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IOACHUTEJIBHASA 3AIINCKA

Llenpro n3ydyeHHs OUCUUIUIMHBI «JleTOBOW HMHOCTPAHHBIN SI3BIK»
SIBISIETCSL Pa3BUTHE y OOy4aroUIMXcs yMEHWH M HaBBIKOB B PA3IHIHBIX
BHIOAaX  PEYCBOM  OEATENbHOCTH  (ITCHHH, TOBOPCHHH, IHCHME,
ayOMpOBAHMHM), YTO B KOHEYHOM HTOTE MO3BOJIHUT MO OKOHYAHHU U3YUCHUS
JUCUMIUIMHBl  JIOCTaTOYHO  CBOOOJAHO  YWMTaTh  JIUTEpATypy IO
CHeUUaIbHOCTH, IPUHUMATh y4acTHEe B YCTHOM M HMHCBMEHHOM JICIIOBOM
oOIIEHNN Ha WHOCTPAHHOM SI3bIKE B IIPEAETaX TEeMaTHKH, TaK WIM MHAYe
CBSI3aHHOM ¢ mpodeccuei.

B  mpomecce m3yueHMs — OUCIMIUIMHBI Y  oOydaromumxcs
(dopMupyroTcst 0a30BbIC NPEACTaBICHHUS O CYIICCTBOBAHHUM W Pa3lIMuUH
HaIMOHAJIBHBIX KyJIbTYp AETOBOTO OOLICHUS; BEAETCS 0O0ydeHHE OCHOBHBIM
KaTeropyusiM W TPHUHIWIHAIGHBIM IOJIOKCHUSAM JISIOBOTO AaHTIIMHCKOTO
SI3bIKA; U3YYaOTCsl OCHOBHBIC Chephl IPHUMEHEHUS JICIIOBOTO HHOCTPAHHOTO
SI3bIKA; Pa3BUBAIOTCSI HABBIKM YCTHOM peud A OBITOBOTO W JAEIOBOTO
oOlIeHHs; pa3BUBAIOTCS HAaBBIKM IMCHbMEHHOM peun B  JEJIOBOM
KOMMYHHUKAIlMd ¥ BBIPA0ATHIBAIOTCS HABBIKM YTEHHUS NpodeccHoHaNbHOM
NEPUOJUYECKON U PEKIIAMHON JIUTEPaTYPBHL.

JucuumuinHa ~ omMpaeTrcss  Ha  COAEpKaHME  UCIUILIIHH
«MHOCTpaHHBI A3bIK», «IlcuxoJyiorus opraHu3aluuu U OPraHU3alMOHHOE
TIOBEICHHUE», a TAK)KE MPEANIECTBYST U3YUEHHIO YUeOHBIX KypcoB «Bropoit
WHOCTPaHHBIH (HEMEIKUil/ppaHIy3cKuil) S3BIK», YTO B KOMIDIEKCE
crocoOcTByeT (opMupoBaHHIO OOmIEH KOMIETEHTHOCTH OyAyIIero
BBIITyCKHUKA Ha OCHOBE COOTBETCTBYIOIINX KOMITCTEHIINH,
MIPEAYCMOTPEHHBIX YUE€OHBIM IIIIAHOM.

YuebHas nucnMIiUiMHA <«/lenoBOM MHOCTpPaHHBIM (QHTIMHCKHUIA)
S3BIK»  (OPMHUPYET aKTyaJbHBIE TIPEACTABICHUS O IPAKTHIECKOM
MIPUMEHEHUH 3HAHUH JEJIOBOTO AHTJIMHCKOIO S3BIKA B MEXAYHAPOJHOM
JeTOBOM  OOIIEHWM W JIEMOHCTPUPYET BO3MOXKHOCTH  IPUMEHSTH
MTOJTyYCHHBIE 3HAHUS B IPO(ECCHOHANBHON NeSITeIbHOCTH.



PA3JIET 1

METOJUYECKHUE MATEPHUAJIBI JJIS1 TIPOBEJEHUSA

3AHSITHI 110 JUCHUATLIIAHE

1.1. TELEPHONE CONVERSATION

PaGora mo »3TOM TemMe MOApa3yMeBaeT COCTABICHHE O3HAKOMIICHHE C
JIEKCHIECKUMH OIOpPaMH, MCHOIb3YEMBIMH NPH TEIe(OHHOM pa3roBope ¢
JICTIOBBIM TIApTHEPOM, COCTaBJE€HHE TeJde(OHHBIH pa3roBOp C JAEIOBBIM

MIapTHEPOM:

Can I help you?

I’d like to speak to Mr. White, please.
This is Mr. White speaking.

If it isn’t too much trouble.

As far as [ know...

CocraBneHne IUajgoros 1o TeseoHy C JEIOBBIMHU MapTHepamu (paboTa B

mapax).

Task 1. Fill in the table. Use the variants below.
a. Before the call
b. Beginning the call
c. During the call
d. Ending the call

1 Prepare well before you call.

Plan what you want to say.

Prepare answers to possible questions.
Send an e-mail before the call, if necessary.
Have all information available.

2 Confirm the result of the call.
End politely and positively.
3 Create a positive atmosphere.

Communicate your objective clearly.
Listen - make sure you understand.

Check - make sure the other person understands you.

Make a greeting and identify yourself clearly.

Ask for connection to the person you want to speak to.
After connection, greet the person.

Small talk.




| Give a reason for the call. | |

Task 2. Put the following words into the table

Equipment | Numbers | Calls Tones People Services

A conference call, International code, National, Hands-free kit, Local,
Battery, Caller, Home number, Work number, Dial tone, A long distance
call, Number not in service, Teleconference facilities, A local call, An
international call, Busy signal, Subscriber, Voice mail, A cold call,
Extension, Phone, Directory assistance, Receiver, Switchboard operator,
Handset Cellular (mobile), Display

When the receiver pays =to reverse the charges - U.K.

to make a collect call - U.S.A.

Task 3. Underline the word that does not belong in each group.

1. |dial tone display touch pad antenna
2. |communicate listen redial speak

3. |busy signal call waiting  |caller ID voice mail
4. |access code extension phone number |zip code
5. |check confirm greet repeat

Task 4. Fill in the gaps with the most suitable words.
to come to the phone at the moment.

1. Mr. Green is not

2. | think the phone is broken. | didn't hear a

a. necessary
b. available
c. possible
d. glad
picked it up.

a. checklist
b. greeting
c. dial tone
d. touch pad
3

a. identity

when |

. Your cell phone battery is low, so you should

it.




confirm

ensure

recharge

. The manager requested a with the branch office in Rome.
cellular

teleconference

IP-telephoning

cold call

. Is it possible to make calls from the phones in the office?
available

busy

positive

long distance

Task 5. Read the following communication difficulties and match the
expressions to their problems.

coTPUooTE APRODT

a. Technical | 1... Justa minute. Let me get a pen.
The line is busy.

There's no answer.

| can't contact/get a hold of Mary!

b. General 2...The number is not in service.
We were cut off.

c. Wrong 3...1 can hardly hear you.

numbers Can you speak up?

It's very noisy here.

Can you speak up a little, please?
It's a terrible / bad line.

Can you hear me?

d. Call back | 4...My battery is nearly out.
I'm losing you. I'm going into a tunnel.
There are some problems with the net.

e. To the 5...I'm having problems with a Moscow number. Could
operator you check the line, please?

f. Cellular 6...I'm sorry, | think you have the wrong number.
phones I think | have the wrong number.

Is this 8-046-78-54-54?
I'm afraid You've reached sales.
I'll try and transfer you back to the switchboard.

g. Sound 7...I'Il call you right back.
Hang up and I'll try again.

7




| Talk to you in a moment.

a. b. C. d. e. f. g.
Task 6.
a. I’m sorry. The line is busy. 1. Another caller is on line

b. Speak up! | can hardly hear you! | 2. company went out of business

c. The number is no longer in | 3.volume istoo low
service.

d. There is nobody here by that | 4. cell phone beyond service range
name.

e. The signal is too weak. Call me | 5. wrong number

later.
a b C. d e
Read and learn
Audio conferencing
» Be patient if there is silence. People need time to remember
words.

« Clarify if you are not sure.
» Cultures have different rules for the use of first and last names.
Last names are safer.
+ Directness can be seen as rude.
» Humour is often very personal and culturally specific. Use with
caution.
* Idiomatic language is more difficult to understand. Keep it
simple.
* Punctuality can be very important. Respect expectations.
* Repeat important information to guarantee understanding.
« Silence means different things: agreement to some; indifference,
non-understanding i others.
« Small talk is expected at the beginning and end of calls in certain
countries.
» Some people mistake friendliness for unprofessionalism.
Background
Audio conferencing is now very common. It enables people in different
locations, often international, to conduct a meeting via the telephone. Use
the guidelines below:
Prior to the call




« Notify all participants of the time, date and call-in number for the
meeting.
Beginning the call
« Select a location where you will not be disturbed.
 Use a roll call to check participants are present and the lines are clear.
During the call
« Always state your name before speaking.
« Direct your questions to a named individual.
« Do not interrupt.
* Reply to all questions, even if you do not have an immediate answer.
« Speak clearly and concisely.
» Summarize key points of the meeting and agree on action points before
ending the call.

International calls
 Check the local time of the office you are calling.
« International calls are costly for the company. Plan thoroughly before
you call!
 Not everyone speaks English as well as you. Send an e-mail if
necessary.

N.B.!

HasbiBasi HoMep TesredoHa, KaxXIYI0 UBPY HEOOXOJUMO MTPOU3HOCUTD
OTJEJIFHO, C HMHTOHAIIMEH TOBBINICHMA, IOCTE KaXAOH TpeThed ImdpsI
JenaeTcs nays3a, a Ha MOCIeIHE! HHTOHAIMS TOHMKaeTcs. [IBe OJJMHaKOBbIE
wudpsl npousHocstes kak double ... (33 — double three). BaxHo moMHUTS,
4TO B Tene(OHHBIX HOMEPaX HOJIb HE 3BYYMT KakK Zero, a TOJBKO Kak «ohy»
[au], nBa mynst - double [ou]. Eciu HOMep OokaHUMBAaeTCs! ABYMsI HYJISIMH, a
mepe HUMH — 3HAYyMMOE YHMCJIO, TO HCmoie3yercs cioso hundred,
Hampumep, ...9-00 moxxHO Ha3Barh Kak nNine hundred.

7-958-562-114 — seven-nine-five-eight-five-six-two-double one-four

66-58-44-100 — double six-five-eight-double four-one hundred

ANSWER THE QUESTIONS:
1. What cultural aspects in international communication can you name?
2. Audio conferencing is not an easy kind of communication. What tips
can you give for an inexperienced negotiator?
3. Name main rules of making an international call.



1.2. ENGLISH BUSINESS CORRESPONDENCE

Pabora mo 3To¥ TeMe moapazyMeBaeT COCTAaBIICHHE IUIaHa MHChMa,
BBIOOP CTHIISI pEYH, OMNpPEICICHHE CTPYKTYyphl NHCbMA, pa3MEIICHHUE
OCHOBHOT'O TEKCTa IIMChMa, HAANNCh KOHBEPTA.

Ha cerommsmHunii neHp email-mepenucka 3aHAMAaeT OTHO W3
Ba)XHEHIIMX MeCT B OW3HEC-KOMMYHHKauus. [yl YCIEHIHOrO BeIeHHUs
JITIOBOM MEPEeNUCKH Ha aHIJIMHCKOM S3bIKe HEOOXOAWMO YYHUTHIBATH
MHOXXECTBO ()aKTOpPOB, TaKMX Kak ajpecar, THI MHHChMa, LElb M TeMa
COOOIIEHH s, U, UCXOJS U3 3TOTO, YMOTPEOJSTh ONpEACICHHbIEC S3bIKOBbBIE
€IMHHIEI U CTPYKTYPHUPOBATH TEKCT.

INTERNET CONSULTANTS
41 Green Street, Long-Beach, California 268, USA
Telephone 02445362447 Fax 02445362447
E-mail in.for@yahoo.com

Mr. Squash
Managing Director
Technology Conferences
Orlando 678454
Dear Mr. Squash:
Internet 2018 Conference
Following your letter of 23 May, | am writing to confirm that | can
speak at next year's conference.
I intend to talk about our new software and enclose a preliminary
proposal for your attention.
Please reserve a room for me at the City Hotel.
I look forward to seeing you next year.
Sincerely yours
Margaret Pauls CEO
encs**Encs shows that a document is enclosed,
c.c. **c.c. shows that a copy has been sent to someone else.
c.c. Mike Jobson, Software Product Manager

If you are going to write a letter thing of addressing and closing of
the letter (look at the table)
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Context |Salutation Closure
You don't |Dear Sir Dear Madam Dear |Yours faithfully [UK only]
know the |[Sir/ Madam Dear Sirs Sincerely yours [US]
name Gentlemen [US only] Yours truly [US]
Sincerely [US]
Yours sincerely [US]
You know |Dear Mr Smith Yours sincerely
the name*  |Dear Mr and Mrs Smith- *in British and US English *Ms is
Dear Ms Smith* common for both married and
Dear Mrs Smith [married]  |unmarried
Dear Miss Smith [single]
You know [Dear John Best regards / Regards
someone Dear Angela Best wishes
quite well

b) match the words with their definition.

1. signature a. how the parts are arranged

2. layout b. greeting

3. salutation c. name written at the bottom of a letter

4. letterhead d. company name and address at the top of a page
5. body e. main information in a letter

2.1 OTKpBITKH, TeJerpaMmbl 1 JnuHble nucbma (Postcards, Telegrams

and Personal

Letters)

Haubonee ynompebumenvhule nekcuieckue eOUHUYbL U BLIPANCEHUSL:

As always...
Best wishes...
(Ever) yours...

I am looking forward to meeting you.
I am glad to receive a letter from you.

Keep in touch.

Love...

Thanks for your congratulations and present.

With friendly regards...
Yours affectionately...

Yours as ever.

