyTeM, ¢ MOMOIIBIO
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Contact us via e-mail.
2. Phrases usually start an email:
e Dear Sir / Madam
e [I'm sorry I haven’t written before, but I've been very busy.
e [t was wonderful to hear from you again.
3. Phrases usually end an email:
o Well, that’s all for now.
¢ [ look forward to hearing from you as soon as possible.
e Thanks for your email.
e Yours truly.

e Take care.

Reading and Speaking (3)
1. What is a contract?

2. What’s the difference between an agreement and a contract?

Business Documents and Contracts

A contract may be defined as an agreement between two or more parties to do
or not to do certain things which is binding in law. Every contract is an agreement
but not every agreement is a contract. For example, a business contract could be for
the sale of goods or supply of services at a certain price. There are different types of
contracts including:

e asales and purchase contract;
e a partnership agreement;

e alease of business premises;

e alease of plant and equipment;

e an employment agreement;

e a loan contract;
e an employment contract;
e aturnkey contract.

The process for creating a contract generally includes information exchange,
discussion, negotiation and employment agreements. A business contact must
contain four essential elements: offer; acceptance; intention to create legal relations;
consideration. These elements of a contract can be briefly explained as follows: a
contract is formed when one party makes an offer and that offer is accepted by
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another party for an exchange of some benefit by the parties (this is the
consideration element). The intention of the parties is that they are legally bound by
the contract.

The party making an offer is known as the offeror, the party to whom the offer is
made is known as the offeree. The contract comes into existence when an offer has
been unconditionally accepted.

Contracts can be verbal or written. But a verbal contract is much more
difficult to prove. Some types of contract such as those for buying or selling real
estate and credit must be in writing.

If you are a business owner you are able to read a contract and understand
what it means. But you should always get legal advice before signing a significant
contract.

A business contract can include some general matters:

parties to the contract

date of the contract

description of the goods and services that your business will provide
payment amount and terms

terms of delivery

insurance conditions

e termination conditions.

Once a contract is made, it cannot generally be changed, that’s why one should
never be pressed into signing a contract without first reading it carefully.
Contractual agreements give rise to rights and obligations known as the terms of a
contract.

In common-law countries the term ‘contract’ covers much more than the
formal legal documents. A contract may take the form of any written agreement or
a series of letters or even a conversation (an oral contract), if the essential
elements are present.

In the Middle East, the spoken word is often honoured and followed more than
the written word. It is common to continue negotiating what is in the contract even
after the contract has been written and signed.

Post-Reading

1. Explain the following.

1) to bind in law

2) legal advice

3) general matters

4) date of the contract

5) terms of delivery

6) termination conditions

7) the terms of a contract
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2. Match the English word combinations with the Russian equivalents.

1. to make an offer a. HMEHIIHH KPHIHYECKYH CHITY

2. acceptance an offer b. noropopHsle 0043aTeNLCTBA

3. averbal agreement C. NPeAIOKEHHE 3aKTIOYUTE CAENKY
4. a written contract d. CTOpPOHEI B JI0T0OBOpE

5. is binding in law €. YCTHBIiT TOTOBROp

6. parties to the contract f. MHCEMEHHBII A0TOBOP

7. the terms of a contract g. IPUHATHE TIPEIUTOKEHHSA

8. contractual obligations h. ycnoBHA KOHTpaKTa

3. Complete the dialogues by filling the gaps with the correct type of a
contract: a loan contract, a lease contract, a hire purchase contract, a
service contract, a hire contract

1. — We rented a car for a week. — What did the _cover?!

2. — The office’s windows are always dirty. I want them clean regularly by a
firm of window cleaners. — You’ll need a good

3. — I want to buy a new car but we can’t afford to pay the whole price at
once. I'm going to pay in monthly installments. — You’ll need to check the
interest rate on the

4. — We're going to be living in London for about 18 months, so we’re going
to rent a flat. — Make sure you get a reasonable

5. — I'm going to have to borrow a large sum of money for about three years.
— Try to get the best you can from your bank.

4. Answer the questions below.
= What is a contract binding?
* In what situations do people need contracts?
* What types of contracts do you know?

» What essential elements must a business contact contain?

Language Work
1. Look and memorise the words:
6‘) a loan contract — KOHTPAKT Ha MOMYHCHHC KPpCIHTA
o ."-‘ﬂ.".é’.i' contract — KOHTPAKT Ha IPOIaARY
a purchase contract — 10TOBOP KYTUTH-TIPO/IAKH
oan emph}ymmr contract — KOHTpPAKT HailiMa

a service contract — JOTOBOD O NMPCOOCTABJICHHUH YCIIVT
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a consultancy contract — 10TOBOP 0 KOHCYJIETHPOBAHHH

@ hire contract — JOrOBOP 0 HaHMe

a hire purchase contract — 10TOBOp O NMPOJake B paCCPOUKY

a lease contract — apeHHbIH MOAPSL

a turnkey confract — KOHTPAKT IO KJIKOU»

b) to draw up a contract — cCOCTABNATE KOHTPAKT

1o Ji'fgifi’ a contract — nNoANnHCcaTh KOHTPAKT

to enter into an agreement — 3aKII0YHTE JI0TOBOP

io enforce a contract with someone — 00ecnedHTh HCOJTHEHHE KOHTPAKTa

the parties of a contract — CTOPOHBI JOTOBOPA

2. Situations when the agreement between the parties was explicit:

The relationship between the parties is based on the contract (not on
personal relations).

The exchange of promises was detailed (not general).
Future can be predicted and is included in the contract.
Clear beginning and ending to time of agreement.
Responsibility 1s to both parties.

Belief in cooperation.

If business transaction doesn’t work, both companies try to work
together to solve the problem.
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Unit 3

Applying For a Job

v" Getting a Job
v" Application Forms
v" A Job Interview

Reading and Speaking (1)
1. What is required to apply for a job?
2. What is the most difficult part to get a job?

How to Apply For a Job

Getting a job begins with locating and applying for jobs that will advance
your career plans. It also involves convincing employers that you are the best
applicant for their job openings. The way you apply for a job and present your
qualifications can greatly influence an employer’s impression of you. Therefore,
you should know how to contact employers, how to complete application forms, and
how to make a good impression in job interviews.

All these skills can improve your chances for employment. Most employers
consider several applicants for each job opening.

One of the most common ways to learn about job opportunities is by word-of
mouth. Many jobs are filled by people who have heard of job openings from friends,
relatives, teachers and others.

Another way to locate job opportunities is through the classified section of
newspapers. Many professional newsletters, magazines, and other trade publications
carry advertisements for job openings. From such advertisements you can learn
what profession, skills, and experience are necessary for the job. Information about
job openings is also available from employment agencies.

You first contact with an employer will be either to apply for a known job
opening or to find out if any jobs are available. Your contact with employers should
be effective and orderly. The most common ways of contacting employers are by
mail, by telephone, and by personal visit to an employer’s office.

Getting a job is a very hard period in the life of most people. Companies
choose an employee according to special rules, that’s why there’re special factors,
influencing on employer’s choice. Among such factors are: age, sex, experience,
family background and marital status, personality.
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Post-Reading

1. Explain the following.

1) locating and applying for a job
2) job openings

3) to contact an employer

4) chances for employment

5) to carry advertisements

6) to choose an employee

2. Match the English word combinations with the Russian equivalents.

1. to apply for a job

to advance a career

-3

Tad

to contact an employer
to consider several applicants
the most common way

word-of mouth

~N e ke

to be available from an employment agency

a. CBA3AThCA ¢ padoToaaTeneM

b. Mmonea

C. OBITh JOCTYIIHBIM B ar€HTCTBE 110 HaliMy
d. noaasathk 3asBJIeHHE O lpHeMe Ha padoTty
€. paccMaTpuBaTh HECKOJIBKHX KaHIHIaTOR
f. npoaeHKeHHEe N0 CIyKeOHOMH JICCTHULIC
g. caMblil 00BIYHEIH ClIOCOD

3. Fill the gaps with the suitable words and define parts of speech.

a) avail

b) available

c) unavailable  d) availability

1. Unfortunately, the Career section you are trying to access is _ for the

moment. 2. [ will check the

of my staff for that date. 3. I tried to ___

myself of this opportunity to improve my English. 4. Match your strengths with

jobs.

4. Answer the questions below.

* What job are you thinking of applying for?

* What are you worried about?
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* Do you want to work full-time or part-time?
= Do you have a job now?

* Do you want to change your job?

5. Mark the main ideas of the text and retell it in English.

Language Work
1. Look and memorise the words:
a) to employ — HaHuMaTh (Ha paboTY); UCNOJIBL30BATh
an employer — naunmarens, pabotoaarenn
an employee — ciyxawmi, paboTaromui no Haimy
More than 2,000 people are employed in the industry.

Emplovers consider several applicants when they want hire a new
emplovee.

b) to advertise — peKIaMHPOBaTh, IOMCIIATE 0OBABICHHE

advertisement — pexnama, 00bsBIEHHE

Many companies advertise jobs on the Internet.

Big companies often pay celebrities to appear in their advertisements.
c) available — HATMYHBII, IMEIOIIMICH B PACTIOPAKEHHH

availability — Hanuumne

Part-time jobs are available for college students.

Many companies choose to produce abroad because of the low labour
costs and the availability of skilled labour.

2. References to the advert:

= | see from your advertisement in the ... (newspaper) that you have a
vacancy fora ...

= [t was with great interest that I read the advertisement for ...

= | was interested to learn that your company wishes to recruit ...
3. Applying for a job:

= [ should like to apply for the position of ...

= [ wish to apply for the job of ...
4. Request of a vacancy

= [ would be interested to know whether you have a vacancy for ...

= Jam looking for a position in ...
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Reading and Speaking (2)
1. What application forms are required?

2. What information does a resume include?

Job Application Forms

When you apply for a job, you will be asked to send your CV (resume),
together with a letter or e-mail of application. It is important to know how to
write a good resume, or a summary of background and qualifications, and a letter
of application (a cover letter, a letter of interest). All these skills can improve
your chances for employment.

If you are applying for a new work place you have to send your CV
(curriculum vitae) or Resume, the Application (Cover) Letter, and the Letter of
Recommendation that are expected in such cases.

Most applicants for white-collar jobs get in touch with employers by mail
(email). A letter to an employer should be type-written. In the application letter,
introduce yourself and explain why you are writing. Briefly indicate an
experience and skills you have that relate to the kind of job you are seeking.
Include your address and telephone number so that the employer can reach you. If
you contact an employer by telephone, try to provide the same information that
you would cover in a letter.

A resume or a CV is a summary of your history and professional
qualifications. Most employers consider several applicants for each job opening.
Thus, the employer has to consider two sets of qualifications if he wants to
choose from among the applicants: professional qualifications and personal
characteristics. A candidate’s education, experience and skills are included in the
professional qualifications. These can be listed in a resume or summary of your
background.

Employers often receive a lot of applications for a job, so it is very important
to make sure that your CV and job application letter create the right impression
and present your personal information in a brief, well-structured, and attractive
way. A CV should be clear, with a limited number of main sections, so that an
employer can pinpoint the information they are looking for quickly and easily.
You do not need to give a lot of details.

The resume usually consists of the following parts: Personal. Education,
Work Experience, Interests and Skills, Hobbies.

Here is how you should organize your resume:

1. Your name, address and phone number go at the top.

2. Under Personal you write:

a) when and where you were born;

b) your marital status (married, single or divorced), your children;

¢) citizenship.
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3. Under Education you describe:

a) University (school) you finished and the years of study (for example
2010-2014 The State University of Architecture and Civil Engineering
of Voronezh);

b) the diplomas and degrees obtained, also mention the subject (e.g. The
State University of Voronezh, Economics);

¢) a higher degrees (e.g. Master; Ph.D), and the university which granted
it.

4. Work Experience:

List the jobs, the years you worked, the position you held. This should be
presented in the chronological order starting from the last job.

If you are a research scientist or deal with studies, you should list publications
and mention in brackets their total number.

In case you have no work experience in the field, mention your summer jobs,
extracurricular activities, awards.

5. Interests and Skills:

Include the foreign languages you speak, computer skills, extensive travel,
particular interests or professional membership (for example, if you are after a job
1N computer programming, mention it).

6. The last is Hobbies:

It is good to mention here a hobby that can help get the job you are after (e.g.
playing chess, reading).

It should be noted that a resume (CV) can be structured differently and may
vary in length from one page to three.

Send your Resume, along with an Application (Cover) Letter and a Letter of
Recommendation to a specific person. The person should be the top person in the
area where you want to work. Refer him (her) to your Resume and ask for an
interview.

The samples of a Resume (CV), an Application (Cover) Letter (a Letter of
Interest) and a Letter of Recommendation:

Application Letter
8 September, 2014

Dear Mr. Jones,

[ am writing to apply for the job (position) of an accountant advertised in
yesterday’s “Financial Times”. I enclose my Resume and a Letter of
Recommendation from Mr. J. Smith of Smith and Sponsor Bank, Manchester.

I have recently moved to your town and feel that my qualifications would
enable me to be a productive member of your company.

I am available for an interview.

I look forward to hearing from you.

Yours sincerely,
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Resume (CV)

Emily Alison Biggins

47 Portney Hill

London

SW 16 4QX

Telephone (508) 548-2353

Personal:
Date of birth: 15 August, 1997 — London, the UK.
Marital status:  married, one child
Nationality: British citizen, possessing United States Alien Registration
and permanent residency.
Education:
2007-2011 Bedford College, London University, England.
BA — Economics
2011-2013 University College, London University, England.
MBA — Finance and Management
Work Experience:
2013 — Present  Accountant Company: Public relations officer. 205 Heritage
Place. Falmouth, MA, 02540,
2011-2013 Philip Wilson Publishers Ltd. Secretary to the Sales Manager.
Interests and skills:
Languages: French, German. Computer skills
Hobbies: Mountain skiing, reading.

Letter of Recommendation
19 November, 2014

Dear Mr. Jones,
Having known Mrs. Biggins for three years as a staff-member of my

department, I am pleased to write this Letter of Recommendation for her.

During the years that Mrs. Biggins worked with us she always excelled in

whatever activity she undertook.

It is important to mention here that she has good working knowledge of

French and German and speaks both languages fluently. [ also want to emphasize
her computer skills.

Mrs Biggins has my fullest support and I would be pleased to provide further

information if necessary.

Yours sincerely,
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Post-Reading

1. Explain the following.

1) to apply for a job

2) a summary of background and qualifications

3) a white-collar job

4) job opening

5) two sets of gualifications

6) to pipoint the information

7) extracurricular activities

2. Match the English word combinations with the Russian equivalents.

l. as advertised 4) B BallICM PACHOPAKCHHH 11 HHTCPBEIO
2. broaden my experience b) xnare orBera

3. my CV is enclosed C) OCHOBBIBATLCH Ha 0OBABIEHHH B razere
4. available for the interview d) pacupHuTh CBOIi ONBIT

5. hearing from you €) NpHiIaraTth CBOE pe3roMe

3. Fill the gaps with the suitable words: position, wide, to apply, fluently,
ideally, in.

I wish the position of a salesman as advertised Tuesday’s Herald
Tribune. This 1s a for which I believe I am suited. I speak Spanish
and have experience of working abroad.

4. Answer the questions below.
= What information does an application letter usually include?

* Why is it important to send both an application letter and a CV to the
job a person applies for?

* [In what cases do people have to write a resume?
* How is a resume structured?

* Should the resume you write be a detailed personal history or a
summary of your personal history and qualifications?
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5. Write your own CV in English using qualifications you already have, or
ones that you think you might get in the future.

Language Work
1. Look and memorise the words:
a) a position — JOIKHOCTE
She took up an important position in this firm.
b) to pinpoint — TOYHO ONPEIENAT, BBIACIATh, TOJUYCPKHBATE
He pinpointed the city on the map.
¢) brief — kpaTKui, cKaThIH

The covering letter 1s a brief introduction to the rest of your written
application.

d) available — HANTWYHBIA, UMEKOIIHICA B paclIOpsKeHUH
Part-time jobs are often available for students.

e) an applicant — KanHaT HA JIOJAHOCT, 110/1aTe/b 3asBIEHNS

f) two sets of qualifications — 1Ba BU1a XapaKTepPHCTHK

The employer has to consider tweo sets of qualifications if he wants to
choose from among the applicants.

g) work experience (background) — oneiT paboThl

h) reference letter — pekoMeHIaTEILHOE TUCHEMO

1) white-collar job — BeicokoKBaTHQHIMpOBaHHasA padoTa
blue-collar job — au3koxBanuduIIMpoBaHHas paboTa

Jj) good working knowledge — xopoume 0a30BbI¢ 3HAHKA, TOCTATOUHBIE s
OH3HEC-TIEPETOBOPOB

k) BA (Bachelor of Arts), BSc (Bachelor of Science) — cTenens dakanaBpa
I'YMAHHTAPHBIX MM ecTecTBeHHBIX Hayk (the first degree received on
graduating a university)

1) MA (Master of Arts), MSc {(Master of Science) — creneHn Marucrtpa
IryMaHuTapHeiX / ecrecTBeHHbIX HayK (the second university degree)

MBA (Master of Business Administration) — creneHs Marucrpa o
MEHEKMEHTY

m) Ph. D (Doctor of Philosophy) — xannuaat Hayk (a science degree)

2. References to the work experience:

= For the past (5) years I have been employed as a ...
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= | was responsible for ...

