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ПРЕДИСЛОВИЕ
Данное учебное пособие по английскому языку предназначено для профессионально-ориентированной подготовки студентов высших и средних специальных учебных заведений экономического профиля всех форм обучения, а также для широкого круга лиц, изучающих деловой английский язык на уровне Pre-Intermidiate.  
Целью пособия является обучение основным грамматическим структурам языка, расширение запаса профессиональной лексики, развитие навыков чтения, устной речи и перевода. 
 Учебное пособие состоит из 14 лексико-грамматических разделов (Unit) и содержит сводный англо-русский глоссарий.
 Все разделы структурированы по единой схеме и содержат следующие компоненты:

- краткий грамматический справочник на русском языке по определенной грамматической теме; 
- упражнения для закрепления данной грамматической темы;
- аутентичный текст по общеэкономической специальности для ознакомительного и/или изучающего чтения; 
-  англо-русский словарь специальных и общих терминов; 
- послетекстовые лексические упражнения, направленные на контроль понимания содержания текстов, активизации и формирование иноязычной коммуникативной компетентности студентов;

- ролевые ситуации для разыгрывания по темам профессионального межкультурного общения.

В учебном пособии уделяется внимание формированию межкультурной компетенции обучаемых на основе материала, содержащего информацию культурологического характера.

UNIT 1

Section A (Grammar reference) 

The Present Simple Tense (Простое настоящее время)

Утвердительная форма глагола в Present Simple для всех лиц, кроме 3-го лица единственного числа, совпадает с формой инфинитива без частицы to. В 3-ем лице единственного числа глагол принимает окончание -s (-es).

Вопросительная и отрицательная формы образуются при помощи вспомогательного глагола to do в соответствующей форме (do, does) и инфинитива смыслового глагола без частицы to. Вспомогательный глагол ставится перед подлежащим. В разговорной речи обычно употребляются сокращенные формы.

ОБРАЗОВАНИЕ THE PRESENT SIMPLE TENSE
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма
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I/ We/ 

You/ They 

He/ She 
	speak English well.

speaks English well.
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Do    I/we/ 

         you/ they

Does he/she
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   speak English     

   well?
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I/ We/ 

You/ They 

He/ She
	do not speak English well.

does not speak English well.

	to have
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I/ We/ 

You/ They 

He/ She
	have English books.

has English books.
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Do    I/we/ 

         you/ they

Does he/she
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   have English      

     books?
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I/ We/ 

You/ They 

He/ She
	do not have English books.

does not have English books.



	to be

	I

He/ She
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We/ You/ They 


	am a manager.

is a manager.

are managers.
	Am I

Is he/ she
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                we/ 

Are           
           you/ they                            


	a manager?

a manager?
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        managers?
	I

He/ She
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We/ You/ They 


	am not a manager.

is not a manager.

are not managers.


· Примечание: Обратите внимание на образование форм выражения have got.
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I/ We/ 

You/ They 

He/ She
	have got English books.

has got English books.
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Have      I/we/ 

              you/ they

Has he/she
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     got English      

     books?
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I/ We/ 

You/ They 

He/ She
	have not got English books.

has not got English books.




УПОТРЕБЛЕНИЕ  THE  PRESENT SIMPLE TENSE
	Случаи употребления
	Примеры
	Перевод

	1. Для обозначения привычного, повторяющегося действия в настоящем.
	In Great Britain many people use credit cards.
	В Великобритании многие используют кредитные карточки.

	2. Для обозначения факта, являющегося неизменной истиной.
	The British Isles lie off the north-west coast of Europe.
	Британские острова расположены северо-восточнее побережья Европы.

	3. Для обозначения факта, не изменяющегося в течение долгого времени.
	The British like food from many countries, but prefer their own national food.
	Британцы любят пищу из многих стран, но предпочитают свою собственную национальную еду.


Выражения, обозначающие частотность, которые употребляются с

Present, Past и Future Simple

	Неопределённая частотность
	Определённая частотность

	always – всегда
usually – обычно
often – часто
sometimes – иногда
occasionally – время от времени

rarely / seldom – редко

hardly ever – едва ли когда-нибудь

never – никогда


	every day / daily – каждый лень / ежедневно

every week / weekly – каждую неделю / еженедельно 

every month / monthly – каждый месяц / ежемесячно

every year / yearly – каждый год / ежегодно

once / twice / three times a day / week / month / year –

         раз / дважды / три раза в день / неделю / год и т.д.


П р и м е ч а н и е:  Слова, обозначающие неопределённую частотность, ставятся перед глаголом, но после глагола to be.

    


 

I occasionally travel abroad. 

 He is always ready to help.
Exercises
I. Поставьте нужную форму глагола to be (Present Simple).

1. I ________ a company manager.

2. It ________ a new model.

3. You ________ a good economist. 

4. He ________ on business in London.

5. These ________ our computers.

6. We ________ business partners.

7. This ________ our office.

8. Jane ________ a secretary.

9. They ________ new clients.

10. You ________ always on time.

II. Вставьте am/am not, is/isn’t, are/aren't.
1. ________ he a business partner? – No, he ________. He ________ a client.

2. It ________ 10 o’clock. You ________ late again.

3. ________ you busy now? – No, I ________

4. ________ I right? – Yes, you ________.

5. It ________ public holiday. The shops ________ open today.

6. Our clients ________ from Italy. They ________ from France. 

7. Rome ________ in Spain. It ________ in Italy.

8. ________ the manager in? – No, he ________ out.

9. We ________ interested in your products. Your price ________ too high.

10. It ________ a good offer but I________ ready to discuss it now. 

III. Выберите правильную форму глагола
1. I usually come/comes to the office at 9.00.

2. They often go/goes out for lunch.

3. John start/starts work at 10 and finish/finishes at 6.

4. I work/works for a trade company.

5. You go/goes on business to different countries.

6. Our managers often meet/meets customers.

7. Mr. Brown seldom phone/phones our business partners.

8. She get/gets letters every day.

9. We visit/visits the factory every week.

10. You often send/sends faxes.

IV. Задайте общий вопрос, вставив нужную форму глагола: do/does, is/are.
1. ________ they sell products to different countries?

2. ________ you always busy at work?

3. ________ Mr. White always stay in the office till 7?

4. ________ your company interested in a new model?

5. ________ they have talks every month?

6. ________ Jack often late for the meeting?

7. ________ Charlie work for this company?

8. ________ you have lunch in the office?

9. ________ the manager write letters?

10. ________ you interested in our products?

V. Задайте вопросы к выделенным словам.
1. She is always very busy.

2. The secretary is in the office.

3. We discuss business matters at the talks.

4. He is a manager.

5. They are from Great Britain.

6. I work for this company.

7. Fiona likes her work.

8. We come to the office at 10 o’clock.

9. I receive mail every day.

10. We have partners in Poland.  

Section B
Text A
Прочитайте и переведите текст.
MR HILL’S  WORKING  DAY
Alex Hill is the President of a foreign trade firm. 
In the morning he gets up at about 6.30. He leaves for work at eight o’clock. His office hours begin at 9 o’clock but he usually comes at 8.30 to get ready for work.                                                                                          

In the morning the secretary brings him letters and cables. He reads the mail and sends answers to foreign firms. He often receives foreign businessmen at his office. They usually come to discuss prices, terms of payment, shipment and delivery and other business matters. Sometimes he goes abroad on business to have talks with foreign customers. Mr Hill speaks two foreign languages.

At 12.00 Mr Hill has lunch. He finishes work at 6 o’clock in the evening, but if there is some urgent business he stays at the office till 7 or 8 o’clock.

Vocabulary
abroad adv – за границей, за границу

answer n – ответ

business n – дело, занятие, обязанность

go on business – поехать в командировку 

cable n – телеграмма

customer – заказчик, клиент

delivery n – поставка  

discuss v – обсуждать 

foreign a – иностранный

a foreign trade firm – внешнеторговая компания

language n – язык 
late a, adv – поздний, поздно

leave (for) v – уходить, уезжать (куда-л.)

mail n – почта
matter n – вопрос
business matter – деловой вопрос
office hours – рабочий день
payment n – платеж, оплата
price n – цена 

ready a – готовый
get ready – подготовиться

receive v – получать, принимать 

send v – отправлять, посылать

shipment n - отгрузка

stay v – оставаться 

talks n – переговоры 

have talks – вести переговоры

terms n – условия 

trade n – торговля
urgent a – срочный 

Exercises
I. Ответьте на вопросы к тексту.

1. What does Mr. Hill do?

2. What time does he go to work?

3. When does his working day begin?

4. Why does Alex Hill come to work early?

5. Who brings him mail?

6. Who does he send the answers to? 

7. Who does he receive at the office?

8. What do they discuss?

9. Why does he go abroad? 

10. How many foreign languages does Mr. Hill speak?

11. Why doesn’t he always leave the office at 6 p.m.?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Hill is a businessman.

2. His working day begins at 6.30.

3. He receives mail from foreign firms. 

4. Mr. Hill receives foreign businessmen at home.

5. He discusses many different business matters with foreign customers.

6. Mr. Hill never travels abroad.

7. He doesn’t speak foreign languages.

8. He always leaves the office at 6 o'clock in the evening.

III. Расскажите о рабочем дне г-на Хилла.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. business

2. foreign

3. office

4. terms of

5. to discuss

6. to go 

7. to have

8. to send

9. trade

10. urgent
	a letter

abroad

business

delivery

firm

hours

matter

prices

talks

trade


V. Заполните пропуски предлогами, где это необходимо.

1. Mr. Dunn is a Director _______ Blake&Co.

2. My office hours begin _______ 9.30 in the morning.

3. We often send letters _______ our British customers.

4. Our manager often has talks _______ American partners.

5. I speak _______ English well.

6. Mr. Brown receives customers _______ the office.

7. Are you ready _______ the talks?

8. During the talks we discuss _______ terms _______ shipment and delivery.

VI. Заполните пропуски, используя приведенные ниже слова.

abroad        customers        delivery        foreign        talks        leave    

  office hours        matters        receive        send        urgent

1. We often meet _____________ businessmen.

2. My _____________ are from 9 a.m. till 6 p.m.

3. When does Mr. Bell _____________ the office?

4. Do you often go ____________ – Yes, we often go to Great Britain and the USA.

5. Does the manager often _____________ much mail?

6. Do you have any _____________ business? – Yes, I have three letters to write.

7. What business _____________ do you usually discuss at the talks? – We discuss terms of payment and _____________.

8. Do you have foreign _____________? – Yes, we do business with English and French businessmen.

9. How often do you have _____________ with your partners? – We meet every week and discuss different business matters.

10.  Does the secretary usually ____________ letters to your customers? 

Text B
Прочитайте и переведите текст.
YVETTE  DUPONT
Yvette Dupont comes from France. She is a lawyer. 
“In my job I get emails, documents and company information in English so I read a lot in English. I sometimes use English on the phone – for example, when I speak to clients in the US and in other countries – but it’s difficult for me. Fortunately I don’t make phone calls in English very often. I prefer to write emails, but I always ask a colleague to check my English before I send them!”

	INTERVIEWER
	Yvette, describe some of the things you do every day at work, please.

	YVETTE
	Well, first, I read my emails, then write replies. I also read a lot of documents – that’s the work of the lawyer! I make phone calls, I have meetings with clients and give them advice.

	INTERVIEWER
	Do you have meetings with colleagues too?

	YVETTE
	Yes, we have meetings to discuss clients’ problems.

	INTERVIEWER
	Where do you meet clients – at your office or at their office?

	YVETTE
	Foreign clients come to our office but I visit clients who have an office in Paris.

	INTERVIEWER
	Do you have business lunches with clients as well?

	YVETTE
	Yes, sometimes.

	INTERVIEWER
	And do you travel to other cities or countries?

	YVETTE
	No, I don’t. I only work in Paris.

	INTERVIEWER
	Thank you, Yvette.


Vocabulary

advice n – совет 

check v – проверять 

client n – клиент 

colleague n – коллега 

come from v – быть родом из…

describe v – описывать 

difficult a – сложный, трудный

fortunately adv – к счастью
lawyer n – юрист
meet v – встречать, встречаться 

meet clients – встречаться с клиентами 

meeting n – встреча 

have a meeting – проводить встречу

phone n – телефон 

make phone calls – звонить по телефону 

on the phone – по телефону 

prefer v – предпочитать 

reply n – ответ 

travel v – путешествовать, ездить 

use v – пользоваться, использовать

visit v – посещать

visit clients – ездить к клиентам 

Exercises
I. Ответьте на вопросы к тексту.

1. Where is Yvette from?

2. What is her job?

3. Who does she speak English to?

4. Why doesn’t Yvette make phone calls in English very often?

5. Who checks her e-mails?

6. What does she usually read at work?

7. What does Yvette discuss at the meetings with her colleagues?

8. Where does she meet her clients?

9. Does Yvette travel much?

II. Согласитесь с данными утверждениями или опровергните их.

1. Yvette comes from Italy.

2. She is a businesswoman.

3. Yvette reads a lot in English.

4. She often calls her clients in the USA and Britain.

5. It is difficult for her to speak English on the phone.

6. Yvette’s job is to help her clients.

7. When Yvette has meetings with her colleagues, they discuss problems of their clients.

8. She meets clients at her office only.

9. Yvette travels a lot in her job.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. clients’

2. difficult 

3. phone

4. to get

5. to give 

6. to have 

7. to travel to 

8. to use

9. to visit

10. to write
	a meeting 

advice

calls

clients

e-mails

English

other countries

matter

problems

replies


IV. Заполните пропуски предлогами, где это необходимо.

1. Our company receives a lot _______ information _______ French.

2. I never use English _______ the phone.

3. It is not difficult _______ me to meet Mr. Black.

4. Do you often have meetings _______ your British customers?

5. Foreign customers always come _______ our office to discuss business matters _______ our managers.

6. Mrs. Archer often travels _______ other countries to have talks _______ her foreign partners.

7. I always check letters _______ I send them.

8. What do you usually do _______ work?

V. Заполните пропуски, используя приведенные ниже слова.

check      clients      difficult      meet      phone      prefer      reply      

travel      use     visit

1. Do you often ____________ English in your job? – Sometimes I speak with our foreign partners on the ____________

2. Is German a ____________ language?

3. When I come to the office, I ____________ my e-mail.

4. Mr. Dunn likes to ____________ abroad.

5. We never ____________ our clients; they always come to our office.

6. The secretary needs to send a ____________ to a foreign firm.

7. I ____________ foreign businessmen at my office.

8. Hardson&Co have a lot of ____________ in different cities of the country.

9. Do you like speaking English on the phone? – No, I ___________ writing e-mails.

VI. Переведите на английский язык.

1. Я работаю во внешнеторговой компании в Лондоне.

2. Рабочий день в нашем офисе начинается в 9 утра.

3. Когда менеджер приходит в офис, он читает почту и отвечает на срочные письма.

4. Мы часто разговариваем с зарубежными заказчиками по телефону.

5. Наш директор редко ездит в командировки за границу.

6. Когда наши партнеры приезжают к нам в офис, мы проводим с ними переговоры.

7. На переговорах партнеры по бизнесу обсуждают цены, условия контрактов и другие деловые вопросы.

8. Я предпочитаю проверять почту утром. 

9. Юрист дает советы своим клиентам.

10.  Пожалуйста, проверьте мой ответ клиентам до того, как я отправлю его.

VII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

You work for the Human Resources department of a multinational company that needs a new manager. Interview one of the candidates, Laura (Juan) Esteban. Fill in the form.

	Name
	

	Age 
	

	Nationality 
	

	Present position
	

	Other languages
	

	Hobbies 
	

	Likes/ dislikes
	


Student B

You are Laura (Juan) Esteban. You want to get a job with a multinational company. Answer the questions of the Human Resources manager.

	Name
	Laura (Juan) Esteban

	Nationality 
	Spanish

	Other languages
	English, Italian 

	Age 
	35

	Present position
	Director of exports for Southern Europe

	Likes/ dislikes
	Likes: taking on difficult jobs

Dislikes: long meetings

	Hobbies 
	Cinema, theatre, jogging


UNIT 2

Section A Grammar reference

Construction There is/are (Конструкция There is / are).


Конструкция there is (для единственного числа) и there are (для множественного числа) переводится на русский язык как «имеется, находится, существует или есть), а чаще всего совсем не переводится.

ОБОРОТ THERE IS/ THERE ARE 
	Утвердительные предложения
	There
	is 
	a phone
	on the desk.

	
	
	are
	some letters
	

	Отрицательные предложения
	There
	isn’t (is not)
	a phone
	on the desk.

	
	
	aren't (are not)
	any letters
	

	Вопросительные предложения
	Is 
	there
	a phone
	on the desk?
	Yes, there is.

No, there isn’t.

	
	Are 
	
	any letters
	
	Yes, there are.

No, there aren’t.


П р и м е ч а н и я:      1. Особенности перевода

Перевод надо начинать:

а) с обстоятельства места:

There is a computer on the desk. – На столе (есть, находится) компьютер.

б) со сказуемого, если обстоятельство отсутствует.

There are many types of companies. – Существует множество типов компаний.

2. Особенности употребления

а) Глагол to be (is, are, was, were, will be) согласуется с последующим именем cуществительным:

There are two managers and a lawyer in the office.

There is a lawyer and two managers in the office.

б) в отрицательных предложениях перед much и many и числительным вместо no употребляется not.