11




2.2. «JlenoBoe mucomo» (Business Letters)

Haubonee ynompe6umeﬂbele JeKcudecKue edunuubl u evlpasicenus.
v (to) answer positively

(to) apologize

(to) approach

(to) forward

(to) insure a package

(to) notify

(to) regret

address

business letter

colon

comma

contraction

due to

E-mail

express mail

faxes

general delivery (Am)

notepaper

poste restante

postpone

promptly

Sender

unfortunately

NN N N N N N N N N N N N N N N N NN

Phrases

We have received your letter of... (mans moaTBepKmeHHSI MOTyYCHHSI
KOPPECIIOH/ICHITUH);
In replay to your letter of...we are please t0... (CCbUIKM Ha MOCTYIHBIIYIO
KOPPECIIOH/ICHITUIO);
We would like to inform you... (mst mepexaun HOBOM HHpOpPMAITHHN)
We apologize for... (u3BHHEHUS B JETOBOM MHCHME)
We should be glad if you would... (mpock0bI B micsMe)
(We look forward to hear from you soon...( mns BbIpaKeHHs
671aroapHOCTH B KOHIIE ITUCHEMa)

. We thank you for your letter/ inquiry of... 2" May 1998

12



e We are pleased to have your inquiry dated... May 2",
1998

e Thank you for your letter of... regarding/ concerning for

e We are pleased to inform you.

e We regret to inform you.

e We wish to point out that.

e We wish do draw your attention to.

¢  Unfortunately we cannon.

e  Please, send us.../ Please, let us have...

¢  We would appreciate.../ We would be very grateful for

e  Please let us know...

e  Please inform us...

e Please state/ indicate...

e Please notify us of/ about...

2.3 «baarogapcrBeHHOe NHUCHLMO»
PaboTa mo 3Toli TeMe moapa3yMeBaeT COCTABICHNUE O3HAKOMIICHHE

C  JIEKCMYECKMMH  ONOpaMH,  HUCIIOJNb3yeMBIMH Ul HalWCaHUs
0J1aro1apCTBEHHBIX THCEM:

Thank you for your time and attention...

I appreciated the opportunity...

I hope that all questions were answered satisfaction...

I would be happy to supply...

BEINONHEHNE  TECTOBOTO  3aJaHUsl 10 CTPYKType IHChbMa
(HamucaHue MIChMa 00YYAIOIIMMUCS 110 MA0JI0HY).

B nmenoBoii mepermnicke HEJOMYCTUMO HCHOJIB30BAaHUE HEYMECTHOI
JIEKCUKH, HapylIeHHue cTwid. [IucbMa U Ipyrue IeaoBble OyMard JOJKHBI
OBITh COCTaBJICHbl MAaKCUMalbHO JIAKOHMYHO, HO MPU O3TOM HEJb3s
OTCTYNaTh OT OOILIEH CTWJIMCTUKHU JIEJIOBOIO NuchbMa. Hibke MpuBeIeHbI
BapHaHTHl COKPAIEHHS U 3aMeHbI 001X ¢pa3 6oee JaKOHHIHBIMH.

13



Inflated Concise

alongthe lines of SHORTEN TO like

asa matter of fact SHORTEN TO in fact

atall times SHORTEN TO always

atthe present time SHORTEN TO now, currently
at this point in time SHORTEN TO now, currently
because of the fact that SHORTEN TO because

by means of SHORTEN TO by

drawto your attention SHORTEN TO point out

due to the fact that SHORTEN TO because

for the purpose of SHORTEN TO for
forthereasonthat SHORTEN TO because

have the ability to SHORTEN TO be able to, can
inlight of the fact that SHORTEN TO because
inorderto SHORTEN TO to

inregardsto SHORTEN TO on, about
inspite of the fact that SHORTEN TO although, though
inthe eventthat SHORTEN TO if

inthe final analysis SHORTEN TO finally

inthe nature of SHORTEN TO like

inthe neighborhood of SHORTEN TO about

make decisions about SHORTEN TO decide on
onthe occasion of SHORTEN TO when

ontwo separate occasions SHORTEN TO twice

the level of water rose SHORTEN TO the water rose
the majority of SHORTEN TO most

the peoplewho are locatedin ~ SHORTEN TO the peoplein
the pie thatis included in SHORTEN TO the piein

until such time as SHORTEN TO until
withreference to SHORTEN TO of, on, for, about

Please find attached

JIOBOJIBHO 4aCcTO HAaM MPUXOMTCS TIPUKPETUIATH K MUCHMY BaXKHBIC
(baiiiel: TOKYMEHTHI Wi n300paxeHus. YToObI yBETOMHUTH MONyJaTess O
NPUKPEIUIEHHN 3TUX (ailloB K COOOIIEHUIO, HCIONB3yiTe (pasy Please
find attached.
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CrnoBo «attachment» iepeBOIUTCS KaK «BIIOKEHHE, IPUKPEIUICHIE
yero-nmuOoy». Hampumep:

. Please find attached my CV.

. Please find attached files from the conference.

Kak npaswuiio, 3Ta ¢paza numiercs B 3aBepIIaroNeii 4acT MHChMa.

I have forwarded

Korma Bam HyXHO mepecnaTh cooOmeHue win Qain apyrum
nonyJatessM, ucmojiedyite ¢pasy | have forwarded (something to
someone).

I'maron «forward» cuHOHMM cinoBa «resend» W oO3Hayaer
«mepeceinath». K npumepy:

. I’ve forwarded resume to you.

. I’m forwarding Mike’s email to you.

Hepenxo B menoBoil mepenmcKke NepechUIaroTcs (Gailiabsl  wiIu
MMUChMa 3HAKOMBIM HaM ITFOISIM, IOATOMY JONYCKaeTcs cokparienue ['ve u
I'm. B nmenoBBIX mmchMaxX TaKWX COKpAIICHWHA CTOUT WM30eraTh M IHCATh
mosHOCcThIo — [ have u I am.

I’ve cc’ed

HeoObrunoe cokparmenue cc’d/cc’ed/copied pacmmdpoBbiBaeTcs
kak Carbon Copy u o3Hauaer «moCTaBUTh KOTO-TO B KOMHUIO TONYyYEHHUS
TTHCEM).

Ecnu Heo6Xx01uMo yBEOMHUTH O TOM, YTO BBl TOCTABIJIA B KOTIHIO
JIIOEeH, KOTOPBIM OyZIeT MOJe3HO YBHIECTh KaKHe-TO MHUChbMa, UCIIONB3YITe
¢pasy | have cc'ed (somebody).

JemoBele W 3aHATBIC JIIOAM TIPEAMIOYUTAOT KPaTKOCTh H
JAKOHWYHOCTh B JJCKTPOHHBIX THCHMaX, IOTOMY TaKOTrO poja
COKpAIIICHUS B aHTIIUIICKOM S3BIKE MOJIB3YIOTCS TOMYIISIPHOCTBIO.

Hamnpumep:
. I’ve cc’ed Lisa on this email.
. I’ve copied Jim on these emails.

Beipaxenne to keep someone in the loop mocnmoBHO o3HauaeT
«JIepKaTh KOI0-TO B HETIIE», TO €CTh «JIePKaTh KOT0-TO B Kypce Aei».

®paza For further details momoraer BexnuBo 3aBepiuTh e-mail
1 03HAYaeT «OoJiee OAPOOHO» HITH «JIs OoJiee TTOAPOOHOH HHPOPMAITUI.

Hanpumep:
. For further details contact us any time.
. For further details write to our HR-manager.

Eme ongHa He MeHee pacnpocTpaHeHHas (pasa, 3aBepiuaromas e-
mail — ato «If you have any questions, please don't hesitate to contact
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me». Ona mepeBoxuTcs kKak «Ecnmm y Bac BO3HHKIN BOIPOCHI, CMEIO
IIUIIUTE MHE).

«l look forward to» npuMeHsieTCsl, €CJT BBl OKHIaeTe OTBETA Ha
cBoé muceMo, Hampumep, | look forward to your reply/hearing from you,
1. e. | am waiting for your reply.

CoOTBeTCTBEHHO, JTH (pa3pl cleqyeT MUcaTb B  KOHIE
QJICKTPOHHOTI'O M1MCbMaA.

Henp3s 3a6LIBaTI), YTO IpU HAIMMCAHUU DBJICKTPOHHOI'0 NHCbMa, a
0COOEHHO JACJI0BOTO, cjenyer I1caThb KpaTko, 110 Aciny u B
COOTBETCTBYIOIIIEM CTHUIJIC.

HeoOxonnmo niepeuntath e-mail HECKOIBKO pa3 Mmepes OTIPaBKOMH,
lITO6I>I HEC NOIIYCTUTHh I'paMMaTUYCCKUX OIHI/I6OK U OIICYaTOK.

Hanmcanue nmuceM Ha aHTIUHCKOM A3BIKC, KaK U YCTHOC O6H.leHI/Ie,
TIOKa3bIBACT YPOBCHb 06paSOBaHHOCTI/I U 3HaHUA ,Z[eJIOBOP‘I OTHKH.

N.B.!

B Hacrosmee Bpems B BenukoOpuTaHMM TpU  HalMCaHUU
Io4YTOBOro aapeca IMPUHATO HCHOJb30BaTb MHWHHUMAJIBHOC KOJHUYCCTBO
3HAKOB IIPpCIIMHAHUA:

Mrs Margaret Frown

The University Secretary
The University of Psychology
Cambrige, CAM2 D3

Kpome TOro, mpMHATO OMyCKaTh 3aIlsATYyIO0 IOCIE HOMepa JaoMa
nepea Ha3BaHUEM YJIHUIBIL:

13 Down Street

ANSWER THE QUESTIONS:

1. Which is better: to shorten or to inflate the phrase in business
messaging? Prove your idea.

2. What patterns used in business letters can you name?

3. Mention some addressing to different people (men and women).

1.3. CONTRACTS AND THEIR FEATURES

1. Study the following vocabulary patterns connected with contracts.
Single out the key words and phrases.

[ The contract is limited initially to [Tlepponauanbno KOHTPAKT |
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.. years.

OIpaHNYIUBACTCA... TOAAMM.

The contract may be renewed for a
further year.

KoHTpakT MOXeT OBITH IPOIIICH
emnié Ha OJUH TOJ.

The contract may be cancelled by

KoHTpakT MOXeT OBITH pacTOPTHYT

either party with two months 1060 u3 CTOpPOH npu
notice. YBEIOMJICHHH 32 JIBa MECSIIIA.

There is a trial period of one HcmbITaTeNnbHBI  CPOK  JUTHTCS
month. OJIH MECSIIL.

We shall grant you the sole selling |[Mel  npenocraBuM BaM  HCKITIO-

rights.

YUTEJILHOE MPaBO I10 IPOJIAXKE.

We can place a car at your M1 MOXKEM IPEIOCTABHUTh

disposal. aBTOMOOMIIb B Bale
pacopsKEHUE.

Please let us know within ... weeks |I[Ipourdopmupyiite Hac,

if these terms are aceptable.

nomanyﬁCTa, B TCUCHHUC ... HCACIIb,
SABJIAKOTCA JIM IJIA BaC 3TU YCJIOBUA
IMPUCMIICMBIMH.

Our representatives work on a
commission basis.

Hamm npesncraBuTenu padoTaoT Ha
KOMHUCCUOHHOH OCHOBE.

We offer a fixed salary of... plus
commission of... percent.

Mpsl mpeniaraeM (HUKCHPOBAHHYIO
3apIuiaTy ... IUIFOC KOMHCCHOHHBIC
... IPOIICHTOB.

It is not our practice to offer a
fixed salary.

Kak mpaBmiio, MpI He Tpeayaraem
(UKCUPOBAHHYIO 3apILIATY.

Our normal rate of commission for |Hara CTaHaapTHas CTaBKa

overseas representatives is ... per |KOMHCCHOHHBIX JUIi MHOCTPAHHBIX

cent. TPEJICTABUTENEH  COCTABJIAET
TPOIIEHTOB.

The commission is paid on receipt |KoMuccHOHHBIE — BBITLIAYHBAIOTCS

of the amount invoiced. NPy TOJYYEHUH CYMMBI JIEHET,

YKa3aHHOU B CUETE.

The commission is to include any
expenses which you incur,
provided you send us full details
of your expenses.

KoMuccroHHbIe T0JKHBI BKIIFOYATh
mo0ble  Balld  pacxXodsl  TIpU
YCJIOBUM, YTO BBl NpPHULIETE HaM
JIeTAIBHBIN OTYET O BalMX pac-
XOJIaX.

We shall pay your expenses upon
presentation of receipts.

MpbI omlaTUM BC€ Ballld U3AEPIKKHU
MOCJIE MOJYICHNS] KBUTAHIINH.

Expenses for entertaining cus-
tomers will be reimbursed.

[MpencraButenbckue pacxoasl Oy-
JIyT BO3MEUIEHBI.

The commission will be... per cent
of the turnover.

Komuccuonneie cocrasdr ...
ICHTOB C TOBap0060p0Ta.

npo-

We offer a commission on all
business negotiated by you.

Mpl npefiaraéM KOMUCCHOHHBIE CO
BCEX CHIEJIOK, 3aKIIFOUYEHHBIX BAMH.

The commission will be paid
quarterly.

Komuccuonnsie OynyT
BBITUTAYMBATHCS €)KEKBAPTaJIbHO.
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We prefer to settle at the end of  [Mb1 nmpenmounTaem npoU3BOAUTH

every quarter. pacueTbl B KOHIIE KaXIOrO KBap-
Taja.

We prefer monthly statements. MBI MpeAroYnTacM €KEMECSIHBIE
B3aUMOPACYETBHL.

2. Read the text about contracts and agreements and translate it into
Russian. Single out the topical vocabulary. Retell the text in brief.

Why Do People Need Contracts and Agreements?

Back in the "olden days," there were few written business contracts. Many
business and personal deals were done with a handshake. And if there was a
problem, the two parties could take the issue to a court, who would hear it
even if the contract was not put into writing.

Today, although a verbal contract is still legal (except for specific
situations, most contracts are in writing.