= ]specialisein ...

* This is a position for which I believe I am ideally suited.
* | gained wide experience in market research.

= [ am fluent in English and French.

* ] am keen to broaden my knowledge in the field of ...

3. References to the resume:

= [ enclose my Curriculum Vitae which will give you more details of my
career.

4. References to the interview:
= [ would greatly appreciate the opportunity of an interview.
= [am available for an interview at your convenience.

= [ look forward to hearing from you. Hoping for a favourable reply.

Reading and Speaking (3)
1. How do people prepare for a job interview?

2. What items do people bring to job interviews?

A Job Interview

When you apply for a job, you will need to go on interviews to meet with
employers face to face. Personal characteristics are evaluated through interviews.
The interview helps the employer to find out if you are the best person to hire for the
job.

The interview is probably the hardest part of getting a job. If you are invited to
attend an interview, confirm the appointment by letter, telephone or email.

There are some recommendations, which can help you. If you're to go to an
interview tomorrow, sleep well before it. Take your CV and application form to the
interview. Sometimes the person who is interviewing you has not seen it. You
should choose corresponding dress code for the interview — first impressions are
important.

Read annual report of the company, use the Internet to research about the
company to show your understanding of the corporate strategy on the interview.
Prepare answers for questions which you think the interviewer may ask you. In
particular, think of examples of your achievements in previous jobs or while at
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university, and how you have managed difficult situations. Think about your
personal strengths and weaknesses, and how you would describe your personality.

Prepare a list of questions which you may want to ask the interviewer. Possible
subjects include the company, the job, working hours and holidays, responsibilities.
Ask yourself why the company should choose to employ you, instead of the other
people who are applying.

The first interview may be followed up over the phone. From there it 1s a short
wait until the company calls back with their offer, or mails a rejection.

Statistics say that personal characteristics are often more important than
professional qualifications on the interview. Show willingness to study and work
and show loyalty to the company. Speak loudly and emphasize important aspects of
your education and work experience.

On the interview you are asked questions, and the way you answer will show
what kind of person you are and if your education, skills and experience are suitable
for the job and match what they’re looking for.

Tips for a Successful Interview

Job interviews can be stressful; however, with the proper planning and
preparation, you can get the job.
Before the Interview:

o Research the company and prepare relevant questions. Interviewers
appreciate when job candidates demonstrate interest in the company and
the available position.

e Organize all paperwork, including your resume, and references from
previous employers.

e Plan responses to common interview questions.

e Prepare for questions about your salary expectations by finding out how
much employees in the position you are applying for are typically paid.

During the Interview:

¢ Make a good first impression by arriving on time for the interview. Make
sure to dress in clean and professional attire. Be polite and use the
interviewer’s name when speaking.

e Respond to all questions clearly. Interviewees should provide solid
examples of how their previous experience relates to skills needed for the
new position. Also, be sure to explain your future career goals.

After the interview:

¢ Follow up immediately with a thank-you note restating your interest in the
position.

o Employers may request a call-back to obtain more information.

1. Mark the following statements as true or false.
1. A job candidate should ask about the company during the interview.
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2. Interviewees make a good impression by dressing professionally for the
Interview.
3. A call-back is a typical way for job candidates to follow up after an
interview.
2. Fill the gaps with the suitable words or phrases: interview, followed up,
.s'aku'_‘.-‘. resume, interviewee

1. Mac by thanking his interviewer.

2. After the , Ms. Mills wasn’t sure if Tara was right for the
position.

3. Mary’s lists her professional background.

4. Mr. Jones is paid a good .

5. The arrived early and waited until the manager was ready.

3. Choose the correct words or phrases.
1. interviewer / job candidate
A. The was impressed by Ms. Jones and offered her the job.
B. Mr. Cruz decides to interview the
2. attire / paperwork
A. The dress code requires professional :
B. Ms. Jessup had to fill out some before she could begin
her new job.
3. reference / call-back
A. Tracireceiveda _ after the interview.
B. Jason asked Ms. Watson if he could list her as a on his job
application.
4. thank-you note / job offer
A. Bob declined the because he found a position at another
company.
B. Paige sent Mr. Trujillo a for helping her complete the
project.

The sample of an Interview:
Andrew Brandon has a job interview
Interviewer: Good morning, Mr. Brandon. My name 1s Ms. Martin. Please have
a seat.
Andrew:  Good morning, Ms. Martin. It’s pleasure to meet you.
You've applied for the Saturday position, haven’t you?
Yes, Ms. Martin.
Can you tell me what made you reply to our advertisement?
Well, I am looking for a part-time job to help me through university. I
think that 1'd be really good at this kind of work.
Do you know exactly what you would be doing as a shop assistant?
Well, I imagine 1 would be helping customers, keeping a check on the
supplies in the store, and preparing the shop for business.
[: What sort of student do you regard yourself as? Do you enjoy
studying?

= T g T

=
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[ suppose I'm a reasonable student. I passed all my exams and I enjoy

my studies a lot.

Have you any previous work experience?
No. I've been too busy with all the subjects to get a good result. But last
summer holidays I worked part-time at a take-away food store.

Now, do you have any questions you'd like to ask me about the

position?
Yes. Could you tell me what

hours I'd have to work?

We open at 9.00, but you would be expected to arrive at 8.30 and we
close at 6.00 pm. You would be able to leave then. I think I have asked
you everything I wanted to. Thank you for coming to the interview.
Thank you, Ms. Martin. When will I know if I have been successful?
We'll be making our decision next Monday. We’ll give you a call.

Thank you. Goodbye.
Goodbye, Mr. Brandon.

Post-Reading

. Explain the following.

1) to meet face to face

2) personal characteristics

3) corresponding dress code

4) to manage difficult situations

5) personal strengths and weakne

S3E8

Match the English word combinations with the Russian equivalents.

to make an appointment
to advertise goods
to be suitable for the job

to manage a situation

A

to attend an interview

a) CIIPaBIATLCA C CHTYALIHCH

b) npHCYTCTBOBATE HA HHTEPBLIO

C) HAZHAYHTh BCTpEYy

d) yIOBIETBOPATE TPEOOBAHHAM

€) pEKJIaMHPOBAaTh TOBAPbI

6. to meet the requirements f) coorBeTcTBOBATEL padoTe

Choose Do and Don’t on the interview:

Find out as much as you can about the job beforchand.

Choose your interview clothing w

ith care.

Make sure you know where the interview office is and how to get there.

Be on time, or better, a few minutes early.

Bring with you certificates,
recommendation.

samples of your work and
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Bring a pen; you will probably be asked to fill in an application form.
Answer all the questions as best as you can, and write neatly.
Answer every question the interviewer asks. Be clear.

If you do not know something about the job, admit it. Stress that you are
willing to learn.

Show some enthusiasm when the job is explained to you.

o Ask questions at the close of the interview (for instance, about hours, pay,

holidays, or if there 1s a training programme).
Walk into the interview chewing gum or smoking.
Shake hands with the interviewer.

Answer ‘Yes” or ‘No’ or shrug.

Sit down until you are invited to.

Have a drink beforehand to give you courage.

Fill the gaps with the suitable words: advertise, resume, personal,
applicants, qualification, an employment agency.

1. We are going to interview three for the position.

!‘«.}

Lh o

woo

If you need an applicant for this position, in a special section of the
local newspaper.

She has a good for the position: a college degree, wide experience.

[ want to find a new secretary, so I'll call

If you are an applicant for the position, you have to write your
Don’t ask him questions, it will be impolite.
Answer the questions below.

= How to create a good impression at an interview?
* Why is an interview the most difficult part to get a job?
* What is required to prepare properly for an interview?

= [g it necessary to memorize all the answers beforehand?

What does the saying mean “You never get a second chance to make a
first impression™?

= What is meant by personal characteristics?

You are applving for a job as ... (a manager, a book-Keeper, an
accountant, a financial analyst assistant, any job you want). Practice the
following interview questions.

1. Can you tell me a little about yourself?
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What kind of training or experience do you have in this field?

Do vou have a job now?

What are your responsibilities?

Why do you want to change your job?

Why did you leave your last job?

What do you think are your strong points (greatest strengths)?

What do you consider to be your weak points (greatest weaknesses)?
Why are you interested in this job?

10. Do vou want to work full-time or part-time?

11. What salary do you want?

12. Do you have any questions?

Language Work

1. Look and memorise the words:

a)

b)

c)

d)

requimmfnr — T]JEBCIBHHHE, HeoOX0aHuMOEe YCIIOBHE
to meet the FE’QI.HIFEHIE’IHS — YIOBICTBOPATE ]'IDT[JCGHDCTE]'E-I

Your qualifications match the job requirements. 1 meet the requirements
for a position.

interview — cobece/10BaHHE, HHTEPBBIO; MPOBOAUTEL coDece/loBaHue

to attend an interview — IPUCYTCTBOBATH Ha coDecel0BaHHH (HHTEPBLIO)
an interviewer — IpoBOAAIINHA cobecel0BaHHE

an interviewee — HHTEPBLIOHPYEMBIH, JAIOUIHH HHTEPBEIO

I am getting ready for this job interview.

The interviewer asked him some questions.

They asked the interviewee about his work experience.

an appointment — BCTpeya, CBHIAHHE

to make an appoinimeni — Ha3Ha4aTh BCTPEYy, JOTOBOPHUTECA O BCTpPEUE
I have an appointment with the director for three p.m.

Please make an appointment with my secretary.

to manage a situation — COPaBIATLCA C CHTYAIIHEH

How would you manage a situation?

strength — CUJILHAS CTOPOHA, JOCTOHHCTBO

weakness — cnadocTh, HEJIOCTATOK
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g)

h)

What do you consider to be weaknesses (strengths) in the job you are
applying for.
rejection — OTKas3, OTKIOHEHHE

When you apply for a job, it is possible that you may receive a letter of
rejection for the position.

to be suitable for the position — COOTRBETCTBOBATE JOJIMKHOCTH

If an employer can’t find anybody suitable for the position, a personnel
office can help him to find a qualified employee.

to evaluate through interviews — OLIEHHBATL Yepe3 HHTEPBLIO
(cobeceiopanne)
Personal characteristics are evaluated through interviews.

2. Invitation to the interview

= We would be grateful if you could come for an interview with Mr
Muller on Tuesday 4 April at 10 o’clock.

3. References to the approval

= We are pleased to inform you that ...
= We have pleasure in informing you that ...
=  Your application for the position of ... has been successful.

* You have been accepted.

4. References to the rejection

= We regret to inform you that your application has not been accepted.
= [ am sorry to inform you that the position has already been filled.

* We are sorry but we have no vacancies at the present time.

5. Job Interview. Decide the best response to your interviewer’s questions.

Why should we hire you and not someone with experience?
a) I offer energy, intelligence and loyalty.

b) First come, first served.

¢) You need to hire me to get the answer.

What do you consider loyalty to a firm?

a) No stealing stationery.

b) Confidentiality and dependability.

¢) Coming to work.

. What are your weaknesses?

a) I can’t resist chocolate cake.
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b) Expecting others to be as honest as I am.

c) Always arriving late for meetings.

. Why do you want this job?

a) Itis a job with prospects.

b) It pays well.

c) My friend works here; he likes the company.
. Where would you like to be in five years?

a) I don’t know.

b) Running the company.

¢) In a challenging position with responsibility.
. Why do you want to work for this company?

a) I've been unemployed for too long.

b) Well, I've heard that it’s a company that pays its employees well.
c¢) It’s a company with future.

. How did you hear about this vacancy?

a) I researched your company and rang Human Resources.
b) A friend of a friend told me about it.

¢) My brother works here.

. Have you looked at our website?

a) Yes. It is very comprehensive.

b) Not yet, but I will after the interview.

¢) Do you have a website?

. We need someone now, not in three months. Could you begin earlier if
you were offered the job?

a) My present company will not allow it.
b) Well, that is a question I didn’t expect.
c) If [ were offered this job, I would try.

10. Do you like working with your current boss?

a) No. I think he can’t manage people.
b) No. He is too aggressive and lazy.

¢) No. However, I've learnt a lot from him.

11. During the busy summer period we all work every weekend. Would you

have a problem with this?
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a) I would hope to arrange a system so that not everyone has to work
every weekend.

b) I'm a team player and would be prepared to work when necessary.
¢) I have holidays booked and enjoy my free time too much.
12. Why do you think we should employ you?
a) Some other company will if you don’t.
b) I believe you won’t find anyone better than me.
c) I believe I'm the best person for the job.
Answers: 1.a; 2. b; 3.b; 4. a; 5. ¢, 6.¢; 7. a; 8 a;9.¢;10.¢c; 11. b; 12. c.
6. A Successful Interview. Match the questions to the answers.
1. Why are you leaving your present job?
How do you evaluate success?
What are your salary expectations?
What do people most criticize about you?
Do you prefer to work alone or in a team?

Do you tell your boss if he is wrong?

T

What motivates you?

a) I am comfortable in both situations.

b) I would like to know more about the job, please.

¢) Ensuring our clients get the best service.

d) It depends on the situation and what he 1s about.

¢) Meeting goals and having satisfied colleagues.

f) There is no on-going criticism. I learn from my mistakes.
o) There are now no new challenges for me.

Answers: 1. g; 2. e; 3. b; 4. f:5.a;6.d; 7. c.

Final Test for Masters

I. Use correct forms of the verbs ‘be’ and ‘have’ depending on the context.

1. All managers ____ responsible for managing human resources.
2. Many firms  a personnel department.

3. The goal of this program ___ to ensure employee competence.,
4. He performed his task perfectly.

5. The disciplinary actions ____ performed in three stages.
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6. You ____to compensate your workers adequately.

7. Sometimes firing can __ avoided by transfer to another job.

8. We __ hired several new sales representatives.

9. They_____ been hired after detailed interviews.

10. There ____ three steps in an effective disciplinary program.

11. Top, or administrative, management complete responsibility for the
whole organization and also the authority to run it.

12. Middle management _ to do with a lower level of the firm, such as a
department within a division.

13. As one person cannot do all jobs, some work and authority to be
delegated from this person to subordinates who__ lower down the chain of
command.

14. We __ seen that delegation helps to give people more experience and

makes their work more interesting.
15. However, the person delegating authority___to keep overall responsibility
for the decisions.

I1. Choose the right form:

1. He tries to finish his thesis, but he ... information.
a) find; b) finds; c¢) has found; d) had found

I~

. It would be ... if you could answer my fax-message.
a) cheerful; b) good; c¢)glad; d)kind

3. The objective is not only to identify the problem, . . . it.
a) but solving; b) but also solving; c) but to solve; d) but also to solve

4. If you use pictures and slides, your report will be much ... .
a) interesting; b) most interesting; ¢) the most interesting;
d) more interesting

5. The article was so complicated that it ...the whole day yesterday.
a) had translated; b) was translated; c) was being translated; d) is translated

6. The problem is easy enough for ... to solve at once.
a) I; b)me; c) my; d) mine

7. The matter . . . at the meeting now is very important.
a) 1s discussed. b) is discussing: c) has been discussed;
d) i1s being discussed

8. ... the firm is almost bankrupt, buying a computer is out of question.
a) because; b) for; c¢) while; d) whether
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9. Professor Smith makes us ... our reports.
a) print; b) to print; c) printing; d) printed

10. Please . . . Xerox copies of copyrighted material without the publisher's
permission.
a) no make; b)not make; c)don’t make; d) not to make

11. Microprocessors, unlike computers, are programmed to complete ... defined
tasks.

a) specific; b) arduous; c) several; d) similar
12. I have to write two ... this week.

a) hundred-word articles; b) hundred-words articles; ¢) hundreds-word articles;

d) hundred-word’s articles

13. The staff ... in the conference room.
a) is meeting; b) are meeting; c¢) meeting; d) have met

II1L.

1. Make up a question.
We bought a new computer. (What ...7)

2. Finish the question and answer it.
You can take the train, ...? No, ... . It’s too far.

4. Make up negative sentence.
You/ busy

5. Change the sentence into Passive Voice.
He runs the Marketing Department.
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ENGLISH GRAMMAR

NOUNS (CYINECTBHTE.JIBHBIE)

MUma cymecTBHTENbHOE — HacTh pe4dH, o0O03Ha4awomas ImpeaMeT H
oTBevarouasn na gornpocsl: kmo mo? (Who is this?) wnm ymo smo? (What is this?)
Mmena cymectBuTenbHble gendarcs Ha codocreeHHble (John Black — Jlycon Biask,
Great Britain — Benurxobpumanus) n HapuuarensHeie (a table — cmon, snow —
cree, freedom — ceobooda).

CyliecTBUTENbHBIE TAKKE MOApa3eNATCA Ha HcuHHcaAeMble (a house —
oom, houses — doma) u Heucuucnsemsle (bread — xuef), advice — cosem,
weather — nocooda, furniture — vebers u ap.).
bonbmmMHCTBO MMEH CYIIECTBHUTENBHEIX B AHIIHHCKOM #A3BIKE YNOTpeONsAeTcs C
APTUKIISIMH.

ARTICLE (APTHK/JIB)

a (an — mnepeja cIOBaMM, HAYMHAIOIIMMMCA ¢ TJIACHOH) IPOHCXOAUT OT
YHCIHTELHOTO ONe W 03HAYAST 00UH U3 MHO2UX, KAKol-mo, 1oboll.