Exercises
I. Образуйте отрицательные и вопросительные предложения 
1. There are documents on the shelves.

2. There is a swimming pool in the hotel.

3. There are large windows in the hall.

4. There is an armchair in the corner.

5. There are 7 days in a week.

6. There is a secretary in our office.

7. There is a letter on the desk.

8. There are 9 people in the room.

9. There is an offer from the company.

10.There are faxes and cables on the desk.

II. Вставьте there is/there isn’t, there are/there aren’t.
1. ___________ many foreign companies in this town. ___________ only one.

2. ___________ a computer in the office.

3. ___________ a lot of letters on my desk.

5. I can’t send a letter. ___________ a fax machine in this room.

6. ___________ a lot of cars in front of our office.

7. The restaurant is very quiet. ___________ many people there.

8. Look! ___________ a photograph of your company in the newspaper.

9. __________ 5 people in the room - the manager, the secretary, two clients and me.

10. ___________ a train at 11 p.m. The last one leaves at 10.30 p.m.

11. ___________ a computer, a fax machine and a photocopier in the office.

12. ___________ two customers and a sales manager in the conference room.

Pronouns (Местоимения) SOME, ANY, NO

К неопределённым местоимениям относятся местоимения some, any, no (и их производные), none, much, many, little, few, all, both, either, neither, each, every.

МЕСТОИМЕНИЯ SOME, ANY, NO И ИХ ПРОИЗВОДНЫЕ

	
	some, any, no
	+ thing
	+ body
	+ one
	+ where
	Примеры

	Утвердительные

предложения
	SOME некоторый, какой-то, какой-нибудь, несколько
	something
что-то, что-нибудь
	somebody  someone
кто-то 

кто-нибудь,


	somewhere

где-то, где-нибудь, куда-то, куда-нибудь
	They sent some letters to foreign firms yesterday.

Они отправили несколько писем иностранным фирмам вчера.

	
	ANY 
всякий, любой
	anything

всё
	anybody    anyone

всякий,  все
	anywhere
везде, повсюду
	Japan has received more attention from export-promotion organizations than perhaps almost any other country.

Организации, занимающиеся продвижением экспорта, уделили Японии больше внимания, чем какой-либо другой стране.

	Вопросит.

предложения
	ANY какой-нибудь
	anything
что-то, что-нибудь
	anybody    anyone
кто-то,

кто-нибудь
	anywhere
где-то, куда-то,

где-нибудь,

куда-нибудь
	Does the country buy any equipment from foreign firms?

Покупает ли эта страна оборудование у иностранных фирм?

	Отрицательные

предложения
	NO = not any
никакой, ни один
	nothing = not…

anything

ничто, ничего
	nobody =     no one

not…                 anybody

none

никто
	nowhere = not…

anywhere

нигде, никуда
	No city of the industrialized world can boast of the purity of its atmosphere.

Ни один большой город промышленного мира не может похвастаться чистотой своей атмосферы.


 
П р и м е ч а н и е:   

Some (в утвердительных предложениях) и any (в вопросительных и отрицательных предложениях) не переводятся, когда стоят перед неисчисляемыми существительными.

Местоимение some употребляется в вопросах, выражающих предложение чего-либо или просьбу:


Would you like some sugar in your tea? 


Could I have some mineral water, please?

Exercises
I. Вставьте some, any, no.

1. Where is your luggage? I don’t have _______.

2. I am going to the post office. I need _______ stamps.

3. Have you got _______ customers from foreign countries?

4. Do you speak _______ foreign languages?

5. There aren’t _______ shops in this part of town.

6. Do you know where Jane is? I have _______ idea.

7. Everything is OK. There are _______ problems.

8. There are _______ letters on the desk for you.

9. Can I have _______ copies of a new price list?

10. Do you know _______ good hotels in London?

11. Do you need _______ money? No, thank you, I have _______.

12. I am afraid there is _______ coffee. Would you like _______ tea?

13. There is _______ difference between these two models. They are the same.

II. Вставьте something, somebody, anything, anybody, nobody, nothing.
1. Do you know _____________ about computers?

2. There isn’t _____________ in the box. It’s empty.

3. Would you like _____________ to drink?

4. It’s a secret. Please don’t tell _____________.

5. I am not hungry. I don’t want _____________ to eat. 

6. What’s wrong? – There is _____________ in my eye.

7. Listen carefully. There is _____________ I want to tell you.

8. There is _____________ in the office. It’s completely empty.

9. Jack has a bad memory. He can’t remember _____________.

10. Be quiet. Don’t say _____________.

11. This sample is free. It costs _____________.

12. She speaks very fast. I don’t understand _____________.

13. Do you know _____________ in this firm? – Yes, a few people.

14. Is there _____________ interesting on TV tonight? 
15.  _____________ told me about it, but I don’t remember who.
16.  _____________ knows where Mr. Brown is.
MANY,  MUCH,  FEW,  LITTLE,  A LOT OF

MUCH, MANY, FEW, LITTLE, A FEW, A LITTLE

 SHAPE  \* MERGEFORMAT 



П р и м е ч а н и е:  

Сочетание a lot of (много) употребляется как с исчисляемыми, так и с неисчисляемыми существительными в утвердительных предложениях.

Например:


They asked me a lot of questions


He earns a lot of money.
Exercises
I. Вставьте much, many, a lot.
1. Don’t hurry. We have got _______ time before the talks.

2. Do you discuss business matters with them? – Yes, but not _______.

3. Do you usually type _______ letters? 

4. Are there _______ people in the office today?

5. There isn’t _______ milk in his coffee.

6. There was _______ of snow in Moscow last winter.

7. We have got _______ contracts with your company.

8. I haven’t got _______ free time today. I have _______ appointments.

9. Do they produce _______ machines at the plant?

10. Is there _______ interest for your goods?

11. It costs _______ of money to travel around the world.

12. We have _______ e-mail today.

II. Вставьте few, a few, little, a little.

1. Do you want milk in your coffee? Yes, _________, please.

2. I want to ask you _________ questions.

3. This model is not very popular. We‘ve got _________ orders.

4. The business is not bad. We’ve got_________ new partners.

5. I need _________ time to think about it.

6. He knows _________ English words. His English is very bad.

7. Our general manager speaks _________ foreign languages.

8. The talks start in 5 minutes. We’ve got _________ time.

9. I drink _________ coffee. I prefer tea.

10. There are _________ people in the office – it is nearly empty.

Section B
Text A
Прочитайте и переведите текст.
SELLING  ELECTRONIC  EQUIPMENT

 HYPERLINK "http://i.allday.ru/uploads/posts/2010-11/1290757203_electronic-equipment.jpg" \t "_blank" 

Mr. Sun works for a big electronic company. They produce many different types of electronic equipment, such as telephones, computers, fax machines, copiers, etc.

Their head-office is in Tokyo. They rent a few modern buildings in the suburbs of the capital. The company has a lot of plants and offices in 13 countries. 125,000 employees work there.

There are four departments in the head-office. They are: marketing, production, sales and personnel departments.

The company managers are experienced and competent specialists. They work much and run the company successfully.

The board of directors takes a lot of important decisions on the company’s strategy and distribution of dividends. The sales of the company are high. They are a profitable company. 

Mr. Mikulsky, Mr. Sun’s partner from Poland, is at Mr. Sun’s office now

	SUN
	Hello, Mr. Mikulsky. Nice to see you again.

	MIKULSKY
	Hello, Mr. Sun. What a nice office you’ve got!

	SUN
	We like it too. It’s modern. There’s a fax and many computers here. What can I do for you, Mr. Mikulsky?

	MIKULSKY
	I’d like to see the General Director. Is he in?

	SUN
	I’m sorry, he’s on business in London.

	MIKULSKY
	What about our offer?

	SUN
	Your offer is very interesting for us.

	MIKULSKY
	Glad to hear it.

	SUN
	There are a lot of the terms and conditions in the contract. Shall we discuss them?

	MIKULSKY
	All right. Just wait a little, please, I’ll take a copy of the contract.


Vocabulary

be on business – быть в командировке
board n – правление, руководство  

board of directors – совет директоров

capital n – столица 

competent a – компетентный 

condition n – условие 

contract n – контракт 


contract for delivery – контракт на поставку
copier n – копир 

decision n – решение 

 decision on smth - решение о чем-л.

department n – отдел 

different a – разный, различный
distribution n – распределение, распространение
dividend n – дивиденд 

employee n – сотрудник 

equipment n – оборудование 

experienced a – опытный 

head-office n – головной офис
high a – высокий 

locate v – помещать, размещать

important a – важный 

marketing n – маркетинг 

modern a – современный 

offer n – предложение 

personnel n – персонал, кадры, сотрудники

plant n – завод 

produce v – производить 

profitable a – прибыльный 

rent v – арендовать

run a company – управлять компанией 

sales n – продажи 

strategy n – стратегия 

suburbs n – пригород 

successfully adv – успешно 

Exercises
I. Ответьте на вопросы к тексту.

1. Where does Mr. Sun work?

2. What does the company produce?

3. Where is their head-office?

4. Where do they have plants and offices?

5. How many people work for the company?

6. What departments are there in the head-office?

7. Who takes the most important decisions in the company?

8. Who is at Mr. Sun’s office now?

9. What equipment is there in Mr. Sun’s office?

10. Who does Mr. Mikulsky want to see?

11. Where is the General Director?

12. What does Mr. Sun want to discuss?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Sun’s company produces furniture.

2. The head-office of the company is in the capital of Japan.

3. The company has offices abroad.

4. The head-office has three departments.

5. They are a successful company.

6. The board of directors makes all important decision.

7. Mr. Sun has a modern office.

8. There is a computer in Mr. Sun’s office.

9. The General Director is in Tokyo at the moment.

10. Mr. Sun is not interested in Mr. Mikulsky’s offer. 

11. Mr. Sun wants to discuss the contract with the Polish businessman.

III. Расскажите о компании г-на Сана.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. board of

2. company’s

3. conditions of the

4. distribution of

5. electronic 

6. experienced 

7. production

8. profitable 

9. to produce

10. to take
	company

contract

decisions

department

directors

dividends

equipment

fax machines

specialists

strategy


V. Заполните пропуски предлогами, где это необходимо.

1. Mr. Brown works _______ General Electrics.

2. Our new plant is located _______ St. Petersburg.

3. The board _______ directors meets _______ Mondays.

4. What is your decision _______ this matter?

5. The production manager isn’t _______. He’s _______ business _______ the US.

6. This point is very interesting _______ me.

7. I would like to discuss the conditions _______ the contract.

8. What can I do _______ you?

9. What _______ our new model of computer? Do you like it?

VI. Заполните пропуски, используя приведенные ниже слова.

business     department      distribution      employees      equipment     head office      offers     produce      profitable      successfully      trade     
1. What is the price for your _____________?

2. Our plant started to _____________ a new model of this equipment.

3. Where is Mr. Smith? – He’s on _____________ in New York.

4. We receive many _____________ from different foreign firms.

5. Our _____________ are very experienced.

6. Derek &Co is a big international firm with a _____________ in New York.

7. Carston Ltd. is a very _____________ company. They have good sales and make much money.

8. I work for the production _____________ of GML.

9. _____________ of dividends is very important if you want to run the company _____________.

10. I work for a foreign_____________ company.

Text B
Прочитайте и переведите текст.
SHOPPING  STREET.

Nowy Swiat which means New World is the best shopping street in the world. It is not in London, New York or Paris but in Warsaw. 14000 Poles walk down this main street every hour. It is a lovely place to shop. There are statues, palaces, attractive town houses, exclusive cafes, and high-class restaurants. The buildings are not too tall. They look old but in fact they are rather modern. There aren’t any billboards or neon lights. There isn’t any loud music and there aren’t many tourists. People think that Polish shops have nothing to sell, so nobody comes shopping here. The world doesn’t know about this paradise for shoppers yet. It is now possible to buy almost everything in Warsaw. There are a lot of shops from the West, but the interesting thing is that Polish manufacturers produce high quality goods. They are good because Polish plants don’t produce the goods for world consumption. Nowy Swiat has a lot of small shops, specialist shops and chic shops. There are also book shops and record shops. And there are a lot of small boutiques that sell men’s and women’s clothes that aren’t too expensive. It hasn’t got the huge department stores that sell the same things everywhere.

Vocabulary

attractive a – привлекательный
billboard n – рекламный щит
chic shop – модный, дорогой магазин

consumption n – потребление

department store – универмаг
expensive a – дорогостоящий
goods n – товары

high quality a – высококачественный 

huge a – огромный 

in fact – фактически, на самом деле

manufacturer n – производитель
palace n – дворец
paradise n – рай
Pole n – поляк

record shop – музыкальный магазин
rather adv – довольно 

specialist shop – специализированный магазин 

Exercises
I. Ответьте на вопросы к тексту.

1. What is the best shopping street in the world?

2. How many people visit Nowy Swiat every hour?

3. What are there in the street?

4. Why are there few shoppers in Nowy Swiat?

5. What goods do Polish manufacturers produce?

6. Why are Polish goods of high quality?

7. What kind of shops are there in the street?

 II. Согласитесь с данными утверждениями или опровергните их.

1. Nowy Swiat is in New York.

2. All buildings in Nowy Swiat are old.

3. There are many billboards in the street.

4. There aren’t many tourists in Nowy Swiat.

5. Everybody knows about this paradise for shoppers.

6. Polish shops have nothing to sell.

7. There are huge department stores in Nowy Swiat.

III. Расскажите о варшавской торговой улице Новый Свет.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. department 

2. high quality 

3. high-class 

4. shopping 

5. specialist
	goods

street

restaurant 

shop

store


V. Заполните пропуски предлогами, где это необходимо.

1. New World is the best shopping street _______ the world.

2. A lot _______ people walk _______ this main street _______ every hour.

3. The world doesn’t know _______ this paradise _______ shoppers.

4. There are many shops _______ the West.

5. The buildings are _______ fact rather modern.

VI. Заполните пропуски, используя приведенные ниже слова.

attractive        consumption       department        expensive          manufacturer        specialist       quality

1. Our plant produces high _____________ goods.

2. Your price is not _____________ to us. It is too high.

3. This_____________ doesn’t produce the goods for world _____________.

4. There are no big _____________ stores in Nowy Swait.

5. Not all _____________ shops are very _____________ in this street.

VII. Переведите на английский язык.

1. Компания производит товары высокого качества для массового потребления.

2. В компании есть три отдела: отдел маркетинга, отдел продаж и отдел кадров.

3. Все основные решения в компании принимает Совет директоров.

4. Головной офис нашей фирмы находится в Мюнхене.

5. У компании более двадцати заводов в разных странах.

6. Менеджеры управляют компанией довольно успешно.

7. Товары в этом модном магазине очень дорогие.

8. Производить современное оборудование выгодно.

9. Ваше предложение очень привлекательно для нас.

10.  На нашем заводе компетентные работники.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

Your name is Ivanov(a), you represent a Russian company. You are having talks with Mr/Ms Grey, the manager of a British company. You are interested in buying electronic equipment. Find out information about the goods, produced y the company and the structure of the company. 

Student B

Your name is Mr/Ms Grey, you are the manager of a British company. Meet the representative of a Russian company. Mr/Ms Ivanov(a) is interested in buying electronic equipment. Make an offer for the goods, produced by your company, inform the Buyer about the structure of the company.

UNIT 3

Section A (Grammar reference)

The Present Continuous Tense (Настоящее продолженное время)

Present Continuous образуется при помощи вспомогательного глагола to be в соответствующей форме настоящего времени (am, are, is) и причастия настоящего времени (Present Participle/ Participle I) смыслового глагола.

ОБРАЗОВАНИЕ THE PRESERNT CONTINUOUS TENSE
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	Stop talking!

I am watching TV

Не разговаривай!

Я смотрю телевизор (сейчас)

He/ She is watching TV.

We/ You/ They are watching TV.
	Am I watching TV?

Is he /she watching TV?

Are we/ you/ they watching TV?
	I am not watching TV.

He/ She is not watching TV.

We/ You/ They are not watching TV.


УПОТРЕБЛЕНИЕ  THE PRESERNT CONTINUOUS TENSE

	Случаи употребления
	Примеры
	Перевод

	1. Для обозначения действия, которое происходит в момент речи.
	The Office Manager is very busy now. He is showing the Marketing Manager around the plant.
	Глава офиса очень занят сейчас. Он показывает менеджеру по сбыту завод.

	2. Для обозначения действия или ситуации, которые справедливы для настоящего времени, но не обязательно происходят в момент речи.
	At the moment the market is expanding, so this is an opportunity we must take. Our advertising agency is working on a new campaign for next month.
	В данный момент рынок расширяется, и это возможность, которой мы должны воспользоваться. Наше рекламное агентство работает над новой кампанией на следующий месяц.

	3. Для обозначения действия, которое планируется в близком будущем.
	We are moving to new offices next week.
	Мы переезжаем в новые офисы на следующей неделе.