Contracts are very detailed these days, and every effort is made to make all
possibilities clear. In addition to being clear, a contract must meet certain
criteria to make sure it can be enforceable. A contract that is enforceable
can be taken to court for a decision on a disputed item. If a contract does not
have the essential points, it is not enforceable.

Most contracts never see a courtroom and they could easily be verbal unless
there is a specific reason for the contract to be in the written form. But when
something goes wrong, a written contract can protect both parties. If one
party to a valid (enforceable) contract is confident that the other party has
broken the contract (the corresponding legal term is "breached") the party
being harmed can bring a lawsuit against the party who it believes has
breached the contract.

The legal process (called "litigation™) determines whether the contract has
been breached or whether there are circumstances that negate the breach.
Nevertheless, the court will only hear a contract dispute if the contract is
valid.

Difference between a Contract and an Agreement
Many people use the terms "contract" and "agreement" interchangeably, but
they are not exactly the same thing. Black's Law Dictionary defines an
agreement as "a mutual understanding between...parties about their relative
rights and responsibilities.” It defines a contract as "An agreement
between...parties creating obligations that are enforceable."

Essentials of Business Contracts
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There are six essential elements for a contract to be valid (enforceable by a
court). The first three, considered here together, concern the agreement
itself; the other three relate to the parties making the contract.

Offer, Acceptance, and Mutual Consent; Every contract must include a
specific offer and acceptance of that specific offer. Both parties must
consent of their free will. Neither party can be coerced or forced to sign the
contract. Both parties must agree to the same terms. The intent of the parties
to create a binding agreement is implied in these three conditions. If one or
both parties are not serious, there is no contract.

Consideration: There must be something of value exchanged between the
parties. The thing of value may be money or services, but both parties must
give something (otherwise, it is a gift, not a contract).

Competence: Both parties must be of "sound mind" to comprehend the
seriousness of the situation and understand what is required. This definition
requires that neither party should be a minor, both must be sober (not under
the influence of drugs or alcohol when signing the contract), and neither can
be mentally deficient. If one party is not competent, the contract is not valid
and the non-competent party can disavow (ignore) the contract.

Legal Purpose: The contract must be for a legal purpose. It cannot be for
something illegal, like selling drugs or prostitution. It is worth mentioning
that it is not illegal to enter into a contract that doesn't have all of these
essential items; it just means that if an essential is missing, the contract
cannot be enforced by a court.

When a Contract Has to Be in Writing and When It Doesn't

As it has been mentioned above, verbal contracts can have the force of law,
but there are some types of contracts that must be in writing, like long-term
contracts and contracts for marriage (prenuptials). There is also such a thing
as an implied contract. You can enter into a contract with someone not even
knowing about it and be forced to comply with its terms.

ANSWER THE QUESTIONS:
1. How would you paraphrase the following: «to do a deal with a
handshake»?
2. Name the elements of a valid contract.
3. How can you define the term «litigation»?
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1.4. BUSINESS DOCUMENTS

4.1 Pesrome ( Resume. Curriculum Vitae)
To understand the difference between CV and Resume study the table:

——

> Traces experiences & accomplishments | » Only highlights key experiences &

Content throughout pharmacy school accomplishments that targeted
» Reverse chronological order employers seek
» Education, Certifications, Licensures, » Varies by audience

Work Experience, Internships,
Professional Experiences (APPE/IPPE), » At a mimumum:

To P ics Honors/Awards, Organizational Education
Memberships, Community Service, Work Experience
Presentations/Publications, Misc. Skills Professional Experience

& Experiences

» Ranges from 3-5 pages up to 20-30 > 2
Length pages for seasoned professionals ek i ) e R aniery

Goal » Tells your full professional story » Tells a broad, high-level story

= A A

http://fb.ru/article/156765/cv-chto-eto-v-sravnenii-s-rezyume
CTpyKTypa pe3ioMe MOKET BBITISIIET CIEAYIONIAM 00pa3oM:

1. Personal information (nuunast uagopmarims)

2. Objective (uenb)

3. Education (o6pa3zoBanrie)

4. Qualifications (mononHuTenbHAS KBATH()UKALIA)

5 Work experience (ombiT paboThr)

6. Personal qualities (;imunbIe KauecTBa)

7. Special skills (crennasnbHbIe HABBIKN)

8. Awards (aarpassr)

9. Research experience (HayduHasi IeSITeIBHOCTD)

10. Publications (myGukarim)

11. Memberships (4IeHCTBO B OpraHU3aIISX)

12 References (pexoMeHaaIMHN)
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AKTHBHBIH CJIOBapb VISl COCTAaBJICHUS PE3IOME

Nouns

A valid driver’s- Bogurenbckue mpasa

job hunting — mouck paGoTsr

abilities — crocobrOCTH

leader — munep

accomplishments — noctimxenus, ycrexu

Mailing Address- mouroBbrii
azmpec

age — Bo3pact

marital status - 6paunsrit
(cemeitHOE TIOTIOKEHHE)

applicant-xkanaumat, mpeTeHaeHT

position —gopKHOCTH

command of languages-Bnanenue s3pIKOM

sign- 3HaK (3011aKa)

date of birth — nara posxxnenust

signature-moamuce

experience-crax, OmbIT paboTHI

vacanCy — BakaHCHUs

fee — rara, roHopap

Adjectives

active — akTUBHBIN

ambitious —aMOUIIMO3HBINI

adaptable — 6sicTpo amantupyromumiics

broadminded — ¢ mmpokumu
B3TJISIIAMH, HHTEPECAMHU

cheerful — meyHbIBaroIIHiA,
JKU3HEPAIOCTHBIN

competitive — ciocoGHbI#
COpPEBHOBATHCH,
KOHKYPEHTOCTIOCOOHBII

cooperative — OTKpBITHIH K
COTPYJHHUYECTBY

CUrious — JIF0OONBITHEIA

creative — TBopueckuii

current- tenepemHuii

determined — perurensHbIH

enthusiastic — monHbIif
3HTy3I/IaSMa, 3Hepr1/11/1

eager — ycTpeMIJIeHHbIN

entrepreneurial —
MpeAnpUUMUKBLIH (TO €CTb,
CHOCOOHBIN pealn30BBIBATh
UICH)

£asygoing — KOMMYHHKaOeIbHBIi

female-xenckuii

employment — 3ausrocTh

flexible — ncuxonornyeckn
ruOKmit

energetic — sHepruyHbIIA

friendly — npyxemroOHBII

generous — meapeli

hardworking — crioco0OHbrit
MHOTO paboTarts,
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TPYAOIIOOUBHIT

good natured — pHSTHBIH

helpful — mone3upIit

honest — uectHsIi

industrious — TpymoroGHBHIiA,

yCEpAHBIN
imaginative — umetromuii Goratoe intellectual —
BOOOpaxkeHHE MHTEJUIEKTYaNIbHbIH

independent — He3aBUCHUMBIi

male-My>KcKkoii, My XIrHa

married-3amyxeMm, KeHATBIN

mature — rCUXoJOTHYECKU
3penbli

motivated — ¢ yeTkoil MOTUBaIEN

organized — opraHu30BaHHBIIH

original — opurinHamTbHBINR

optimistic — onTUMUCTUYHBIN

outgoing personality — yenoBex ¢
JIETKMM, OTKPBITBIM XapaKTepoM

primary- ocHOBHO#

patient — TeprienuBbI#

progressive — mporpecCHBHBIH

purposeful — neneycrpemneHHbIH

quick — GbICTpBIit

reliable — magexupIi

resourceful —
MU300peTaTeNbHbIN, HAXOTUUBBIN

self-confident — yBepenmsiii B cebe

self-sufficient —
CaMOCTOSITEIIbHBIMN,
CaMOJI0CTAaTOYHBIN

Serious — cepbe3HbIi

single, unmarried-xorocroi

sociable — koMmmyHuKaOeTBHBIN

supportive — roToBbIi
TPEOCTABHUTH MOMIEPKKY

successful — ycnermsrit

tactful — TaxTnuHbI1

thorough — no6pocoBecTHBIi

trustworthy — 3aciysxuBaromuit
JIOBEPUS

Verbs

apply — nonats 3asBneHune

fill a position — 3ausaTh HOKHOCTH

4.2 Busutnas kaprouka (Visiting Cards)

e aHanm3 oOpasma BU3NTHOM KapTOYKH, €€ OCHOBHBIX 3JIEMEHTOB;

e cocTaBieHHE U 0OPMIICHHE BU3UTHBIX KapTOUEK;

° OTBETbHI Ha BOIIPOCHI IO HpCHHO)KCHHOﬁ BU3UTHOM KapTO4ke, B

YaCTHOCTH.
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Whose card is this?

What is he?

What company is he from?

What city is he from?

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

4.3 Ankernsie nanpbie (Personal Particulars-Forms, Applications

Forms)
3anoiHeHne aHKeT 110 CJICAYIOMIM pasaciaM:
e name
e surname
e  patronymic
e address
e telephone
o Sex

o date and place of birth
e occupation

e qualification

e  marital status

e languages
o likes
o dislikes

Personal Particulars (Forms, Applications Forms)
Personal Information:

What is your first name?

What is your surname?

When is your birthday?

When were you born?

What is your telephone number?
In what school do you study?
What languages do you know?
What is your marital status?
What books do your like?

What genres of films do you like?
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What kind of music do you prefer?
Do you smoke (drink)?
What are you?
What is your favorite subject at school?
What is you hobby?
What kinds of sports do you like best of all?
How old are you?
Who lives in your home?

Read and fill in the form.
My name is lvan. My surname is Petrov. I’'m thirteen years old. | was born
in 2005 in Perm. | live at 18 Kirov Street. Our family lives in a big flat on
the third floor. My phone number is two three eight seven six five. | go to
school. I am in the eighth form. I’m fond of Mathematics. | like reading in
Spanish. | like tennis. I play the violin and compose my own music. | like
Russian classical music very mach. I don’t like pop music at all. Every day |
have too much homework.
Surname
Name
Sex: male or female
Date of birth
Place of birth
Present occupation
Favourite subjects at school
Command of languages
Hobbies
Sports
Address
Telephone
Date

©WoNe kWD RE

[ERN
e

e
.

H
w

signature
b) Read the text. Fill in the form.
How are you, Mister Alf? This is Martha Miller from Chicago. I’ve had a
hard day interviewing four people for you. You see, three of them were just
hopeless. Insufficient level of language knowledge, one of them has no
professional experience at all. Well, the best was Sabrina Smith. She is 24,
married, no children. Lived in Berlin. Excellent knowledge of German,
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English and Spanish (mother is Spanish, father is English), a good
command of French. She graduated from the University of London,
manager department and has a bachelor’s degree in economics. After
graduating she went to her husband in Berlin. She worked in a big company
for three years. Several times went on business trips to Russia. A week ago
her husband was transferred to the Chicago branch of the company. So she
needs work in Chicago. She is energetic, very self-confidence, and
trustworthy. Her address is 5 Browning Street, Chicago. The zip is 96875.
Shall I repeat? The phone number is 2214879. Is it all right? Then see you
tomorrow.

Name:

Age:
Marital status:
Education:

Command of language:
Address:
Telephone:

c) Work in pairs. Discuss the application form and put questions to each
other. Try to tell us about Jo/n’s interests.

Personal Frost

Name John

Address__24 ap. 36 Woodhill Street_Liverpool

Phone_(365) 6587921 (home)

Do you have a valid driver’s licence: Yes

Marital status____married

Name of School__Oxford University

Year graduated 2016

Course Taken or Degree__ M. Sc. in Marketing

Languages: English Excellent rmanGe Good

Experience (Give present or last position first)

Company__Omega Address___35B Darvin Street

Type of business industry ___Information Tehnologes

Employed (Month & year) From_June 2016 To__ March 2017
Position(s) held Manager

Supervisor’s name Dick_Thomphson
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Describe your duties Negotiations, purchase of equipment

d) Fill in the form in order to join the youth club.
Name
Address
Telephone number
Age
Marital status
Nationality
Height
Shoe size
Occupation
Place of work
Smokes? (If so, how many times a day?)
Drinks? (If so, what?)
Favourite foods
Languages spoken
Likes:
Sports
Books
Music
Films
Other
Dislikes
Sign

ANSWER THE QUESTIONS:
1. What is the difference between CV and resume?
2. Name the main points of an application form?

3. Describe your character and features using the vocabulary.
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1.5. CULTURAL DIFFERENCE IN BUSINESS AND LIFE

Task 1. Read and translate the patterns, make up sentences
with them

In Russian eyes

To put it differently

Apart from that

To beat about the bushes

To come across

Task 2. Read the cultural difference between British people
and Russians:

1. Though we have common roots in European culture, we are
aware of the differences between the British cultural, political and social
heritage and that of our country.

2. In Russian eyes the words “England”, “Great Britain”, and “the
United Kingdom” differ from one another only in the sense that the first is
the most colloquial, and the last is the most official. “England”, “Great
Britain”, and “the United Kingdom” have their own specific meaning, their
own geographical and economic connotations. “Great Britain” is the United
Kingdom without Northern Ireland; “England” is Great Britain without
Wales and Scotland. Thus when communicating with British people you
must not forget that the British Isles do not consist of one nation, but of
four, and that all of them have an acute national consciousness. So, you
should not refer to Robert Burns as your favourite English poet when
speaking to the Scots, and talking to the Welsh you should not express your
pleasure at meeting “English miners”.

3. Most European speakers of English want to say “please” when
they give something to someone - say, when they pay in a shop, or when
they pass something to somebody. But in English it is used only when
asking for something, but not when giving and not in answer to "Thank
you". When giving something "Here you are" may be said, but usually the
British say nothing but just smile to be polite. Because the people in other
cultures want to be as polite as they are in their own language, they find it
difficult to believe that it is normal and natural to say something different or
nothing at all.

4. A number of forms of polite usage which are misleading in
English as well. These may take the form of exaggeration or modesty. For
instance, British people often ask questions which in fact are orders or
requests (Could you bring this paper, please?).
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5. In cross-cultural communication the way people structure
conversations, express agreement or disagreement, take turns in floor-
holding, etc. plays an important role. Analysis of both English and Russian
in conversations reveals great cultural differences that can be noticed in
their structure and vocabulary. Russians are known to share a stronger
tendency to simultaneous floor-holding behaviour than the British who tend
to avoid simultaneous turn-taking.