I am a student. A cmyoeum (ouH 03 MHOTHX ).
This is an apple. 2mo — ad1oko (KaKoe-10 0OIHO U3 MHOTHX).

Ecnu  nepel  CYUIECTBUTENBHBIM B @IUHCTBEHHOM  YHCIIE  CTOHT
HeOoNnpeAeEHHbIN apTHKIIbL, TO BO MHOKECTBEHHOM YHCIIE OH OIyCKaeTcs.

This is a book. These are books.

Taxkum oOpazom, HeompeAelEHHEBIH apTHKIL a(am) MoXKeT ynoTpedIaThes
TOJNBKO HEPE/L CYLLECTBHTENBHBIMH B €IHHCTBEHHOM YHCIIE,

Onpenenéuuelii apTHKIL the TPOMCXOAUT OT YKa3aTeIbHOT0 MECTOMMEHHS
this. YacTo neperoaUTCs CIOBAMH 3MoOm, 3ma, 3mo, mu. YnoTpednserca nepes
CYILECTBUTENBHBIMH, KaK B €IHHCTBEHHOM, TAK H BO MHOKECTBEHHOM YHCIIE,

OnpeneTéHHBLIH APTHRIL YIOTPeOIseTeo:

1. Korja peus naér 0d onpenenéHHoM JULE HIH HIPEAMETE.
Where is the pen? [0e pyuka? (M3BecTHAsS HaM)
2. [Tepen cymiecTBUTENBHLIM, €CITH €MY MPEIUIECTBYET NpHIaraTe/ibHOE B

IIpE‘-HOCKGﬂ,HOﬁ CTEINEHH HIIH IIOpH,.'I,HDBﬂE‘- YHCIIHTENEHOES,

What is the longest river in the world? He was the first to come.

3. [Tepen reorpaguueckMH Ha3BaHHAMM (Ha3BAaHHAMHM OKEaHOB, MOpEH,
PeK, rOpHBIX XpeOTOB, HacTEl CBETA H T.JL.).

The Indian ocean, the Baltic sea, the North, the Thames, the Alps.

4, [Tepen cyniecTBHTENEHEIMH, €/IHHCTBEHHBIMH B CBOEM po/ie.
What is the highest mountain in the world?
5. B pane BeipaxeHHi, TAKMX Kak

in the morning, in the evening, in the afternoon, etc.

APTHEIIN He YIOTPed s Te:

1. Ecnu  kKakoe-nmbd0  CYIIECTBHTEIBHOE YIOTPEODJIAeTCA B CaMOM
0000mEHHOM 3HAYECHHH,
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Crime is a probem in most big cities. /Ipecmynuocms xkax maxkosas, a ne
KaKoe-mo KOHKPemHoe npecmynieHtie.

Life has changed a lot in the last two years. JKusue kax maxosas, éoobuye.

2. [Tepen uMenaMu coOCTBEHHLIMH:

England, Russia, London, Mr.Johnson, Tuscany.

OpnHako nepen GaMHIHAMH, YIOTPEOJSEMbIMH BO MHOKECTBEHHOM 4YHCIIE
wist 0003HAYEHHA WICHOB OJHOH M TOH Ke CeMbM, ynorpediserca onpeacaéHubii

APTHKIb.
The Johnsons. Cenws /[oconconos.
3. [lepen HazBaHMAMH BPCMEH roJ1a, MECALCB W THCH HEICIH.

He always goes the South in summer. English classes are on Monday.

PLURAL FORM OF NOUNS
MHOXKECTBEHHOE YHCI0O CYIIECTBHTE/IbHBIX

OcnoBHeIM  criocoboMm  00pazoBaHHds  MHOMKECTBEHHOI'0  4YHClIa HMEH
CYIIECTBUTENLHLIX sBIsAeTcd npuOaBlIeHHE OKOHYAHMA -8 MIH —es (eciH
CYIIECTBUTENLHOE 3aKaH4YHBaeTcA Ha - 0, - ch, - sh, -§§ WM — X B €JHHCTBEHHOM
qyHCIe).

-5 -es
a bag — bags a glass — glasses
a cat— cats a fox — foxes
a rOSe — roses a walch — waltches

a bush — bushes

Tomato (nommop) — tomatoes; church (nepkoes) — churches; bush (kycr) —
bushes;  kiss  (momemyii) —  kisses; box  (kopobka) -  boxes,
Ho: kilo (kumorpamm) — kilos; photo (dororpadus) — photos; piano (posis) —
pianos; soprano (conpaHo) - Sopranos.

Ecnu cymecTBHTENBHOS OKAaHYMBACTCA HA - ¥ M IIeped - ¥ CTOMT COIJIACHASA
Oykea, Mel "'y'"" Mensem Ha "'i'"' u mobaBnseM - es.

Hanpumep, a dictionary — dictionaries; baby (manwini, pedenok) — babies;
fly (myxa) - flies.

Ho: a boy — boys, a day — days (nepej -y cTOHMT riacHas).

Hekoropele HMMEHa CYHICCTBHTEIBHBIC, OKaHuuBarowmmecs Ha -f, -fe,
00pazyiOT MHOXECTBEHHOE YHCIO MyTéM H3MeHeHus -f Ha -v u npubaBneHHeM
OKOHYaHMS -es.

a half — halves
a wolf — wolves
a wife — wives

Ho: roof — roofs, safe — safes.

Pan cyimecTeuTensbHBIX 00pa3yioT (OpMY MHOMKECTBEHHOTO YHCIIA 0COOBIM
obpazom: a man — two men; a woman — three women; a foot — two feet; a tooth
— ten teeth; a goose — four geese; a mouse — five mice; a child — nine children; a
sheep — six sheep; a deer — seven deer; datum - data; phenomenon -
phenomena
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POSSESSIVE CASE OF NOUNS
MPUTSKATEJIBHBIA MAJIEXK CYIIECTBHTEJIBHBIX

B coBpeMeHHOM aHT/IHMIICKOM fA3BIKE CYIIECTBUTEIBRHOE MMeeT ABa majexka:
obmuii ¥ npuTsKaTeabHblid. CyllecTBUTeNbHOE B 00IIEM Tajieke HE HMeEeT
CHCHHATIBHBIX OKOHYAHHWH, €r0 OTHOIICHHE K JIPYTHM CJI0BaM B IPELIONKCHHH
onpenenseTca MECTOM B MPEANIOKCHHH H CMBICIOM.

The student asked the teacher. Cmydenm cnpocun npenodasamens.
The teacher asked the student. /Ipenocdasamens cnpocun cmydenma.

CyecTBUTEIBHOE B MPUTAKATEILHOM Majeke 0003HaYaeT MPHHALISKHOCTh
npeaMeTa JIHIY HIH APYroMy NPEeAMETY H CIYMAKHT ONpeielieHHeM K Jpyromy
cyuecTBuTenbHOMY. [IpHTSKaTeNbHbI Maaex obpazyercs nyTém npudasieHus 's K
(hopMe eITMHCTBEHHOr0 YMCJia CYLIECTBHTENBHOrO H ' K (hopMe MHOKECTBEHHOI'O
HHCIA.

the student's room — xovunama cmyodenma

Ann's book — knuca Anu

the students' room — koyvnama cmyodenmos

girls' books — knueu degouex

Jpyrue 3HaueHus pycCKUX najiesked B aHIIMHACKOM H3bIKE [E€pPEaroTes
COYECTAHMEM CYIICCTBHTEILHOTO ¢ IIPEIIOTOM.

to the student — cmyodenmy

by the student — c¢mydenmon

about the student — o cmydenme n 1.1,

COYETAHHUA CYWECTBHUTE/IbHBIX BE3 IIPELTOI'OB
(UEmOYMKH CYIMECTBHTEIBLHBIX)

B coderanuun cyumecTBUTENbHBIX 0€3 NPEIUIONOB ONOPHBIM CJIOBOM ABJISETCH
He TepBoe¢ (Kak B PYCCKOM A3BIKE: zaeedyiowjuil Kadempoit;, ckopocme BeTpa), a
mocne/iHee cyniecTBUTenbHOE. CyIIecTBUTENbHBIE cJ€Ba OT HEr0 BEHIIOIHAIOT
thynkuuio onpenenenus, T.€. orBevyaioT Ha Bornpoc what / which / what Kind /
whose? (kaxott / komopweili / ueti?) W NEpeNalOTCA HA PYCCKHI A3BIK WIH TIPH
[TOMOILM MPHIIAraTelIbHOTO, WK CYIIECTBHTEIBHOIO B KOCBEHHOM IaJIeKe:

ocean floor — duo oxeana

ocean current — okeaHuYecKkoe meueHue

surface current velocity — cxopocms nogepxnocmnozo meuenus

air mass — gozdviunas macca

air mass density — niiomuocms 6030VIHHOU MACChI

temperature drop — nadenue memnepamypsi

water drop temperature — meunepamypa Kaniu 800bl

KOHBEPCHA

Kounsepcus — 310 cnocod 00pazoBaHUs HOBLIX CIIOB APYroil yacTu peun Oe3
u3MeHeHus (opMbl  crnoBa, 0e€3 MOMONIM  CIOBOOOPA30BATEIBLHBIX DJICMEHTOB.
Hanpumep, ot cymecteurensHoro work (pabora) oOpazoBaica rmaron to work
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(padoTars), a OT MpHIAraTeIbHOro wet (BlIakHOCTh) — riaron to wet (YBIaxHSATS).
Ecnu Takoro poga clioBa BCTpeHarOTCA B TEKCTE, H Cpa3y Helb3s ONpeaeiuTh HX
IPUHALIEKHOCTE K TOH MM MHOI 4acTH pedH, TO HEOOXOAHMO BBIACHHTH, KaKHM
YIEHOM TMperioskenus ono sApadercs. Crnenyer rtakke odpamare BHMMaHue Ha
CONMYTCTBYIONINE JaHHBIM CJIOBaM npeanord, aptukiau u 1.1, Hanpusmep. The result
of the match was 1:0 to England. (The result — cyumecTBuTeIbHOE: HaIW4HE
apTukis, hyukuusa noaiekamero). Heavy rains result in floods. (result — rnaroan:
(pYHKLHA CKa3yeMoro).

B Cllﬂﬂﬂpe IIpHBﬂJLH'I‘CH BECh KOMILIEKC 3HAYEHHH I{EI{DI'D-JIHGG CllIOBa
(CYLIECTBHTEIBHOTO, MPHIATATEIBHOTO, Taroia), OQHaKo HET CMBIC/IA YHTATh BCIO
CTOBAPHYK) CTaTBK TOAPSAI: CHavala HYKHO ONpeAeNlHTh, Kakoil 4acThl0 pevH
ABINACTCH JIAHHOC CIHOBO, HCXOIH H3 €0 Jlﬂ“lﬂ;HHﬂ-IpHMMﬂ'l’H‘{ECKHX [I]}HEHEUCGB H
npekae Beero (YHKIMM B TPEAAOKCHHH, M JIMIOL 3aTEM MCKATH B CIOBape
COOTBETCTBYIOILEE JIEKCHYECKOe 3HaYeHHe W noa0HpaTh Haubolee MOAXOIALIMI
BAPHAHT TEPERO/IA.

ADJECTIVES. DEGREES OF COMPARISON
I[MPHTATATEJIBHBIE. CTEIIEHH CPABHEHHA INNPHJTATATE/IBHBIX

Hms npunarateabHOE —— 9acTh PeHH, 0003HAYAIONIAS IPH3HAK IIPEAMETA.

fine weather — xopowasa nozoda

English literature — aneruiickas aumepamypa

[IpunararenbHble HMEIOT CACAYIOUIHE CTEIICHH CPABHCHUA: MOJIOKHTEIBHYIO,
CPaBHHTEIIBHYIO U IPEBOCXOAHYIO.

. Opnocnosuple (T.€. COCTOAIIME M3 OJHONO cCjora) npuiaratejibHble
00pa3zyloT CpaBHUTEIBHYK) CTeleHb TNpH Tomoiu cyddukca -er,
MIPEBOCXOAHYIO CTelleHb — IPH NoMolH cyddukca -est.

MJIAEHTEITEHAR CTEINEHB CPABHHTE/IEHAH CTEINEHL MpeBOCX0HAA CTEMNEHD

deep — raybokuii deeper — rayoae the deepest — camulii TIVOOKHIA
hard — TaxEnblii harder — Taxenee the hardest — cambiil TaKENLIH
big — Gonkinoi bigger — Gonke the biggest — campiii Gonboi
cheap — newépniii cheaper — newerne the cheapest — caMbrii nemérwii

2. HekoTtopeie OBYCIO/KHBIC NPHIATATCIBHBIC: a) HMMCIOIINAC YIApCHHC Ha
BTOPOM cJjiore ¥ 0) OKaHUHBAKOLIHECS HA -Y, -er, -ow, -le, 00pa3yroT cTeneHu
CPABHEHUS TAKHM JKe 00pasoMm.

NIFEHTEILHAH CTENEHL CPABHHTENIBHAA CTENMEHL NpeBOCX0IHAA CTENEH L

polite — BeHKIHBLIH politer — BexnHBee (the) politest — camblii BeATHBEIIH
sunny — collHe4YHbI sunnier — donee conHedHslii (the) sunniest — caMmesli CONHEYHBIA
shallow — menkmii shallower — Gonee menknii  (the) shallowest — camuiil menkuii
simple — npocToii simpler — mpoine (the) simplest — npocTeiinmii

3. bonepmHHCTBO ABYCIIMHHBIX, H MHOTOCIOMHBIX  [IPHNTAraTClbHBIX (T.C.
cocTosAIIHe H3 3-X cIOToB U OoJee) 00pa3yOT CpaBHHUTENBHYIO CTENEHb MPH
IIOMOILIH ¢JIOB more — Oouee W less — MeHee, a IPEBOCXOJIHYHY CTEIIEHb —
IPH TTOMOIIH ¢JI0B Most — Haubdonee, camplii U least — naumenee.
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MIGEAITEIBHAH CTEMCHL CPABHHTEILHAA CTENEHL

interesting — uHTEpecHkIH more interesting — Goliee HHTEpECHBII
less interesting — McHEC HHTCPCCHEINH
expensive — 10poroi more expensive — bonee goporoi

less expensive — MeHee JOporoii

NnpeBpocxoIHan CTENCHE

(the) most interesting — caMbIil HHTEPECHEIH
(the) least interesting — HauMeHee HHTEpeCHBIH
(the) most expensive — camulil oporoii

(the) least expensive — HAMMEHES TOPOTOI

4. HexoTtopsie npuiarateibpHbic 00pa3yOT CTEIICHH CPaBHCHHA OT JAPYTHX
KOpPHEI.

MIEAEHTEIRHAA CTEINCHDL CPABHHTEIEHAA CTENMEHL NPpeBOCXOIHANA CTEIEHE

good — Xopomuii better — ny4me (the) best — cameprii Ty
bad — noxoit WOorse — xXvyie (the) worst — camblil 110X 00
much, many — muoro more — dDonsine (the) most — Gonkme Beero
little — m1amo less — menBIIE {the) least — MenBImE BeeTO
far — nanéxuii farther (further) (the) farthest (furthest)

— JanLIe — CcaMBLIH JanBHMH

CPABHHTE/IBHBIE KOHCTPYKIHH

as ... a8 — TAKOH ... KaK

not S0 ... as — HE TAKOI ... KaK

than — vem

much / far / a lot + cpaBuMTENbHAS CTENEHb NPHIAIaTEIBHOIO — HAMHOI'O

the + cpagHuTeneHas creneHs ..., the + cpaBHHTelbHas CTelleHb

MPHIAraTEILHOTO — YEM ... , TEM

He is as tall as his brother. On marxou sce avicokuti (maxozo e pocma),
Kax u ezo opam.

He is not so brave as his brother. On ne maxot xpabpwiii, kax ezo bpam.

The winds in St.Petersburg are stronger than in Moscow. Bempol &
Canxm-Ilemepbypee curvnee, uem 6 Mockee.

Some clouds form much higher in the sky than the others. IHexomopuie
obiaaka odPasomea HAMHOZ0 bllie, Yem dpyaue.

The farther north you go, the colder the climate becomes, Yem danvuue cui
npodeuzaemecs Ha ceaep, MeM Xoa00Hee CMaHosumcs KiuMdam.
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NUMERALS (UHCJIMTE/IbHBIE)

HWms yncnurensnoe — 4acTh pedd, 0003Ha4Yalomas KOJIHYECTBO MPeMETOR
(KomUYecTBeHHbIE YHCIWTENbHBIE), a Takke TOPAJA0K NpPeaMeTOB TPH CHETe
(MOPSIKOBBIE YHCIITENIBHEIE).

0 zero, o[ou], naught, 1 — one, 2 — two, 3 — three, 4 — four, 5 — five,
6 — six, 7— seven, § — eight, 9 — nine, 10 — ten, 11 — eleven, 12 — twelve,

13 — thirteen, 14 — fourteen, 15 — fifteen, 16 — sixteen, 17 — seventeen,

18 — eighteen, 19 — nineteen, 20 — twenty, 30 — thirty, 40 — forty, 50 —
fifty, 60 — sixty, 70 — seventy, 80 — eighty, 90 — ninety, 100 — a/one hundred,
200 — two hundred, 1,000 — a/one thousand; 8,000 — eight thousand;

200,000 — two hundred thousand; 1,000,000 — a/one million;

6,000,000 — six million; 121 — one hundred and twenty one;

7,006 — seven thousand and six.

first — nepewiii, second — Btopoii, third — Tpernii, nanee nopsakosbie
YHCITHTENBHBIE 00pa3yloTes 0T KOJMMYECTBEHHBIX MyTEM npHdasnenus cydduxca -
th.

fourth — gerséprrrii, fifth — naTeri, sixth — mectoii, seventh — ceaepmoii,
eighth — Bocemoit, ninth — jersiroiii, tenth — jecsroiii.