ГРУППЫ ГЛАГОЛОВ, КОТОРЫЕ НЕ УПОТРЕБЛЯЮТСЯ ВО ВРЕМЕНАХ ГРУППЫ CONTINUOUS
	Эти глаголы обозначают состояние или условия, т.е. указывают на факты, а не на действия

	Глаголы, связанные с мышлением и мнениями
	Глаголы, отражающие эмоции и чувства
	Глаголы со значением принадлежности и кажимости
	Глаголы, обозначающие восприятие посредством органов чувств

	believe – полагать, считать
think - считать

understand – считать, понимать

suppose – предполагать 
	like – нравиться

love – любить

hate –ненавидеть

care – испытывать

чувства к кому-л.

hope – надеяться wish – желать
	belong – принадлежать

own – владеть

have – иметь

possess – обладать

contain – содержать

cost – стоить
	see – видеть

hear – слышать
taste – ощущать вкус

smell – пахнуть
feel – чувствовать

	expect – ожидать agree – соглашаться

doubt – сомневаться

know – знать

remember – помнить

forget – забывать
mean – означать
imagine – воображать

realize – осознать
deserve – заслуживать

prefer – предпочитать
	want – хотеть admit – признавать
	seem – казаться appear – оказаться

resemble – напоминать

depend on – зависеть
	


П р и м е ч а н и е: Некоторые из этих глаголов, изменив своё значение, могут употребляться в Continuous.



 He has a lot of money in the bank (владение).



 He is having dinner (действие).

Exercises

I. Раскройте скобки, употребляя глагол в Present Continuous.

1. The secretary _______________ (work) on the computer at the moment.

2. We _______________ (have) business talks now.

3. Please, be quiet. I _______________ (work).

4. Look! They _______________ (leave) the office.

5. Mr.Baker _______________ (look) through English newspapers now.

6. I _______________ (write) a letter to my client right now.

7. It’s late. I _______________ (go) home now. 

8. Mr.Ivanov _______________ (receive) clients now.

9. Where are the engineers? They _______________ (have) lunch in a cafe.

10. Listen! Somebody _______________ (speak) on the phone.

II. Выберите правильную форму глагола.

1. I work /am working now.

2. He doesn’t speak / isn’t speaking five languages.

3. I meet / am meeting the manager tomorrow.

4. I don’t use / am not using my mobile phone in the office.

5. Do they have /Are they having lunch in the restaurant at the moment?

6. She always stays / is staying at the Hilton when she is on business.

7. We leave / are leaving Moscow for London next week.

8. Bob drives/is driving to the office at the moment.

9. It rains/is raining. I don’t want/am not wanting to go out now.

10. You can turn off the computer. I don’t work/am not working.
III. Раскройте скобки, употребляя глаголы в Present Simple или Present Continuous.

1. Where is Mr. Green? – He _______________ (have) talks with the customers.

2. We _______________ (sell) goods to different countries.

3. Hurry up! The manager _______________ (wait) for us.

4. This company _______________ (buy) goods from foreign companies.

5. I can’t speak to you now. I _______________ (work) on the computer.

6. Our managers often _______________ (go) on business trips.

7. ___________ you _______________ (go) out tonight? – No, I’m too tired.

8. Now I _______________ (know) what to offer the clients.

9. Please be quiet! The managers _______________ (the check) the orders.

10. Sarah never _______________ (forget) customers’ names.

11. We ____________ (go) to the concert this evening. It ___________ (start) at 7.30.

IV. Выберите правильное обстоятельство времени.
1. Do you go out at present/at weekends?

2. Sally usually types letters in the morning /now.
3. He isn’t reading offers at the moment/ every day.

4. Are they having talks every Monday/now?

5. She visits the customers every week /at the moment.

6. We finish work earlier on Fridays/ now.

7. I am going to the plant every day /today.

8. George uses the fax very often/now.

9. He is leaving the office at 6 o’clock/in 2 hours.

10. I don’t meet customers on Saturdays/right now.

V. Составьте предложения, употребив Present Continuous для выражения запланированного ближайшего будущего
1. Monday 5th: go on business to London. He_____________________

2. Tuesday 6th: have a meeting with customers ___________________

3. Wednesday 7th: have talks with sales representatives ___________.

4. Thursday 8th: visit the plant__________________________.

5. Friday 9th: sign the contract________________________.

6. Saturday 10th: have lunch with Mr.Smith _____________________.

7. Sunday 11th: play tennis with friends_________________________.

Section B
Text A
Прочитайте и переведите диалог.
TELEPHONE  CONVERSATION

	RICHARD

MARIO

RICHARD

MARIO

RICHARD

MARIO

RICHARD

MARIO 

RICHARD 

MARIO 

RICHARD
	Hello. Mario? This is Richard Slade. 
Hello, Richard. Where are you phoning from?

I’m here, in Rome.

But the line’s terrible! 

I’m using my mobile phone. I’m in a taxi.

Where are you staying?

At the Sheraton.

What are you doing here? 

I’m here on business.

Are you working for the same company? 

Yes, but I’m General Manager now.
	 HYPERLINK "http://stat18.privet.ru/lr/0b20ac7a3307ef35e059d8b035203b4e" \t "_blank" 



	MARIO
	Congratulations! Why are you visiting Rome?

	RICHARD
	I’m meeting a manufacturer here.
	

	MARIO
	Really! How about lunch? Where are you going right now?

	RICHARD
	Nowhere. We are not moving.
	

	MARIO
	Oh, dear! Are you in a traffic jam?
	

	RICHARD
	Yes, I am.
	

	MARIO
	What about dinner, then?
	

	RICHARD
	Fine. How about 7.30 at my hotel?
	


Vocabulary
manager n – менеджер 

General Manager – Генеральный директор, главный управляющий

manufacturer n – производитель

the same a – тот же, такой же

traffic jam n – «пробка» на дороге

Exercises
I. Ответьте на вопросы к тексту.

1. Where are Richard and Mario?

2. Which hotel is Richard staying at?

3. Is he at the hotel now?

4. What is he doing at the moment?

5. Why is Richard in Rome?

6. What is Richard’s position in the company?

7. When are Mario and Richard going to meet?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mario and Richard are in France.

2. They are speaking on the phone.

3. Mario is phoning Richard to invite him for dinner.

4. Mario is in Rome on business.

5. Richard is at the airport now.

6. Richard is in Rome to meet a business partner.

7. Richard is President of his company.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. mobile 

2. stay at

3. to meet

4. to visit

5. traffic 
	a hotel

a manufacturer

jam 

phone

Rome


IV. Заполните пропуски предлогами, где это необходимо.

1. Mr. Green is phoning _______ our office in London.

2. Why are you visiting _______ New York? – I’ m _______ business here.

3. I’m going _______ Madrid to meet _______ our customer there.

4. When I come _______ London I always stay _______ the same hotel.

5. How _______ dinner _______ 12 o’clock today?

V. Заполните пропуски, используя приведенные ниже слова.

General Manager      manufacturer      same       meeting        stay

1. ABC is a British ____________ of office equipment.

2. What are you doing on Tuesday morning? – I’m ____________ Mr. Green from Kirsten Ltd.

3. What do you do? – I am ____________ of Brown&Co.

4. Bernard works at the ____________ company as Mr. Turner. 

5. I recommend you to ____________ at the Ritz Hotel

Text B
Прочитайте и переведите текст.
DOING  BUSINESS  IN  ITALY
Language Italian is the official language in Italy, but many business people speak English. 

Business Talks Do not exchange business cards at social occasions; but it is normal at business meetings. Usually, the more important the person, the less information is on the card. Try not to talk about religion, politics, and World War II. It is not polite to ask someone you meet at a social gathering for the first time about his or her profession. 

[image: image3.png]



Business Entertaining Italian hospitality plays an important role in business life, and usually means dining in a restaurant. When dining, use your knife (not your fingers) to pick up cheese, and don’t eat any fruit except grapes or cherries with your hand. To drink too much is very offensive. 

Gifts If someone invites you to their home, bring chocolates or flowers. Never give an even number of flowers. If you give wine, make sure it is of excellent vintage. 

Dress In the business world, good clothes are a symbol of success.

Vocabulary

business card – визитная карточка
cherry n – вишня
entertaining n – развлечение
even a – чётный
excellent a – отличный, отменный, превосходный, прекрасный

except prep – кроме, за исключением

exchange v – обмениваться

gathering – встреча 

gift n – подарок

grapes n – виноград

hospitality n – гостеприимство

invite v – приглашать

knife n – нож
make sure – убедиться
mean v – значить, означать

offensive a – обидный, оскорбительный, неприятный

polite a – вежливый
social occasion (social gathering ) – общественное мероприятие
the more… the less…– чем более … тем меньше ….

vintage n – урожай винограда, вино из сбора определённого года, марочное вино, вино высшего качества

Exercises
I. Ответьте на вопросы к тексту.

1. What languages do businessmen speak when they come to Italy?

2. Do people exchange business cards at a business meeting or at a social occasion?

3. What topics don’t people usually talk about with their partners?

4. Where do Italians invite their business partners?

5. What are good presents for your host?

6. Why are good clothes important?

II. Согласитесь с данными утверждениями или опровергните их.

1. All Italians speak English well.

2. People often exchange business cards at social occasions.

3. If there is little information on a person’s business card, the person is not important.

4. If you meet a person for the first time, it’s a good idea to ask them about their job.

5. Italians sometimes invite their business partners to their home.

6. Italians usually drink a lot.

7. Six or ten flowers is a good present for an Italian partner.

8. Italians pay much attention to their clothes.

III. Расскажите об особенностях делового этикета в Италии.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. business

2. even

3. excellent

4. make

5. official

6. social

7. symbol of
	language

sure

number

card
occasion

success

vintage


V. Заполните пропуски предлогами, где это необходимо.

1. People _______ Italy seldom exchange business cards _______ social occasions.

2. Italians don’t usually talk _______ politics or religion.

3. When you meet a person _______ the first time, don’t ask ______ their job.

4. An Italian partner can invite you to have dinner ______ a restaurant.

5. They eat grapes and cherries ______ their hand.

6. _______ the business world good clothes are important.

7. Everyone is at the meeting ______ Mr. Alberti. He is ill today.

VI. Заполните пропуски, используя приведенные ниже слова.

exchange      invite     mean     official      play     polite     symbol

1. What is the ____________ language in Italy? 

2. When two businessmen meet for the first time, they usually ____________ business cards.

3. Good clothes ____________ an important role in business life.

4. Our partners often ____________ us to the restaurant to discuss business matters during the lunch.

5. What does this word ____________?

6. It is not ____________ to speak about politics or religion if you are at a social gathering in Italy.
7. His new car is the ____________ of success.

VII. Переведите на английский язык.

1. Иногда он пишет электронные письма своим американским коллегам.

2. При встрече бизнесмены обмениваются визитками.

3. Наша компания является производителем офисного оборудования.

4. В каком отеле Вы обычно останавливаетесь, когда приезжаете в Рим?

5. Наши партеры часто приглашают нас в отличный итальянский ресторан.

6. Различные развлечения – это важная часть деловых переговоров.

7. Не вежливо приходить на общественное мероприятие без подарка.

8. Вы сейчас работаете в той же компании?

9. Это марочное вино превосходного качества.

10. Благодарим Вас за гостеприимство.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A
Student A

Your name is Mr/Ms Smirnov(a). Your are the Managing Director of a Russian company. Phone Mr/Ms Careda from “Fontanini”. Invite him to dinner. Make an appointment for a particular date and time.

Student B

Your name is Mr/Ms Careda. You represent “Fontanini”. Now you are in Moscow on business. Except Mr/Ms Smirnov(a)’s invitation to dinner. Say when and where you can make it. Give your reasons.
UNIT 4

Section A (Grammar reference)

The Past Simple Tense (Простое прошедшее время)

Правильные глаголы образуют формы Past Simple путем прибавления окончания - ed/ -d к инфинитиву глагола.

Неправильные глаголы образуют Past Simple не по общему правилу (см. таблицу неправильных глаголов).

Вопросительная форма прошедшего времени как правильных, так и неправильных глаголов образуется при помощи вспомогательного глагола to do в прошедшем времени (did) и формы инфинитива смыслового глагола (без частицы to). Вспомогательный глагол ставится перед подлежащим.

Отрицательная форма глаголов образуется при помощи вспомогательного глагола did и отрицательной частицы not. 
ОБРАЗОВАНИЕ THE PAST SIMPLE TENSE

	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	I/ We/ 

He/ She/ You/ They 


	spoke English well.

worked yesterday.
	            I/we/ Did     he/she/       

           you/ they


	  speak English     

   well?

   work    

    yesterday?
	I/ We/ 

He/ She/ 

You/ They 


	did not speak English well.

did not work yesterday.

	to have

	I/ We/ 

He/ She/ You/ They 
	had English books.
	            I/we/ Did     he/she/       

           you/ they
	   have English      

     books?

     
	I/ We/ 

He/ She/ 

You/ They 
	did not have English books.

	to be

	I/ He/ She

We/ You/ They 


	was a manager.

were managers.
	Was      I/ 

              he/ she

were    we/ you/  

               they
	      managers?

       managers?
	I/ He/ She

We/ You/ They 


	was  not a manager.

were not managers.


УПОТРЕБЛЕНИЕ  THE PAST SIMPLE TENSE
	Случаи употребления
	Примеры
	Перевод

	1. Действие, совершившееся в истекшем отрезке времени.
	I met the sales Manager yesterday.
	Вчера я встречался с менеджером по продажам.

	2. Последовательные прошедшие действия.
	He left the hotel, took a taxi and went to the airport.
	Он вышел из гостиницы, взял такси и поехал в аэропорт.

	3. Обычное, повторяющееся действие в прошлом.
	Last year we had staff meetings every Monday morning.
	В прошлом году каждый понедельник у нас проходили совещания.


The Past Simple Tense употребляется со следующими обстоятельствами времени:

	yesterday

	 вчера

	the day before yesterday
	 позавчера

	yesterday morning (afternoon, evening)     
	 вчера утром (днем, вечером)

	at 6 o’clock
	 в 6 часов

	an hour ago
	час тому назад

	a week (month, year, …) ago

	неделю  (месяц, год, …) тому назад

	last week (month, year, Tuesday, …)
	на прошлой неделе (в прошлом месяце, году, в прошлый вторник, ...)

	last night
	вчера вечером / ночью

	the other day
	на днях

	in 2005
	в 2005 году ( и т.п.)


НЕПРАВИЛЬНЫЕ ГЛАГОЛЫ

	Infinitive
	Past Simple
	Past Participle
	Translation

	be
	was, were
	been
	быть

	beat
	beat
	beaten
	бить

	become
	became
	become
	стать, становиться

	begin
	began
	begun
	начинать

	bite
	bit
	bitten
	кусать(ся)

	break
	broke
	broken
	ломать(ся), разбивать

	bring
	brought
	brought
	приносить

	build
	built
	built
	строить

	buy
	bought
	bought
	покупать

	catch
	caught
	caught
	поймать

	choose
	chose
	chosen
	выбирать

	come
	came
	come
	приходить

	cost
	cost
	cost
	стоить

	cut
	cut
	cut
	резать

	deal
	dealt
	dealt
	иметь дело 

	do
	did
	done
	делать

	draw
	drew
	drawn
	чертить, рисовать; тащить

	drink
	drank
	drunk
	пить

	drive
	drove
	driven
	ехать, водить (машину)

	eat
	ate
	eaten
	есть

	fall
	fell
	fallen
	падать

	feed
	fed
	fed
	кормить

	feel
	felt
	felt
	чувствовать

	find
	found
	found
	находить

	fly
	flew
	flown
	летать

	forbid
	forbade
	forbidden
	запрещать

	forget
	forgot
	forgotten
	забывать

	forgive
	forgave
	forgiven
	прощать

	get
	got
	got
	получать; доставать

	give
	gave
	given
	давать

	go  
	went
	gone
	идти, ходить, ехать

	grow
	grew
	grown
	расти; становиться

	have
	had
	had
	иметь

	hear
	heard
	heard
	слышать

	hide
	hid
	hidden
	прятать(ся)

	hit
	hit
	hit
	ударять

	hurt
	hurt
	hurt
	повредить, причинять боль

	keep
	kept
	kept
	хранить, держать

	know
	knew
	known
	знать

	lead
	led
	led
	вести; руководить

	learn
	learnt, learned
	learnt, learned
	изучать, учить

	leave
	left
	left
	оставлять

	lend
	lent
	lent
	одолжить, дать взаймы

	let
	let
	let
	позволять

	lie
	lay
	lain
	лежать

	light
	lit
	lit
	зажигать, светить

	lose
	lost
	lost
	терять

	make
	made
	made
	делать, изготавливать

	mean
	meant
	meant
	иметь в виду, намереваться

	meet
	met 
	met
	встречать

	pay
	paid
	paid
	платить

	put
	put
	put
	класть, положить

	read
	read
	read
	читать

	ring
	rang
	rung
	звонить

	rise
	rose
	risen
	поднимать(ся), вставать

	run
	ran
	run
	бежать

	say
	said
	said
	говорить, сказать

	see
	saw
	seen
	видеть

	seek
	sought
	sought
	искать

	sell
	sold
	sold
	продавать

	send
	sent
	sent
	посылать

	set
	set
	set
	ставить, помещать

	shake
	shook
	shaken
	трясти

	shine
	shone
	shone
	светить, блестеть

	show
	showed
	showed
	показывать

	shut
	shut
	shut
	закрывать

	sing
	sang
	sung
	петь

	sit
	sat
	sat
	сидеть

	sleep
	slept
	slept
	спать

	speak
	spoke
	spoken
	говорить

	spend
	spent
	spent
	тратить; проводить время

	stand
	stood
	stood
	стоять

	steal
	stole
	stolen
	красть, воровать

	strike
	struck
	struck
	ударит, бить; бастовать

	swim
	swam
	swum
	плавать

	take
	took
	taken
	брать

	teach
	taught
	taught
	учить, преподавать

	tell
	told
	told
	рассказывать, сказать

	think
	thought
	thought
	думать

	throw
	threw
	thrown
	бросать

	understand
	understood
	understood
	понимать

	wake
	woke
	woken
	просыпаться; будить

	wear
	wore
	worn
	носить

	win
	won
	won
	выиграть, победить 

	write
	wrote
	written
	писать


Exercises
I. Поставьте нужную форму глагола was/were.
1. _______ he busy on Monday?