6. As it is known the accepted code of behaviour of the British
does not allow the straightforward expression of what they think and feel. In
contrast to Russians who prefer directness, British people generally tend to
understate things. A conversation in English is full of hints, half-tones and
half-only exception is a professional conversation or a review when the
British generally expect speakers to come to the point. Objectivity and
directness are positively valued in formal situations. Speakers are cautioned
against beating about the bush.

7. Just as Russian and English differ in vocabulary so they differ in
intonation. While the attitudes of an Englishman and a Russian may be the
same towards a certain topic, the ways in which they express attitudes most
probably differ. You should take it into consideration when talking to
British people. Remember that when the British hear a mistake in intonation
they don't react in the same way as when they hear a grammar mistake.
Loudness of the voice is one of the mechanisms which also differs greatly
in our culture as compared with the British culture. Russians are often said
to talk loudly which is a part of their openness. As for the British, nothing
confuses and irritates them more than loudness and misuse of rising and
falling tones, as for instance, raising voice when saying “No” to contradict.
The British carefully adjust the voice so that it just barely overrides the
background noise and distance.

8. The British will never simplify their speech for the benefit of
foreigners as Russians instinctively do.

Task 3. Read the table “Anglo-Euro Translation Guide”.
Undoubtedly it is a little bit humorous but very useful if you want to
understand the British.

1.6. THE MAIN FORMS OF BUSINESS ORGANIZATION
Exercise 1. Read the following text and try to summarize the notion of
the words ‘company’ and ‘association’:

A company is, in general, any group of people (known as «membersy)
united to pursue a common interest. That is why the term is synonymous
with «associationy, but more often it is used specifically to denote
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associations established for profit, such as the partnership, the joint-stock
company, and the for-profit corporation. A company is not necessarily a
corporation, and may not have a separate existence from its members.

A company might also not be able to sue or be sued in its own name, and
that is why would not be considered to be a legal person. Whether a
company has either of these characteristics depends on the law of the
jurisdiction.

Although associations of persons carrying on business must have existed
from times immemorial, the oldest continually-operating business in
existence is a Japanese firm called «Kongo Gumiy, which was founded in
the sixth century.

A voluntary association (also sometimes called just an association) is a
group of individuals who voluntarily enter into an agreement to form a body
(or organization) to accomplish a purpose.

Strictly speaking, in many jurisdictions no formalities are necessary to start
an association, although it is difficult to imagine how a one person
association would operate. In some jurisdictions, there is a minimum for the
number of persons starting an association. Some jurisdictions require that
the association register with the police or other official body to inform the
public of the association’s existence. This is not necessarily a tool of
political control but much more a way of protecting the economy from
fraud. In many such jurisdictions, only a registered association is a legal
person whose membership is not responsible for the financial acts of the
association. Any group of persons may, of course, work as an association
but in such case, the persons making a transaction in the name of the
association are all responsible for it.

Associations that are organized for profit or financial gain are usually called
partnerships. A special kind of partnership is a co-operative which is usually
founded on one man - one vote principle and distributes its profits according
to the amount of goods produced or bought by the member. Associations
may take the form of a non-profit organization or they may be not-for-profit
corporations; this does not mean that the association cannot make benefits
from its activity, but all the benefits must be reinvested. Most associations
have some kind of document or documents that regulate the way in which
the body meets and operates. Such an instrument is often called the
organization’s bylaws, regulations, or agreement of association.

In some civil law systems, an association is considered a special form of
contract. In the Civil Code of Quebec this is a type of nominate contract.
The association can be a body corporate, and can thus open a bank account,
make contracts (rent premises, hire employees, take out an insurance
policy), lodge a complaint etc. In France, conventional associations are
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regulated by the Waldeck-Rousseau law of July 1, 1901 and are thus called
Association loi 1901, except in Alsace and Moselle where the law of April
19, 1908 applies (these countries were German in 1901). In Texas, state law
has statutes concerning unincorporated nonprofit associations that allow
unincorporated associations that meet certain criteria to operate as an entity
independent of its members, with the right to own property, make contracts,
sue and be sued, as well as limited liability to its officers and members.

ANSWER THE QUESTIONS:
1. Name the main forms of business organizations.
2. How can you paraphrase the following: «to pursue a common interest»?
3. Define the term «partnershipy.
4. Are formalities always necessary to start an association?

Exercise 2. Complete the text using the words below:
bankruptcy, corporations, creditors, issue, liability, losses,
partnership, registered, shares, sole trader, financial,
premises, capital, prospectus, files.

The simplest form of business is the individual proprietorship or (1) ...........:
for example, a shop (US = store) or a taxi owned by a single person. If
several individuals wish to go into business together they can form a
()i ; partners generally contribute equal capital, have equal authority
in management, and share profits or (3) ........... . In many countries,
lawyers, doctors and accountants are not allowed to form companies, but
only partnerships with unlimited (4) ........... for debts - which should force
them to act responsibly.

But a partnership is not a legal entity separate from its owners; like sole
traders, partners have unlimited liability: in the case of (5) ............ a partner
with a personal fortune can lose it all. Consequently, the majority of
businesses are limited companies (US = (6) ........... ), in which investors are
only liable for the amount of money they have invested. If a limited
company goes bankrupt, its assets are sold (liquidated) to pay the debts; if
the assets do not cover the debts, they remain unpaid (i.e. (7) ........... do not
get their money back.)

In Britain, most smaller enterprises are private limited companies which
cannot offer (8) ........... to the public; their owners can only raise capital
from friends or from banks and other venture capital institutions. A
successful, growing British business can apply to the Stock Exchange to
become a public limited company; if accepted, it can publish a (9) ...........
and offer its shares for sale on the open stock market. In America, there is
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no legal distinction between private and public limited corporations, but the
equivalent of a public limited company is one (10) ........... by the Securities
and Exchange Commission.

Founders of companies have to write a Memorandum of Association (in the
US, a Certificate of Incorporation), in which the company’s name, purpose,

registered office or premises and authorized share (11) ........... are
mentioned .
(12)cnieeee (always with an ‘s’ at the end) - is the technical term for the

place in which a company does its business: an office, a shop, a workshop, a
factory, a warehouse, etc.

Authorized share capital means the maximum amount of a particular type of
share the company can (13) .......... .

Founders also write Articles of Association (US = Bylaws), which set out
the rights and duties of directors and different kinds of shareholders.
Companies’ memoranda and articles of association, and annual (14). ..........
statements are sent to the registrar of companies, where they may be
inspected by the public. A company that (15) ........... its financial statements
late is almost certainly in trouble. In the United Kingdom, founders can buy
a ready-made “off-the-shelf company” from an agent, that is, a company
formed and held specifically for later resale; the buyer then changes the
name, memorandum, and so on.

Exercise 3. Read the following text and list the steps in starting a business
as well as explain the four elements involved in every business:

The Steps in Starting a Business

Nearly every person who makes the decision to start a business is an
entrepreneur because he or she is willing to take a risk. Usually people
decide to start a business to gain profits and to “do something on their own”
or to be their own boss.

Entrepreneurs then gather the factors of production and decide on the form
of business organization that best suits their purposes. Anyone hoping to
become an entrepreneur must also learn as much as possible about the
business he or she plans to start. This process includes learning about the
laws, regulations, and tax codes that will apply to the business.

Elements of Business Operation

To start a business, you must make potential customers aware that your
services are available for a price. You could have one-page fliers printed to
advertise your business and pass them out. You could also buy advertising
space in the local newspaper.

Every business, regardless of size, involves four elements: expenses,
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advertising, receipts and record keeping, and risk.

Expenses

If you own a painting business, you will need to purchase brushes and paint.
As your business grows, you might invest in paint sprayers so that you can
complete jobs faster. This new equipment would add to your income, but
will probably take more money capital than you have on hand.

Advertising

You will quickly find out that letting potential customers know that you are
in business is costly. Once you have customers, however, information about
your business will spread by word of mouth.

Receipts and Record Keeping

No matter how small your business is, having a system to track your
expenses and income is key to your success. All receipts should be safely
filed and saved.

Risk

Every business involves risks. You must balance the risks against the
advantages of being in business for yourself - including profit versus loss.
Depending on the kinds of jobs you do, you will need equipment and
replacement parts. At first, you might buy parts as you need them for a
particular job: In time, you will find it easier to have an inventory. An
inventory is a supply of whatever items are used in a business.

Probably one of the first things you want to do, if you have not already done
S0, is buy a computer. With the computer, you also should purchase the
programs that will allow you to keep track of all your expenses and all your
receipts. Many such programs exist and are relatively inexpensive.
Programs write checks for you, calculate your monthly profit and loss, tell
you the difference between what you own and what you owe (called net
worth), and so on. As an entrepreneur, you are taking many risks, but the
profit you expect to make is your incentive for taking those risks. For
example, if you spend part of your savings to pay for advertising and
equipment, you are taking a risk. You may not get enough business to cover
these costs.

Whenever you buy a special part for a job, you are taking a risk. Suppose
you do the work and your customer never pays you. You are even taking a
risk with the time you spend. You are using time to think about what you
will do, to write ads, to set up the bookkeeping, and so on. This time is
called an opportunity cost. You could have used it to do something else,
including work for someone for a wage. If you work for someone else, you
take only the risk of not being paid, which is usually small. As an
entrepreneur, your risks are great, but so are the potential rewards.
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ANSWER THE QUESTIONS:

1. What is the first step in starting a business?

2. How can you explain the phrase «to spread by word of mouth»?
3. What are the potential risks of an entrepreneur?

4. Name the elements of a business and define them in brief.

Exercise 4. After reading the text in Exercise 3, you should be able to fill

in the missing word or words:

People who would like to start their own businesses are regarded as

(1)

The first step in startlng a new business is to (2)
. Apart from the desire to be one's own boss, most people are

motivated by the hope of gaining (3) from the

business. The second step involves gathering the (4)
and then choosing the

most suitable form of (5) . New business owners

are to learn all they can about the laws, regulations, and tax codes that apply

to their operation.

Every business includes four elements. Through (6)

owners let other people know about the business and the services they offer

Once customers know a business, information spreads by (7)

. As the business grows, there are more

(8) incurred for supplies, raw materials, equipment, etc.

Over time, an owner wants to have an (9)

of replacement parts to make the business more efficient. State and federal

tax laws require that an owner should keep

(10) for every expenditure.

(1) will enable an owner to keep track of all

transactions connected with business. A computer and specialized software

can help to maintain business files. Last but not least, an entrepreneur needs

to be aware of the (12) of starting a business and

balance them against the potential (13)
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1.7. BANKING
Exercise 1. For each of the six questions choose one correct answer:
1. ‘I’ve got money in the bank again, so now I’m back in the
a. red
b. black
c. pink
d. green
2. Choose the more formal synonym for the word in bold type.
“That picture cost me twenty quid.’

)

a. dollars

b. pounds

c. rand

d. roubles

3. If you haven’t got any money, you are

a. broken

b. broke

c. smashed

d. scattered

4. How should the following amount of money be pronounced? £1276
a. One thousand and two hundred and seventy six pounds.

b. One thousand, two hundred and seventy six pounds.

c. One thousand and two hundred, seventy six pounds.

d. One million, two hundred and seventy six pounds.

5. “It costs a fiver”. In Britain, this means

a. fifty pence

b. five thousand pounds

c. five hundred pounds

d. five pounds

6. The following are all kinds of money. Which of them do you borrow

when you wish to buy a flat?
a. pocket money

b. mortgage

c. allowance

d. grant

Exercise 2. Read the information about the functions and characteristics
of money and do the exercises below:

THE FUNCTIONS AND CHARACTERISTICS OF MONEY
American businesses produce, market, and distribute goods and services.
Money makes it possible for businesses to obtain what they need from
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suppliers and for consumers to obtain goods. Money is defined as anything
customarily used as a medium of exchange, a unit of accounting, and a store
of value. The basis of the market economy is voluntary exchange. In the
American economy, the exchange usually involves money in return for a
good or service.

The Functions of Money

Most Americans think of money as bills, coins, and checks. Historically,
and in other economies, money might be shells, gold, or even goods such as
sheep. Economists identify money by the presence or absence of certain
functions. Anything that is used as a medium of exchange, a unit of
accounting, and a store of value is considered money. For example, Native
Americans used wampum - beads made from shells. Fijians have used
whales’ teeth. There are three functions of money.

Medium of Exchange.

If we say that money is a medium of exchange, it means that a seller is
ready to accept it in exchange for some goods or services. Most people are
paid for their work in money, which they then can use to buy whatever they
need or want. Without money people would have to barter - exchange
goods and services for other goods and services.

Let us imagine that you worked at a grocery store and were paid in
groceries because money did not exist. To get whatever you needed, such as
clothes and housing, you would have to find people who have the goods that
you want. In addition, those people would have to want the exact goods - in
this case, groceries - that you have. Barter requires what economists call a
double coincidence of wants. Each party to a transaction must want exactly
what the other person has to offer. This situation is rare. As a result, people
in societies that barter for goods spend great amounts of time and effort
making trades with one another. Bartering can work only in small societies
with fairly simple economic systems.

Unit of Accounting.

Money is the yardstick that lets people compare the values of goods and
services in relation to one another. Money that is a measure of value
functions in this way as a unit of accounting. Every nation uses a basic unit
to measure the value of goods, as it uses the pound or kilogram to measure
weight. In the United States, this basic unit of value is the dollar. In Japan, it
is the yen; in Russia, the rouble. An item for sale is marked with a price that
shows its value in terms of that unit.

Using money as the only unit of accounting provides a simple and
convenient way to compare the values of various items. By using money
prices as a factor in comparing goods, people can determine whether one
item is a better bargain than another. A single unit of accounting also
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allows people to keep accurate financial records - records of debts owed,
income saved, and so on. Businesspeople can better calculate their profits
and losses over the years by using a single money unit of accounting.