Oxondanue -y 1OpH  00pa3’oBaHUH TOPAAKOBOTO YHCIHMTEILHOTO  OT
KOJIMYECTBEHHOTO MeHAETCA Ha -1 1 mpHbasnderca cyddukc -eth.

twenty — twentieth — upajnuareiii, forty — fortieth — copokogroii

1/2 a half, 1/3 a/one third, 3/4 three quarters, 2/9 two ninths
0.25 — zero/nought point two five, 2.456 — two point four five six
7.089 — seven point o[ou] eight nine, .7 — point seven.

PRONOUNS. PERSONAL PRONOUNS
MECTOUMEHHAH. .THYHBIE MECTOHMEHHA

MecTouMeHHe - 4acTh Peud, KOTOpas yKaseslBaeT Ha JIMLO, NMPEAMETHI HITH
KOJTHYECTBO, HO HE Ha3hIBAET MX.

we - Mbl, who - k10, that - ToT, SOme - HeckoIBKO

Mecroumenne o0bMHO yroTpedisieTcs B NPEATOKEHHH BMECTO HMEHH
CYIUICCTBUTENBHOIO WM HMEHH NPHIAraTe/IbHOIO, 8 HHOT/1a BMECTO YHCIUTEIBHOTO
1 HApe4Hs.

Jane studies the Russian language. She likes it. /[Dicein uzywaem pyccruu
AzwiK. OH el Hpasumca.

She has some books in Russian. V neé ecme neckonvro knue na pyveckom

AIBIKE,
HMCHHTCIBHBIH NATeHE 00BLCKTHBIH NAIeHK
-1 me - MHe, MeH$
he - on (0 yeiloBeke) him - ero, emy, um
she - oHa (o 4enopeke) her - €, el
it - OH, OHa, OHO (HE O YEIIOBEKE) it - ero, emy, ¢
We - MbI us - Hac, HaMm
yOu - ThlL, BEI you - Tede, BaM, Bac
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they - onu them - ux, um

POSSESSIVE PRONOUNS
NMPHTAKATE/IBHBIE MECTOHUMEHHS
npocras gpopma adcomoTHas dopma (6e3 cymr.)
my — Moil mine - MOii
his — ero his — ero
her - ¢é hers - ¢é
its - ero, eé its - ero, eé
Our - Hat ours — Haiu
your - TBOH, Balll yours - TBOi, Balll
their - ux theirs - ux

MecTtonmeHnne it 0OBIMHO 3aMeHSET paHee YNnoTpedIEHHOE CYIIECTBUTELHOE
B €/1.9HCIIe, He oDo3Havaromiee Yenoseka: wind / dog / lake = it (= ou / ona / ono).

Mectoumenue it MMeeT J1Be OCHOBHBIE (DYHKIHH,

It wmoxer OBITE crogoM-3aMecmumenem, KOTOpOe 3aMeHseT paHee
ynorpedJIEHHOE  CYIIECTBMTEIBHOE B EIMHCTBEHHOM 4ucliie, 0003Hauawlee
npeaMeT WK noHsTHe. B Takux coyuaax it mepemaéres Ha pYCCKHI S3BIK CIOBAMH
"oun / ona / ono”.

This is a new map. It is very large. Dmo nosas kapma. Ona ouens 60abUAA,

It MokeT BRIMONHATE GYHKUHIO ¢hopuarbiozo nodrexcaijeco B OCITHYHBIX
NpeAIOMKEHHAX W HA PYCCKHIT A3BIK HEe NMepeBOAUTCA. be3snuunble npeanoxenus c it:
a) 1aloT OUEHKY Kakomy-nubo aeitcteuio (It is important to know these facts.
Baoswerno zname smu ¢haxkmot); 0) yKa3plBaOT Ha MPOCTPAHCTBEHHO-BPEMEHHBIE
otHowmenus (It is 5 km to the port. Jo nopma 5 xm. It is 5 o'clock now. Cenuac 3
HAC06.); B) YKA3LIBAIOT HA MOrojHbIe yeaoBHsa u coctosnue arMochepst (It is cold.
Xonoono. It is getting. Temueem.).

Mecronmenne you tpedyer ckazyemoro B (opme MH. 4Hcia, KakuMm Obl
Ccroco0OM OHO HH IEPEIABaI0Chk HA PYCCKHH A3bIK (TBI, BB, BEI).

You are a student. Bt (mbt) - cmyoenm.

You are students. B - cmydenmei,

DEMONSTRATIVE PRONOUNS
YKASATEJ/IbHBIE MECTOMMEHHA

Mecroumenus this (aror) u that (ror) umeror GopMbl MHOMKECTBEHHOTO
yucna, cooreBercTBeHHO: these (»tH) u those (Te). Ecnm »TH MecToMMeHHA B
MPENIOAKEHHH BBRIMOMHAIT (DYHKIHIO MOISKAIIET0, TO MPH TpaMMaTHIECKOM
aHaJTH3e TIPE/IIOKEHHA HYKHO HMCKATh CKa3yeMOE€ B COOTBETCTBYIOMIEM HHcie. B
9TOM ciiyuae these 0ObIMHO IEPEBOTUTCS - OHU.

These elements are called metals. Imu 21emenmur nazwiearomes memannwi.
These are alike in ... . Onu cxoxcu 6 mom, umo ... .
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Mecronmenus that / those ynorpebnsroTcs Takke Kak clOBa-3aMeCTHTENH
TeX CYIIECTBHTENbHBIX, KOTOpEIe ObUIH yroTpeOdnensl paHee. [ TaBHBIM MPH3HAKOM
TaKoro yrorpedneHnsa ABIdAeTcs Hanuuue npexnora (odeHo of) wium npuvacTHd
nocine that / those.

The climate of Great Britain is much like that of the Baltic republics.
Knumam Beauxobpumanuu owens cxoxc ¢ Kaumamom pecnyonux Hpubaimuru.

Crnoso that Takme MONKET ABIACTCS OTHOCHTENBHLIM MECTOHMMEHHMEM MIIH
COIO30M CO 3HA4YeHHeM "umo / komopwetd / mo, wmo", ecId 0OHO HaXOAHTCA Nepen
INPHIATOYHBIM TPELIOKEHHEM.

Copernicus proved that the Earth goes round the Sun. Konepnux
ookazar, ymo 3emin epawgaemcea sokpye Connya.

ADVERBS. DEGREES OF COMPARISON
HAPEYHSA. CTENNEHH CPABHEHHSA HAPEYHIH

Hapeune - wdacTh peuH, ykasblBalollas Ha MPH3HAK JEHCTBHA MM Ha
00CcTOATENLCTBA, TIPH KOTOPBLIX Mpoucxoaut acHersue, Hapeuwme oTHOcHTCA K
[1aroiay W 0TBevaeT Ha BOMPOCH! Kak? 2de? kozda? MPOUCKO]UT JIeiiCTBHE.

Hapeune moxer Takixe OTHOCHTBCH M K IPHJIATATE/ILHOMY H K JIpyromy
HapE4HIo.

He speaks loudly. Ou zoeopum epomko.

He is never late. On nuxozoa ne onazovieaem.

I do not know where you live. I ne 3uaio, 20e avl dcuséme.

She is a very good friend. Ona - ouens xopowwuii opye.

Muorvwe  Hapeyds  MMEIOT  CTENEHH  CPaBHEHHA:  TOJOKHTEIbHYIO,
CPaBHHUTEIBHYH) H IPEBOCXOJHYH), KOTOpbIE 00pa3yrTci TakKe Kak H CTEIeHH
CpPaBHEHHS [IPHJIAraTe/ILHEIX.

[HoJ0KATEILHAR CTENEHB CpapHnTenbHan creneds  IIpeBocxoiHas crenelb
fast — Op1cTpO faster — GricTpee (the) fastest - OwicTpee BeeTo
S00N — CKOPO sooner — ckopee (the) soonest - ckopee Beero
early — pano earlier — pausiue (the) earliest - pausuie Beero

Hapeunsa, odpa3oBaHHBIE OT NMpHIaraTeIbHBIX MPH moMolM cyddukca —ly.
clearly — acuo  more clearly — acuee {the) most clearly - acuee Becero
less clearly - Menee acHo (the) least clearly - nanmMenee acuo

Hapeunsa well — xopomo; badly — nnoxo; much — muoro; little — mano; far —
JlalleKo 00pa3yoT CTENEHU CPABHEHMS OT APYI'HX KOPHEH.

well (xopomo) — better (myumie) — (the) best (myunre Bcero)

badly (nnoxo) - worse (xyxke) - (the) worst (xyxe Bcero)

much (MHoro) - more (dosbie) - (the) most (dosibine Beero)

little (mamno) - less (Meubiie) - (the) least (Mensie Beero)

far (nanexo) - further (naneme) - (the) farthest (the), furthest (nansmie
BCETO)
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SENTENCE
HNPETONREHHE

an,.L'LJ'[D}IKEHHE = 3TO COYETAHHE CITOB, BRIPAXKAIONIICE 3aKOHYCHHYH) MEICTE.

The sun rises in the east. ConHile BCX0HT Ha BOCTOKE,

Ynenn NpCIIOMCHHA INCIIATCA Ha JAdeHbBIEe H 6MOPOCINenNeHHblE. [ naBHBIC
YIEeHBE TPEANOKEHUA - Rodiexcaiujee W ckazyemoe. BTOpOCTENeHHBIE YIICHEI
IIpE.‘-,"[J]ﬂ){{EHHH - (iam:-,wrer.*ue, lf.iﬂpé"l.’]t’.’fll'i’ffui’, (Jﬁt'FHGﬂm&Tb{'mﬁﬂ.

Ilo COCTABY IPCONMOKCHHA GBIEE.HJ'T RPoCMelMi HITA CAOMCHBIMU.

CTpyKTypa aHTJIHICKOTO MPOCTOTO MOBECTBOBATEIBHOIO PACHPOCTPaHEHHOTO
I'IpE,EI,J'ID}HﬁlIHH Ci‘lﬂ,ﬂ,}’[(}ﬂlﬁﬂi

NOJICKANLCE — CKAZYEMOE — I0TOJTHCHHE

0DCTOSATENILCTRO
HUPHHDK CJOB B AHITIMHCKOM #A3BIKE MBIACTCA OCHOBHBIM CpCiACTBOM
PasiIH4YCHHA HICHOB NpeaI0HCHHA. nﬂpﬂ,ﬂ,ﬂl{ CIIOB AHTTIMHCKOTO

MOBECTBOBATEIBHOTO TIPENIOKEHHS - NPAMOH, (PHKCHPOBAaHHBIN: IOJUICHKALICE,
CKazyeMoe, J0MOJIHEHHE.

I translated the text yesterday. I nepesena 3TOT TekcT BUepa.

CrnoxHsie NPE/I0KEHHA OBLIBAIOT CHIOKHOCOUHHEHHBIMH M
CIOKHOTOAYUHEHHBIMH. B cI0KHOCOYMHEHHOM NMPEJIOKCHHH COCTaBIAIOLIHE €T0
MPOCTBIE MPEIT0MKEHHA PaBHOMPABHBI MO CMBICTY H CBA3aHBI COYMHHTEIbHBIMH
cotozamu: and - u; but - Ho; while, whereas - a, B T0 BpeMsl Kak; or - HIH;
otherwise - unaue; either ... or - wim ... win.

The weather was fine and there were lots of people on the beach. [Toroaa
Obl1a npekpacHoil, M Ha TBsHKe OBLIO MHOTO HApoOy.

John is a pupil, while his brother is a student. /I:xoH - yueHHK, a ero Opart-
CTY/IEHT.,

CrnoxKHONMOMHHEHHOE TMPETOKEHHE COCTOMT W3 TJIABHOIO M OJHOr0 MIH
HECKOIBKHX NPHIATOMHBIX MPEIJIOKEHHI, MOACHAWIIMX TITIaBHOE MpelloKeHHE.
[Tpujarounble MpeUIoKEHHA BLINOIHAKT POJb PA3IHYHBIX YIEHOB [PEUIOKEHHS:
MOJIC/KAIIICTO, HMMCHHOH HacTH  CKa3yeMoro, JIONOMHCHHA, ONPEIC/ICHHA,
0OCTOATENLCTRA.

1. IIpuaaTouHble Npell0KeHHs MoJIekRKalLIHe,

That he is a good friend is well known. To, 4To 0oH Xopommii APYT, XOPOIIO
M3BECTHO.

2. Ilpuparodnble  npeUIOKEHHA — NMPeIHKATHBHBIC,  BRIIOJIHAIOIINE
(pYHKUMIO HMEHHOIT 4acTH CKa3yeMoro.

The weather is not what it was yesterday. IToroja e takas, kak OblIa BUepa.

3. [lpuparodnbie NPENIOKESHNA JONOJIHHTE/ILHBIE,

I don't know where you live. {1 ne 3Ha10, T/Ie BBI JKHUBETE.

4. Ilpunatodnsie NpeIOKeHHA ONpeleTHTe/ILHBIE,

Here is the book (that / which) we have spoken about. Bor xuura, o
KOTOPOH Mbl TOBOPHIIH.

DTH  IPEIOKEHMS  MOI'YT  COCIHHATBCA € IJIABHBIM  HPEUIOKEHHEM
0e3c0103HO.
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English is the subject I like best. AHrnmiickuii s3bIK - 3TO TNpeaMeT,
KOTOPBIii 5 TH00II0 DOIBIIE BCETO.

5. llpugaTodHele [IpPeIOKEHHS O0OCTOATEILCTBEHHBIE (BPEeMEHH, MECTa,
MPHYHHEL, 00pa3a 1eHCTBHA, CIEICTBUA, LETH, YCIOBHA).

Although the weather was bad, we went for a walk. Xors noroma Oblia
MJI0Xas, Mbl [OLLIJIH HA TTPOTYJIKY.

IIpuaarounoe npeuiokenne odpasa aeiHCTBHA.

She spoke as though nothing had happened. Ouna rosopuna tak, Kak 6yarto
HHYED HE IIIJ'DHEGI[IJIG.

IIpuparounoe Npea/10KECHUE BPEMCHH.

When the cat is away, the mice will play. Korga kot u3 noma, Mpimm - B
1n4c.

YenoBHOE IPHIATOMHOE TIPEITOKCHHE.

If he has time, he will go there. Eciin y Hero Oyjer Bpemsi, OH noejier Ty/1a.

QUESTIONS
BOIIPOCUTEJIbHBIE IPE/LIOKEHHA

C}-’IIJ,E!C'I'B}"KY]’ 'I'pPl QCHOBHBIX THIIA HGIIpOCQH: {‘JGII[H'ﬂ HDI]pOGhI, ClelHMaJlbHEIC
BOIPOCHI H BONPOCHI K MOJUIC/KALLICMY.

OO0mui BOMpoC - 3TO BOMPOC KO BCEMY MPEUIOKEHHIO, H Ha HETO MOKHO
KpaTko oTeeTHTE Yes [ No (1a / Her). Ecau ponpoc 3apaéres K kKakomy-a1H0o wieny
[PEUIOKEHHA, KPOME IMOJJIC/KAIIETO, TO OTO CcHeuHaJAbHbIH Bonpoc. Kpartknm
OTBETOM Ha Hero Oyaer ndoe CIOBO U3 NPeA/IoKEHHA, KpOMe MO/ JIeKallero.

Ecnn Bonpoc 3agaércs K MOAJIEKaIEMY HIH €r0 ONpeaeIeH IO, TO 3TO Tak
Ha3biBaeMbld "'Bompoc K nmomiaexamemy''. OrBerom Ha Hero Oyzer nuOo camo
nmojuieskaniee, 1IM00 onpeaeIeHHe K Mo/JIeKalieMy.,

The passanger ship Crosses the Atlantic Ocean.
What crosses the Atlantic Ocean? Yrto nepecekaer ATiaHTH4YeCKHH okeaH? -
Kopadiib.

What ship crosses the Atlantic Ocean? Kakoii kopabas mepecekaer
ATnantuueckuii okean? - [laccaxxupckuil.

ITH THIIBEL BOIIPOCOB PA3IMYAKOTCA HOPIKOM CII0B.
GENERAL QUESTION

[Topaaok cloe B 0d1eM BOMpoce
1. eMBICJI0BOII ri1arod (1J1aroJ1 CBsI3Ka) 1oIekKalee OCTAILHBIC WISHbI

npe1ToKeHHs
Is your brother at home?
Is he a student?

2. BCHOMOTATE/ILHBIIH IJ1aroJl MOAJIeKIIee CMBICJIOBOM IJ1aroJI OCTAIBHBIE
YJIeHbl NpeiI0KeHHs
Does your father work in a bank?
Ecnm B 001ieM Bompoce HMeeTes MOAATBHBIH TIarof, To OH 3aHHMAacT MepBOe
MECTO.
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Can you swim? Te1 ymeems ruiasath?