2. The talks _______ not very difficult yesterday.

3. It _______ very cold last night.

4. The managers _______ very tired.

5. It _______ not his first visit to London.

6. I _______ interested in our business.

7. The goods of Smith & Co _______ very popular in the world market last year.

8. _______ they on business last month?

9. Why _______ you late for the meeting yesterday?

10. John _______ not at work last week because he _______ ill.

II. Вставьте am, is, are, was, were.
1. I _______ a secretary. I work in a big office.

2. They_______ in Spain last week.

3. I _______ cold. Please, close the windows.

4. George _______ tired. He is leaving the office now.

5. The partners _______ in the restaurant last night.

6. What goods _______ you interested in the other day?

7. Terry _______ our customer. He lives in London.

8. Sophia and Ann _______ always late for work.

9. Today the weather _______ nice, but yesterday it _______ very cold.

10. Don’t buy this equipment, it _______ very expensive.

III. Образуйте общие вопросы и отрицательные предложения в Past Simple:
1. I sent an offer to the client yesterday.

2. We saw the machines in operation the day before yesterday. 

3. They signed a contract the other day.

4. She met the representatives of the firm 2 days ago.

5. They discussed business matters during the talks. 

6. We found the price too high.

7. I finished work early yesterday.

8. She went to the bank in the morning.

9. We had a nice holiday last summer.

10. The hotel was comfortable.

IV. Образуйте специальные вопросы в Past Simple:
1. Our partners invited us to the restaurant last night. (when?)

2. Tom arrived at work late yesterday. (where?)

3. The clients agreed to buy the goods. (who?)

4. She enjoyed her trip. (what?)

5. He visited Britain last month. (when?)

6. They discussed the price. (what?)

7. The manger went on business to Italy last year. (where?)

8. They didn’t like the hotel. The room was small and dirty. (why?)

9. Last Tuesday Lisa flew to London. (when?)

10. We had the talks in the conference room. (where?)

V. Раскройте скобки, употребляя глагол в Past Simple.
1. Our company ___________ (make) some contracts last month.

2. I ___________ (leave) the office at 7.00 p.m.

3. Our director ___________ (visit) Japan 2 weeks ago.

4. We ___________ (meet) our partners the other day.

5. We ___________ (start) producing a new model of computer 3 months ago.

6. Your goods ___________ (be) of high quality last year.

7. I ___________ (write) a lot of messages in the morning.

8. The company ___________ (deliver) the goods on time.

9. I ___________ (see) that model at the exhibition last week.

10. Mr.Bell ___________ (give) us all the necessary information at the talks.

11. The secretary ___________ (make) an appointment with Mr. Jones for Friday an hour ago.

VI. Раскройте скобки, употребляя глагол в Present Simple или Past Simple

1. Sue ___________ (phone) me yesterday evening.

2. The manager usually ___________ (read) letters in the morning.

3. We ___________ (fax) the price list a week ago.

4. Our company always ___________ (do) business with foreign firms.

5. He often ___________ (go) on business.

6. Our firm ___________ (reduce) the price last month.

7. We ___________ (sign) contracts every year.

8. They ___________ (place) a large order last week.

9. The company ___________ (produce) very good computers.

10. I ___________ (send) them a letter the other day.

Section B
Text A
Прочитайте и переведите текст.
TRAVELLING  ON  BUSINESS
 HYPERLINK "http://www.flightglobal.com/blogs/runway-girl/Aircell%20High%20Speed%20Internet%20-%20Laptop.JPG" \t "_blank" 

                                                                         Boris Petrov is a manager of a Russian foreign-trade organization. He often goes on business to different European, Asian and African countries. His organization does business with lots of foreign firms. 

Last month he was in Great Britain. He went there to sign a contract for the purchase of some equipment. The talks were very difficult. Petrov and the British businessmen discussed prices, terms of delivery, terms of shipment and other business matters. The supplier agreed to reduce the price. 

During his trip Petrov visited different plants where he saw the equipment in operation and talked to engineers. He also attended a 3-day conference on industrial investment policy and financial management and met consultants from law firms. Boris was lucky with the weather. It was warm and it didn’t rain. He was pleased with the trip. 

Vocabulary

agree v – соглашаться 

agree on smth договориться по какому-л вопросу
agree to smth соглашаться с чем-л.

agree with smb соглашаться с кем-л.

attend v – присутствовать, посещать

attend a conference – присутствовать на конференции

consultant n – консультант 

do business v – сотрудничать, вести дела, торговать

engineer n – инженер 

financial a – финансовый 

industrial a – промышленный 


investment n – инвестирование, инвестиция
industrial investment policy – политика промышленных инвестиций
law n – закон 
a law firm – юридическая фирма
matter n – вопрос, проблема

operation n – действие 

in operation – в действии 

pleased a – довольный 

policy n – политика
purchase n – покупка 

purchase v – покупать

reduce v – сократить, снизить

sign v – подписывать

supplier n – поставщик 

trip n – поездка 

Exercises
I. Ответьте на вопросы к тексту.

1. What does Mr. Petrov do?

2. Does he travel much?

3. Where did he go last month?

4. Why did he go there?

5. What did he discuss at the talks?

6. What did he see at the plants that he visited?

7. What conference did he visit?

8. Who did he meet at the conference?

9. What was the weather like in Britain?

10. Did Mr. Petrov like the trip?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Petrov works for a British company.

2. Mr. Petrov’s company has no foreign partners.

3. Last month he had very difficult talks with British in Paris.

4. During the talks they discussed methods of payment.

5. Mr. Petrov saw the equipment in operation at the plant.

6. During his trip Mr. Petrov attended a 2-day conference.

7. At the conference they discussed investment policy.

8. During his visit Mr. Petrov met law consultants.

9. The weather in Britain was good.

III. Расскажите о поездке г-на Петрова в Великобританию.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. business

2. financial

3. investment

4. law

5. purchase

6. to attend

7. to discuss

8. to reduce

9. to sign
	a conference

a contract

firm

management

matters

of equipment

policy

terms of delivery

the price


V. Заполните пропуски предлогами, где это необходимо.

1. Mr. Krantz is a manager ______ a manufacturing company.

2. Last week we signed a contract ______ office equipment ______ an Italian company.

3. Did you see the equipment ______ operation when you visited ______ the plant?

4. Yesterday I met Peter Archer, a consultant ______ a law firm.

5. Were you lucky ______ the weather when you were in London?

6. There was a conference ______ financial management ______ Paris last month. – Did you attend ______ it?

7. Do you do business ______ any foreign companies?

8. Did you discuss the purchase ______ computers ______ the talks?

9. Are you pleased ______ the contract that you signed ______ Steel&Co?

VI. Заполните пропуски, используя приведенные ниже слова.

agree      attend       engineer      matters      operation      pleased      purchase      reduce      sign      supplier      trip

1. What do you do? – I’m an _____________.

2. When did you _____________the contract with ABC?

3. Thompson&Co is our British _____________.

4. The price was very high. But the seller agreed to _____________it.

5. I want to see your computer in _____________.

6. We are _____________to visit your plant.

7. What _____________do you usually discuss at the talks? 

8. Did Mr. Taylor _____________the meeting yesterday? – No, he was on a business _____________in Italy.

9. At the talks on Monday we discussed the _____________of office equipment.

10. Did you _____________to the price at the talks yesterday

Text B
Прочитайте и переведите диалог.
A  VISIT  TO  THE  PLANT

On the last day of his visit to Britain, a British businessmen invited Boris Petrov to visit their new plant.
	PETROV:

TAYLOR:

PETROV:

TAYLOR:

PETROV:

TAYLOR:

PETROV:
	 HYPERLINK "http://www.fujitsu-general.com/global/news/2009/09-V02-25/images/fga-line.jpg" \t "_blank" 

I like your plant, Mr Taylor. It’s quite modern.

Glad to hear that, the plant is really new. We built it only two years ago.

By the way, how long did it take you to construct it?

Three years, though it’s one of the biggest plants here.

You produce very good compressors, they are easy to operate and reliable. Do you produce anything else?

No, nothing else, as we specialize in compressors. Our goods are in great demand on the world market. We export them to many countries of the world. Last year was particularly good. Our total sales increased to £247 million. We found new foreign partners. 

And how did you use the profit?

	TAYLOR:
	We invested heavily to improve the quality. We increased the salaries and wages. We also arranged a number of training courses for technical personnel.

	PETROV:
	We’d like to establish business relations with you. We are going to place a large order.

	TAYLOR:
	We’ll be glad to cooperate with you.



Vocabulary
arrange v – организовывать, устраивать

build v – строить 

construct v – строить 

cooperate v – сотрудничать 

demand n – спрос 

be in great demand – пользоваться большим спросом

easy a – простой 

establish v – устанавливать 

export v – экспортировать 

How long did it take you? – Сколько времени это заняло?

It takes me 30 minutes to get to work. – На дорогу до работы у меня уходит 30 минут.

improve v – улучшать, совершенствовать

increase v – увеличивать(ся)

increase by – увеличивать(ся) на

increase to – увеличивать(ся) до

invest v – инвестировать, вкладывать

market n – рынок 

world market – мировой рынок

modern a – современный 

operate v – действовать, работать

particularly adv – особенно 

place an order – разместить заказ
profit n – прибыль 

quality n – качество 

relations n – отношения 

reliable a – надежный 

salary n – жалованье, заработная плата (служащего) ; оклад

sales n – продажи 

total a – целый, общий

total sales – общий объем сбыта

training n – подготовка 

training course – курс подготовки

wage n – заработная плата (рабочих)

Exercises
I. Ответьте на вопросы к тексту.

1. Is Mr. Taylor’s plant new?

2. When did they build it?

3. How long did it take them to build it?

4. What does the plant produce?

5. Do they make good equipment?

6. Where do they sell their compressors?

7. What were their sales last year?

8. What did they do with the profit?

9. Do the two businessmen want to cooperate?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Petrov is visiting Mr. Taylor’s plant.

2. The plant isn’t very big.

3. They built the plant last year.

4. The plant produces computers.

5. Their goods are of high quality.

6. The company sells its goods abroad.

7. Last year their total sales fell.

8. They invest in training courses for their personnel.

9. Mr. Taylor doesn’t want to do business with the Russian company.

10. The Russian company wants to place an order with Mr. Taylor’s firm.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. easy to

2. modern

3. technical

4. to be in great

5. to establish 

6. to improve 

7. to increase

8. to place 

9. to use

10. training

11. world
	an order

courses

demand

market

operate

personnel

plant 

relations

salaries

the profit

the quality


IV. Заполните пропуски предлогами, где это необходимо.

1. Our goods are ______ great demand ______ the world market.

2. We export our equipment ______ many countries ___ the world.

3. Last month our sales increased ______ 5% ______ $678 million.

4. Do you have any training courses ______ your personnel?

5. Our company built a number______ new plants in China last year.

6. We want to establish business relations ______ Steel&Co.

V. Заполните пропуски, используя приведенные ниже слова.

arrange      construct      demand      establish      export      improve      increased       invest      operate      orders       quality      reliable

1. Our equipment is of very high _____________, and it is very _____________.

2. We _____________ our order to 25 computers.

3. I want to _____________ a visit to our plant for a British delegation.

4. We hope to _____________ good business relations with your company.

5. Our goods are in great _____________. A lot of customers place _____________with us.

6. It is necessary to _____________ a new plant.

7. It took us two years to _____________ Model A27. Now it is very easy to _____________.

8. Is Model 6G in great demand? – Yes, we _____________ it to many foreign countries.

9. We are going to _____________ a lot of money into the development of new models.

VI. Переведите на английский язык.

1. Стефани работает в продовольственной компании. Она– закупщик; её работа – закупать товары для компании.

2. Наш Генеральный Директор хорошо разбирается в финансовых и юридических вопросах.

3. Мы подписали контракт с бразильской фирмой на покупку кофе.

4. Вчера мы обсуждали с партнерами цены, условия поставки и другие условия контракта.

5. Переговоры были сложными, но успешными, т.к. партнеры согласились снизить цену.

6. Вы присутствовали вчера на конференции по промышленному инвестированию?

7.  Мы увеличили инвестирование в производство на 20 %.

8. Мы бы хотели установить хорошие деловые отношения с Вашей компанией и разместить заказ.

9. Какой был общий объем сбыта в прошлом году? – Он был особенно большой, т.к. наши товары пользовались большим спросом на мировом рынке.

10.  Мы согласились подписать контракт на покупку современного высококачественного оборудования.

VII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

Your name is Kobzev(a). Your company is going to place a trial order for machine tools with “Bryan & Co”. You have come to London to discuss the terms of payment and delivery. Before placing the order you are going to visit the manufacturing plant. Meet the manager of the company, Mr/Ms Thompson, at his office and discuss everything with him (her).

Student B

Your name is Thompson. You are the manager of “Bryan & Co”. You are receiving a representative of a Russian company, Mr/Ms Kobzev(a), at your office. They are going to place an order for your machine tools. Discuss the terms of payment and delivery. Promise to make arrangements for Kobzev(a)’s visit to your manufacturing plant.

UNIT 5

Section A (Grammar reference)

The Present Perfect Tense (Настоящее совершенное время)

Present Perfect образуется при помощи вспомогательного глагола to have в форме настоящего времени (have, has) и причастия прошедшего времени (Participle II) смыслового глагола.

ОБРАЗОВАНИЕ THE PRESENT PERFECT TENSE
	Утвердительная форма
	Вопроситель-ная форма
	Отрицательная форма

	I/ We/ You/ They have translated a text on economics.

He/ She has translated a text on economics already.
	Have I/we/you/they translated a text on economics yet?

Has he/she translated a on economics yet?
	I/ We/ You/ They have not translated a text on economics yet.

He/ She has not translated a text on economics yet.


УПОТРЕБЛЕНИЕ THE PRESENT PERFECT TENSE
	Случаи употребления
	Примеры
	Перевод

	1. Действие произошло в прошлом, до настоящего времени, но оно связано с настоящим своим результатом.
	I have already done my home work. And what about you?

Oh, I haven't done it yet.
	Я уже сделал домашнюю работу. А ты?

Я ещё не сделал её.



	2. Действие, которое произошло в прошлом, носит характер приобретенного опыта и связано с настоящим.
	Have you ever been to England?

No, unfortunately, I have never been there.
	Вы когда-либо были в Англии?

Нет, к сожалению, я никогда там не был.

	3. Действие началось в прошлом и продолжается до настоящего времени.
	We have known each other since 1990.

We have known each other for many years.
	Мы знаем друг друга с 1990 года.

Мы уже знакомы много лет.


П р и м е ч а н и е: Обратите внимание, что в 1-ом и 2-ом случаях сказуемое переводится на русский язык глаголом прошедшего времени совершенного вида. В 3-ем случае сказуемое переводится глаголом настоящего времени.

The Present Perfect Tense употребляется со следующими наречиями:

	Just
	только что 
	He has just signed the contract.

	Already
	уже (в утвердительных предложениях)
	He has already signed the contract.

	Yet
	еще (в отрицательных предложениях)

уже (в вопросительных предложениях)
	Has he signed the contract yet?

He hasn’t signed the contract yet.

	Ever
	когда-нибудь (в вопросительных предложениях)
	Have you ever been to London?

	Never
	никогда (когда речь идет о действиях в прошлом)
	I have never been to Spain.

	Lately
recently
	в последнее время, 

недавно
	I haven’t seen him lately.

I have read this book recently.



The Present Perfect Tense может употребляться также с обстоятельствами времени, которые обозначают еще не истекший отрезок времени, как например: today, this morning, this week, this month, this year и т.п.

СРАВНЕНИЕ THE PRESENT PERFECT TENSE И THE PAST SIMPLE TENSE
	Основное различие
	Выражения времени, используемые с этими грамматическими временами

	Present Perfect
обозначает действие, которое относится к неопределённому времени.
	
                                         for a long time

I have read the book         since morning 

                                         before

                                         recently

I have already finished the book.

I have just finished the book.

I haven’t finished the book yet.

Have you ever read the book? – No, I have never read it.

	Past Simple

обозначает действие, относящееся к определённому времени.
	                                yesterday

                                last year

I read the book        two months ago
                                at six o’clock

                                in 1990

                                when I was a student


Exercises

I. Раскройте скобки, употребляя глагол в Present Perfect. 

1. I __________ already ______________ (see) this catalogue.

2. We __________ just ______________ (sell) the goods.

3. We __________ never ______________ (do) business with this firm.

4. Mike______________ (visit) the exhibition recently.

5. __________ you ever ______________ (be) to Italy?