Store of Value. Money also serves as a store of value. You can sell
something, such as your labor, and store the purchasing power that results
from the sale in the form of money for later use. People usually receive their
money income once a week, once every two weeks, or once a month.
However, they usually spend their income at different times during a pay
period. To be able to buy things between paydays, a person can store some
of his or her income in cash and some in a checking account. It is important
to note that in periods of rapid and unpredictable inflation, money is less
able to act as a store of value.

The Types and Characteristics of Money

Anything that people are willing to accept in exchange for goods can serve
as money. At various times in history, cattle, salt, animal hides, gems, and
tobacco have been used as mediums of exchange. Each of these items has
certain characteristics that it better or worse than others for use as money.
Cattle, for example, are difficult, to transport, but they are durable. Gems
are easy to carry, but they are not easy to split into small pieces to use.

The table below lists the major characteristics that to some degree all items
used as money must have. Almost any item that meets most of these criteria
can be and probably has been used as money. Precious metals, however,
particularly gold and silver, are especially well suited as mediums of
exchange, and have often been used as such throughout history. It is only in
more recent times that paper money has been widely used as a medium of
exchange.

Mediums of exchange such as cattle and gems are considered commodity
money. They have a value as a commodity, or good, aside from their value
as money. Cattle are used for food and transportation. Gems are used for
jewelry.

Representative money is money backed by - exchangeable for - some
commodity, such as gold or silver. It is not in itself valuable for nonmoney
uses, but it can be exchanged for some valuable item. Like commodity
money, the amount of representative money circulation, or in use by people,
is limited because it is linked to some scarce good, such as gold. At one
time the United States government issued representative money in the form
silver and gold certificates. In addition, private banks accepted deposits of
gold or silver and issued paper money, called bank notes. These were a
promise to convert the paper money into coin or bullion on demand. The
banks were supposed to keep enough gold or silver in reserve - on hand to
redeem their bank notes. Often, they did not. Today all United States money
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is fiat money. Its face value occurs through government fiat, or order. It is in

this way declared legal tender.

Characteristic

Description

Durable

Money must be able to withstand
the wear and tear of being passed
from person to person. Paper
money lasts on the average of only
one year, but old bills can be easily
replaced. Coins, in contrast, last for
years.

Portable

Money can be carried around
easily. Though paper money is not
very durable, people can easily
carry large sums of paper money.

Divisible

Money must be easily divided into
small parts so that purchases of any
price can be made. Carrying coins
and small bills makes it possible to
make purchases of any amount.

Stable in value

Money must be stable in value. Its
value cannot change rapidly or its
usefulness as a store of value will

decrease.

Scarce Whatever is used as money must be
scarce. That is what gives it value.
Accepted Whatever is used as money must be

accepted as a medium of exchange
in payment for debts. In the United
States, acceptance is based on the
knowledge that others will continue
to accept paper money, coins, and
checks in exchange for desired
goods and services.
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ANSWER THE QUESTIONS:
1. What things were used before the invention of coins?
2. Think of several advantages of paper money, if compared to coins.
3. Why is it essential for money to be scarce?
4. Define the term «barter».

Exercise 3. After reading the text above, fill in the missing word or words:
Money, regardless of what form it takes, has three major functions. When
sellers are willing to accept it as payment for goods or services, money
functionsasa 1) .Asa?2)

, money allows people to compare the values of
various items and to keep accurate records. Money in a convenient form

serves as a 3) , allowing people to save
for the future.
Whatever is used as money must be 4) , Which is
what gives it its value. Money, to be easy to handle and use, must be
5) and 6) into small parts. Finally,
money must have 7) value and be
8) to withstand normal use.
Certain items such as furs or minerals used in barter are referred to as
9) money. Currency backed by some
10) such as gold is called 11)
money. In the United States and other countries, government decree creates
12) money, also known as 13)

. This type of money is backed mainly by society’s
14) in its value.

Exercise 4. Choose the correct alternative to complete each sentence:
. Money in notes and coins is called

. cash b. capital c. reserves

. The dollar, the mark and the yen are all

. currencies b. funds c. monies

. Money borrowed from a bank is a

. deposit b. income c. loan

. Borrowed money that has to be paid back constitutes a

. debt b. fund c. subsidy

. All the money received by a person or a company is known as
. aid b. income c. wages

. The money earned for a week’s manual work is called

. income b. salary c. wages

. The money paid for a month’s (professional) work is a
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a. loan b. salary c. wages

8. Money placed in banks and other savings institutions constitutes

a. capital b. deposits c. finance

9. Money paid by the government or a company to a retired person is a
a. pension b. rebate c. subsidy

10. The money that will ultimately be used to pay pensions is kept in a
a. budget b. deposit c. fund

11. The money needed to start a company is called

a. aid b. capital c. debt

12. The money paid to lawyers, architects, private schools, etc. is called
a. fees b. instalments c. wages

13. Regular part payments of debts are called

a. deposits b. loans c. instalments

14. Part of a payment that is officially given back (for example, from taxes)
is called a

a. gift b. instalment c. rebate

15. Estimated expenditure and income is written in a

a. budget b. reserve c. statement

16. A person’s money in a business is known as his or her

a. deposit b. fund c. stake

17. Money given to producers to allow them to sell cheaply is called a
a. loan b. rebate c. subsidy

18. Money given to developing countries by richer ones is known as

a. aid b. debt c. subsidy

Exercise 5. Choose the right answer:

1. When you retire at the age of sixty-five, you receive a(n) .....from the
government.

a) allowance b) fine ¢) grant d) pension

2. If production in that factory exceeds the target, the workers geta ..... .
a) bonus b) donation ¢) gratuity d) premium

3. Income tax is ..... to one’s annual income.

a) associated b) based c) dependent d) related

4. The ..... of living has risen by 25% in the last six months.

a) cost b) expenditure c¢) expense d) price

5. The kidnappers demanded a ..... of $ 1,000,000.

a) fine b) penalty c) ransom d) reward

6. The World Bank has criticized the United States for not giving enough

financial ..... to the East European countries.
a) aid b) allowance c) loan d) premium
7. You can ..... your basic wage by working longer hours.
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a) effect b) help ¢) implement d) supplement

8. A salesman is paid a ..... on the goods he sells.

a) commission b) percentage c) provision d) salary

9. The President admitted taking ..... and had to resign.

a) bribes b) fees c) fines d) premiums

10. In our country ..... of $250 is paid weekly to a family with more than
three children.

a) an allowance b) a fee c) an income d) a wage

11. Mr. Mean cannot bear to ..... even the smallest sum of money for a
charity appeal.

a) give in b) let out c) part with d) pay off

12. Mr. Rich earns $8,000 a month .....and $5,000 a month net.

a) bulk b) gross ¢) mass d) wholesale

13. You can only ..... this postal order at a post office.

a) alter b) cash c) exchange d) pay

14. If they are not more careful with their accounts, they will go ..... .
a) bankrupt b) broken c) penniless d) poor

15. The Finance Minister will be making a ..... today about new rates of
income tax.

a) declaration b) notice c) statement d) talk

16. If T had another $25,000 a year, I would consider myself ..... .

a) well deserved b) well done c¢) well-made d) well off

17. All the workers in our firm get a Christmas ..... of $100.

a) bonus b) fine c) prize d) reward

18. “Can you ..... something for the orphans?”, he asked, rattling a
collecting-box.

a) give b) leave c) provide d) spare

19. Before starting a business, you have to raise the necessary ..... .

a) capital b) currency c) investment d) savings

20. The usual reason for exemption from tax does not ..... in this case.
a) apply b) concern c¢) impose d) regard

21. Mrs. Unemployed is finding it difficult to pay the ..... on her insurance

policy.
a) bonuses b) fees c) fines d) premiums
22. Our company made a record ..... last year.

a) benefit b) earn c) profit d) winning

23. While you are away from the office on business trips, you will be given
adaily .....

$50 towards meals and accommodation.

a) allowance b) fine c) permit d) reward

24. 1 hate the beginning of each year when all the ..... start coming in and |
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have to find
the money to pay them all.
a) accounts b) bills ¢) estimates d) receipts

Exercise 6. Put each of the following words or phrases into its correct
place in the text below:

banks beads buy coins change currency depositing earn exchange rate
goods investments money paper bills savings accounts sell shells value
Money is what people use to (1)...... something. People spend money on
(2)..... and services. Many people save part of their money by (3).....itin a
bank. People (4)..... money by performing services. They also earn money
from (5)....., including government bonds, and from (6)..... .

(7)..... can be anything that people agree to accept in exchange for the
things they (8)..... or the work they do. Ancient peoples used such varied

things as (9)...... , (10)...... and cattle as money. Today, most nations use
metal coins and (11)..... . Different countries’ (12)..... and bills look
different and have different names. A person can (13)...... his money for

the money of any other country according to the

(14)..... . Usually, such rates are set by the central (15)..... of a country. The
(16)...... of'a country’s (17)...... may change, depending on the economic
and political conditions in that country.

Exercise 7. Match the definitions with the correct word connected with
money:

1. an allowance a. money paid to authors or
investors according to the sales of
their work

2. abonus b. a sum of money used to make

more money from something that
will increase in value

3. commission c. the money which a building
society or bank lends to someone to
buy a house

4. a deposit d. the money that a person pays to

an insurance company to protect
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against loss or damage

5. a dividend

e. money, usually from a relative, to
live on

6. an investment

f. an additional payment which is a
reward to those who work for a
company for their extra work

7. alegacy

g. the amount of money borrowed
from a bank, greater than that which
is in your account

8. maintenance

h. money received from someone in
his or her will

9. an overdraft

i. the amount of money that goes to
a shareholder

10. a premium j. money paid by divorced or
separated people to support the
former husband or wife

11. royalties k. part of the value of a company
that you may buy

12. a share . part-payment of money which you

make to stop the seller from selling
his goods to others

13. a mortgage

m. an amount of money, related to
the value of goods sold, which is
paid to a salesman for his services




1.8. IMPORT-EXPORT

1. Study the topical vocabulary units given below. Translate them into
Russian and make up a situation using these words and phrases.

term meaning
1 bill of lading n. list of goods and shipping instructions;
waybill
2 c.&f. abbr. cost & freight: includes shipping to named

port but not insurance

3 c.i.f. abbr. cost, insurance & freight: includes
insurance and shipping to named port

4 cargo Nn. goods or products that are being transported or
shipped
5 certificate of n. a document that shows where goods come
origin from
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term

meaning

6 container n. huge box to hold goods for transport -
container port n.to containerise v.

7 customs n. 1 government tax or duty on imported
goods 2 officials who collect this tax

8 declare v. to make a statement of taxable goods -
customs declaration form n.

9 fas. abbr. free alongside ship [includes delivery to
quayside but not loading]

10 | f.o.b. abbr. free on board: includes loading onto ship

11 | freight n. goods being transported; cargo

12 | irrevocable adj. that cannot be undone; unalterable -

irrevocable letter of credit n.
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term

meaning

13 | letter of credit n. a letter from a bank authorising a person to
draw money from another bank

14 | merchandise n. things bought and sold; commaodities; wares -
also v.

15 | packing list n. a document that is sent with goods to show
that they have been checked

16 | pro forma n. an invoice or request for payment sent in

invoice advance of goods supplied

17 | quay n. a solid, artificial landing place for (un)loading
ships; wharf - quayside n.

18 | ship v. to send or transport by land, sea or air -

also n. shipmentn.
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term meaning

19 | shipping agent n. a person acting for or representing a ship or
ships at a port

20 | waybill n. list of goods and shipping instructions; bill of
lading - air waybill n.

2. Read the article about the basics of import and export activities in
business. Comment on the importance of export and import for Russia
nowadays.

Meet Ellen. She's the president of a small country. One of her
country's key industries is consumer electronics. In fact, it leads the world in
production of computer tablets. Ellen's country is both an exporter and
importer of goods. An export is the sale of goods to a foreign country,
while an importis the purchase of foreign manufactured goods in the
buyer's domestic market.

Ellen's country has successfully exported its tablets all over the
world, including Canada, Mexico, the European Union, Australia and
several countries in Asia. On the other hand, Ellen's country imports
different components from Asian countries necessary to manufacture its
computer tablets. Consequently, countries will often import goods that can
be more effectively and cheaply produced by another country and focus on
producing and exporting the goods in which it excels at producing.

Exporting and importing helps grow national economies and
expands the global market. Every country is endowed with certain
advantages in resources and skills. For example, some countries are rich in
natural resources, such as fossil fuels, timber, fertile soil or precious metals
and minerals, while other countries have shortages of many of these
resources. Additionally, some countries have highly developed

46




infrastructures, educational systems and capital markets that permit them to
engage in complex manufacturing and technological innovations, while
many countries do not.

Imports are important for businesses and individual consumers.
Countries like Ellen's often need to import goods that are either not readily
available domestically or are available cheaper overseas. Individual
consumers also benefit from the locally produced products with imported
components as well as other products that are imported into the country.
Oftentimes, imported products provide a better price or more choices to
consumers, which helps increase their standard of living.

Countries want to be net exporters rather than net importers.
Importing is not necessarily a bad thing because it gives us access to
important resources and products not otherwise available or at a cheaper
cost. However, just like eating too much candy, it can have bad
consequences. If you import more than you export, more money is leaving
the country than is coming in through export sales.

On the other hand, the more a country exports, the more domestic
economic activity is occurring. More exports means more production, jobs
and revenue. If a country is a net exporter, its gross domestic product
increases, which is the total value of the finished goods and services it
produces in a given period of time. In other words, net exports increase the
wealth of a country.

ANSWER THE QUESTIONS:
1. What commodities are likely to be exported by a developed economy?

2. What is usually imported by an average Third World country in Africa?
3. How can you paraphrase the term «net importer»?
4. Which goods are not readily available in the domestic market of Russia?
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Anglo-EU Translation Guide

| hear what you say

With the greatest

That’s not bad
That is a very brave
proposal

Quite good

I would suggest...