SPECIAL QUESTION

I'Inpsmmc CI0B B CIIENHANIBHOM BOIIpOCE
1. BONPOCHTE/ILHOE C/TOBO OCHOBHOMN IJIAroJ1 mojJje:kalniee ocTaJbHbIe YWIeHbI

npeioKeHns
Where is your sister now?
What is your friend?

2. BONPOCHTEIBHOE CJIOBO BCIIOMOraTebHBIA IJ1aroJ nojje:xaiiee
CMBIC/IOBOH IVIAroJl 0CTA/AbHBIE YWIeHBb] NPe/1I0KeHHA
Where do you live in

summer?

Ecnu B cnenpansHOM BOHpoce HMEETCA MOJAAIBHBIA I71aro1, TO OH 3aHUMAeT
MECTO T10CJIe BOMPOCHTEILHOTO CIIOBA.

Where can I buy a newspaper? I'1e a1 Mory Kynuthb razery?

BonpocuTensible ¢I0Ba U CIOBOCOYETAHMS B aHTIHACKOM a3kike: what (uro,
kakoi); who (kto); when (korga); where (rae); whose (ueii); whom (koro, komy);
which (koropeiit); how (kax); why (nouemy); how much / many (ckonbko).

IMopagok c/10B B BONpocax K NoAJeKalEMY
(HIIH ero OnpeTeIeHHn)

[1pu BompoOCe K Mo yIekariemMy i ero oOnpe/esieHHI0 COXpaHaeTcs npsaMoi
MOPAIOK CJIOB.

Bﬂl’l]]ﬁi:liTEJl]:-HﬂE CJIOBO CKE]}’EMGE O0CTA/IBHEBIC 1. I¢HEBI I'IpE,[lﬂ{HHEHHH
Who are you?
Whose is this book?

Qdopor there + be

O6opot there + be ynorpedigerca B Tex ciay4yasx, KOTr/a TOBOPAIIHI X0HeT
CKa3aThk 0 HATHYHH (OTCYTCTBHH) KAKOTO-THOO MpeaMeTa WIH ABIIEHHA, 4 HE MECTO,
B KOTOPOM HOCJIE/JIHHH HAXO/IHTCH.

O6opoT nepeBOAUTCA CIOBAMH "€CTh, HMEETCSA, CYIIECTBYET .

There are several classifications of these phenomena. Cymecreyer
HECKO/IBKO KJlaccmlmlcalmﬁ ATHX FBJIEHHH.

Ecnu npeanoxenue, cogepikaliliee paccMaTpUBaeMblil 000pOT, 3aKaHYMBACTCA
0DCTOATENLCTBOM MeCTa HIIH BPEMEHH, TO MEPEBOJ CIEAYET HAYHHATE ¢ KOHILIA.

There are many students in room 205. B ayauropun 205 MHOTO CTYIEHTOB.

I'nmaron be B 5ToM codeTaHMH MoOkeT (YHKIHOHHPOBATH B Pa3IMYHBIX BHJIO-
BpeMEeHHBIX (JopMax:

There 1s [ are There has been / have been
There was / were Simple There had been Perfect
There will be There will have been
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Yucno rnarona be onpenensercs Mo 4HEJAY NepBOroe CymecTBHTEILHOIO,
CTOAIIETO TOCHE ITOTO 0DOPOTA.

There is a table and two chairs in the room. B komHaTte ¢moa 1 1Ba cTyna,

B ponpocurensneix npeiokenusax there crapures mocese coOoTBETCTRYIONIEH
thopmel rnarona to be.

Are there many students in room 2057 How many chairs are there in the
room?

OrpuuareneHas gopma obopota there + be obpasyerca nyTéM godaBneHHA
YACTHIBI NO M0CJIE COOTBETCTRYIONIEH (popMbl I1arona be.

There are no clouds in the sky. Ha nebe nem obnakos.

VERBS (I'JIAT'OJIbI)

I'naron - yacte peun, kotopas 00o3Ha4yaeT JCHCTBHE WIH COCTOSHHE JHIA
MK npeamMeta. 'maron B aHrmiickom sizbike oOiamaer ropasao Ooliee CI0IKHOI,
YeM B PYCCKOM, CHCTEMOH BHAOBPEMEHHBIX (opM. DTa CHCTEMa OXBaTbIBACT
auynble GOPMBL H Heauynble POPMBIL,

Jluynas dopma rmaroia, Kak U B PYCCKOM f3BIKE, B TIPeJIOMKEHHH BCErja
yrorpedisercs B (DYHKIHMH CKa3yeMoro.

We live in Russia. Mui ncueém ¢ Poccuu.

Ilo cnocody obOpazopanua Il u Il dopm Bce rmaronsl aHTIHHCKOTO fA3BIKa
ACNATCA Ha paBiibHbIE (CTAHIAPTHBIE) M HENPABH/ILHBIE (HECTAHLAPTHBIE ),

[TpaBuibHBIe THAroasl 00pa3yoT (OPMEI NPOLUICAMIEIO MPOCTOr0 BPEMEHH
(Past Simple) u npuuacTusa Il opun nomomm npudasnenuns cydpdurca -ed (-d)
ocnose raarona. Hpuaacrue I obpasyerca nyrém npudasaenus cyddukca -ing
OCHOBE KakK IPaBUIIbHBIX, TAK H HENIPABHJIbHBIX IJIar0JIOB.

Ynorpedsienne Odpazopanue
Simple Present
rinaros B JIHYHOH (opme) Past
Future

MOKA3LIBAET JIeHCTBHE KaK (hakT
(0DBIYHOE, [HOBTOPAEMOE)

Continuous Present be+ ing
[IOKA3bIBACT JCHCTBHE KaK HPOLECC Past
Future
Perfect
[MOKa3bIBAeT JeHCTBHE, 3aKOHUYEHHOE
710 OTIPEIENIEHHOTO Present have + npuuactue I
MOMEHTA Past
B HACTOALIIEM, MIPOILLIE/IeM H OyIyilem Future
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Perfect Continuous Present have being + ing
MOKA3BIBACT ,D,EF]CTBHE, Ha4vaToe

HEKOTOPOE BpeMs Ha3al Past

M BCe ellE MpoJao/rKalolleecs HiIH TONLKO YTO 3aKOHYHBILIEECH Future

TENSES. ACTIVE VOICE

Tadauua spemén. JdelicTBuTe/IbHBIN 32100

Bpemn DopMmel ObdcToATEILCTBA BPEMEHH
Simple:
Present I (we, you, they) ask (write) usually, sometimes, often, seldom, every
he (she, it) asks (writes)

Past +ed (2 dopma rnarona) asked (wrote) yesterday, last year, 2 days ago

Future will ask (write) lomorrow, next year, in 2 hours

Continuos:

Present am/ 1s/ are asking (writing) now, at present, at the moment

Past was/ were asking (writing) yesterday from 3 till 6 (at that time)

Future will be asking (writing) tomorrow from 3 till 6 (at that time)

Perfect:

Present have / has asked (written) just, ever, never, yet, already, today, this year,
for, since

Past had asked (written) by 3 o’clock vesterday

Future will have asked (written) by 3 o/clock tomorrow

Perfect Continuous:

Present have / has been asking (writing)  for, since
Past had been asking (writing) for, since
Future will have been asking (writing) for
SIMPLE TENSES
¥Ynorpebaenune

Present Simple o00o3Hayaer [MOCTOSAHHOE IOBTOPAROLIEECs, OObIYHOE
ACHCTBHE, KaKoii-mH00 (hakT WK OOIICH3BECTHYIO HCTHHY.

We live in St.Petersburg. The Earth rotates round the Sun. I leave home at 8
every morning.

OdpazoBanne

Present Simple no dopMe coBnamaer ¢ MHGHHHTHBOM Ti1aroia (0e3 4acTHIIbI
to) BO BCEX NUIAX, KPOME 3-T0 JTHIA &1, 4., MPUHHMAIIIET0 OKOHYAHHE =S (-eS).
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YreepaureasHas gopma Orpuunareassas gopma Bonpocurensnas gopma

| | I

we  play we do not play Do we  play?
you you you
they they they
he plays he Does he play?
she she does not play she

it it it
do not = don't

does not = doesn't

Cnopsxenne riaronos to be u to have B Present Simple.

to be to have
I am I, we, you, they have
he, she, 1t is he, she, it has

we, you, they are

Past Simple odo3Hauaer jaeicTBHe, KOTOPOE NMPOU30LUIO W 3aKOHYMIIOCE B
OPOLUIOM;  TOCIEAOBATEIBHO  MPOM3OLICANIME B HPONIIOM  JACHCTBHA;
MOBTOPAIOIIHECA ACHCTBHS B IIPOILIOM.

Odpazopanne

Past Simple npapuneHeIX rnaronos odpazyercsa npudasinenueM cydduxca -
ed k ocHoBe rnarona. @opme Past Simple HenpaBHIBHEBIX T1arojIOB COOTBETCTBRYET
II chopma riarona (cMm. TabiMuy HelpaBHIbHBIX IJ1AI0JI0B).

We went to the cinema yesterday. He arrived in London last year.
She came up to the window and opened it.

Yreepaureannas ¢opma I/he/she/it/wel/you/they worked (saw)
OrpunatensHans  ¢opma  T/he/she/it/wefyou/they did not work (see)
Bonpocureasnas gopma Did I/he/she/itywe/you/they work (see)?

did not = didn't

Future Simple ynorpednsaercs ang odo3HaueHHs He3alIaHHPOBAHHOTO OY/YIIErO
ZICHCTBHAL.

I think I'll go to the theatre with you. I qymato, s noiiay B Tearp ¢ To00MH.
Oobpasopanne

YTBepaureabHas gopma I (he, she, it, we, you, they) will go
OrpuuarensHnas gpopma I (he, she, it, we, you, they) will not go
Bonpocureasnas popma  Will I (he, she. it, we, you, they) go?

I will come (I'll come) to see you tomorrow. I Hagelly Bac 3aBTpa.
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CONTINUOUS TENSES

Present Continuous o0o3nayaer aeiicTBHEe, NMPOMCXOAAIIEE B HACTOSIIMIA
MOMGCHT; [CHCTBHE, TIpe/AcTaBlsAlomice codoil HEMpepBIBHBIN Tporiecc; Oyayiiee
JeHCTBHE, €CIIH OHO 3alIAaHUPOBAHO.

He 1s watching TV now.

The Earth is moving.

They are spending next winter in Spain.

Hekortopeie rnaronsr He ynorpedmarorcas B Continuous. DTo  I1arodsl
o0003HAYaIIHEe 4YBCTBEHHOE BocmpuaTHe (to see, to hear), ymcTBeHHYIO
nesrensHoCcTE (to Know, to believe, to remember, to understand); kenanus,
yyBcTBa (to want, to wish, to like, to love, to dislike, to hate).

Odpazoepanne

Present Continuous odpa3zyeTcs npu noMollu riarona to be B Hactosmem
BPEMEHH M -ing GOpPMBI CMBICIIOBOIO IJ1ar0J1a.

Yreepaurensnas ¢popma

I am working

he (she, it) 1s working

we (you, they) are working

Orpunarensnas gopma

I am not working

he (she, it) is not working

we (you, they) are not working

Bonpocureasuas popma

Am I working?

Is he (she, 1t) working?

Are we (you, they) working?

[am=Im
He 1s = He's
We are = We're

is not = 1sn't
are not = aren't

Past Continuous obo3Havaer JeicTBHE, ITPOUCXOJHBINEE B ONpeeIEHHbII
MOMECHT B TIPOILIOM, KOTOPHIi 0003Ha4YcH n1uO0 00CTOATCIBCTROM BPEMCHH, THOO
apyrum feiicteuem B npouviom. [Ipu 3TOoM HH Ha4ano, HH KOHEI] JUIHTEILHOTO
naeictBusn  HewssecTHbl,  [loguépkuBaercs caMm  npouecc  ACHCTBHA,  €r0
MPOJ0TKHTECABHOCTD.

I was writing a letter to my friend ... at 5 o'clock yesterday.
. from 5 to 6 on Sunday.
. when my brother came.
. while my mother was cooking dinner.
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(dpasoBanne

Past Continuous oOpasyerca npu moMouid riaroja to be B mpormeamem
BPEMEHH M -Ing (hOPMBI CMBICIIOBOIO IJIarona.

Yr1BepaurennHas gopma

I (he, she, it) was working

we (you, they) were working

OTrpunarensHasn popma

I (he, she, 1t) was not working

we (you, they) were not working

BonpocurteasHnas gopma

Was I (he, she. it) working?

Were we (you, they) working?

was not = wasn't
were not = weren't

Future Continuous obosnavaer Oyayuiee aeHcTBHE B IpOLECCE €TI0
COBEPLICHHUA, T.€. HesakoHudeHHoe anutensHoe aeiicteue. Future Continuous
yroTpedigercs TakkKe IS BBIPAKEHHS HAMEPEHWsA COBEPIUIMTHL [ICHCTBHE B
OyaylueM HIH YBEPEHHOCTh B €0 COBEPILEHHH.

He will be writing a letter to his friend ... at 5 o'clock tomorrow.

. from 5 to 6 on Sunday.
. when [ come.

On Oyaer nucarh MUCbMO JPYTY ... 3aBTpa B 5 4acoB.
. ¢ 5 10 6 B BOCKpeceHbe.
. KOTJa A npHay.

I will (shall) be visiting him tomorrow. 3agTpa s codupaloch HABECTHTE €rO.

Oopasosanmne
Future Continuous o0pazyercs npu nomoiu riaroia to be B Oymyuiem
BpEeMEHH M -Ing (JOPMBI CMBICIIOBOTO IJIaroa.
YreepauteanHasn gopma

I (he, she, it, we, you, they) will be writing

Orpuuarensnas gopma [ (he, she, it, we, you, they) will not be writing
Bonpocurenannas opma Will I (he, she, it, we, you, they) be writing?
I'will=T11

Paininunele cnocodsl nepeaayud Oyayunx Jeicreni

1.  Present Continuous MoxeT BbIpamaTh JASHCTBHA, OTHOCALIMECH K
omkaiinmemy OyayiieMy, KOTopoe 0003Ha4aeTea 00CTOATENLCTBAMI BPEMEHH:

tonight - cerogHs peuepom;

next week - na cienyloniei Heaene;
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in a day or two - yepes JeHB-IPYTOH M JIP.

What are you doing tonight? Yto Te1 genaems cerogns sedepom’?

2. Coueranue to be going + uHpUHUTHE Becerjga nepegaér Oyayllee
J€HCTBHE YACTO ¢ OTTEHKOM HaMEPEHHS.

He is going to take part in the competition. On cobupaercs npuHATH
Y4aCcTHE B COPEBHOBAHHH.

PERFECT TENSES

Present Perfect ynorpebnsercs s BeIpaskeHUA OCIHCTBHA, 3aBEPITHBIICTOCS
K MOMEHTY pedn. Bpems melicTBHA He YKa3bIBacTCH, BaKeH caM (DakT COBEpIICHHS
JIEHCTBHSA K HACTOANIEMY MOMEHTY HJIH €10 PE3VJILTAT.

She has read this book. Ona npouumana smy xnuey. ([elicTBue 3aBepIieHo
K MOMEHTY PEYH.)

Present Perfect uacro ynmorpebnsercs ¢ mapeuusmH just - TOJBKO 4TO,
already - yxe, yet - emié, lately - Henasno, of late - B nocnennee Bpems, recently -
HeJIaBHO.

He has just come. On MOIBKO YIMo npune.
He has seen many films lately. B nociedunee spema on mnecmompen muozo
urbmos.

s BeipasKeHus JeHCTBHA, KOTOPOE 3aBEPIIMIOCH, HO TOT MEPHOI, B
KOTOPOM OHO MNPOHCXOAMI0, e MNpoJoKaeTcs H MOXKeT OBITE 0003HaueH
obcrositenbeTRaMu Bpemenu today - cerojns, this week - na sroii Hejene, this
month - B aToM mecare, this century - B Hamem Beke M ap.

I have written a letter this morning. 5 Hanucan nucemo cezo0ua ympom.

J1s BbIpaskeHMs ACHCTBHA, KOTOPOE HAYaIOCh B NPOLUIOM H HPOAOJIKASTCA
710 HACTOAIICTO BPEMCHH.

I have known him all my life. I 3Hal0 ero BCH JKH3HB.
I have known him for 2 years. S 3mawo ero 2 roja.
He has not seen his parents since January. OH He BHIEI CBOMX POJAMTENEH C
AHBApPS.

Present Perfect moxker ynorpednarses ¢ napeunaMu always - Beeraa, often -
yacTo, seldom - penko, ever - korjaa-HuOy/1b, Never - HUKOT/Ia.

She has never been to London. Ona nukorga He Obuta B JloHaoHe.
Have you ever been to Moscow? Bri korga-undyas 6sumi B Mockse?

Odpazopanne

Present Perfect oOpa3yercsa npu nomonn rimarona to have B HacTosleM BpeMeHH
u Participle II (ITpuuacrus II) cMmeiciaoBOro raroa.
YrBepaurteasHan gopma I (we, you, they) have worked (seen)

he (she, it) has worked (seen)

OTtpuunarensHas opma [ (we, you, they) have not worked (seen)
he (she, it) has worked (seen)
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Bonpocureasnas gopma Have I (we, you, they) worked(seen)?
Has he (she, 1t) worked (seen)?