6. I ______________ (not/ finish) my work yet.

7. She ______________ (make) a contract this week. 

8. They ______________ (know) the customers for ten years.

9. They ______________ (study) the market lately.

10. They ______________ (not/arrive) yet.

11. __________ you ______________ (start) a new job yet?

II.Задайте специальные вопросы в Present Perfect к подчеркнутым словам.

1. I have left the keys on the desk.
2. The prices have increased this year.

3. The secretary hasn’t posted the letter yet.

4. They have returned from a business trip recently.

5. The partners have just signed the contract.

6. He has been to California three times.
7. I have worked at this company for 10 years.

8. They have studied the prices.
9. The manager has singed the contract.

10. We have received an offer this week. 

III. Выберите правильное наречие или предлог.

1. Diana hasn’t called me back yet/already.

2. Has Andy called the customer just/yet?

3. Pete has already/ever signed the contract.

4. We have yet/just finished the talks.

5. Have they returned from their trip already/yet?

6. We haven‘t received an offer for/since two years.

7. They have just/ yet left the office.

8. I have ever/never been abroad.

9. She hasn’t been on business since/ for December.

10. We haven’t met the customer yet/ever.

IV. Выберите правильную форму глагола.

1. Mark is/has been on holiday since Monday.

2. They set up/have set up the company in 1999.

3. Jane is our customer. I know/have known her for a long time.

4. Mike works/has worked in a hotel now. He likes his job.

5. The office is dirty. We didn’t clean/haven’t cleaned it for ages.

6. Is it your new car? – No, I have /have had it for two years.

7. Bill is /has been in London at the moment. He is/has been there for the last two days.

8. I lost /have lost the brochure. I can’t find it anywhere.

9. Clare worked/has worked in the bank for 12 years. Then she gave it up.

10. I don’t know this company. We never did/have never done business with them.

11. Is the manager in? No, he went/has gone out.

12. Do you know about Sue? She gave up/has given up her job.

13. They are still having talks. They didn’t finish/haven’t finished to discuss the prices yet.

14. The customer gave/has given me his business card but I’m afraid I lost/have lost it.

15. I didn’t have/haven’t had a holiday for five years.

V. Раскройте скобки, используя глагол в Past Simple или Present Perfect.

1. The manager ______________ (know) this customer since 2006.

2. Mr. Black ______________ (introduce) new representatives of the company to us yesterday.

3. The secretary ______________ (already/go) home.

4. We __________ just ______________ (start) selling these computers.

5. Mr. Sidorov ______________ (arrive) in London the other day.

6. I ______________ (buy) my computer 3 years ago. I ______________ (have) it for 3 years.

7. The company ______________ (do) business with many foreign firms lately.

8. I ______________ (read) the message a few minutes ago.

9. We __________ never ______________ (see) these machines in operation.

10. They ______________ (discuss) the matter in detail at the talks.

11. The secretary ______________ (be) ill since last week, she _____________ (fall) ill last Tuesday.

12. How long ______ he _____________ (be) in London? – He ______________ (be) here for 4 days.

13. Kate loves travelling, she ______________ (visit) many countries.

14. __________ you ______________ (see) our partner last week?

15. We ______________ (modify) the model recently.

16. They _____________ (go) out for lunch and they __________ just _____________ (come) back.

17. Diana ______________ (not be) at work yesterday.

Section B
Text A
Прочитайте и переведите текст.
AT  THE  EXHIBITION                                                                                      
 HYPERLINK "http://www.agro.ru/expo/imgs/114_.jpg" \t "_blank" 

In the commercial world today trade fairs and exhibitions are very important for business contacts. They offer exporters an opportunity to show what they have for sale, to make contacts and to learn about a market quickly and easily.

Germany is a regular participant of almost all international fairs and exhibitions. At the same time Germany arranges international and foreign exhibitions.

	CHARMA
	Good morning, Mr Muller.

	MULLER
	Good morning, Mr Charma. I’m glad to see you. Have you been to our pavilion?

	CHARMA
	Yes, we’ve just seen your display. It’s wonderful. Your latest models of agricultural equipment are particularly good.

	MULLER
	Have you seen them in operation?

	CHARMA
	Yes, we have. Does the equipment go for export?

	MULLER
	Yes, we’ve sold it to many countries.

	CHARMA
	Your agricultural equipment meets our requirements. Our government is paying much attention to the development of the agricultural sector of our economy so the demand for the equipment will be high.

	MULLER
	Fine. If you are really interested in our equipment we can set up a joint venture for the production of agricultural equipment in your country. It’ll be mutually beneficial.

	CHARMA
	An excellent idea!

	MULLER
	Then let’s continue our talks in the Director’s office and discuss the matter in detail there.


Vocabulary

attention n – внимание 

pay attention – уделять внимание
beneficial a – выгодный 

commercial a – коммерческий
contact n – контакт 

make contacts – установить контакты, связаться с к.-л.

detail n – деталь 

in detail – в деталях


development n – развитие 

display n – показ, экспозиция
display v – выставлять, показывать; демонстрировать

easily adv – легко, просто

excellent a – отличный 

exhibition n – выставка 

fair n – ярмарка

government n – правительство 

interested a – заинтересованный 

be interested in – интересоваться ч.-л.

international a – международный 

joint venture n – совместное предприятие

latest n – последний 

mutually adv – взаимно 

offer v – предлагать 

opportunity n – возможность, шанс

participant n – участник 

particularly adv – особенно 

production n – производство 

quickly adv – быстро 

regular a – регулярный, постоянный

requirement n – требование 

meet requirements – отвечать требованиям 

sale n – продажа 

be for sale – продаваться

for sale – на продажу

sector n – сектор 

set up v – основать, учредить

Exercises
I. Ответьте на вопросы к тексту.

1. Why are fairs and exhibitions important for business?

2. What equipment does the German company show at the exhibition?

3. Has Mr. Charma seen German display yet?

4. Which models does Mr. Charma like most?

5. Does the German company export their equipment?

6. Is the equipment of high quality?

7. Why does Mr. Charma need this equipment?

8. What offer does Mr. Muller make to Mr. Charma?

9. Where are they going to have talks?

II. Согласитесь с данными утверждениями или опровергните их.

1. At exhibitions businessmen usually make contacts.

2. German firms attend a lot of exhibitions.

3. Mr. Charma likes the German pavilion.

4. He is particularly interested in electronic equipment.

5. The German company doesn’t show its equipment in operation.

6. The German company sells its equipment in Germany only.

7. German equipment meets Mr. Charma’s requirements.

8. The two companies are going to establish business relations.

9. Mr. Muller and Mr. Charma are going to sign a contract in the Director’s office.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. agricultural

2. commercial 

3. joint

4. mutually

5. regular

6. to continue

7. to make

8. to meet

9. to offer

10. to pay

11. trade
	an opportunity

attention

beneficial

contacts

equipment

fair

participant

requirements

talks

venture

world


IV. Заполните пропуски предлогами, где это необходимо.

1. Trade fairs are very important ______ business contacts ______ the commercial world.

2. Do you know what our British partners have ______ sale?

3. ______ the exhibition we learnt much ______ your goods.

4. Have you been ______ Britain this year?

5. This model doesn’t go ______ export yet.

6. We pay much attention ______ training ______ our personnel.

7. The demand ______ this type ______ equipment is very high ______ Russia.

8. Are you interested ______ business contacts ______ Doyle&Co?

9. We organized a joint venture ______ our German partners ______ the production ______ chemical equipment ______ Russia.

10. Have you discussed all the terms ______ the contract ______ detail?

V. Заполните пропуски, используя приведенные ниже слова.

attention      details      development      exhibition      interested       mutually       offer      regular    requirements

1. Mr. Barnaby visited a very interesting ______________ last week.

2. Your equipment is of high quality and meets all our ______________.

3. We pay much ______________ to the quality of our goods.

4. I hope our cooperation will be ______________ beneficial.

5. We invest a lot in the ______________ of electronic industry.

6. We can ______________ you our new Model A7.

7. We are particularly ______________ in making contacts with White&Co.

8. Let’s discuss some ______________ of the contract.

9. You are our ____________ customer, so we can reduce the price for Model HB9.

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN GERMANY

[image: image4.jpg]



In Germany it’s important to be serious in a work situation. Germans don’t mix work and play, so don’t make jokes as you do in the UK and USA when you first meet people. 

People in Germany work in a very organized way and prefer to do one thing at a time. They don’t like interruptions or sudden changes of schedule. Punctuality is very important so you should arrive on time for appointments. At meetings it’s important to follow the agenda and not interrupt another speaker. If you give a presentation, focus on facts and technical information and the quality of your company’s products. It is also very important to prepare well, as they may ask a lot of questions. 

In Germany colleagues normally use family names and titles – for example “Doctor” or “Professor”, so don’t use first names unless a person asks you to.

Vocabulary
agenda n – повестка дня, план работы

focus v – фокусировать, сосредоточивать, обращать (внимание и т.п.)

follow v – следовать

interrupt v – прерывать

interruption n – прерывание
joke n – шутка
mix v – смешивать

prepare v – готовить(ся)

punctuality n – пунктуальность

schedule n – расписание
sudden a – внезапный
title n – титул
unless conj – если не
Exercises
I. Ответьте на вопросы к тексту.

1. Why don’t Germans make jokes when they first meet people? 

2. How many things a time do they usually do?

3. How should you behave at a meeting?

4. What do Germans pay attention to at presentations?

5. Why is it important to prepare well for presentations?

6. How do business partners address each other?

II. Согласитесь с данными утверждениями или опровергните их.
1. People in Germany are serious at work situations.

2. Germans are very organized.

3. They often change their plans and schedules.

4. It is possible to be 30 minutes late for an appointment in Germany.

5. Germans often interrupt each other at business meetings.

6. They often ask speakers a lot of questions.

7. Businesspeople often call each other by first names.

III. Расскажите об особенностях делового этикета в Германии.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. change of

2. family

3. quality of

4. technical 

5. to arrive

6. to focus on

7. to make
	facts

information

jokes

name

on time

products

schedule


V. Заполните пропуски предлогами, где это необходимо.

1. What do you do ______ such situations?

2. How many clients do you have ______ a time?

3. He studied the contract ______ a very careful way. 

4. We paid _______ the goods ______ time.

5. Follow ______ the agenda, please.

6. Let’s focus ______ the terms _______ payment.

7. We usually work _______ a very organized way.

VI. Заполните пропуски, используя приведенные ниже слова.

focus     follow      interrupt     joke     mix      prepare      schedule     title

1. Karl  managed to ____________ business with pleasure.

2. It’s a good idea to make a ____________ in order to establish friendly relations.

3. I’m afraid I can’t see Mr.Schwartz on Monday. I have a very busy ____________ for next week.

4. Don’t ____________ me, please. 

5. At the talks with Air Hamburg we are going to ____________ on our further cooperation.

6. How do you usually ____________ for the talks with your foreign partners?

7. ‘What is your official job ____________?’ – ‘It's Data Processing Manager.’

8. If you want to achieve good results, ____________ all the instructions carefully.

VII. Переведите на английский язык.

1. Наша компания – постоянный участник промышленных выставок и ярмарок. В этом году мы уже побывали на пяти выставках.

2. В апреле мы установили контакты с немецкой фирмой и на прошлой неделе провели переговоры с немецкими партнерами. 

3. Во время переговоров мы в деталях обсудили планы нашего сотрудничества.

4. Мы только что увидели оборудование японской компанией в действии и хотели бы создать совместное предприятие. 

5. Во время презентации оборудования сотрудники компании обратили особое внимание на его качество.

6. Мы надеемся на взаимовыгодное сотрудничество с нашими новыми партнёрами.

7. Мы заинтересовались новым оборудованием, которое увидели на экспозиции.

8. Наша компания хотела бы обсудить возможности создания совместного предприятия.

9. Во время переговоров очень важно следовать распорядку дня и не перебивать выступающих.

10. Мы против внезапного изменения расписания назначенных встреч.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

Your name is Borzov(a), you represent a Russian company. Now you are visiting a trade faire in London, because your company is interested in the machines of “Dodd&Co”. Meet the manager of this company, Mr/Ms Herst, ask him about the equipment they produce; find out whether you can buy machines from them. 

Student B

Your name is Herst, you are the manager of “Dodd&Co”. Meet a representative of a Russian company, Mr/Ms Borisov(a), in your office and answer his/her questions about the equipment of your company

UNIT 6

Section A (Grammar reference)

The Past Continuous Tense (Прошедшее продолженное время)

Past Continuous образуется при помощи вспомогательного глагола to be в прошедшем времени (was, were) и причастия настоящего времени (Present Participle) смыслового глагола.

ОБРАЗОВАНИЕ THE PAST CONTINUOUS TENSE
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	I/ He/ She was watching TV at 9 o’clock yesterday.

Я смотрел телевизор в 9 часов вчера.

We/ You/ They were watching TV at 9 o’clock yesterday.
	Was I/ he /she watching TV at 9 o’clock yesterday?

Were we/ you/ they watching TV at 9 o’clock yesterday?


	I/ He/ She was not watching TV at 9 o’clock yesterday.

We/ You/ They were not watching TV at 9 o’clock yesterday


УПОТРЕБЛЕНИЕ THE PAST CONTINUOUS TENSE

	Случаи употребления
	Примеры
	Перевод

	Длительное действие, совершавшееся в определённый момент в прошлом.
	It was raining at five o’clock.

It was raining when I left the house.


	В пять часов шёл дождь.

Шёл дождь, когда я вышел из дома

	Длительное действие, совершавшееся в определённом отрезке времени, но не происходившее непрерывно.
	In June that firm was carrying on negotiations for the purchase of office equipment.
	В июне эта фирма вела переговоры о покупке офисного оборудования.


Exercises.

I. Образуйте общие вопросы и отрицательные предложения в Past Continuous.

1. Cathy was talking on the phone.

2. The sellers were calling the clients .

3. I was looking through a new catalogue.

4. Nick and Charlie were leaving the bank.

5. The manger was organizing the work.

6. John was having coffee in the canteen.

7. The customers were discussing the prices.

8. He was working on the computer.

9. The secretary was making the appointment.

10. We were singing the contract.

II. Раскройте скобки, употребляя глагол в Past Continuous.

A. What __________________ (happen) at the time of the robbery?

B. Well, I __________________ (sit) in my office. I __________________ (talk) to an employee. Mary __________________ (put) food onto the shelves. Several customers __________________ (do) the shopping and a cashier __________________ (stand) behind the till.

A. Can you tell me anything about the robbers?

B. Yes. They __________________ (wear) black masks and they __________________ (hold) guns. They __________________ (shout).

A. How did they get away?

B. They drove off in a car which __________________ (wait) outside.

III. Выберите правильную форму глагола.

1. We went/were going out last night.

2. When I checked/was checking the sales reports I found/was finding a mistake there.

3. He slept/was sleeping at 10 o’clock this morning.

4. I have/was having breakfast when the phone rang/was ringing.
5. They went/ were going home when it started/was starting to rain.

6. He met/was meeting the clients yesterday.

7. When I studied/was studying the market I found/was finding the most reliable company.

8. When I was entering/entered the room, the secretary worked / was working on the computer.

9. I saw/was seeing my old friend when I left/was leaving the plant.

IV. Поставьте глаголы в скобках в Past Simple или Past Continuous.

1. When I _____________ (wait) for the flight at the airport I ____________ (meet) my colleague who _____________ (go) on business too.

2. Tina _____________ (type) the letter when the computer _____________ (break down).

3. We _____________ (discuss) the terms when the manager ____________ (come) into the room.

4. Peter ______________ (get) an urgent phone call when he ____________ (drive) to the airport. 

5. We _____________ (see) the machines when we _____________ (visit) the plant.

6. I _____________ (have) my lunch when the customer _____________ (arrive).

7. The secretary _____________ (drop) the kettle when she _____________ (make) some tea.

8. The accident _____________ (happen) when Mrs. Bason _____________ (return) home from work.

9. While I _____________ (do) the washing-up, I ______________ (break) a glass.

10. We ______________ (see) their stand when we _____________ (visit) the exhibition.

Section B
Text A
Прочитайте и переведите текст.
OFFICE WORK.

	David’s colleague Jack (who doesn’t have enough work to do) has tried to phone him several times without success
	



	JACK
	I rang you at 9.30 but the phone was engaged. Who were you talking to?
	

	DAVID
	Oh, I was calling some clients.
	

	JACK
	And I tried again at 10.15, but there was no reply.

	DAVID
	At 10.15? I think I was discussing the new catalogue with Sue Tims.

	JACK
	And then I rang back again at 11.10.

	DAVID
	Yes, I was out. I was having coffee in the canteen.

	JACK
	I thought so, so I rang again at 11.30.

	DAVID
	I was out again. The new designer and I were organizing the artwork for some adverts.

	JACK
	What were you doing at 1.30, then? I called again, and tried to leave a message, but the answering machine was not working!

	DAVID
	I’d better have a look at it, but the designer and I were having lunch. Anyway, what did you want to talk about?

	JACK
	Oh, nothing special. I just wanted to try out my new mobile phone.


Vocabulary 

advert (advertisement) n – рекламное объявление 

answering machine – автоответчик 
artwork n – (зд.) иллюстрация 

canteen n – столовая 

engage v – занимать 

message n – сообщение 

leave a message – оставить сообщение 

reply n – ответ 

ring v– звонить 

ring back – перезванивать 

try out v – испытывать, проверять

without prep – без 

Exercises
I. Ответьте на вопросы к тексту.