Oh, incidentally/ by the
way

| was a bit disappointed
that

Very interesting
I'll bear it in mind

ol

You must come for dinner

1 almost agree

1 only have a few minor

|

ANSWER THE QUESTIONS

1. Are there “politeness phrases” in your language?

2. Are people in your culture sensitive about “politeness phrases™?

3. Is the language of the family and the language you use at work
or to strangers the same?

4. Is the language used by older people the same as that used by
the younger generation? If they're different, can you say something about
how they're different?



1.9. TRAVELLING

ESSENTIAL VOCABULARY

areturn [rr'ta:n] / return ticket — 6utet B 06a KoHIIa, OUIIET Tyaa U
o0paTHO

a single ['simgl] — 6uieT B o1uH KOHEIl

abroad [o'bro:d] — rpanuna, 3a rpanunei

accident ['aksid(a)nt] — HecuacTHBIN ciTy4aii; KaTacTpoda; aBapust

air sickness — ykaunBaHwue, BO3AyIIHas 60JIE3Hb

amid [o'mid] ship — Ha dhore Kopadist

berth [ba:0] — koiika (Ha mnapoxone); cmajipHOEe MecTo (B
KEJIe3HOIOPOKHOM BaroHe, camoui€re); Mecrto (B nunmkance); lower berth
— HmkHAs noka; sleeping berth — cnansHoe Mecto; upper berth — Bepxusist
TOJIKA; SKOPHOE MECTO; MPUYAIT; MECTO Y MpUYaia

boarding pass — mocaouHbIii TaIOH

booking-office ['bukin ofis] — Gunernas kacca

bus pass [pa:s] — npoe3anoii GuteT

carriage ['kerids] = railway carriage — »xee3HOIOPOKHBIN BaroH
(0OBIYHO MTACCAKUPCKUIN)

coach [kouff] — TypucTHueckuii aBTOOYyC; IKUMax (KaK TPaHCI. Cp-
BO)

compartment [kom'pa:tmont] — oTHeNEHHE, OTCEK; KyIle; CaJIOH
(camonéra)

deck [dek] — many6a

delay [dr'ler] — oTkagpIBaTh; OTCPOYMBATH

departure [di'pa:fa] — oTesn

destination [ destr'nerf(e)n] — MecTo Ha3HA4YeHHs, IMYHKT
Ha3HAYCHUSI

dinning-car — Baron-pecropan

fare [fea] — cronmocTs mpoe3a wim mpoBo3a Oaraxa, Tapud,
iaTa 3a npoesj

flight-information board — uadopmaronsoe Ta6710 MONETOB

go brown — 3aropartb

hitch-hiking ['hifhaikig] / hitch-hicking — mnyrewecteue Ha
MOMYTHBIX MAIlMHAX OECIIATHO, MePEABMKECHUE AaBTOCTOIIOM

public transport — oGuiecTBeHHBIIT TPaHCTIOPT

pursuit [pa'sju:t] — npecienoBaHue; TOHEHHE, TOTOHS

quay [ki:] — mpruain, HabepexHas

request [rr'’kwest] Stop — ocTaHoBKa 1Mo TpeOOBaAHUIO

rush hour ['rAf,aus] — gac-nuk
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seasick ['si:sik] — crpamaromuii MOpckoii 60IE3HbI0

speedometer [spi:'domito]— crimmomeTtp

stewardess ['stju:adas] — cTroapaecca, GOpTIPOBOTHHUIIA

to be X-rayed — npoxoauTh peHTTeH-I0CMOTP

to fasten ['fa:s(o)n] the belts — mpucrerayTs peman

to get stuck in the mud — 3actpsTs

to land — mpuseMnuTHCS

to moor [mus ], [mo:] — mpuyanuBaTh; MIBAPTOBATHCS

to rent @ room — apeHI0BaTh KOMHATY

to see off — mpoBoxath

to take off — B3nerars (0 camonére)

traffic jam [dzaem] — aBToMoOUITBHAS TPOOKA, 3aTOP

traffic lights — ceerodop

voyage ['vords] / journey ['d33:n1] — maBaHue, Mopckoe
Ty TEIISCTBHUE MOJNET, IepeNéT (Ha caMoETe)

Idioms

ANY PORT IN A STORM - if you are in a difficult situation you
will go anywhere for help.

I didn't want to stay with my mother, but any port in a storm.

BE IN THE SAME BOAT - to be in the same situation (usually
unpleasant) as other people.

My sister's always complaining that she has too work about the
house, but we're in the same boat.

BE JUST THE TICKET - Used to describe that something is
exactly what is needed.

If you want to improve your English, this website is just the ticket.

CAR BOOT SALE - an event in a public place where people sell
their unwanted possessions, often from the backs of their cars.

I’ve got a lot of bargains at a car boot sale.

CAR POOL - a group of cars owned by a company or other
organization which can be used by any of its employees.

Being a head of the company he used an expensive car from the
pool.

COVER SMB’S TRACKS - to hide or conceal something.

They'll never catch the real culprits at Enron, they were to good at
covering their tracks.

DOWN THE ROAD - sometime in the future.
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One day | will have video capability on the site, but that's a long
way down the road.

DOWN TO EARTH — natural or real (personality).

Sheila is really down to earth for a girl with so much money.

DRIVE SOMEONE UP THE WALL / DRIVE SOMEONE
ROUND THE BEND (to make someone very bored) — to make someone
extremely angry.

My neighbours are driving me up the wall with their loud music.

FAIR-WEATHER FRIEND a person who is only a friend in
good times | can't talk to Nancy about my boyfriend problems. She's only a
fair-weather friend.

GET ON THE GRAVY TRAIN - to attempt to make money
quickly, easily, and often dishonestly.

I wouldn't trust him if | were you, he is always trying to get on the
gravy train.

GET ON YOUR BIKE - to get moving.

My advice is get on your bike and find work elsewhere.

GET THE SHOW ON THE ROAD - To begin an activity that
has been planned. Let's get this show on the road.

(GET) WIND OF SOMETHING - to overhear something about
someone or something (often gossip).

My friend has a new girlfriend. | got wind of it tonight.

GO OFF THE RAILS - to start behaving in a way that is not
generally acceptable, especially dishonestly or illegally.

Prince Harry has really gone of the rails recently.

HAVE A FACE LIKE THE BACK END OF A BUS - to be
really ugly.

His girlfriend has a face like the back end of a bus, but she is very
kind!

HIT AND RUN - This idiom describes a road accident in which
the driver who caused the accident drives away without helping the other
people involved and without telling the police.

The police are hunting a hit and run driver.

HIT THE ROAD - to leave a place or begin a journey.

I must be going, | need to hit the road to catch my train.

LOSE TRACK - To no longer know what is happening, or not to
remember something.

They've lost track of their original goal. | doubt they'll win the next
election.
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MIDDLE OF THE ROAD (MOR) - this idiom describes a
person, organization, opinion or type of entertainment that is not extreme
and is acceptable to or liked by most people.

He only likes MOR music.

OFF THE BEATEN TRACK - a place where few people go, far
from any main roads and towns.

The hotel is difficult to find, it is really off the beaten track.

(ON) CLOUD NINE - to be extremely happy.

Mary was on cloud nine when she bought her new dress.

ON TRACK - If something is on track it's making progress and is
likely to achieve something. To get or put something back on track means to
correct something that was going wrong.

It looks as though the crisis is over. We're back on track.

ONE TRACK MIND. A tendency to think about only one subject.
He only ever thinks about girls, he has a one track mind.

PORT OF CALL - a place where you stop for a short time,
especially on a journey.

Where's our next port of call?

ROAD HOG - a driver who drives recklessly or inconsiderately,
making it difficult for others to proceed safely or at a normal speed.

I have never liked his driving, he is such a road hog.

SHIP SOMEONE OFF — to send someone away somewhere.

Rich parents often ship their children off to boarding school.

TAKE FLIGHT - to run away.

The boys took flight when they saw the master of the villa.

THE END OF THE ROAD - the point where it is no longer
possible to continue with a process or activity.

We will have to give up on this project, it's reached the end of the
road.

THE FAST TRACK - the quickest and most direct route to
achievement of a goal (especially business related).

He won't be working in this office for very long, he's on the fast
track to management.

THE INSIDE TRACK - to have a special position within an
organization, or a special relationship with a person that gives you
advantages that other people do not have.

He knows a lot about the company, he's on the inside track.

THE ROAD TO HELL IS PAVED WITH GOOD
INTENTIONS - said to emphasize that you must not simply intend to
behave well but you must act according to your intentions, because you will
have problems or be punished if you do not.
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THE SQUEAKY WHEEL GETS THE OIL - people who make
the most fuss get the most attention.

He complained to the manager and they gave him a free
replacement. The squeaky wheel gets the oil!

TOP FLIGHT - to be at the highest level in a job or sport.

David Beckham is a top flight footballer.

TRAIN OF THOUGHT - the connections that link the various
parts of an event or argument together.

He was trying to explain how the budget would help to end the
recession, but I couldn't follow his train of thought.

TRAVEL LIGHT - to go on a journey without taking a lot of
things with you.

I always travel light when | go to England.

A FIELD DAY - a very enjoyable time

The kids had a field day at the water slide park.

GO DOWNHILL - get progressively worse

My grades started going downhill when | got a part-time job.

HIT THE ROAD - leave.

It's getting late. We had better hit the road.

MAKE A MOUNTAIN OUT OF A MOLEHILL — make a
small problem seem big.

Your daughter got only one B in the term. She is a good pupil.
You're making a mountain out of a molehill.

OUT OF THE WOODS - clear of danger.

The doctor said my heart is doing better, but I'm not out of the
woods yet.

OVER THE HILL - past middle age.

I knew | was over the hill when | started needing glasses to read.

(AS) QUICK AS LIGHTNING - very fast

Wow! Your shower was as quick as lightning.

THE TIP OF THE ICEBERG - a small part of a large problem

The lost tickets were just the tip of the iceberg.

UNDER THE WEATHER - ill

I was feeling under the weather so | went back to bed.

WIN BY A LANDSLIDE - win by a lot of points.

The skier in the green coat won by a landslide.

British English / American English

American English is the form of English used in the United States
of America. British English is the form of English used in the United
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Kingdom. These forms have differences in vocabulary, phonetics, spelling
and grammar because of the distance, cultural features and other factors.

We’ll try to give in the present work several differences.

1) spelling
Brg AmE Translation
-our: -or:
colour color BET
favour favor 0J1arOCKJIIOHHOCTh
neighbour neighbor cocefl
-tre -ter
centre center LEHTP
litre liter JUTP
theatre theater TeatTp
-ce -se
Defence Defense O6opoHa
Licence License Juuensus
Practice Practise MpaKTHKa
Offence Offense Hananenue
Differences in vowels Differences in vowels
Grey gray CepHIi
Whisky whiskey BHCKH
Jelly jello xKeye
Pyjamas pajamas MKama
tyre tire IIMHA, TIOKPBILIKA
Differences in | Differences in
consonants consonants
Cosy cozy YIOTHBIH
marvellous marvelous Ty ICCHBIH
travelling traveling MyTElIeCTBHE
organisation organization
2) vocabulary
Br AmE Translation
autumn fall OCEHb
biscuit cookie TeYeHbe
chips fries kaprhenb-hpu
cooker stove IJTNTa/TIeYKa
crisps potato crisps/chips YHIICHI
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curtains drapes IITOPBI
dungarees overalls KOMOHHE30H
film movie ($UIBM, KHHO
flat apartment KBapTupa
football soccer ¢bytdon
garden yard can
handbag purse/pocketbook JIAMCKasi CyMOYKa
holiday vacation KaHHKYJIbI
lift elevator T
lorry truck IPY30BHK
mad crazy CyMACIIC I
maize corn KyKypy3a
motorway highway ABTOMAaruCTpallb
nappy diaper MOATY3HUK
pavement sidewalk TpOTyap
petrol gasoline GeH3HH, TOIJIMBO JJISl aBTO
post mail noyra
post code zip code MOYTOBBINM HHJEKC
postman/postlord mailman MOYTAIBOH
pub bar NHBHAsI, TPAKTUD, 6ap
public toilet rest room 0OIIIECTBEHHBIH TyaseT
queue line ouepelib
rubber eraser JACTHK
rubbish garbage Mycop
sellotape scotch tape CKOTY
shop store MarasuH, JaBKa
sweet candy koH(peTa
tap faucet KpaH (CaHTEXHUYECKUH)
taxi cab TaKCH
tin can KOHCepBHas OaHKa
torch flashlight (oHapuK (KapMaHHBIN)
trainers sneakers KPOCCOBKH
trousers pants Oproku
underground subway 1013 MHasl J0pora/MeTpo
waistcoat vest KHIIET
wardrobe closet mKadQ It 0JIEKTbI
zip zipper MOJIHUS (3aCTEXKKA)
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3) phonetics

BrE AmE
-r isn’t pronounced in several | -ris pronounced in any case:
positions: car [ka:], sort [so:t], | car [ka:r], sort [sort], undertake

undertake [ ando'terk], far [fa:].

[ andor'teik], far [fa:r].

[a:]: ask [a:sk], half [ha:f], dance
[da:ns]

[2]: ask [ask], half [hef], dance
[deens]

[5:]: in one and two syllable words
such as stop [stop], not [not], shop
[fop], doctor ['dokta]

[A]: in one and two syllable words
such as stop [stap], not [nat], shop
[fap], doctor ['dakts]

[ju:]: stressed vowels in such words
as tune [tjun ], new [nju:], suit
[sju:t], due [dju:]

[u:]: stressed vowels in such words
as tune [tu:n ], new [nu:], suit [su:t],
due [du:]

either [‘ar09]
neither ['naids]

either ['1:09]
neither ['nr:99]

advertisement [od'v3:tismant]

advertisement [advs3:'tarsmoant]

candidate['keendrdot]

candidate ['keendidert]

tomato [to'ma:tou]

tomato [to'mertou]

process ['prauses]

process ['prases]

ANSWER TH
1. What should you reme
2.
3.

E QUESTIONS:
mber visiting the USA?