I have =I've

He has = He's

I have not = [ haven't

He has not = He hasn't

Past Perfect oGosznauaer geilicTBHe, 3aKOHYEHHOE [0 ONPeAENEHHOTO
MOMEHTA B IIPOLLIIOM HITH JIO HAYAJIA JIPYTOro J1eicTBUS B [POLLIOM,
He had finished his work ... when I came.
... by 3 o'clock yesterday.
... before she arrived home.

OH 3aK0OHYHI (ViKe 32aKOHYHII) CBOKO padoTy ... Korjia st pHIes.
... Buepa K 3-M gacam.
... J10 TOro, Kak OHa NpHexalia JJOMOH.

They went home after they had finished their work. Onu nowinu domoii
Rocke moz2o, KAk 3dKOoHY I paﬁumy.

Odpazopanne

Past Perfect oOpazyerca npm nomomm rnarojga to have B npoumenmem
spemenn u Participle II (ITpuuactue 1) empiciioBoro riarosa.

YTBepaurteasHas opma [ (he, she, it, we, you, they) had worked (seen)
Orpuuarenbnas gopma I (he, she, it, we, you, they) had not worked (seen)
Bonpocureasnas gpopma Had I (he, she, it, we, you, they) worked (seen)?
I had =1d

I had not =1 hadn't

Future Perfect o6osnauaer jeiicTBHE, KOTOpOE€  3aKOHYMTCH K
onpefenéHHOMY MOMEHTY B OVIVIIEM MIH O Ha4ana JApPyroro JIeiiCTBUS B
Oyayuem.

He will have finished his work  .... when I come.
... by 3 o'clock tomorrow.
... by the time you come back.
OH 3aKOHYHT CBOIO padoTy ... KO BPEMEHH, KOTJ1a A MpHILY.
... 3aBTpa K 3-M "acam.
... K TOMY BPEMEHH, KaK Thl BEPHEIIBCA.

Future Perfect obpasyercs npu nomoun rnarona to have B Oyayiiem BpeMeHH M
Participle II (IIpuuactue II) cMpicioBoro rioarona.

YT1eepauteasHasn popma I (he, she, it. we, you, they) will have worked (seen)
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Orpunareasnas gopma I (he, she, it, we, you, they) will not have worked (seen)
Bonpocutensnan popma  Will I (he, she, it, we, you, they) have worked (seen)?

ACTIVE AND PASSIVE VOICES
JEACTBHTEJBHBIH 1 CTPAJJATEJIBHBIN 3AJTOTH

JleiicTBUTENBHBINH U CTPpajaTellbHbIH 3aJI0MH B aHITIHHCKOM A3bIKE COBIALAKT
CO 3HA4YeHHEeM COOTBETCTBYIOIIMX 3al0roB B pPYycCKOM s3wike. [naron B
aencTBUTENbHOM 3aiore (Active Voice) nmokaselBaeT, 4TO ACHCTBHE COBEpIUACT
JTHI0 HIIH IPEIMET, BhIPaKEHHBIH [T0JICKALILUM.

He often asks questions. On uacmo 3adaém sonpocei.

I'maron B crpagatensHoMm 3anore (Passive Voice) o3nagaer, uto aeiicTBHE
HAMPaBICHO HA MPeAMET HIN JTHI0, BRIPaKeHHOEe MO IeAKAIIM.

He is often asked questions. Eymy wacmo sadaiom sonpocel.

Passive Voice oOpasyerca npu noMoiu riaroia to be B cOOTBETCTBYIOIICH
thopme u Participle II (ITpuuactue 1) emeicnoBoro rnarona.

Present Past Future
[ am asked I (he, she, 1) was asked I (he, she, 1t, we, you,
Simple he (she, i1t} 1s asked we (vou, they) were asked they) will be asked

we (vou, they) are asked

I am being asked I (he, she, it} was being asked
Continuous  he (she, it) is being asked  we (you, they) were being asked

I (we, vou, they) have been 1 (he, she, it, we, you, they) had 1 (he, she, it, we,
asked been asked vou, they) will
Perfect he (she, it) has been asked have been asked

Simple Passive (be + Participle II)
1. The newspapers are delivered every morning. (Present Simple Passive)
["azersl JOoCTABNAKOTCH KAXKII0E YTPO.
2. This book was bought a month ago. (Past Simple Passive) Dta xuura Ovina
KYIUJIeHa MecsI] Ha3a/l.
3. The letter will be mailed tomorrow. (Future Simple Passive) [Tucemo Oyuer
OTPABJICHO 3aBTPa.
Continuous Passive (be + being + Participle II)
I. The house is being repaired. (Present Continuous Passive) lom
PEMOHTHpYETCS.
2. When John was ill he was being taught at home. (Past Continuous Passive)
Korma [Ixon Gonen, ero odyyanu noma.
Perfect Passive (have + been + Participle II)
1. This letter has been brought by the secretary. (Present Perfect Passive)
Cexpetaps npuHéc muceMo. (ITHcEMO npHHECEHO cekpeTapéM)
2. He decided to become a writer only when his first story had been
published. (Past Perfect Passive) On pemmi crats nnmcareiiem, TolbKO Korla
€ro TEPBBIH paccKa3 OB Hare4yaTaH.
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3. By the 1st of July the last exam will have been passed. (Future Perfect
Passive) K 1oMy utona OyaeT ciaH nocieaHuil dK3aMeH.
CkazyeMoe B CTpajlaTellbHOM 3aJ10re¢ MOKET MEePEeBOJAHTLCA Ha PYCCKUH A3BIK:
a) KpaTKHM CTPajaTensHBLIM NpuyacTueM; 0) raarojgoM Ha -cd; B) Heonpeaenénio-
JTUYHBIM TJIaroJjom.
The house is built. a) /lom noctpoen. 6) Jlom ctpourcs. B) Jlom cTposr.

HexkoToprle rmaronel ¢ OpeanoraMH B CTPaJaTeIbHOM 3a70T€ IEpPeBOIATCA
Cle/IyHOLUM 00pa3oMm:

hear of - capimare o

laugh at - cmMesaTsca Han

look after - npucmaTpuBaTh 3a (kem-1100)

look at - cMoTpeTs Ha

rely on - nonaratbcs Ha

send for - nocenare 3a

speak of (about) - ropoputs 0

pay attention to - oOpaliaTh BHUMaHHE Ha

take care of - 3abotuThCH O

The book is much spoken about. O6 5Toil KHUre MHOIO TOBOPAT.
He can't be relied on. Ha Hero Henb3a nonoxUThCS,

Ilpu neperoae He Bee rIarolibl COXpPaHAIOT MPEJIOr:

to listen to - caymaTe 4To-mud0, KOTO-THOO

to look for - uckars uro-nudo

to provide for - obecnieunts Koro-modo, yeM-nudo

to explain to - 00BACHATE KOMY-THOO

He was listened to with great attention. Ero caymanm ¢ Ooabimuym BHHMaHHEM.

MODAL VERBS
MOJAJBHBIE I''IAT'OJ1bI

MojajieHble 1arojisl - 3T0 riaroisl, 0003HAYAKOINHE He caMo JICHCTBHE, a
OTHOIIIEHHE K HEMY FOBOPAILLETO.

I must come and see my parents next Sunday. f nomkeH HaBECTHTH CBOMX
POJIHTENEH B CACAYIONIEE BOCKPECEHDE,

He can speak three languages. OH MoKeT rOBOPHTE HA TPEX A3BIKAX.

MopanbHble rIaroibl B aHMIHHCKOM sI3bIKe He MMeT (GopMbl HHPHHUTHBA,
HeIWYHBIX (opM Ha -ed, -ing, HE NPUHAMAKT OKOHYAHHC -S, -€8 B 3-CM JIHIC
eUHCTBeHHOro yKcia. OHH 00pa3yroT BONPOCHTENBHYK) H OTPHLIATENbHYH (DOPMBI
Oe3 BenomorarensHoro ruaroia. Iocne MmojganbHeX riaroioB HHGUHHTHB APYroro
rnarosia ynorpebnsaercs 6e3 yactuisl to (Mckmovenne rarox ought to).

Mopanensiii rnaron Can umeet jiBe (pOpMBIL: €an - /i HACTOALLETO BPEMEHH,
could - juia npowemuero. Ynorpednsercs:

I. Jlna BeIpaKCHHA BO3MOKHOCTH MIIH CTIIOCOOHOCTH COBCPHICHHA ACHCTBHA.
B aToM 3HaYeHHH MepeBoIMTeA Kak "Moub", "ymeThs".
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She can speak English well but she can't write it at all. Ona wmoxcem
(VMeem) XOpoIlIo TOBOPHTE MO-aHITIHHCKH, HO COBCEM HE YMEET MHCaTh.

2. Jlnd BeIpakeHUs pa3pelieHHs COBEPIIHTE AeHCTBHE (B BONIPOCHTEIBHBIX H
YTBEPAUTENLHBIX IPELTOKEHHAX ).

Can we go home? Moocno nam naru?

Yes, you can go. /la, Bbl modceme HATH,

3./lna  BelpakeHMs  3anpeTa  COBEPLIMTL  JCHCTBHE,  BLIPAKEHHOTO
MH(HHATHBOM (TOMBKO B OTPHLATENBLHBIX MPEANOKEHHAX ).

You can't speak at the lessons. Ha ypoke paszrosapusarh neib3s.

4. J1na BeIpasKeHHA MPockObl (B BONPOCUTENBHBIX MTPEITOKEHHAX ).

Can (could) you give me your dictionary? Brl ne dadume wmuHe cBoii
cioBaps?

®opwma could ynotpebnserca ana Gonee BEKIHBOTO 00paIeHns.

Coueranne to be able + HHQHHHTHB ¢ yacTHIeH to ABIAETCS CHHOHHMOM
MOJANLHOIO TIJlaroja can s BBIPAKEHHS BO3MOMKHOCTH MM  CIIOCOOHOCTH
COBEpLICHHA JeHCTBHA.

He is able to help you. On moscem noMoub BaMm.

He was able to help you. On cvoz noMous BaM,

He will be able to help you. OH cmosxcem NoOMO4b BaM.

Mopanensiii rnaron May umeer jaBe (opMbl: may - IS HAcTOSALIEro
Bpemenn, might - s npomeuiero. ['maron may ynorpedisercs 171s BBIPasKCHHUA:

|. Pa3penienns B yTBepAHTENBHBIX H BOMPOCHTEIBHBIX MPEIT0KEHHIX.

You may go. Tel moxcews wjirn.,

May 1 help you? Paspewime BaMm NoM0OYb.

2. 3anpenieHns B OTPULATEIBHEIX MPeII0KEHHAX.

You may not come here. He cyeti croja 1pHXoa1Th.

3. [IpenmnonoxkeHusa, HEYBEPEHHOCTH B YTBEPIWTENbHBIX H OTPHLATEIbHBIX
MpeI0KEHHIX.

It may rain today. Bozwoxcno cerojins OyaeT 10xK1b.

['naroxn might ynorpebnsercs:

1. B npuaaTouHBIX JONOJIHHTENBHBIX TMPEUIOKEHHAX B COOTBETCTBHH ©
MPAaBHIOM COTJIACOBAHHA BPEMEH.

She said that he might take her book. Ona ckazana, 4To OH MoXMCem B3ATh eé
KH I{I'}’,

2. JInsa 0003HauCHUA BCPOATHOCTH COBCPILCHHS ICHCTBHA.

He might come. On, modcem Ouime, TPUHJIET.

Cnopocoueranus to be allowed u to be permitted + nudunutus ¢ yacTHuei
to ABNAIOTCS CHHOHHMAaMH MOJAJIBHOTO TIIAroia may.

I am allowed to use this device. MHe paspeweno (1 mozy) UCHONL30RATE
ITOT IPUOdOP.

He will be allowed to use this device. Emy pazpewam.

I'maron Must uMeer oHy (GopMy HACTOSIIETO BPEMEHH H YIIOTPEOIACTCH:

1. /lns  BeIpaskeHus  JIOJDKCHCTBOBAHMS, HEOOXOIMMOCTH  NPOM3BECTH
IeHCTBHE B HACTOALLEM HIIH OYIYILIEM.
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I must go. Mue nado naru.

2. I1na BEIpaKeHHSA 3aMpelieHna B OTPHIATeIEHOM TIPE/IJI0KeHHH.

You mustn't do it. Henvss o0 Aenath.

3. JIi1a BEIpaskeHHus BEpOATHOCTH KAKOTo-1H00 JeHCTBHA, IPEITOI0KEHHS.

He must have read this book. Ou, geposmuo, 4uTan Ty KHATY.

4. JIns 0003HAYEHHS HACTOATENILHOIO COBETA, PEKOMEH IALIHH,

You must come and see my new flat. Tu1 doaxcen npuatu nocMoTpeTh
HAlly HOBYIO KBAPTHPY.

I'naron to have (to) ynorpebnsiercs B COUYETAHMW C HH(PUHUTHBOM C
HACTHLCH tO0 U1 BBIPaKCHHS HEOOXOIMMOCTH COBCPIUIMTH [CHCTBHE B CHITY
OMpeAeneéHHbIX  00cToATENsCTB.  (COOTBETCTBYET  PYCCKOMY  "BBIHYIKJEH,
HeoDX0 MmO, npuiércs’.

It was very dark and we had to stay at home. beuto odeHb TEMHO, H HaM
.F?p‘um,-?ﬂﬁh OCTATECH JTOMA.

I don't have to stay here. Mue e nyacno 31ech 0CTaBaTHCA.

Coueranue rinarona to be ¢ nuHGUHUTHBOM ynoTpednsieTcs /i BhIpaKeHUS
HeoOXOJIMMOCTH  COBEpILUEHHA JICHCTBHA B COOTBETCTBHH €  IIPEBIAYILCH
A0TOBOPEHHOCTLIO MM 3apaHee HaMEUYEHHBIM r1anoM, IlepeBoauTes Kak " 10mKeH,
NoKeH 0bL1" M T.IL

I was to meet her at 3 o'clock. 5 dorwcen Ovin BcTpeTHTE €€ B 3 uaca.

Mopanensiii rnaron  shall seipaskaer obcimanme, HamMepeHHE, YTPO3y,
MpeI0CcTepeKeHHE.

He shall get his money. OH noayuum CBOM JIEHBLI'H,

The child shall be punished for it. Pe6énok 6yodem naxazawn 3a HTo0.

['naron shall Taxxe BeIpakaeT 3anpoc 0THOCHTENBHO JaIbHEHIIINX JeHCTBHH.

Shall we begin? Ham naunnars?

I'naron should B ocHoBHOM ynoTpednsercs 11 BelpaKeHHA HACTOATEIBHOTO
COBETA, PEKOMEHIALIHH,

You should see a doctor. Bam crietyer nokasathcs Bpady.

NON-FINITE FORMS
HEJIHYHLBIE ®OPMBI I'VIAT'OJIA

K wemuunniv dopmam raarona otnocarcs uxgunumues (Infinitive), zepynoui
(Gerund), npuuacmue (Participle). Henuunble ¢QopMmbl rj1arojla He HMEHT
KaTeropuil JMI@, 4YMcia, BPEeMEHH M HakJIoHeHHSA. TONBKO HEKOTOpble M3 HHX
BBIPA@XKAIOT 3aJ10T W BU/I.

Henuunble gopmbl riarona He ynoTpedIAlTCA B NPEAIOKEHHH B (DYHKIMH
CKa3yeMoro, HO MOI'yT ObITb €10 YaCThIO.

To translate (uadunutup) the text I used a dictionary. UtoOrl neperectn
TEKCT, sl BOCIOJIL30BAJICS CIOBAPEM.

Smoking (repynauii) is not allowed here. Kypurth (kypenue) siech He
pa3pemnacTca.

The stars shining (npuuactue 1) in the dark sky seem blue. 3Bé3mm,
cusiolme B TéMHoM Hebe, KaxkyTes roayobIMu.
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THE INFINITIVE (MHH®HHHTHBE)

The Infinitive - »To Henuunas (opMa riarona, KOTopasa Ha3bIBACT ACHCTBHE.
Huduautue ABnfeTca OCHOBHOH (opMol riarona H NOpeaCcTaBJAeT IJ1aroa B
crnopape. llpusnakoM unduHuTHRA sBaAeTcs yacTuua to: to help - nomorars, to
read - yntate. UudunntHe ynotpednsercs 6e3 yacTHITEI t0 B CICAVIOMIMX CIyYasaX:

1. Tlocne rnaronor shall, will.

He will write to his parents tomorrow. 3aBTpa OH HAIHIIET CBOHM
POIHTENAM.

2. Tlocne MopaneHBIX TIIATOJIOB (KpoMe riarona ought).

She can ski and skate. OHa yMeeT KaTaThCsA HA KOHBKAX H HA JIBDKAX.

3. Ilocne rmaromnos uyBcTBeHHOTO BocnpusaThd feel, see, hear, watch u ap.

We saw him enter. Mul Bu/ie/iH, Kak OH BbIlLIEI.

4. Ilocne rnaronos let (paspemars), have, make (3acTaBnsarTs).

What makes vyou think so? Yrto 3actaBnser Tebs Tak aymats?
Let me take this book, please. [Toxkanyicra, paspenivre MHE B3STh 3TY KHUI'Y,

5. [Tlocne Beipaxenwuii had better (ny4yme), would rather (ny4ie Ow1).

You had better go now. Jlyume yitan / uan ceiivac. I must see you at once.
Mue Hano ceilyac ke BCTpeTHTLC ¢ ToOOI.