1. Why couldn’t Jack talk to David at 9.30?

2. What was David doing at the moment?

3. What was David busy with at 10.15?

4. When was David having coffee?

5. What was David doing at 11.30?

6. Why couldn’t Jack leave a message at 1.30?

7. What was David doing at 1.30?

8. What did Jack want to talk with David about?

II. Согласитесь с данными утверждениями или опровергните их.

1. Jack phoned David seven times.

2. At 9.30 David didn’t answer the phone.

3. At 10.15 David was talking to Sue Tims.

4. At 11.10 David was in the office.

5. David was discussing some advertisements at 11.30.

6. Jack left a message at 1.00 p.m.

7. David was having lunch with his manager at 1.30.

8. Jack wanted to discuss an important business matter with David.

III. Составьте словосочетания, используя слова из двух столбцов.
	1. answering

2. mobile

3. to call

4. to leave 

5. to ring
	a message

back

clients

machine

phone


IV. Заполните пропуски предлогами, где это необходимо.

1. Have you signed the contract _______ ABC? – No, we met their manager twice _______ last month, but _______ success.

2. I rang _______ Mr. Darrel yesterday, but I didn’t manage to talk _______ him.

3. What were you doing _______ 9.30 yesterday? – I was having lunch _______ the canteen.

4. Ms. Still isn’t in at the moment. Could you ring her _______ later _______ the afternoon, please?

5. Can I speak _______ Mr. King, please? – I’m afraid he is _______ Would you lake to leave a message?

6. The company always tries _______ new machines before selling them _______ their customers.

V. Заполните пропуски, используя приведенные ниже слова.

advert      engaged      ring back      message      try out

1. Can I speak to Mr. Brown? – Hold on, please. I’m sorry, the line is ____________.

2. Can I speak to Mrs. Bell, please? – I’m afraid she’s out at the moment. Could you ____________ in an hour?

3. We must ____________ this new model before we order it.

4. Have you talked to Managing Director yet? – I phoned him, but he was at the talks. I had to leave a ____________.

5. Let’s place an ____________ for our new model in a newspaper.

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN THE USA

[image: image6.jpg]



Communicating is a natural talent of Americans. When negotiating partners meet, the emphasis is on small talk and smiling. Their sense of humour is more direct than in the UK. Informality is the rule. Business partners do not use their academic titles on their business cards. During conferences they serve sandwiches and drinks in plastic or boxes.

This pleasant attitude continues in the negotiation itself. US negotiators usually attach little importance to status, title, formalities and protocol. They communicate in an informal manner and call their partners by their first names. Their manner is relaxed and casual.

The attitude “time is money” has more influence on business communication in the US than it does anywhere else. Developing a personal relationship with the business partner is not as important as getting results.

Vocabulary

academic title – ученое звание
attach importance – придавать значение 

attitude n – отношение, позиция, подход

casual a – неофициальный 

communicating n – умение общаться

continue v – продолжать 

develop v – развивать, разрабатывать

emphasis n – особое значение

influence n – влияние 

manner n – манера, поведение

negotiate v – вести переговоры

negotiations n – переговоры 
relationship n – взаимоотношения 

relaxed a – непринужденный 

sense of humour – чувство юмора

small talk – светский разговор

Exercises
I. Ответьте на вопросы к тексту.

1. Can Americans communicate well?

2. What is very important during the first meeting?

3. How do they serve meals at the conferences?

4. Are negotiations in the USA formal or informal?

5. What do Americans attach little attention to?

6. Do American people call their business partners by their first names or last names?

7. In what manner do they conduct talks?

8. Is it more important for Americans to establish good relationship or to get a result?

II. Согласитесь с данными утверждениями или опровергните их.

1. Americans are very sociable.

2. When American people meet, they usually smile to each other and make a small talk.

3. Academic titles are very important to Americans.

4. During conferences they have informal meals.

5. At the talks Americans call their business partners by their last names.

6. The main principle of business talks in the USA is “time is money”.

7. The most important thing at the talks is to develop personal relations.

III. Расскажите об особенностях делового этикета в США.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. academic

2. casual

3. pleasant

4. sense of

5. small

6. to attach

7. to develop

8. to get
	attitude

humour

importance

manner

relationship

results

talk

title


V. Заполните пропуски предлогами, где это необходимо.

1. They put much emphasis _______ the quality _______ their products.

2. Sense ______ humour is important for establishing good relations.

3. Don’t put too mush information ______ your business card.

4. We attach importance ______ developing modern technologies.

5. He conducted the negotiations _______ a very professional manner.

6. We want to develop good business relations ______ our partners.

7. The global economic crisis had a great influence ______ the country’s economy.

VI. Заполните пропуски, используя приведенные ниже слова.

academic     attach       attitude     continued      emphasis       

manner        relaxed

1. Americans do not use their ____________ titles during the talks.

2. At the talks the atmosphere was very _____________.

3. Do people in America ____________ much importance to status and titles?

4. Americans usually communicate in an informal ____________.

5. We put great ____________ on establishing relations with British companies.

6. After a short break the talks ____________.

7. I don’t like your ____________ to your work. You are not interested in it.

VII. Переведите на английский язык.

1. Г-н Клаус позвонил в офис в 12.45, когда я обедал с клиентом. Он оставил сообщение на автоответчике и попросил перезвонить вечером.

2. Я бы хотел обсудить рекламу новой модели принтера.

3. Г-н Смит работает в отделе рекламы и уделяет особое внимание продвижению новых товаров.

4. С 16.00 до 17.30 я проводил переговоры с нашими итальянскими партнёрами. Разговор проходил в неофициальной, непринужденной обстановке, т.к. мы сотрудничаем с этой компанией уже много лет и хорошо знаем друг друга.

5. Когда Г-н Манчини рассказывал о разработке нового оборудования, в кабинет вошла Энн Бриджетс, новый начальник нашего отдела. Г-н Манчини продолжил своё выступление, а затем Энн задала ему несколько профессиональных вопросов.

6.  Наша компания придает особое значение разработке новой продукции.

7. Сейчас мы испытываем оборудование Вашей компании и не можем дать окончательный ответ.

8. После обеда в столовой мы продолжили переговоры.

9. Чувство юмора необходимо в светских разговорах.

10.  Что повлияло на Ваше решение?

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A 

You are phoning Robbie&Co. Mr/Mrs. Robbie isn’t in the office. Speak to the secretary. Say that you’d like to make an appointment with Mr./Mrs.Robbie for a certain day and date. 
Student B 

You are the secretary of Robbie&Co. Receive a telephone call from Mr./Mrs. Drake. Take a message or ask him/her to call back later.
UNIT 7

Section A (Grammar reference)

The  Future  Simple Tense (Простое  будущее  время)

Future Simple образуется при помощи вспомогательного глагола will (для всех лиц единственного и множественного числа) и инфинитива смыслового глагола.
ОБРАЗОВАНИЕ THE FUTURE SIMPLE TENSE

	Утвердительная форма
	The country will trade with other states.

The country’s trade turnover will be great.

	Вопросительная форма
	Will the country trade with other states?

Will the country’s trade turnover be great?

	Отрицательная форма
	The country will not (won’t) trade with these states this year.

The country’s trade turnover will not (won’t) be great.


СПОСОБЫ ВЫРАЖЕНИЯ БУДУЩЕГО ВРЕМЕНИ

В английском языке существует ряд возможностей для выражения действия в будущем времени, в том числе: 

	Формы
	Примеры
	Перевод

	The Future Simple Tense для выражения действий, событий и фактов, относящихся к будущему
	We believe the new hotel will cost £ 10 million.

We’ll be away for about a month.
	Мы полагаем, что новый отель будет стоить 10 миллионов фунтов.

Мы будем отсутствовать примерно месяц.

	Выражение to be going to – собираться (планировать) сделать что-либо.
	We are going to buy a new car soon.
	Мы собираемся купить новую машину.



	The Present Continuous Tense в значении договорённости, плана, касающегося близкого будущего.
	Our Sales Manager is going to London next week.
	Наш менеджер по продажам едет в Лондон на следующей неделе.

	The Present Simple Tense
Для обозначения действий, которые произойдут в недалеком будущем согласно расписанию, плану, программе.

Для выражения будущего действия в придаточных предложениях времени и условия.
	Your ship leaves in an hour’s time

The lecture begins in fifteen minutes.

When he comes, I’ll ask him to phone you.

If the weather is bad, I’ll stay at home.
	Корабль отходит через час.

Лекция начинается через 15 минут.

Когда он придёт, я попрошу его позвонить тебе.

Если погода будет плохая, я останусь дома.


П р и м е ч а н и е:  В вопросах, содержащих предложение или предположение, 

 касающиеся будущего, возможно только shall.

                          Where shall we go this evening? Куда мы пойдём сегодня вечером?
Exercises
I. Образуйте общие вопросы и отрицательные предложения в Future Simple.

1. She will meet the customer after lunch.

2. The company will produce new goods next year.

3. Mrs. White will contact you tomorrow morning.

4. It will be possible to buy these goods on-line soon.

5. They will be back from a business trip next Friday.

6. The company will expand in the future.

5. They will sign the contract in a week.

6. He will start the business soon.

10. We will send you the catalogue tomorrow.

II. Выберите правильную форму глагола.

1. We’ll go/we’re going to the restaurant tonight. We have booked a table.

2. What will you do/ are you doing tomorrow evening? - Nothing, I’m free.

3. The manager will leave/is leaving Moscow tomorrow morning. His train is at 9.30.

4. I’m sure they will give/are giving us a discount. The order is large.

5. Do you think the customer will place/is placing an order with us?

6. Steve can’t meet us on Saturday. He’ll work/ is working.

7. I will phone/phone you tomorrow. OK?

8. I haven’t studied the prices yet. I’ll do/ I do it later.

9. They will buy/ are going to buy a new model of car. They told me last week.

10. This is a letter for Mr. Grey. – OK. I’ll give/I’m going to give it to him.

III. Раскройте скобки, употребляя глагол в Present Continuous или Future Simple.
1. I ________ probably ____________ (go) to the manufacturing plant on Wednesday.

2. I’m sure our partners ____________ (accept) our terms.

3. I’m too tired to look through all the documents. – Don’t worry. I ____________ (help) you.

4. We ____________ (meet) the Chinese delegation at the airport tomorrow at 10.00 a.m.

5. Have you faxed the contract? – Oh, sorry. I’ve forgotten. I ____________ (fax) it in a minute.

6. We ____________ (introduce) a new model into the world market next week.

7. I think we ____________ (establish) good relations with your company in the future.

8. Did you phone Mr. Bell? – Oh, no. The line was busy. I ____________ (phone) him a bit later.

9. The manager ____________ (leave) for Ottawa in a day.

10. I ____________ (meet) my customers in the office at 2 o’clock.

11. I hope our business relations ____________ (change) for the better.

12. The repairman ____________ (come) to fix the fax machine tomorrow

13. I’m afraid I ____________ (not have) enough time to check the orders.

14. I hope we ____________ (sign) the contract tomorrow.

Section B
Text A
Прочитайте и переведите текст.
BOOTS – LEADING THE HEALTH AND BEAUTY MARKET

BOOTS

Boots The Chemist is the UK’s leading retailer of health and beauty products. It has more than 1,400 stores in the UK, from small pharmacies to large city centre department stores, and one in three people in the UK shops at Boots every week. It sells mainly medicines, toiletries, cosmetics, baby products. More than 50% of its sales are of Boots own-brand products. 

INTERNATIONAL EXPANSION

Since 1997 Boots has expanded overseas and now it has more than 55 stores outside the UK. In Thailand, it has opened 52 stores since 1997 and it plans to open 100 more. In Tokyo, Boots has three stores at present and it believes its business there will expand in the future because Japan is the world’s second-largest market for health and beauty products. In April 2000 it opened its first store in Taiwan.

FUTURE E-BUSINESS

Boots has created a new TV/ Internet company with Granada Media, Europe’s leading commercial TV production company. They hope it will become Britain’s number 1 e-business for health, beauty and fitness. It offers customers a choice of access – digital TV, PC, laptop or mobile phone. It will be a two-way, interactive channel so it will be possible for customers to get information about products and advice on all questions about health, beauty and fitness.

Vocabulary

access n – доступ 

beauty n – красота 

believe v – верить, считать, думать

own-brand – торговая марка розничной сети

choice n – выбор 

commercial a – коммерческий
create v – создавать 

digital a – цифровой 

e-business n – Интернет-бизнес
expand v – расширяться, развиваться

expansion n – распространение; рост, развитие

get v – получать 

health n – здоровье 

laptop n - ноутбук
leading a – ведущий
medicine n – лекарство 

one in three – один из трех, каждый третий

outside prep – вне, за пределами

overseas adv– за границей 

pharmacy n – аптека 

product n – продукт, товар

production company – производящая компания, производственная фирма

retailer n – розничный торговец

second-largest a – второй по величине

shop v – покупать 

store n – магазин 

department store – универсальный магазин

toiletry n – туалетные принадлежности

two-way a – двусторонний 

Exercises
I. Ответьте на вопросы к тексту.

1. What kind of goods does Boots sell?

2. How many stores does the company have in Britain?

3. What types of stores are they?

4. Do many people in Britain buy goods at Boots?

5. How many own-brand products does Boots sell?

6. In what countries does Boots have stores?

7. Why do they hope to expand in Japan?

8. How does Boots use modern technologies? 

9. What services will the Internet company offer?

II. Согласитесь с данными утверждениями или опровергните их.

1. Boots is an American company.

2. Boots sells health products.

3. It only sells its goods in small pharmacies.

4. Boots sells mostly its own-brand goods.

5. The products of the company are very popular in Britain.

6. The company began to sell its goods abroad in 2000.

7. Boots has only a few shops in Asia.

8. The company is going to sell its goods over the Internet.

9. There are different ways to contact the company.

10. Using modern technologies customers will be able to ask questions about the company’s products, health and fitness.

III. Расскажите о компании "Бутс".
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. choice of 

2. department

3. digital

4. leading

5. own-brand

6. second-largest

7. to create

8. to expand

9. two-way
	access

an Internet company

channel

market

overseas

product

retailer

store

TV


V. Заполните пропуски предлогами, где это необходимо.

1. Our company is the leading retailer ______ office equipment.

2. Krantz&Co has five plants ______ the USA and twenty-five plants ______ the country.

3. We hope to sell our goods ______ French customers ______ future.

4. You may ask me any questions ______ products ______ our company.

5. Italy is the largest market ______ leather goods.

6. You can buy our products ______ everywhere, ______ small shops ______ large department stores.

7. Is it possible ______ your customers to buy goods over the Internet?

8. Mr. Doyle is a business consultant. He gives ______ his customers advice ______ business matters.

9. One ______ five people buy things over the Internet.

VI. Заполните пропуски, используя приведенные ниже слова.

choice            create             customer           expand            leading            overseas            own-brand          store

1. ABS is the ____________ manufacturer of computers.

2. We sell our products ___________. Our biggest markets are France and Germany.

3. Our company is planning to ____________ and build three new plants in China.

4. Harrods is a very big department ____________ in London. 

5. We are going to ____________ a new model, which will be very reliable.

6. Our company offers its customers a wide ____________ of products.

7. Our new ____________ likes the quality of our goods.

8. We give a 10 % discount on ____________ products.

Text B
Прочитайте и переведите диалог.
TELEPHONING:  ARRANGEMENTS
	Annelise Schmidt gets through to James Cassidy and arranges to meet him. 
	



	CASSIDY
	James Cassidy.
	

	SCHMIDT
	Hello. This is Annalise Schmidt. Do you remember we met at the Health and Beauty Fair in Paris last month?
	

	CASSIDY
	Yes, how are you?
	

	SCHMIDT
	Fine, thanks. I ’m going to be in London on Tuesday and Wednesday next week. How about meeting up to discuss how Boots and Schönheit will work together?

	CASSIDY
	I’ll just check my diary. I won’t be able to see you on Tuesday. I’m going to Manchester. Will Wednesday suit you? How about lunch?

	SCHMIDT
	Sounds good. Shall we meet at your office? I’ve got the address.

	CASSIDY
	Yes. Will you come round here at about 12.30? Ask me at the reception and I’ll come down.

	SCHMIDT
	Yes, that’s fine.

	CASSIDY
	OK. See you on Wednesday at 12.30, then.

	SCHMIDT
	Look forward to seeing you then. Bye.

	CASSIDY
	Goodbye.


Vocabulary
arrange v – устраивать, организовывать, подготавливать

arrange to do smth – договариваться сделать что-л.

come round v – заходить, приходить

diary n – дневник, ежедневник

get through v – дозвониться 

How about….? – Как насчет…?

look forward to… v – ждать (с нетерпением) 

reception v – приемная, стойка администратора (в гостинице, учреждении)

remember v – помнить

suit v – устраивать (кого-то), подходить
Exercises
I. Ответьте на вопросы к тексту.