Make up several sentences using travelling idioms.
Make up a humorous story of communication of a Briton and

an American using British and American variants of English.
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10. MONEY

Task 1. Read and learn the money units of English-speaking countries.

Great Britain

100 pence (100 p) = 1 pound (£1)

% p — a half penny / half a penny — monmenuu

1 p —one penny — 1 menHn

2 p — twopence, two pence — 2 nieHca

5p, 10 p, 20 p, 50 p — five / ten / twenty / fifty pence; five / ten/
twenty / fifty pee (cnenr) — 5, 10, 20, 50 nexcos

£1 /£2 — one pound — (sl.) a quid / two pounds — 1 ¢yur / 2 dynTa

4.75 — four pounds seventy five (pence)

The USA

100 cents (100 ¢) = 1 dollar ($1)

1 ¢ — one cent — oguH 1EHT

5 ¢ — five cents= one nickel — msaTh IEHTOB=0AWH HUKEIH

10 ¢ — ten cents=one dime — xecsATh HEHTOB=0AMH JaiiMm

25 ¢— twenty-five cents — qBaanaTh MATH HEHTOB

50 ¢ — half a dollar, (sl.) half a buck

$1 — one dollar (sl.) a buck — 1 gomrap

$5, $10, $20, $50, $100 — five / ten / twenty / fifty / one hundred —
5, 10, 20, 50, 100 gomnapos

N.B.!

Salary — oxmam, skanoBaHbe, 3apaboTHas Iulata [3apruiaral
(cmyxamero) (MCUYHMCISETCS HA MECSIYHOM WM TOJOBOH OCHOBE U
HaOpsMYIO0 HE 3aBUCUT OT KOJIMYECTBA OTpa6OTaHHI)IX qaCcoB HIIN 06’LCMOB
BBIIIOJIHEHHBIX pa60T; O6I)I‘IHO TCPMUH TIPUMEHACTCA K OIUIaTe Tpylda
«OeIBIX BOPOTHUYIKOBY (CITY)KAINX, HAYYHO-TEXHUIECKOTO MEPpCOHaNa U T.
II.) U BBICOKOKBATH(HUINPOBAHHBIX PAOOTHUKOB; CUHUTACTCSA, YTO CaMo
CJIOBO TPOUW30ILIO OT (paHIy3ckoro "salarie", KoTopoe B CBOIO OdYepenb
MPOU30IUIO OT JIATHHCKOTO cioBa "salarium", M3HAYaNbHO O3HAYABIIETO
JICHE)KHOE JIOBOJIHCTBHE, BBIJIABABIICECS PUMCKHM COJIIATaM Ha IMOKYIKY
COTIH).

Wage [weids] — 3apaboTHas Tutata, 3apruiata (Cymma,
BbIIIJIAYUBacMast pa60T011aTeneM HaCMHOMY paGOTHI/IKy B 3aBHUCHMOCTHU OT
KOJINYECTBA OTPa0OTAHHOTO BPEMCHU HIIM BBIIOJHEHHOrO 00beMa padoT;
YacTO yCTaHABIMBAECTCS HA MMOYACOBOM HMIIM TIOHEAETHLHON OCHOBE; OOBIYHO
TEPMHH IPUMEHSETCS K oIIaTe Tpyaa padouyMx M HEKBaTH(PHUINPOBAHHBIX
pabOTHHKOB).
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Task 2. Read and translate money idioms.
Money idioms

AS CHEAP AS CHIPS — extremely cheap.

To buy laptop in the USA is as chip as chips compare to Russian
prices.

BET YOUR BOTTOM DOLLAR - to persuade smb as you are
absolutely sure and may guarantee smth.

I bet my bottom dollar that Brazilians didn’t fly to the Moon.

BRING HOME THE BACON - to have good salary / make good
money and to bring it home.

My father is a businessman in UAE, so he brings home the bacon.

CASH IN ON SOMETHING - to earn a lot of money at
something; to make a profit at something.

My granny cashes in on knitting — it is a very profitable business.

CHIP IN — to contribute a small amount of money to a fund that
will be used to buy something.

We chipped in and bought the fridge to our hostel.

DIRT CHEAP — very inexpensive.

The clothes at the thrift shop are dirt cheap.

DOWN AND OUT - is used about a man who has lost everything
— his work, family, money and so on.

My good friend is down and out since his girlfriend broke up with
him.

FLAT BROKE - absolutely without money

I’m flat broke as a student after great party.

FORK OVER - to pay money

She forked over the money I’d lent her long ago.

GET PAID PEANUTS - to get little money or to pay little
money.

I dream about winter sales to buy a lot of new clothes and pay
peanuts for it.

GRAVY TRAIN — to get money without any problems, to earn
easily, any easy well paid job.

I found a really gravy train place in this company. It’s hard to
imagine less responsibilities than | have.

HAND OUT - to get money for doing nothing, for example, when
parents help with money or state money.

After giving a birth to twins my wife got a good handout from the
regional authorities.
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HARD UP — easily, than “flat broke”, but rather hard situation
with money

The fact that a lot of retired people are hard up is very sad.

HIGHWAY ROBBERY - an incredibly large bill presented for
payment, it is much larger than it was originally anticipated.

Delivery payments for internet shopping sometimes are a highway
robbery.

HIT THE JACKPOT - to be successful, to luck out

Many of those who started trade business in 90th in Russia hit a
jackpot.

IN THE RED - rather difficult state for a company, when the
profit does not cover all costs and losses to the company.

My company is in the red. It’s time to write CV and search for a

new job.

KEEP ONE'S HEAD ABOVE WATER - to have just enough
money to live.

It's hard to keep my head above water with all of these problems
and bills.

MAKE A KILLING - to have a great success, especially in
making money.

Richard Branson made a killing in his businesses.

MAKE ENDS MEET - to try live barely paying the bills and
modestly spent only on necessary purchases.

I am forced to make ends meet since I’ve bankrupted.

NEST EGG — money saved for future possible problems.

He has a nest egg for his personal needs.

PAY AN ARM AND A LEG/ PAY THROUGH THE NOSE -
says when the price is too high.

| paid through the nose on the dentist bills.

SCRAPE TOGETHER - to gather something that is not easily
available, esp. money.

The Jacksons scrape together all their money to buy a new house.

Task 3. Translate the text into English.

B BenmkoOputanum [1oiaroe BpeMsl XOAWIH TakHe JCHEXHBIE
€IMHUIIBI, KaK MIMJUIMHT, TeHe, GYHT cTepiuHroB. Ha cerogusmHuii 1eHb
OCTaJINCh MEHC M (DYHT CTEpIMHIOB. 3aMETHUM, YTO BXOJ B €BPO30OHY HE
NOBJIEK 3a coOOW ympasgHeHHe COOCTBEHHOHM BaJIOTHI, Kak, Harpumep,
Apaxmsel B I'periun unu mapku B I'epmanun.
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WHTepecHa HCTOPUS MPOUCXOKACHHS CHMBOJIA, 0003HAYAIONIETO
(GyHT cTepanHTOB — MUOpa. DTO OpeBHEpUMCKas Mepa Beca ((DyHT), paBHas
327,45 rpamma. Omna cocrosmla w3 |2 yHOWIA W T[pPUMEHSIACh
MPEUMYIIECTBEHHO [Uisi 00O3HAYEHHs Beca JParoleHHBIX METaoB, B
YaCTHOCTH, 30JI0Ta. A IIOCKOJIbKY JCHBIH DPaHbIe HU3MEPSUIUCh MO BECy
MEIIOYKa, B KOTOPOM HX AEPIKaIH, CUMBOJI, 0003HAYAIONIUH BEC, MPOIHO
3aKpEnIICs 3a JCHEeKHOHN equanieii BenmukoOpuranum.

ANSWER THE QUESTIONS:
1. Analyze currencies of different countries and make a report
about one of them.
2. What sentences can you make up with money idioms? Give 5 or
6 examples.
3. Write a pros & cons essay on the topic “Wage or Salary?”
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PA3JIEJ 2

METOANYECKHE YKA3AHUS JJIS1 OBYYAIOHIUXCS ITO
OCBOEHMIO JMCHUTIJIMHbI

2.1. Ocywecmenenue meKyuiezo, HnPOMEICYMOUHO20 U
UMO0208020 KOHMPONA 8 pPAMKAX u3yyeHus oucuyuniunvl «/lenoeoit
UHOCMPAHHBLL (AH2TUTICKUIL) A3BIK)

OOmast oueHKa BBICTABISIETCS C YYETOM pe3y/IbTaToB BCEX JTaIoB
meKywje2o KOHTPOIsL B TOpsAnKe, ycTraHoBiIeHHOM [lonoskeHueM o
GaymnpHO-pedTHHIOBOM cucteme u IlojoxkeHHeM O TNPOMEXYTOYHOM
aTTecTalMy 00pa3oBaTeIbHON OpraHU3aluH.

Texkymuid KOHTPOJIb MO AMCLUIUIMHE SBISAETCS TEMAaTHYECKUM H
MIPOLETYPHO COCTOUT U3 HECKOJIBKUX ATAIOB:

1) KOHTPOJIb OCBOCHHS TEOPETUYECKOI0 MaTepHalia 10 KaIOH
TeMe Kypca INPOBOAUTCS B (opMe ycTHOro ompoca (cobeceoBaHUSA),
BBHIMOJIHEHHST TIEPEBOJOB M MPAKTHYECKHX 3aJaHHN, CaMOCTOSATENbHON
paboTHL ¥ TecTUpOBaHUsA (CM. [Ipunodicenust);

2) KOHTPOJNF yMEHHS TMPHUMEHSTh MOJYYCHHBIC  3HAHHS
npoBoauTcs B (opMe coOeceoBaHuUs M0 BBHIIOJIHEHUIO OMOJIHUTEIBHBIX
3aJaHui 10 KaXJOW TeMe Kypca, 3aclyIIUBaHHS U OOCYXICHHS TEKCTOB
JOKYMEHTOB, CO3/IaHHBIX 00yUYarOIINMHUCS.

3) ocymectBisiercst B (hOpMe BBIMOJIHEHUSI MPAKTHYCCKUX M
CaMOCTOATENBHBIX 3aJaHHH.

Texymuii KOHTPOJIb TPOBOANTCS B KOHIIE Pa3ZelioB Kypca B hopme
CaMOCTOSATEIILHOHN PabOTHI.

OOyuaromyecsi, He TIOJyYHBIINE IIOJIOKHUTEIBHYIO OIIEHKY IIO
pesynbTaTaM TEKyIIEro KOHTpPOJII 3HaHMH, YMEHMH U  HaBBIKOB,
(hopMupyEeMBIX B TpOIEcCe M3YyUCHHs AWUCIUIUIMHBI, HE JOMYCKAIOTCS K
OCHOBHOMY JTally — IPOMEXYTOYHOMY KOHTPONIO B YCTAHOBJICHHOM
TOpPSIZIKE.

IIpoMeXyTOUHBIH KOHTPOJIb OCYIIECTBIseTcS B (opme 3auéra,
KOTOPBIA MPOBOJIUTCS B YCTHOU (opme (cobecenoBanue). OOmast omeHka
BBICTaBJISIETCSl C YUETOM PE3YyJIbTAaTOB BCEX ITAlOB KOHTPOJIA B MOPSIKE,
ycTaHoBIIeHHOM Kadenpoii. IIpakTuueckue 3aHATHS COCTAaBISIOT BayKHYIO
4yacTh Npo(hecCHOHAIBLHON MOATOTOBKK oOydaronmxcs. OHU HarpaBieHbl

61



Ha OKCIEPUMEHTAJIbHOE IOJATBEPXKACHHE TEOPETHYECKUX ITOJIOKECHUH
Kypca, GopMHpoBaHHE YYEOHBIX U NTPOPECCHOHAIBHBIX MPAKTHUECKUX
ymMeHuil. BaxkHeilel cocTaBistomiel NpakTUUECKUX 3aHITHH SBISIOTCS
ynpakaeHus (TpakTudeckue 3amanus). OcHOBa B YIIPaKHEHUH — MPUMED,
KOTOPBI pa3bupaercsi ¢ TO3MOHHA TEOpWUH, TIPEICTABICHHONH Ha
npakTHdeckux 3aHATHAX. ConepikaHuWe NESTENPHOCTH OOyJaromiuxcs Ha
NPaKTHYECKUX 3aHATHAX — YCTHBIC ¥ MHCbMEHHBIE YIIPAXXHEHHS, PELICHUE
CUTYallMOHHBIX 3aJa4, TeCTOBBIX 3ajaHui. [IoaroroBka K mpakTHYECKHM
3aHSATHSAM HalpaBlieHa Ha:

— yriyOlieHHe, 3aKpeIvIeHUe MOJyYEHHBIX TEOPETUUECKUX 3HAHUH 10
KOHKPETHBIM TEMaM JUCIHUTIIVHEI,

— 00001IIeHNE U CHCTEMATU3AIMIO IPAKTUYECKUX YMEHUIT;

— (hopMHpOBaHNE HEOOXOAUMBIX PO(ECCHOHAIBHBIX HABBIKOB.

OCHOBHOE BHHMMAHHE MPH IOJrOTOBKE K INPAKTHUECKOMY 3aHSATHIO
CIIeAyeT yHENSATh 3aKPEIUICHHUIO TEOPETHUECKHX 3HAHWH M NPAKTHUECKUX
YMEHHUH, TOMYYEHHBIX BO BpeMS MPAaKTHUCCKUX  3aHATHH, Ui
(OpPMUPOBAHUS yCTOWYMBBIX S3BIKOBBIX YMEHHH M IPO(ECCHOHANBHBIX
HaBbIKOB. KoHTpompHass paboTa MmO pasfenaM Kypca IPOBOJUTCS B
muceMeHHOH  Qopme. ConepkaHue IpeaycMaTpuUBaeT  OTBETHI B
YIpaXXHEHUAX Ha TMOJCTaHOBKY, KOHTPOJIb JIEKCHUKH IO pasjieny |
BBITIOJTHEHUE TMPAKTHYCCKUX 3aﬂaHHﬁ (COCTaBI/ITI) Juajaor, OTBCTHUTHL Ha
BOMPOCHL U 1p.). [Ipy moAroToBKe K KOHTPOJILHOU paboTe oOydaromumcs
HCO6XO)II/IMO IMOBTOPUTH MAaTCPHUAJIbI IO pa3zaciaM JUCHUIIIIUHBI.