B coBpeMeHHOM aHTIMHCKOM 43blKe HHOUHUTHB HMeeT clieyrouine (hopMel.

Active Passive
Simple to write to be written
Continuous to be writing R
Perfect to have written to have been written

Perfect Continuous  to have been writing e

Uudunutue B dopme AelCTBHTENBHOTO 3ajora o0003Ha4aeT IeHCTBHE,
[IPOM3BEAEHHOE JIMLIOM, BBIPAKEHHLIM B IPEMIOKEHHH [OUICHKALLMM, a B
CTpajgaTe/IbHOM 3a710T¢ - ICHCTBHE, HATIPABICHHOC HA 3TO JIHIIO.

I like to help. 5 mroGmo noMorars.

I like to be helped. 51 moGmo, koraa Mue NOMOraloT.

HNudunurue B Simple Active o0o3Havaer aeiicTBHE, HE YTOYHAA Xapakrep
ero nporekanud. Mndunutus B Continuous Active nojuépkuBaeT JUIMTEILHOCTD
JEHCTBHA.

She likes fo write letters. Ona 1H00UT UCATH MHCHEMA.

She must be still writing. Ona, 10omKHO OBITh, BCE el NMUIIET.

Simple Infinitive BrIpakacT ACHCTBHE, OJHOBPEMECHHOC C JICHCTBHCM
r1aro/1a-ckasyeMoro (MM cleyroLee 3a HUM).

Perfect Infinitive Bripaskaer AelcTBHE, IPEMILECTBYOIEE ACHCTBHIO,
BRIPAKCHHOMY TTIATOIOM-CKa3yeMBIM.

I am glad to study at the University. 5l pax, 4to yuych B yHUBEpCHTETE,

I am glad to have studied at the University. S pax, uyro yumics B
YHHUBEPCHTETE.
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Pyakupn nHGHENTHBA

B npeuioxkenHn HHOUHHTHE MOKET OBITE!

1. Tlopnexammum.

To walk in the garden was very pleasant. I'vaaTe B cagy ObUIO OYEHB
MPUATHO.

To read a lot is to know much. MHOI0 4HTaTL - MHOTO 3HATh.

2. O0cTOATENLCTBOM LIEJIH.

To read the book I went to the reading-hall. YtoOs1 npounTats 31Ty KHHTY,
A MMOWIEN B YHTANBHEIH 3all.

3. Onpenenennem.

HuduHuTHE B (hYHKIIMK ONPEACICHHUA NIEPEBOANTCA HA PYCCKHH A3BIK TPEMs
crnocodamu:

o IIpuaaTounbIiM ONpele/HTEILHBIM MpPelI0KeHHEeEM C MOJAIBHBIM
CKa3yeMbIM.

He is going to take part in the conference to be held in Moscow, On
coOMpaeTcs NPUHATL YHacTHe B KOH(EPEHIUH, KOMopds OOANCHAd cOCMOAMbCs B
Mockee.

 Heonpenenénuoii popmoii rnarona.

I have nothing to sky. Mue neuero crazams.

e JInunoii popmoii riaroia, eciu onpeaeieHne OTHOCHTCA K MOPATKOBOMY
YHCIHTENBHOMY.

She was the first to come. Ona npuwwia nepeoil.

4. JlonoJinenuem.

He was glad to have been given a new job. Oun Owun pajg, 4to eumy daiu
HOBYHO paboTy.

I decided fo read this book. S peumin npouumame 3Ty KHHTY.

5. HacTeio cKazyeMoro (4acto Mo/1ajlbHOro).

You may come in. Bl Modceme BOUMU.
We ought to leave early in the morning. Mbl q0KHBI yexarh paHo yrpom.
My wish is fo read much. Mo¢ kcnaamue - MHOTO YHTATh.

COMPLEX OBJECT
CJOAKHOE NOINOTHEHHE

Koncrpykuus Complex Object coctouT H3 cyWECTBUTEIBLHOIO B 001IEM
Ma/IcKe HIIH MECTOMMCHHS B 00BCKTHOM Maic’ke M HH(HHHUTHEA.

OOBIMHO TEPEeBOJNTCS HA PYCCKMH S3BIK MPHUIATOYHBIM TOMOIHHTEILHBIM
IPEIJIOKEHHEM.,

He wants the book to be returned tomorrow. OH Xo4er, umodul KHU2Y
GEPHVIIL 3ABTPA,
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COMPLEX SUBJECT
CITONRHOE NOJNEXRAIINEE

Konctpykuua Complex Subject cocTOUT H3 CYIIECTBHTENLHOTO HIH
MECTOMMEHHS B UMEHWTENBHOM majeske U WHUHUTHBA. [lepeBojnTes Ha pycckHi
A3BIK CICAYIOMIUM 00pa3oM: TOBOPAT, COODMIAIOT, CHUTAIOT, I1OJIATAIOT.

She is expected to come any minute. Oxugaercsa, 4To OHa OpPHEOET C
MHHYTBI HA MHHYTY.

The water seems to be boiling. Kaxercs, Boga kunur.

The Delegation is reported to have left London. Coobmaercsa, wuto
neneranus nokuuyiaa Jlommgon.

He is likely to know her address. On, BeposaTHO, 3HaeT eé aapec.

He is sure to be asked about it. Ero, HaBepHaKa, 00 5TOM CIIPOCAT.

She is said to be very beautiful. I'oopsT, uTO OHa OUEHEL KpacHBA.

The car was seen to disappear. Buaenu, kak MalllMHa CKphIIach.

Konctpykuua ynorpedasercs:

e ( muaronamu, oDO3Ha4awIIHMH HYBCTBEHHOE BocmpusaTHe - to see, to
hear, to notice u j1p. ¥ ¢ rnaronamu, 0DO3HAYAKMIMMH YMCTBEHHYIO JIEATEILHOCTh
- to think, to consider, to expect u ap. (B cTpazaTelILHOM 3a/0T¢); 4 TAKKE C
rnaronamu to say, to report, to ask, to order, to announce (B cTpajaTensHOM
3aJ101€).

e Co cnosocoueranusamu to be likely (BeposatHo), to be unlikely
(ManoseposaTHo), to be certain / to be sure (necomuenno / oda3zarensno).

e C rmarogaMu B JeHCTBHUTENBHOM 3aliore to seem / to appear (kasarbcs /
I10-BHIMMOMY), to prove / to turn out (oxaszsiBaTeca), to happen (ciyuaTses).

FOR INFINITIVE CONSTRUCTION
HHO®HHHUTHBHASI KOHCTPYKIIHSI C IPEJJIOTOM FOR

B KOHCTpYKIMHM TMepel CVYIIECTBUTENIbHBIM WM MECTOMMEHHMEM CTOMT
npeqior for. Ilpn nepesose Ha pyccKuil A3BIK HUCHONB3YETCA WIM IPHAATOYHOE
NpeIoKeHHe HITH HHPHHAUTHE,

It's easy for me to answer this question. MHe J1Ierko 0TBETHTE Ha HTOT BOMNPOC.

It will be very pleasant for us to spend a week in England. Ham dyaer ouenn
MPHUATHO MPOBECTH HEACTIO B AHIIIHH.

There was nothing else for me to say. MHae Oonbie Hevero ObLIO CKa3aTh.

It 1s for you to decide. Bam pelars.

Here are some books for you to read. BoT HECKOIBLKO KHHMI I8 BallCTO
YTeHHs (BaM [MOYHTAT).

PARTICIPLE (ITPHYACTHE)

Participle I (IIpuuactue 1) - Henuunas dopma rnarona, odnajgarouias
CBOMCTBAMH rllarojia, npuwiarareabHoro u  Hapeuus. Cooreercryer ¢opmam
MPUYACTHA U JCCIPHYACTHA B PYCCKOM A3BIKC.
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®opMbI NpHYACTHA
Active Passive
Simple asking being asked
Perfect having asked having been asked

Participle 1 Simple obo3nauaer paeiicTBHe, OJHOBPEMCHHOEC C JciiCTBHEM
r71aroj1a-cKa3yeMoro.

While translating difficult texts we use a dictionary. [lepesooda Tpyunble
TEKCTBI, MBI MIONIB3YEMCS CIOBAPEM.

Participle I Perfect obOo3znauaer jeiicTBHe, NpeaIecTBYIONIEE JIEHCTBHIO,
BBIP@KCHHOMY T'TIar0JIOM-CKa3yeMBbIM.

Having read the book I returned it to the library. /lpouumae wkuury, 4
BepHYJl €€ B OnbinoTeKy.

@®yuruun Participle I

B npennoxenun Participle I moxet OBITE:

e Onpenenennem. B oroii ¢pyukumun ynorpedngerca toasko Participle 1
Simple, koTOpoe COOTBETCTBYET PYCCKOMY IIPHYACTHIO HACTOALLEIO BPEeMEHH B TOH
e (DYHKIMH.

A smiling girl. Vawioaiowanca nepodka.

A swimming man. [Livieyvigun Yell0BeK.

The men building our house with me are my friends. Jliogu, ecmposauwue
HAaIl J0M BMECTE CO MHOIi, - MOH JPY3bA.

The house being built in our street is a new building of school. [lom,
cmpoAwuticA Ha HAIICH YIIHIIE - DTO HOBOEC 3/I[aHUC IIKOJIBI.

e OdcroarenscTBom. B aroit dyukumn Participle I Simple Active uauie
BCEro CTOMT B Hadajle TMpeAJoKeHHA M MEepeBOJAUTCA HA PYCCKHH  A3bIK
JleenpHYacTHEM HECOBEPIIEHHOTO BHJIA.

Translating the article he consulted the dictionary. Ilepesoas cratsio, on
[10JIb30BAJICA CIIOBAPEM.

Ilepen TakuM mpHYacTHEM B (PYHKIHH OOCTOATENLCTBA Y9acTO CTOAT COKO3BI
when wmn while. Takue crnoBocouetanus nepeBoadaTcs THOO AECTPHYACTHBIM
obopoToM (MIM JeenpHYACTHEM) C OMYIIeHHEM cCo0I03a, MHO0 TPHIATOYHBIM
[peIOKEHHEM, KOTOPOe HauMHaeTes ¢ corosor "korpa”, "B To BpeMs kak'.

While translating the article the student consulted the dictionary.
[lepegoda cTaTely, CTYACHT NONL30BANCHA caoBapeM. [ Koeda cmydenm nepesodii
CTAThIO, OH 10JIL30BANICH CIIOBAPEM.

Participle 1 Simple Passive nepeBoaMrcs Ha  PYCCKHMil  A3BIK
0OCTOATENLCTBEHHBIM IMPHIATOUYHBIM MMPE/UIOMKEHHEM.

Being built of wood the bridge could not carry heavy loads. Tax kax socm
Dbl nocmpoer 13 depesd, OH He MOT BEIIASPKAaTh O0MIBIIHX HATPY30K.

Participle I Perfect Active nepeBoauTcs JeenpHYacTHEM COBEPIIEHHOTO
BH/1A.

Having built a house he began building a greenhouse. /Tocmpoue nom, on
Ha4ajl CTPOMUTH HIAPHHK.
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Participle 1 Perfect Passive B ¢ynkuun oOcrosrenscTsa (BpeMeHH,
MPHUHHHBI) TIEPEBOINTCA 00CTOATENLCTBEHHBIM MPHAATOYHBIM TpeioxkerneM. [Ipu
9TOM B KayecTBe MOMICKALIETO PYCCKOr0 MNPHAATOYHOIO  MPeIoKEeHHA
yrorpedisercs noanekailee aurIMiCcKoro npeioKeHHs.

Having been built of concrete, the house was cold in winter. Tak kak mom
OBIJT MOCTpOEH K3 OETOHA, 3UMOH B HEM OBLIO XOJIO/HO.

e Yacreio ckazyemoro. Participle I Simple Active moxeTr OBITE HacTwiO
CKa3yeMoro.

They are playing chess. Ouu UrpaloT B IIaXMATEI.

Participle II (ITpuuactue II) - nenuunas gpopma rinarona (3 dopma rinarona),
uMeeT oJiHy (popMy M 0003HaYaeT JeHCTBHE, KOTOPOE HMCIBLITHIBAET Ha cede JHIo
I npeaMeT. OHO COOTBETCTBYET B PYCCKOM H3BIKE NMPHHACTHIO CTPAJaTeNbHOTO
3aJ1ora.

Participle 11 npasuiabHBIX TIaronos odpasyercs npu noMouM npudasienus
cydukca -ed k ocHoe rnarona to ask - asked, to help - helped.

Participle Il oOnanaer crolicTRaMH rnarosja, NpHIaraTeIbHOIO W Hapedus.
Kak wu rnaron, ono obosnadaer neiicreue. Bpems aeiictBua, obosnagaemoe
npudactuem II, ompenenserca BpemeHeM [IeHCTBHA TIarola-cKazyeMoro WIH
KOHTCKCTOM,

The book discussed yesterday was interesting. Kuura, oficysxcoaswasncs
BYEpa, ObUIa HHTEPECHOM.

The books discussed at the lessons are always interesting. Kuuru,
obcydcdaemple HA YPOKaX, BCErla HHTCPCCHEI.

@Oyuxkuuu Participle 11

Participlell moxer ObITE:

¢ OnpeneneHnem.

Lost time is never found again. [loTepsHHOEe BpeMs HHKOIJa HE BEpPHENIb
(1OCIOBHO - HE HAHTH).

A written letter lay on the table. Hanucannoe nucbmo j1exano Ha cTole.

They are reconstructing the house built in the 18" century. Omuu
PECTaBPHPYIOT 31aHHE, HocmpoeHHoe B 18 Beke.

e ObcrosrenscrBoM. [lepen npuuactuem Il B GyHkumm odcrosrenncTBa
MOTYT ¢TOATE coto3wl if, unless, when. B Takom cnygac anrmmiickoe npudacTtHe
MEPEBOJAUTCA OOCTOATENLCTBEHHBIM TIPHAATOYHBIM TIPEIOKEHHEM, B KOTOPOM
MOJIJICHKAIIIEE TO JKE, YTO M B FITaBHOM NPEIJI0KCHHH.

If built of the local stone, the road will serve for years. Eciu nocmpoums
dopozy (Ecau dopoza nocmpoena) W3 MECTHOIO KaMHsl, OHa Oy/leT CIYKHTE JIONTHe
roObI.

CJOAKHOE JONOJHEHHE C IPHYACTHEM 1

KOHCTPYKIIMS COCTOHT M3 JIHYHOTO MECTOMMEHHS B 0OBEKTHOM MajeiKe HIIH
CYIIECTBUTEILHOTO B O0IIEM MMa1€kKe U IPUHACTH.
I saw her crossing the street. Sl Bujen, xax ona nepexodum yimuy.
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Konctpykius ynorpediasercs, Korjla roBopsiui Xxoder MoJYepKHYTh, 4TO
7eHCTBHE, BEIpaKeHHOE MpHYacTHeM, Ha 3aBepIlIeHO U MpoTeKaeT B MOMEHT pe4un. B
ATOH KOHCTPYKLHH yrioTpednsgercs Toakko ojHa opma Participle I Simple Active.

B »aT0ll  KOHCTPYKIHHM  MeCTOMMEHHE B O0OBEKTHOM Majexke HIH
CYIIIECTBUTENLHOE B 00IIEM MaJeKe Ha3bLIBAIOT JIMIIO0 WK NpeaMeT, NPou3BoasIee
neicreue, OHa ynoTpebiseTcs Mnocije riarojioB YyBCTBEHHOro Bocnpusatus to see,
to hear, to watch, to feel u ap.

They watched him enfering the house. Oun nabmoganm 3a TeM, Kax oH
BXOO0UM B JIOM.

I saw John passing our house. 5 Bunen, kax [ocon npoxodun Mumo HAIIETO
aomMa.

NOMINATIVE ABSOLUTE PARTICIPIAL CONSTRUCTION
HE3ABHUCHMBbIH ITPHYACTHBIH OBOPOT

B cocrap obopora the Nominative Absolute Participial Construction
MoxeT BXOJIHTE Kak Participle I, Tak u Participle I1.

e The Nominative Absolute Participial Construction ¢ npuyactuem I
COCTOHT M3 CYIIECTBUTENBHOIO B 00IIEM majexe (peke MECTOHMEHHSA B
MMeHuTeNbHOM naaexe) u npudactus [ JleiicTBue, BbIpaskennoe npuvacTHeM,
OTHOCHTCH K TOMY CYILIECTBHTEIbHOMY (H/IM MECTOMMEHHID ). B npennoxkeHnn 3ToT
000POT BBICTYNAET B POIH Pa3iMuHBIX OOCTOATENLCTBE M HA IIMChbME BCErjla
OTAENACTCS 3anATOH OT OCTAJBHOIO NMpeatokeHus. Ha pycckuii S3bIK iepeBoauTCs
PHIATOYHEIM MPeII0KEeHHEM.