1. Why is Ms. Schmidt calling Mr. Cassidy?

2. When did they meet before?

3. When is Ms. Schmidt going to London?

4. Why does she want to meet Mr. Cassidy?

5. Why can’t Mr. Cassidy meet her on Tuesday? 

6. What time are they going to meet on Wednesday?

7. Where are Ms. Schmidt and Mr. Cassidy going to meet?

II. Согласитесь с данными утверждениями или опровергните их.

1. James Cassidy is phoning Annelise Schmidt.

2. They have never met before.

3. Ms. Schmidt wants to meet Mr. Cassidy in Paris.

4. Ms. Schmidt is going to discuss business with Mr. Cassidy.

5. Mr. Cassidy agrees to have dinner with Ms. Schmidt.

6. They make an appointment for Wednesday at 12.30.

7. They will meet at the hotel.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. health and 

2. to check

3. to get through

4. to look forward to

5. to suit
	the partner

seeing smb. 

the diary

to the director 

beauty


IV. Заполните пропуски предлогами, где это необходимо.

1. I met Mr. Shaw _______ the International Electronic Fair.

2. We are going to Paris _______ next week.

3. Shall we meet on Monday? – OK, I will come _______ _______ 5 o’clock.

4. I am very tired and look _______ _______ the weekend.

5. Mr. Cassidy phoned Ms. Jones yesterday, but he couldn’t get _______.

V. Заполните пропуски, используя приведенные ниже слова.

arrange       come round        diary        suit        look forward         

reception      fair

1. I don’t think I’ll be free next Monday. I have to check my _____________.

2. Let’s meet next week. – Will Friday at 10 _____________.you?

3. We ____________ to establishing business relations with James&Co.

4. We met the Sales Manager of Summers Ltd at the Trade _____________.

5. Can you come to our office tomorrow? – OK, I will ____________ in the afternoon.

6. I’ll wait for you at the ____________.

7. We must ____________ a visit of or British partners to the plant.

VI. Переведите на английский язык
1. Procter & Gamble Co. – американская компания, один из лидеров мирового рынка потребительских товаров. 

2. Компания производит зубную пасту, мыло, шампуни, стиральный порошок, и другие косметические товары и товары для ухода за домом.

3. Такие популярные бренды как Ariel, Fairy, Lacoste Perfumes, Max Factor и др. принадлежат P&G.

4. Штаб-квартира компании находится в США, штат Огайо.

5. К настоящему времени компания открыла в России 4 региональных офиса и 3 завода-производителя. 

6. В 2003 г.P&G купила немецкую компанию Wella, которая производит средства для ухода за волосами, краски для волос. 

7. Как насчет организации встречи для обсуждения совместной работы?

8. Мы с нетерпением ждем ответа от Вашей компании.

9. Давайте встретимся в четверг в 10.30. Это время устраивает Вас?

10. Мы надеемся, что скоро наша компания станет ведущим производителем офисного оборудования.

VII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A 

Your name is Borodin(a). You represent the Russian company “Lense”. You are going to place a trial order for optical equipment with a Swedish company.

Try to find out everything about the company in Stockholm and the prospect of your future business relations. 

Student B

Your name is Laarsen. You are the manager of a Swedish company dealing in optical equipment. You are receiving a representative of a Russian corporation, Mr/Ms Borodin(a), at your office. He (she) has come to Stockholm to find out everything about your company and place a trial order. Tell you customer about the company and its business.

UNIT 8
Section A (Grammar)

Adverbial clauses if time and condition in the future

(Придаточные предложения времени и условия, 

относящиеся к будущему времени)

В придаточных предложениях времени и условия, относящихся к будущему времени, вместо времён группы Future употребляются соответствующие времена группы Present. В главном предложении употребляется Future.


УПОТРЕБЛЕНИЕ ВРЕМЁН В ПРИДАТОЧНЫХ ПРЕДЛОЖЕНИЯХ 

ВРЕМЕНИ И УСЛОВИЯ
	The manager will ring you up
	when

 (if)
	he comes.


	Менеджер позвонит Вам, когда (если) он придёт.

	He won’t finish the work in time 
	unless
	he works hard.
	Он не окончит свою работу вовремя, если он не будет усердно работать.

	I’ll stay here 
	until
	you return.
	Я останусь здесь до тех пор, пока вы не вернётесь.


СОЮЗЫ ПРИДАТОЧНЫХ ПРЕДЛОЖЕНИЙ ВРЕМЕНИ И УСЛОВИЯ

	Придаточные времени
	Придаточные условия

	when

before

after

while

till

until

as soon as
	когда

до того как

после того как

в то время как

до тех пор, пока не

до тех пор, пока не

как только
	if

unless

provided (that)

in case
	если

если не

при условии если 

в случае если


Exercises
I. Выберите нужную форму глагола

1. I stay/I’ll stay here until you come/ will come back.

2. I’m going home when I finish/I’ll finish my work.

3. Will you write to me if I give/I’ll give you my address?

4. If I don’t see / won’t see you tomorrow, I phone/ I’ll phone you in the evening.

5. We must do something before it’s /it will be too late.

6. I’m /I’ll be surprised if they don’t buy / won’t buy the goods.

7. When I come / I’ll come to see you tomorrow, I bring / I’ll bring some catalogues with me.

8. I’m going to Paris next week. I hope to meet some customers when I’m /I’ll be there.

9. I give/I’ll give you my phone number before I leave/I‘ll leave.
10. If I’m /I’ll be late this evening, don’t wait for me.

II. Раскройте скобки, употребляя Present Simple или Future Simple.
1. If the customer _____________ (agree) to the terms, we _____________ (sign) the contract.

2. If you ____________ (buy) the goods on FOB terms the price ____________ (be) $1000.

3. If the phone _____________ (ring), can you answer it?

4. We _____________ (sign) the contract as soon as the secretary _____________ (type) it.

5. I’m going to the plant. When I ____________ (come) back, we can start the talks.

6. I don’t know what we _____________ (do) if they _____________ (not deliver) the goods on time.

7. If we _____________ (not hurry) we _____________ (be) late.

8. If you _____________ (see) Ann tomorrow ask her to phone me.

9. If I _____________ (not feel) well tomorrow I _____________ (not go) to work.

10. As soon as the company _____________ (deliver) the machines to the plant we _____________ (start) the production.

III. Закончите предложения.

1. We will start the talks as soon as …
2. What are you going to do when … 

3. If you are not busy next week …

4. I’ll wait for you until you ….

5. When I come to the office tomorrow…

6. Will you be here when …

7. If we don’t like your product …

8. Before I go on business to London ….

9. If you need money …

10.If we have time tomorrow ….

Section B
Text A
Прочитайте и переведите диалог.
CONTRACT TERMS
	Mr. Black has come to Tokyo to continue talks with Mr. Tanaka. He contacts Mr. Tanaka and at 10 o’clock he is in Mr. Tanaka’s office.
	

	TANAKA
	Good morning, Mr. Black
	

	BLACK
	Good morning, Mr. Tanaka
	

	TANAKA
	How are you?
	

	BLACK
	Just fine, thank you. And how are you?
	

	TANAKA
	Very well, thank you. Are you enjoying your stay in Tokyo?
	

	BLACK
	Yes, my stay here is very pleasant. The weather is fine.

	TANAKA
	We have a few matters to discuss. First comes the problem of delivery terms. As far as I remember you prefer FOB terms.

	BLACK
	You’re quite right.

	TANAKA
	These terms are acceptable to us.

	BLACK
	What’s your idea of FOB price?

	TANAKA
	It’s ¥1,200 per unit. If you buy on CIF terms, the price will be ¥1,500.

	BLACK
	Well, I suppose FOB terms suit us. But will you give a discount if we buy, say, 50 machines?

	TANAKA
	In this case we can give you a 10% discount.

	BLACK
	So, the problem has been settled. When can you deliver the machines?

	TANAKA
	Well, we can dispatch the machines in two equal lots of 25 machines each. We can promise to deliver the first lot in April.

	BLACK
	And can the second lot be delivered in July?

	TANAKA
	Yes, I think we can meet these delivery dates.

	BLACK
	Fine. It seems to me we have settled all the problems and we can sign the contract now.

	TANAKA
	We’ll do it as soon as the secretary types it. You’ll have to wait a little...


Vocabulary

acceptable a – приемлемый 

case n – случай 

In this case – В этом случае

CIF – СИФ; стоимость, страхование, фрахт; (условие внешнеторгового контракта, означающее, что экспортер несет расходы по доставке товара в порт отгрузки, страхованию товара, погрузке и фрахту до порта назначения; импортер оплачивает оговоренную цену товара после предъявления через банк документов (коносамента, страхового полиса, счета-фактуры)

contact smb v – связаться с к.-л.

continue v – продолжать

deliver v – поставлять 

discount n – скидка 

dispatch v – отправлять 

enjoy v – любить, получать удовольствие

equal a – равный, одинаковый

FOB – ФОБ; франко-борт судна, (условие внешнеторгового контракта, согласно которому экспортер (продавец) несет транспортные, страховые и погрузочные расходы до завершения погрузки товара; право собственности и все риски переходят к покупателю с момента завершения погрузки)

lot n – партия (товара)

machine n – машина, механизм, станок

meet delivery dates – поставлять вовремя, укладываться в сроки поставки

promise v – обещать 

settle v – урегулировать, решить

settle the matter – уладить вопрос
suppose v – полагать 

type v – печатать 

unit n – единица товара, штука

per unit – за единицу, за штуку

wait v – ждать 

Exercises
I. Ответьте на вопросы к тексту.

1. Why is Mr. Black in Tokyo now?

2. What problem does Mr. Tanaka want to discuss?

3. What delivery terms does the British company prefer?

4. What price does Mr. Tanaka quote?

5. What does Mr. Black ask Mr. Tanaka for?

6. What discount does Mr. Tanaka offer?

7. When will Mr. Tanaka deliver the first lot of machines?

8. When does Mr. Black want to get the second lot?

9. When will they sign the contract?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Black and Mr. Tanaka met in Mr. Black’s office.

2. Mr. Black liked his stay in Japan.

3. Mr. Tanaka wanted to discuss the price first.

4. FOB terms suited Mr. Tanaka and Mr. Black.

5. Mr. Black agreed to the price of ¥1,200.

6. Mr. Tanaka agreed to give a discount.

7. Mr. Tanaka offered his British partner a discount of 7%.

8. Mr. Tanaka promised to deliver the first lot in April and the second one six months later.

9. Mr. Black was ready to sign the contract.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. equal

2. FOB

3. to contact 

4. to continue 
5. to give

6. to meet 

7. to settle

8. to sign
	a contract

a discount

a manufacturer

the matter

delivery dates

lots

talks

terms


IV. Заполните пропуски предлогами, где это необходимо.

1. When Mr. Stewart arrived ______ New York he contacted ______ the Sales Manager ______ NSB.

2. We must discuss ______ the problem ______ the price.

3. Your terms are not acceptable ______ us.

4. Brown&Co sell their machines ______ the price ______ $7,000 ______ unit.

5. We’ll deliver the goods ______ three lots ______ 10 units each.

6. I’m afraid we can’t meet ______ your delivery terms.

7. Are you going to order 100 computers? ______ this case we can give ______ you a discount ______ 5%.

8. We usually sell our goods ______ FOB terms.

9. Do our terms ______ delivery suit ______ you?

V. Заполните пропуски, используя приведенные ниже слова.

acceptable     contact     delivery      discount      dispatch      FOB       lots     machines      promise      settle       unit

1. The Sellers ____________ to give a 5% discount.

2. We can increase our order to 70 ____________.

3. We usually deliver our equipment on ____________ terms.

4. We’ll be able to send the other 100 machines in 5 ____________ of 20 machines each.

5. We’d like to ____________ the matter of the price. 

6. What is the price for your machines? – It’s $15,000 per ____________.

7. I’m afraid your price is not ____________ to us.

8. As soon as Mr. Laurier comes to London he will ____________ Mr. Dunn, the Sales Manager of Black&Co.

9. Will you be able to ____________ the machines in July? – Yes, we can meet your ____________ date.

10. Your price is too high. Can you give us a 2% ____________?

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN JAPAN
[image: image8.png]



When you go to Japan, take plenty of business cards with you. Japanese usually exchange cards at the beginning of the meeting, and they always read your card very carefully. You should do the same with theirs. They will think it rude if you don’t. 

Also the bow is a very important part of greeting someone. Do not expect the Japanese to shake hands. Bowing the head is a mark of respect.

In general, it takes rather long to make decisions in Japan, so if you want to succeed, learn to be patient. Allow time for polite conversation before you talk about business. Don’t expect to finish important business in the first meeting. And remember that when they say “Yes”, they may mean “I understand”, not “I agree”. That often causes misunderstandings. 

And a final piece of advice – it’s not common, but if you receive an invitation to a person’s home, don’t forget to take off your shoes before going inside.


Vocabulary
allow v – позволять, давать, предоставлять

bow v, n – кланяться, поклон

cause v – вызывать что-л., быть причиной чего-л.

conversation n – разговор 

exchange v – обменивать(ся)

greet v – приветствовать, здороваться

misunderstanding n – непонимание 

patient a – терпеливый
plenty (of) – много
rude a – грубый, невежливый
shake hands – пожать руки
succeed v – добиться успеха
Exercises
I. Ответьте на вопросы к тексту.

1. Why do you need to have many business cards with you when you are in Japan?

2. When should you exchange cards with your Japanese partners?

3. How should you read them?

4. How do people show their respect?

5. What do the Japanese mean when they say “Yes” at the talks?

6. Do the Japanese often invite their foreign partners to their homes?

7. What should people do before they enter a house in Japan?

II. Согласитесь с данными утверждениями или опровергните их.

1. To Japanese businessmen business cards are not very important.

2. You should have a lot of business cards with you.

3. When your partner gives you his card, you needn’t read it, you may this later.

4. You should offer your card after the meeting.

5. When the Japanese meet, they shake hands.

6. In Japan businessmen don’t start to discuss business matters as soon as they meet.

7. In Japan people usually make quick decisions.

8. The Japanese say “Yes” when they agree with you.

III. Расскажите об особенностях делового этикета в Японии.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. business

2. mark of

3. to bow

4. to cause

5. to exchange

6. to make

7. to receive

8. to shake
	an invitation

business cards

card

decisions

hands

misunderstandings

respect

the head


V. Заполните пропуски предлогами, где это необходимо.

1. We have plenty _______ orders ______ our customers.

2. What do you want to talk _______ with the Manager?

3. Discussing the price was an important part _______ the negotiation.

4. Do you have any money _______ you?

5. You need a visa, if you want to go _______ Japan.

6. We’ll have talks_______ the beginning ______ March.

7. We need some time _______ settling the matter.

8. We all have received an invitation _______ Mr. Murakawa’s birthday party. 

VI. Заполните пропуски, используя приведенные ниже слова.

bow          exchange          greeting         misunderstandings          patient          rude       succeeded

1. You shouldn’t forget to _____________ business cards with your partners.

2. If you work in Japan, you must be _____________, because people there make decisions not as quickly as people in Western countries do.

3. It is _____________ not to listen to the person who is talking to you.

4. Have you _____________ in establishing relations with the company?

5. If you don’t know the culture of the country in which you are working, it can cause _____________.

6. Your Japanese partners may think you are rude if you don’t _____________ to them.

7. You will have no trouble _____________ the Japanese people in their own language if you learn how to say “Good morning” or “Good afternoon” in Japanese. 

VII. Переведите на английский язык

1. Г-н Хиггинс приехал в Рим, чтобы провести переговоры с итальянскими партнёрами.

2. В Риме он связался с г-ном Бенсо, с которым у него была назначена встреча.

3. Партнёры собирались обсудить несколько деловых вопросов, таких как условия и время поставки.

4. Поставка на условиях ФОБ устроила обе стороны.

5. Г-н Хиггинс попросил итальянских партнёров отправить первую партию товара в марте, а в не в апреле.

6. К сожалению, итальянская сторона не могла выполнить поставку в эти сроки.

7. Но г-н Бенсо предложил скидку.

8. «Если Ваша фирма увеличит заказ на 10%, мы дадим вам 3% скидку,» сказал он.

9. «Полагаю, эти условия приемлемы для нас,» ответил г-н Хиггинс.

10. «Мы можем подписать все необходимые документы после того, как секретарь их напечатает,» сказал г-н Бенсо.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

Your name is Fokin(a), you represent a Russian company. You have just arrived in Tokyo on business. You are going to place a trial order with “Sino & Co”. All the terms are acceptable to you except the price for the refrigerators you are going to buy. Discuss the problem and ask for a quantity discount with Mr/Ms Sukoto.

Student B

Your name is Mr/Ms Sukoto, you represent “Sino & Co”. Mr/Ms Fokin(a), a Russian businessperson is going to place a trial order for your refrigerators. Meet him (her) in your office and discuss the terms of payment and delivery with him (her). Your company provides shipping facilities and you can sell your goods either on CIF or FOB terms.

UNIT 9

Section A (Grammar)

Degrees of comparison of adjectives and adverbs

(Степени сравнения прилагательных и наречий)


В английском языке качественные имена прилагательных имеют три степени сравнения: положительную, сравнительную, превосходную.

Односложные и некоторые двусложные прилагательные, оканчивающиеся на –y, -er, -ow, -le, образуют сравнительную степень путем прибавления к положительной степени суффикса – er и превосходную степень – путем прибавления суффикса – est.

Большинство двусложных и все многосложные прилагательные образуют степени сравнения путем прибавления слов more (более) для сравнительной степени и most (наиболее) для превосходной.

Степени сравнения наречий образуются так же, как степени сравнения прилагательных. 