B kavecTBe OLICHOYHBIX CPEIICTB MPEAIAraloTCsl CPEACTBA KOHTPOJIS
KayecTBa 00YYEHHOCTH PA3IMYHBIX YPOBHEH: TMarHOCTUYECKHE, TEKYIIHE,
pyOexXHBIE (IPOMEXKYTOUHAS aTTECTALUS).

B kadecTBe AMATHOCTHPYIOLIET0 CPeICTBA, KOTOPOE MMEET LENbI0
olpeJieJIeHue HavajJbHOTO YpPOBHS 3HAaHWI, YMEHHH W HaBBIKOB, Ha 0aze
KOTOpBIX OyayT (GOpMHUpPOBATHCS KOMIIETCHIIMM IUCIUIUIHHEI «JlemoBoit
WHOCTPAHHBIH A3bIK», UCTIONB3YIOTCS Oeceia 1 Onpoc.

B mporiecce ocBoeHMs1 00pa3oBaTebHON MporpaMmbl GOPMUPYIOTCS
0OIIEKYIbTypHBIE KOMIETEHITUH: CIIOCOOHOCTh K KOMMYHHKAIIUU B yCTHON
1 IACBMEHHOH (hopMax Ha PyCCKOM M MHOCTPAHHOM SI3BIKAX JUIS PELICHHUS
3a7a4 MEXIMYHOCTHOTO M MEXKYJIbTypHOro B3ammonencteus (OK—4),
crocoOHOCTh  paboTaTb B KOJUIEKTHBE, TOJIEPAHTHO  BOCIIPUHHMAs

62



COIMANBHBIC, 3THUYECKUE, KOH(ECCHOHANBHBIC W KYJIbTYPHBIC Pa3JIUUUs
(OK-5); cmocoGHOCTh K caMoopraHu3anuu U camoobpaszoBannio (OK-7)
(dbopMupyercst B Te4eHHE BCEro mepuoja OOYyYeHHs, HAauMHAs C MEePBBIX
npaktrudeckux 3aHsaTuil. CHOPpMHUPOBAHHOCTD KOMIIETECHIIMH BBIPAKACTCS B
yMEHUH OOydYalolIuXcs MOAACpKUBaTh Oecely Ha  HHOCTPAHHOM
(aHrHMiCKOM) sI3bIKE HA TEMbI, COOTBETCTBYIOIIHE pa3/ieiaM JTUCIUILTHHBI.

Texymuii KOHTPOJIb

Texyliuii KOHTPOJIb OCYILECTBISIETCS HAa KaKIOM 3aHATUU B BUJIE
(pOHTALHOTO, BHIOOPOYHOTO, TPYNIOBOI0 MM WHIMBHIYAJIBLHOTO ONpOca
B YCTHOW WJIM HMHCBMEHHOH (hopMe JOMalIHero / ayJUTOPHOTO 3allaHus ¢
LIETTBIO TPOBEPKH ITporecca GOPMUPOBAHIS KOMIIETECHINH.

IIpakTHdyeckne  3aHATHA  OPOBOJATCA B ayAUTOPHH  C
BO3MOKHOCTBIO HCIOJIb30BaHUS MYIbTUMEIUHHOTO IPOEKTOPA U BBIXOAA B
WnTepHeT Mt eMOHCTPAaUU NMPE3CHTAUOHHBIX MaTEPUANIOB, BBIBEICHUSA
HA 3KpaH BHJEOCIOKETOB A M3Y4YECHUS CUTyallMi, CBS3aHHBIX C JEIOBBIM
OOIIEHNEM B aHTTIOTOBOPSIINX CTPaHaX.

Oo0pa3sen 3aganuii 115 ocyliecTBIeHUS TeKYIero KOHTPOJIS:
I. Translate into English.
. BeicOKOKaYeCTBEHHBIII.
. OcobenHo.
. [IpoCKOYNTB, MPOCKOIB3HY Th.
. Bzamen.
. 3ameHa.
. lepaTb B CTpOTOil CEKPETHOCTH.
. Cokparenune, cTskéHHas popma.
. PazroBopHbIif aHTTMICKUN.

O 0 N N O B W NP

. M3 Hamux 3anacos.
10. PekoMeHIAUH OTHOCUTEIBHO KPEIUTOCIIOCOOHOCTH.
1. What would you write in the following situations?

1. Your customers are opening a new hotel next
spring and they have asked you to submit quotations for furniture
and fittings in accordance with the attached list. Ask for these
items.
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2. You have seen an advertisement in the trade press
for a small electric motor made in England. Write to the
manufacturer, asking for full details and offering your services as
an import agent.

3. Ask for patterns of cloth for men’s suits.
4. Your new business partner is a person who is
always late.

I11. What do these abbreviations stand for?

1.DTD 2.THKS 3.CLD 4.LTR 5.YR

IV. Translate.

OtHocuTenbHO Baiero cuera-axtypsr Ne 2106 ot 23 utons, Mbl ¢
COXaJICHHeM cooOl1aeM, 9yTo Bel caenanu ommOKy B HTOroBoi cymme (in
your total).

Hamr wek Ha mpeaplgymyro cymmy (amount) mpuiiaraercsi, U MBI
ObuTH OBI OiTaromapHsl, eciiv Ob1 BoI ictipaBum cHET-PaKTypy.

Uckpenne Bami.

IIpomMesKyTOYHBIH KOHTPOJ/Ib
[IpomexyTOUHBIM KOHTPOJb OCYUIECTBISETCA 10 3aBEPILICHUU
MPOXOXJEHUST MOAYNsi B (hopmMe KOHTPOJBHOW pPaboOThl (B NMHUCHMEHHOI
(dbopmMe 1M B MHTEPaKTUBHOI (hopMe B KOMIIBIOTEPHOM KJlacce).

OoOpazen 3amaHust I OCYLLECTBJEHHMS] TPOMEKYTOYHOIO

KOHTPOJISA
Card1

1. Translate into Russian

business

a paper

a work

experience

time

a space

2. Answer the questions in English

1. How to structure a call?

2. Write down 2-3 Don’t’s (don’t do) during a call.

3. Sometimes in business you should apologize. When and how
should you do it?
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3. Translate into English

a. TpeboBath (HyXmaTbcs B), aODOHEHT, KHomKa (B TenedoHe),
MOBTOPSTH (PENETUPOBATH), YIACTHUKH, JOXObI, HA3HAYHUTH LICHY.

b. 1. Msr ¢ pamocTeio mpuriamiaeM Bac Ha TOpKECTBO MO
CITy4ar0 OTKPBITHS Hammed GupMBI.

2. 3amumuTe, MOXamyHcTa, MOHW HOMep. 51 He MOry IO HEro
JIO3BOHUTHCS.

3. OnepaTop KOMMYTaTOpa OTBEYAET.

4. 5] monmHsN TpYOKY M YCJIBIIIAT JUTMHHBIN TYJIOK.

C. Uro B oTHOmEeHUU MucTepa bpayna? — Coeaunsito.

51 cobuparock 00CYTUTH BaXKHBIC BOTIPOCHI

4. Translate into English using idiomatic expressions

1. Ero KOHKypeHT pelmI MPHUKapMaHUTh BCE JOXOJBI, MTO3TOMY
¢upMa TepnuT yOBITKH.

2. Tockonbky 1enu cobpaHus He OBUTH COOOIIEHBI, MBI OBICTPO
MIOTEPSUT HUTBH Pa3roBopa.

3. Tompko MeTogoM Tpod W OMHUOOK MOXXHO TMPHHTH K
TMIOJIO)KUTEIIBHOMY OTBETY.

5. Fill in the gaps with the words in bold type.
Profit, speak up, background, clarify, tailor, brief, aleatory
1. A mutual agreement which comes into effect only in case of an
occurrence of an uncertain event or a natural calamity, is termed as an

contract.

2. if you are not sure.

3. is a difference between the price charged for an item
and the cost of the item to the seller.

4. It is very important to describe the of the contract.

5. You can your application to the requirements of
the job.

6. I can’t hear you! , please!

7. Keep your business letters

Card?2
1. Translate into Russian
work
space
an experience
a business
atime
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paper

2. Answer the questions in English
1. How to receive and take messages?
2. Write down 2-3 Do’s during a call.

3. Translate into English

a. IloBectka 5Hs, OTKJIAAbIBaTh (OTCPOYMBATH), OTBEYAaTh Ha
3BOHOK (3 BapuaHTa), HAllpacHO TePsTh BpeMs, rpaduk (IU1aH, paclucaHue),
NPUOBLIb, YIy4IIaTh.

b. 1. MsI Gyznem oueHb pajbl, eciiu Bel CMOKETE TIPUIATH.

2. Onepatop NepeHanpaBiT Balll BBI30B.

3. S mory ocraBuTh cooOmIeHHe, B KOTOpoM mompomry boba
NIEPE3BOHUTH MHE?

4. Onpenenure KIFOYEBBIC BOIPOCH 10 Havyaja eperoBOPOB.

C. 3anumure Mol HoMep. — MunyTKy. Ilpopomxkaiite. MoxHO 5
MIOBTOPIO, YTOOBI yOSIUTHCS, YTO HOMEP 3alMCaH BEPHO.

4. Translate into English using idiomatic expressions

1. Ero Gu3Hec ene TEIUUTCs, HO €CTh Ha/IeXk/a, YTO CO BPEeMEHEM
KOMITaHUA CTAHET NPOUBETATD.

2. [Ipennoxxenue, kotTopoe s Tede crenan, Bcé eme B cuie. Toapko
Nepe3BOHM MHE JI0 3aBTpa.

3. Mbl ObuIH B OE€3BBIXOJAHOM IIOJIOKEHUH, O3TOMY IOJIUCAIN
JIOTOBOP.

5. Fill in the blankets with the following words:
special deals, breach, research, up-to-date, unilateral,
advertising, switchboard.

1A contract is a promise made by only one party.

2. The main types of of contract will be minor,
material, fundamental, and anticipatory.

3. Your marketing plan and will help you identify and
target your best audiences.

4, is the one area where people try to tell the professionals

what to do and how to do it.

5. Businesses is an increasingly important activity in
world.

6. I'll try and transfer you back to the

7. Every day you will receive
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MNPOBEJEHHUE UTOT'OBOI'O KOHTPOJIS

Hrorossrit KOHTPOJIb: «3a4YTC€HO» BBICTABJIACTCS IPHU BBIITOJIHEHUN
CTyICHTAMH BCEX TpeOOBaHMA © BHAOB padOT, PEKOMEHIOBAHHBIX
MIPOrpaMMOH.

O0pa3sen 3agaHus 1J1s1 HTOTOBOT0 KOHTPOJIA

Translate from English into Russian. Private law is very often
called civil law and is contrasted to criminal law. Criminal law mainly deals
with crimes which are considered to harm the well-being of individuals as
well as the well-being of society in general.

Translate from Russian into English: PsiHok — 3T0 rpymma
MOTEHUMAJBHBIX MOTpPeOHTENeH, 00JIaaoIUX MPAaBOM H CHOCOOHOCTHIO
mproOpeTaTh OTACIHHBIN TOBAp HIIM YCIYTY, KOTOPBIC yIOBICTBOPSIIOT HX
KOJIJICKTUBHBIC 3alIPOCHI.

Provide the correct Russian and English equivalents:

A) They live beyond their means.
B) [MotepsTh yiiMy JieHET Ha CHEJIKE.

Answer the question: What are the main topics of any international
commercial contract?

Insert article(s) where necessary: The United Kingdom of Great
Britain and ... Northern Ireland is ... constitutional monarchy.

Fill in the blanks with prepositions where necessary: Owing to
the measures taken ... the government in the last two years all the products
have considerably risen ... price.

Ask guestions: a) to the subject of the sentence; b) to the predicate:
Insurance lends itself only to the treatment of pure risk.

Use the phrase in the Passive Voice: The economists have
predicted a lot of financial losses for this year.

Write a few lines about yourself, your prospects, your future
business.

IMPOBEJEHUE UTOT'OBOI'O KOHTPOJIA
Bonpoce! 11 HTOr0BOr0 KOHTPOJIS

1. What does the planning function of management consist
of?
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2. What is meant by the controlling function of

management?

3. What major functions within a work group or organization
does communication serve?

4, Do managers need good human skills? If so, for what
purposes?

5. Whom does the consumer market consist of?

6. How can the agent who receives any secret commission be
punished by the principal?

7. How does the Central Bank of Russia oversee the stability
of national currency?

8. How may insurance be classified?

9. What kinds of fairs are conducted in Russia? Where do

they usually take place?
10. What is entrepreneurship?

11. What is service in business?

12, What are the basic categories of business today?

13. You know three management levels: top, middle and
operating management. What kind of personnel is involved in each of them?

14. How will you get customers if you set up a business?

15. What would you do to train, control and direct
subordinates?

16. Where will you locate your business?

17. What are the secretarial duties?

2.2. TEMATHKA KYPCOBBIX U BAKAJTABPCKHUX PABOT

1. Advertising as a career in the USA.

2. The history of a letter as a document of communication.

3. Historical review of business relations.

4. Classification of organization cultures.

5.The history of greetings and saying goodbye in business
relations.

6. The main steps in looking for a job.

7. The rules and conditions of successful negotiations.

8. Business documentation in the UK.

9. Main differences in business terminology of Great Britain and
the USA.

10. English as an international language of business meetings.
11. Multilateral trade negotiations.
12. Negotiation strategies.
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13.
14.
15.
16.
17.
18.
19.
20.

Messaging in business.

Rules of phone calls.

Communication and information technology.
Difficulties in business negotiations.
International negotiations.

Multicultural community in business.
Barriers to communication.

CV and resume in job hunting.
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