The weather permitting, we shall go to the country. Eciu nocoda nozeonum,
MBI noeaeM 3a TOPOLI. (0OcTOATENBCTRO YCIIOBHA)
It being very cold, we could not go for a walk. Tax xax OwbL10 x0100H0, MBEL HE
CMOIJIH 1HOHTH Ha LIPOTYIIKY. (0OcTOATENBLCTBO [IPUYHHBL)
The sun having risen, we continued our way. [Tocie mozco, KaKk coaHye 830UL10,
MBI ITPOJIOJIAKHITH CBOH MyTh. (oOcTOATENBCTRBO BPEMEHH)
The article having been translated, the student showed it to the teacher. /locre
mozo Kak (kozoa) cmamesa Hulla nepesedend, CTYJIEHT MOKa3all e€ MpernojaBareo.
(0DCTOATELCTBO BPEMEHH )

e The Nominative Absolute Participial Construction ¢ npuuactuem II
TAKKE COCTOMT M3 JIBYX YaCTEH: JIMUHOIO MECTOMMEHMS B MMEHWTEILHOM I1aJlekKe
HJIM CYILICCTBHTE/IBHOIO B 00mIEM Maacike, KOTOPBIC MPETEPHEBalOT [OCHCTBHE,
Bhipa:keHHoe npuvactiHem I[I. Dtor obopor ynorpednserca B (PDYHKIHKM pa3zmHYHBIX
00CTOATENLCTE M NEPEBOJAMTCSH  HA  PYCCKMEl  #A3BIK  COOTBETCTBYIOLIHM
00CTOATEILCTBEHHBIM MIPEIJIOKEHHEM.

His work finished, he went home. Korna ero padora Oblila 3akoHueHa, OH
MOMmEN JOMOH.

GERUND (F'EPYH/IHI)

Gerund wmeeT CBOMCTBA KaK IIaroja, Tak u cymecrBuTensHoro. IompodbHoii
HellH4HOIT JopMBI B PYCCKOM f3bIKe HeT. Kak CYIIECTBHUTEIBHOE OH MOKET
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BBIMOJIHATE B MMPEUI0KEHUH (DYHKIUH MOJUTeKaIIero, JTOMOTHEHHS, ONpe/IeIeHus H
oOcToATenscTBa ¢ mpeanoroM. Kak rimaronm MosKeT HMMETh Tocie cedsf mpAMoe
JAOMONHEHHE M ONPEeAeIATECA HapeuHeM, HMeTh Nnep(ekTHYI (hopMy, KaTeropu
3471074, @ TAKKE BLIPAKATEL JAeHCTBHE KaK npolecce.

[epyHauii obpa3yeTcs OT OCHOBBI Taroja ¢ nomomikio cyddurca -ing. To
translate - translating, to read - reading.

Active Passive
Simple writing being written
Perfect having written  having been written

@opmel repynins cosnaaart ¢ popmamu Participle I u Perfect Participle.
Opunako, 710 pasgele (GOPMBI TIAronaa, OTIHYAIOMIHECA W MO 3HAYCHHIO H 110
CHHTAKCHYeCKHM (yHKIMAM. Dopmel Simple Gerund obosHauaroT AeHCTBHS,
OJHOBPEMEHHBIE € ACHCTBUEM, BLIPAKEHHBIM IJIATOIOM-CKA3YEMBIM.

He likes inviting friends to his place. On moOuT npuciauwams apysei K
cede.

He likes being invited to his friends. Ou mobut, ko2da eco npuciawarom x
cede ero apysbA.

®opmer  Perfect Gerund oOo3navaror  JelcTBHA, NOpedIIECTBYIOIIHE
ICHCTBHIO, BRIPAKCHHOMY TJIaroI0M-CKa3yeMbIM.

He is proud of having invited this man to his place. On ropaurcsa TeM, uTo
nPUSIACUI ITOro YesoBeKa K cede,

He was proud of having been invited to the party. O ropauiacsa Tem, 4To
€20 npuziacuiy Ha Bevep.

B npeioskenuu repyHui MoxeT ObITh:

e [lomnexammum.

SmokKing is not allowed here. Kyputs (Kypenue) 3aeck ne paspeuaercs.

o Onpeneiienuem.

There are different ways of obtaining this substance. CymectByror
pa3IUYHEBIe CIOCOOBI MOTYYEHHS ITOTO BEIIeCTBA.

o HMMeHHOH 4aCTHIO CKAZYEMOTO.

His hobby is driving a car. Ero xo00u - Boik/1eHHEe (BOANTE) MAlIMHY (bI).

e [IpAMBIM TOMOJTHEHHEM.

The car needs repairing. Mammna nyxjaercsa B peMonTe (Mammnay Hy:KHO
PEMOHTHPOBATE).

B BolenpupeI€HHLIX (PYHKIMAX repyHAHI NepeBOJUTCS CYIIeCTBUTEIbHBIM
WIM HHPHHUTHBOM.

o IlpennoxubIM 10M0THEHHEM,

They spoke about their travelling. Onu ropopuin o cBoéM IyTELIECTBHH
(TOM, KaKk OHH NMYTEIIECTBOBAIIH ).

B janHO# (yHKIHN TepyHAMIl [epeBOJUTCH CYHIECTBHTEIBHBIM  HITH
NPHIATOYHBIM MPEIOKEHHEM.
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¢ OQ0cTOfATEILCTBOM.

Learning rules without examples is of little use. H3yuenue nparun
(m3yyarh npasuaa) Oe3 MPUMEPOB NPHHOCHT MAI0 MOJb3bI.

I like reading. A moGnio umenue (MUTATH).

Think before answering. [logymail, npexie ueM omeemums.

By doing that you'll save a lot of time. /Jeras 710, THI COKOHOMHIIE MHOTO
BPEMEHH.

I am tired of waiting. 51 ycran ot oacudanus (yeran #KIaTh).

The floor of the room needs painting. 1lon >TOl KOMHATBI HYXKIAcTCA B
noKpacke (HVICHO ROKpacums ).

Everybody laughed on hearing his answer. Bce paccmednucek, yeawiwas
(Koeda ycawbliuani) ero OTBeT.

Thank you for coming. Cnacubo 3a To, umo el npuuui.

He is proud of having won in the tournament. Oun ropauTcsa TeMm, 4TO
nobeoun B TYpHUPE.

She is sorry for being late. Ona coxaneer, uTo onozodaid.

He ran without stopping. Ou 0exan, ne ocmanasiieasces.

Before going to bed, she locked the door. [lpescde vem neus cnames, oHa
3anepsia JABeps.

B panuoli  (yHKUMH TepyHIMI NEPEBOINUTCSA CYIICCTBHTEIBHBIM  C
MPeaIoroM, JeenpuiyacTieM, NPUIaTOMHEIM MpeLI0KEeHHEM.

SUBJUNCTIVE MOOD
COCJNOTATEJIBHOE HAKJTOHEHHE

Haxnonenne (Mood) 3To rpamMmarnueckas KaTeropHs, BbIpaskaromas
YCTAHABIHMBAEMOE FOBOPAIIMM OTHOIIEHHE AEHCTBHSA K JEHCTBUTEIBHOCTH,

['oBOpAIIHI MOMKET paccMaTpuBaTe AeHCTBHE Kak (akt uman colblTHE
peankHOH  JIGHCTBUTEILHOCTH, JUIS STOH 1EJIH  MCHOJIL3YETCS  HIBABUTEIILHOE
nHaxinoncHue (the Indicative Mood).

PaccmaTpuBaTh  JIeHCTBHE  Kak  TNPEANONOKHUTENRHOE,  HEpealbHOe,
BoOOpaxaeMoe, KelarellbHOE JIGHCTBHE - B TaKMX ClHydasX HCIojb3yercs
cocnararensoe HaknmoneHue (the Subjunctive Mood).

IIpoceba, npukas, nodyxAeHHe K JICHCTBHIO, ajpecyeMble O00BIYHO K
cobece/ITHUKY, MNepealoTes ¢ MOMOIILIY  MOBEJMTENLHOrO HakinoHenus (the
Imperative Mood).

B pycckoM s3bIKE cocnaraTellbHOE HAKIOHEHHE BBIPAKAETCH COYETAHHEM
roaroja B opMe nporeamero BpeMeHn ¢ gactuiei "0ul" M MMEET TONBKO OIHY
(hopMy, KOTOpas MOIKET OTHOCHTBCH K HACTOALIEMY, IIPOLIEAIIEMY HIH OYIYLIEMY.

Ecmu 6w1 8 3axonyun padoty. s cmoz Oer IpoBOJHTE Bac Ha BoOK3an cerojins
(3aBTpa, BUCpa).

B aHrnwiickoM sA3BIKE CcOCHaraTelbHOr0 HaKJIOHeHHs o0pasyeTcs TIpH
oMo raarojos should mnn would ¢ uuduuanrneoMm (Simple Infinitive wim
Perfect Infinitive).
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He demanded that the car should be repaired. On norpedosasn, uToOBI
MalliHa OblsIa OTPEeMOHTHPOBAHA.

He would come. O Ol npHILEN.

He would have come then. Ou 651 npuién toraa.

['maron to be umeer Qopmer be u were 11 BcexX /Il IIPH BhIpaXkKeHUH
NPeINONOKEHHs, KEeNaHUs WA BO3MOMKHOCTH, OTHOCSUIMXCH K HACTOALIEMY H
OyaymeMy BpeMeHam.

If I were you . Ecnu Onl 51 OBLI Ha TBOEM MECTE.

CONDITIONALS (YCJIOBHBIE TTPE/ITTOKEHHS)

YcnoBHBIE NpeAIOKeHHA OeIATCA Ha TPH THIA: pealbHbIE; MaT0BEpPOATHEIE
(vciioBHBIE npeIoKeHHs [ Tuia) u HepealibHbIe YCI0BHs (YCIOBHBIE HPEIIOAKEH U
Il Tuna).

Yceaoeusle npempioxenus peanabHsle (1 THn), obo3HavarwT AelicTBHe,
KOTOpOE npou3zoiijer B OyylueM, Kak pealibHo npenonaraemslii akr. Ckazyemoe
rmaBHOTO npeyloxkeHus ymnorpednsercs B Future Simple, a ckasyemoe
npugaTounoro — B Present Simple.

If you come earlier, you will speak to him. Ecnu Bel npujiere pansiie, Bbl
MOTOBOPHTE C HUM.

If the weather is nice, we'll go for a walk. Ecii noroja Oyaer xoporuasi, Mbl
MOHIEM HA MPOryJIKY.

YcaoBHbIE NpeII0KeHHA MajlopeaibHble (2 THN), 0003Ha4al0T ACHCTBHE
MAJIOBEPOATHOE, OTHOCHLIEECHs K HacrosueMmy uviv Oyayuiemy. B rakom THne
MPEITOKSHH CKa3yeMoe rIaBHoro npeanokenusa umeer Gopmy should / would +
Simple Infinitive 6e3 to, a ckazyeMoe nmpuaaTouHOTO TpeUiokeHus - dopme Past
Simple 1in were U5 Beex Jidil oT riarosa to be,

If he were free, he would do it. Ecniu 6w on 6w ceoboden, oH Obl ITO
coenan.

If we paid more attention to grammar, we should know the language
better. Ecnu 6s1 MBI ydensanu rpaMMaTiKe OOJIbIIE BHUMAHHUA, MbL Obl 3HATU A3BIK
IyYIIe.

YeaoBubie  npelioKenuss  Hepeaabhbie (3 tHm),  obosnavaer
HEOCYIIECTBUMOE JIeliCTBHe, OTHOcAlIHecd K npouuioMy. CkazyeMoe TJIaBHOTO
npeoxenus uMeer qgopmy  should / would + Perfect Infinitive, a ckazyemoe
npuaaToYHOTO npemtokeHnsa - opmy Past Perfect.

I should not have been late yesterday, if my watch had been right. 51 w1 ne
Ono30a1 BYEPa, €CIIM Obl MOH HYaChl ULTH TIPABHIILHO.

YenoBHbIe NPHAATOYHbIE NPEII0KEHHS] TIPHCOCAHHAIOTCA K TJIABHBIM C
noMouelo cow3zos: if - ecnu; in case - B civuae, ecnd; suppose (that) -
npeinoioxuM, 4to; on condition (that) - npu yciaoeun, uro; provided (that) - ripu
yciioBHH, uTO; unless - eciu ... He; but for - eciin 0wl He.

ook

132



JAK/JITOYEHHE

Yyedbuoe mnocodue «Kype auramilckoro Asblka  JUIA MarMCTpaHTOB»
mpeaHa3HauYeHo 7 MarucTpaHToB |-2  KypcoB HMHKEHEPHO-CTPOMTEIBHBIX
crnienuaibHOCTEH BceX (akylbTeTOB yHHBepcHTera. JlaHHoe ydeOHoe nocoOue
COCTABJICHO Ha OCHOBC TOCYIAPCTBEHHOTO 00pa30BaTeILHOTO CTaHAApTa W B
COOTBETCTBHH ¢ Y4U€OHOH mporpamMmMoH Kypca JlemoBoii aHTIMHCKHH A3BIK 1014
CTY/IEHTOB (MarucTPaHTOR ) HEA3BIKOBBIX BY30RB.

Llens nocobusa — 00Y4YHTE MArHCTPAHTOB OCHOBHBIM HABBIKAM AHTJIOA3BIMHOI
pevueBOil AeATENbHOCTH B THIIMMHBIX CHTYALIHAX JEI0BOT0 OOIICHHUA.

[TocoOHe cOCTOMT M3 TEKCTOB, MOCBANIEHHBIX OCHOBHBIM BOIIPOCAM JENOBOTO
obmenuA, a Take yueOHOTO MaTepwana, CrnocoOCTBYIOUIETO  YCBOCHHIO
coJIep/KaHusl Moco0HsA M COBEPIICHCTBOBAHHK HABLIKOB BIIAJICHUS AHIIMHCKHM
A3BIKOM (CHCTEMA YIPaKHEHMI, B TOM YHC/IE, H KOMMYHHUKATHBHBIX, JIEKCHKA /U1
athpexTBHOrO NpodeccHoHanbHOro 00IIEHHA U Ip. ).

YuebHoe mnocoOHMe cocTOMT H3 3 TEeMaTHYeCKHX 4YacTeH, IOCBAILEHHBIX
onpenenennoil cepe aenosoro odmenus (odpaszoBaTenbHas CHCTEMA BLICIICH
MIKOJIbl, HABBIKM JIeJIOBOTO O0O0uleHHs W NyOJIMYHOTO BBICTYIUIEHHA, JIe/I0Bas
KOPPECIOH/IEHIIHA H PEKOMEHJIALIMK 110 NOHCKY paborel). Kaxknas vacts gaenures Ha
TPH pa3ieia-ypoKa, KaKIblii M3 KOTOPBIX TOCBANICH KOHKPECTHOMY BHIy OH3HEC-
KOMMYHHKAIlTHH — 3HAKOMCTBY, TeJe()OHHBIM M[EPEeroBOpaM, 3IEKTPOHHOI
MEPEINHUCKE W T. L, U NOJYHHEH ¢JIMHOH CTPYKTYPE.

[TockonbKy KOTWYECTBO YUYCOHBIX YacOB, OTBOAHUMBIX Ha JUCHMILUIHHY,
orpaHuyveHo, Oo0/bllIOe 3Ha4YeHWe MNpuoOpeTaeT OpraHu3amus CcaMOCTOATEIbHOH
paboThI: BBIMOJTHEHHE NMPOEKTOR, HAMMCAHHE JIOKIA0B, MOJArOTOBKA NMPE3EHTAIIHI,
COCTaBJICHHE PE3HOME M JIp.

OO0yueHHe MHOCTPAHHOMY SA3BIKY B MarucTparype ABIACTCH 3aBeplIarOIIUM
ATANOM B OOYYEHHMH TOMY NPEAMETY B BhICIIEM YUeOHOM 3aBe/IeHHM W BayKHO 1A
[IOArOTOBKH BBHITYCKHHKOB K TPY10YCTPOIICTBY.

Padora no npemnaraemMomy vueOHOMY mnocodnr nomoxker Bam oBrageTs
MPaKTHYECKHMHM Oa30BLIMM  HABBIKAMH W YMEHMAMH, OCBOHTH MPHHIMILI M
KITIOUEBBIE MOHATHA aHTTIHICKOrO A3BIKA JeI0BOT0 O0MIeHHS.

ABTOp Hajieercs, YTo Marepuas JaHHOro yuyedHOoro rnocodus nociny:xkur Bam
OCHOBOH JUIA MCIOJIB30BAHHA 3HAHWI B MCKYCCTBE JICTIOBOTO OOIICHHA Ha
AHITHHCKOM sA3bIKE B paMKax Balueid Oyayilei cnenuaibHOCTH,
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VyebHOe H3OaHHE

Jykuna JlIioamuia BaagumupoBna

KYPC AHI'VIMUCKOI'O S13bIKA J1J151 MA'MCTPAHTOB
ENGLISH MASTERS COURSE

Vuyeonoe nocodne
Mo PA3RHTHIO H COBEPIIEHCTRORAHHIO OOITIHXY M NMPEIMeTHEIX
(1eM0BOH AHTTHHCKHH A3BIK) KOMIIETEHIIHI

OTnevaraHo B apTOPCKOH pelakiiui
[Moanucano B nevars 26, 11 . 2014, dopmar 60 = 84 1/16. Yu.-uy. 1. 8,5.
Ven.-ney. n. 8,6, bymara nucuas, Tupas 100 ax3. 3akas Ne 484,
OTrneyaraHo: oT/el OIepaTHBHOH MOMUIpauu H3aTeIbCTBA yYeOHOH JTHTepaTyphl
n yuebno-metoauueckux nocoduit Boponexkckoro 'ACY
394006 Boponex, ya. 20-netua Okradps, 84