СТЕПНИ СРАВНЕНИЯ ПРИЛАГАТЕЛЬНЫХ И НАРЕЧИЙ

	Прилагательные
	Положительная

степень
	Сравнительная

степень
	Превосходная

степень

	а) односложные
	short  короткий
	shorter  короче,  (более короткий)
	(the) shortest кратчайший, самый короткий

	б) двусложные на –er, -y, -ow, -le
	early   ранний;
   рано

(y меняется на i)
	earlier  более ранний; раньше


	(the) earliest   самый ранний

	многосложные
	important важный
	more important
важнее (более важный)
	(the) most important     

     важнейший (самый важный)

	Исключения
	much       

                   много      

many

little          мало

	more   больше
less   меньше
	(the) most   наибольший, 

     больше всего

(the) least    наименьший, 

      меньше всего

	
	good хороший
well  хорошо
	
    better    лучше
	(the) best (наи)лучший, лучше всего (всех)

	
	bad  плохой

badly плохо
	                      
      worse      хуже
                        
	(the) worst самый

 плохой,   (наи)худший, 

  хуже всего (всех)


П р и м е ч а н и е: Большинство двусложных прилагательных образуют степени сравнения при помощи more, most, также как и многосложные прилагательные.

УСИЛЕНИЕ СТЕПЕНЕЙ СРАВНЕНИЯ ПРИЛАГАТЕЛЬНЫХ
	Усиление степеней сравнения прилагательных:

а) в положительной степени
    a most difficult  (крайне) в высшей степени трудный

    ever so interesting чрезвычайно интересный

    only too glad очень довольный

б) в сравнительной степени
     much more advanced значительно (гораздо) более передовые

     a great deal faster гораздо быстрее
     still easier еще легче
     an ever greater scope значительно больший размах
     far better    намного лучше
     (all) the more complicated    еще сложнее
     no better    нисколько не лучше
     not any clearer   ничуть не ясней
в) в превосходной степени
     by far the best   значительно превосходящий
     the nearest … possible  ближайший … какой только возможен
     the cheapest … to be found     самый дешевый… какой только можно найти

	СРАВНИТЕЛЬНЫЕ КОНСТРУКЦИИ

	Конструкции
	Перевод
	Употребление
	Пример



	с союзом 

as … as
	такой же … как,

так же … как
	в утвердительных предложениях
	For a traveller London is as exciting as Paris.

Для путешественника Лондон так же волнующ,  как и Париж.

	с союзом
not as / 

so … as
	не такой … как,

не так … как
	в отрицательных

предложениях
	London doesn’t have as many old buildings as Rome, but it has more than both New York and Tokyo.

В Лондоне нет такого количества старых зданий как в Риме, но их больше, чем в Нью-Йорке или в Токио.

	с союзом

than
	чем

(может опускаться)
	после сравнительной степени
	New York has more parks than Tokyo, but London has the most parks.

В Нью-Йорке больше парков, чем в Токио, но больше всего парков в Лондоне.

	the (bigger) … the

(bigger)
	чем … тем
	the + прилагательное (наречие) в сравнительной степени … + the + другое прилагательное (наречие) в сравнительной степени
	The more expensive the hotel, the better the service.

Чем дороже отель, тем лучше обслуживание.


Exercises
I. Раскройте скобки, употребляя нужную форму прилагательного
1. Your goods are _______________ (expensive) than the goods of other companies.
2. The old model is _______________ (cheap) than a new one.

3. This offer is _______________ (attractive) than that one.

4. This is the _______________ (interesting) exhibition I have ever visited.

5. Chinese is _______________ (difficult) than English.

6. Asia is the _______________ (large) continent in the world.

7. The Arctic Ocean is _______________ (deep) than the Indian Ocean.

8. Which is the _______________ (hot) month of the year?

9. She speaks French _______________ (good) than English.

10. January is the _______________ (cold) month of the year.

II. Образуйте нужную форму прилагательных. Вставьте than или the где необходимо.

1. Living in a flat is _______________ living in a cottage (cheap).

2. My brother is _______________ my sister (young).

3. This student is _______________ (clever) of all in the group.

4. That is _______________ book I’ve ever read (boring).

5. The piano is _______________ the guitar (heavy).

6. It is _______________ restaurant in the city (big).

7. Old paintings are _______________ modern ones (expensive).

8. This test is _______________ the last one (difficult).

9. It is _______________ product we have ever bought. (bad)

10. Buying on line is _______________ going shopping. (easy)

III. Опровергните данные утверждение, используя прилагательные или наречие в противоположном значении в нужной степени сравнения.

1. The Porsche is faster than the Ferrari. – No, it s not. It’s _______________ (slow).

2. Nick is the tallest student in the group. – No, he isn’t. He’s ______________ (short).

3. He bought the cheapest computer on the market. – No, he didn’t. He bought _______________ (expensive).

4. My test results were worse than yours. – No, they weren’t. They were _______________ (good).

5. The weather today is warmer than yesterday. – No, it isn’t. It’s ___________ (cold).

6. Bill is the strongest person I know. – No, he isn’t. He’s _______________ (weak).

7. These are the best prices. – No, they aren’t. These are _______________ (bad).

8. The talks are more difficult today than they were yesterday. – No, they weren’t. They were _______________ (easy).

9. Our new manager is older than the previous one. – No, he isn’t. He is _______________ (young).

10. They have employed more workers this year. – No, they haven’t. They have employed _______________ (few).

IV. Сравните данные утверждения, используя not as … as (so… as).
1. Our goods are cheaper than the goods of your company.

The goods of your company are___________________________________________

2. The weather in Spain is hotter than the weather in Bulgaria in summer.

The weather in Bulgaria is _______________________________________________

3. Travelling by plane is faster than going by train.

Going by train is ______________________________________________________

4. Playing basketball is more exciting than collecting stamps.

Collecting stamps is ____________________________________________________

5. John is richer than me.

I am ________________________________________________________________

6. Learning English is easier than learning Japanese.

Learning Japanese is ___________________________________________________

7. Love is more important than money.

Money is ____________________________________________________________

8. Life is more stressful now than it was 50 years ago.

Life 50 years ago was __________________________________________________

9. Eating fish is healthier than eating meat.

Eating meat is ________________________________________________________
Section B

Text A
Прочитайте и переведите диалог.
GOING PLACES.
	

	

	INTERVIWER


	Now, in your survey of prices around the world, you compare the costs of a short holiday in major cities. Which city is the most expensive for a tourist to visit?

	TRAVEL CONSULTANT
	Well, it’s useful to know first that the average cost of a short stay is $460. In London the cost is $670 and that makes London the most expensive of all the cities in the survey.

	INTERVIWER
	$670? Yes, that is expensive! Is that because hotels in London cost more than in a lot of other cities?

	TRAVEL CONSULTANT
	That’s one of the main reasons. New York is cheaper than London. The cost there is $510. Paris is more expensive than New York - $550. 

	INTERVIWER
	So there is not a big difference between them.

	TRAVEL CONSULTANT
	That’s right. Milan is cheaper – the cost there is $470.

	INTERVIWER
	Which cities are the cheapest for a short stay?

	TRAVEL CONSULTANT
	Well, prices in cities like Prague and Budapest are lower. In Budapest, for example, the cost is $400 and in Prague just a little higher, $410. And the lowest cost for a short stay is in Berlin - $340.

	INTERVIWER
	$340? Almost half the cost of a stay in London?

	TRAVEL CONSULTANT
	That’s right. There really are very big differences between major cities.


Vocabulary

average a – средний 

cheap a – дешевый 

compare v – сравнивать 

cost n – стоимость, затраты, издержки

difference n – различие 

expensive a – дорогой 

half n – половина 

high a – высокий 

low a – низкий 

major a – главный, основной 

reason n – причина 

survey n – исследование 

Exercises
I. Ответьте на вопросы к тексту.

1. What prices does the travel consultant compare in his survey?

2. What is the average cost?

3. What is the most expensive city?

4. How much does it cost to stay there?

5. Why is London so expensive?

6. Which city is cheaper – Paris or New York?

7. Which city is more expensive – Prague or Budapest?

8. Which country is the cheapest?

9. What is the cost of the stay there?

II. Согласитесь с данными утверждениями или опровергните их.

1. Milan is cheaper than Prague.

2. London hotels are the least expensive.

3. A holiday in London is much cheaper than in Berlin.

4. There is not a big difference in the costs of a holiday in Budapest and Prague.

5. The cost of a holiday in New York is a little higher than in Milan.

6. London and Paris are the most expensive cities for tourists to visit.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. аverage

2. main

3. cost of

4. major

5. short

6. survey

7. travel
	a stay

cities

consultant

cost

holiday

of prices

reason


IV. Заполните пропуски предлогами, где это необходимо.

1. Our agency made a survey _______ prices _______ computers _______ the worlds.

2. There isn’t a big difference _______ the prices offered by our British and American partners.

3. The contract _______ GML is the most attractive _______ all the contracts that I’ve signed.

4. Can you compare the costs _______ a short stay _______ different countries?

5. The Ritz Hotel is the most expensive _______ a short stay.

V. Заполните пропуски, используя приведенные ниже слова.

average          cheap           compare          costs          difference         expensive         low       reason          survey

1. We’ve carried out a market _____________ of the food products.

2. The price for your Model AB is too high, your product is the most _____________ on the world market.

3. How does your latest model _____________ with Model N34?

4. We have a good _____________ for giving them a discount. They are our regular customers.

5. Their machines are rather _____________ but they are of high quality.

6. The _____________ price for such computers on the world market is higher than ours.

7. Is there any _____________ in the quality of Models A5 and A7?

8. We are not going to buy the computers of Green &Co, they are of _____________ quality.

9. We can reduce our production _____________ if we use this new equipment.

Text B
Прочитайте и переведите текст.
CULTURAL DIFFERECES
[image: image9.jpg]



Travelling to all corners of the world gets easier and easier, but how well do we know and understand each other? There are even special guidebooks giving advice on international etiquette. It’s important to know about the differences in culture between your country and the country you are visiting or working in. If you don’t know the social customs, you may make mistakes and offend people.

Here are some pieces of advice for travelers.

In France don’t sit down in a café until you’ve shaken hands with everyone you know.

In Afghanistan you spend at least five minutes saying hello.

In the Middle East never use your left hand for greeting, eating, drinking, or smoking. Also, do not admire anything in your host’s home. They will feel that they have to give it to you.

In Thailand people clasp their hands together and lower their head and eyes when they greet someone.

In America eat your hamburger with both hands and as quickly as possible. Don’t try to have a conversation until you finish eating.

Vocabulary

admire v – восхищаться 

clasp hands – складывать руки ладошами
custom n – обычай

greet v – приветствовать, здороваться

guidebook n – путеводитель

host n – хозяин 

offend v – обидеть, оскорбить

the Middle East – Ближний Восток
Exercises
1. Ответьте на вопросы к тексту.

2. Where can you find advice on international etiquette?

3. Why is it important to know customs and traditions of other countries?

4. Can you use your left hand if you are eating something when you are in Iran?

5. How do the Thai greet each other?

6. How do Americans usually eat hamburgers?

II. Согласитесь с данными утверждениями или опровергните их.

1. It gets more and more difficult to travel nowadays.

2. If you visit a foreign country, you should know its culture.

3. In a café in France you should greet all people you know before you sit down.

4. People spend a minute to say hello in Afghanistan.

5. In the Middle East you should always tell your hosts that you like their house. 

III. Расскажите об особенностях этикета в разных странах мира.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. cultural

2. international

3. make 

4. piece of

5. shake

6. social

7. to have 

8. to offend
	a conversation

advice 

customs

differences 

etiquette

hands

mistakes

people


V. Заполните пропуски предлогами, где это необходимо. 

1. Mr. Derk gave a good piece _____ advice ______ the customs.

2. How much time do you need to finish your report? – _______ least an hour.

3. Do you know anything _______ etiquette?

4. What is the difference _______ these two cultures? 

5. You will never offend _______ foreigners if you know the customs _______ their country.

6. In Egypt people use their right hand ______ eating, drinking or greeting.

7. Don’t start a conversation _______ you finish eating.

8. Travelling _______ all corners of the world is very interesting _______ me.

9. Do you know anything _______ differences _______ cultures?

VI. Заполните пропуски, используя приведенные ниже слова.


admire       greet           host       offend          customs        guidebook         shake 

1. If you don’t want to _____________ your foreign partners you must know their national _____________

2. If an Englishman invites you to his place, bring a present for your ____________.

3. Everyone should _____________ him for the work he had done.

4. When businessmen meet they _____________ each other and _____________ hands.

5. I am going abroad and need a good _____________ for travellers.

VII. Переведите на английский язык

1. Наша цена ниже, чем средняя цена на рынке.

2. В городе жить намного дороже, чем в деревне.

3. В нашем исследовании мы сравниваем качество косметических товаров разных производителей.

4. Мы сократим расходы, если будем закупать более дешёвые материалы. 

5. В чем основная причина такой высокой цены на товар?

6. Не восхищайтесь чем-либо в доме хозяина на Ближнем Востоке. 

7. Мне нужен хороший путеводитель по Будапешту. 

8. Давайте сравним традиции и обычаи Европейских стран.

9. Извините, я не хотел обидеть Вас.

10.  Бизнесменам важно знать международный этикет.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A 

A foreign visitor who is going to work in your company/ organization for a year needs your advice. Answer his/her questions about Russian customs and traditions in everyday life and business.

Student B

You are going to work in a Russian company/ organization for a year. You need some advice from your Russian colleague. Ask him/her questions about Russian customs and traditions in everyday life and business.

UNIT 10

Section A (Grammar)

Modal Verbs CAN, MUST, MAY

 (Модальные глаголы  CAN, MUST, MAY)

Модальные глаголы выражают не действие, а отношение говорящего к действию, выраженному инфинитивом смыслового глагола. 

Инфинитив смыслового глагола употребляется без частицы to. 

Модальные глаголы не изменяются по лицам и числам. Они не имеют окончания «-s» в 3-м лице единственного числа настоящего времени.

Вопросительные и отрицательные предложения с модальными глаголами образуются без вспомогательных глаголов.


CAN – мочь, быть в состоянии.


Употребляется для выражения:

· умения или физической возможности совершения действия;

· возможности совершения действия в определенных условиях;

· просьбы.
Модальный глагол can имеет форму прошедшего времени could. В будущем времени он не употребляется. Вместо него употребляется его эквивалент to be able to (do smth) – «быть в состоянии что-либо сделать».

MAY (MIGHT) – иметь возможность, получить разрешение делать что-либо.


Употребляется для выражения просьбы, разрешения или запрещения.

Эквивалентом модального глагола may является to be allowed to (do smth) 
MUST (должен, обязан) 

Употребляется для выражения приказания, настоятельного совета и запрещения (в отрицательных предложениях):

Поскольку глагол must употребляется только в настоящем времени, в прошедшем и будущем времени используется его эквивалент to have to.

Однако have to, выражая необходимость совершения действия в силу сложившихся обстоятельств (как правило, это вынужденная необходимость) может употребляться во всех временах Simple. Вопросительные и отрицательные предложения образуются при помощи вспомогательного глагола do.
Оборот to be to (в том случае, если глагол be употреблен в настоящем времени) используется при обозначении события, которое, согласно плану или договоренности, с необходимостью должно произойти в настоящем или будущем. Оборот to be to часто употребляется в приказах, инструкциях и программах. 

МОДАЛЬНЫЕ ГЛАГОЛЫ И ИХ ЭКВИВАЛЕНТЫ

	
	CAN = to be able (быть в состоянии)
	MAY = to be allowed
	MUST = to have to, to be to

	Present
	I/ He/ She/ It/ We/ You/ They can … 
I am able to … 
He/ She/ It is able

We/ You/ They are able 

The country can offer many trade possibilities.

Эта страна может предоставить широкие возможности для торговли.
	I/ He/ She/ It/ We/ You/ They may … 
I am allowed to… 

He/ She/ It is allowed to

We/ You/ They are allowed to

You may go now.

Вы можете идти.
	I/ He/ She/ It/ We/ You/ They must … 
I/ We/ You/ They  have to … 

He/ She/ It/ has to… 

I am to … 

He/ She/ It is to …

We/ You/ They are to …

In engineering the labour force must have a high lever of education.

В машиностроении работники должны обладать высоким уровнем образования.

	Past
	I/ He/ She/ It/ We/ You/ They could … 

I/ He/ She/ was able to..
We/ You/ They were able to …

The country could offer many trade possibilities.

Эта страна могла предоставить широкие возможности для торговли.
	I might … Я мог бы …

I was allowed … Мне позволили …

He said that she might know their address  

Он сказал, что она, возможно, знает их адрес.

	I had to, I was to … Я должен был 

     (мне пришлось)

You were to finish he report yesterday.

Вы должны были завершить отчет вчера.

	Future
	I/ He/ She/ It/ We/ You/ They will be able to …  
Ask Mr Taylor about your problem. He will be able to help you.

Посоветуйтесь с г-ном Тейлором по поводу Вашей проблемы. Он сможет Вам помочь.
	I/ He/ She/ It/ We/ You/ They will be allowed to… 
We will be allowed to advertise on TV.

Нам позволят разместить рекламу на телевидении.


	I/ He/ She/ It/ We/ You/ They will have to … 

Tom needs this book badly. He will have to go to the library.

Тому очень нужна эта книга. Ему придется пойти в библиотеку.


МОДАЛЬНЫЕ ГЛАГОЛЫ SHALL / SHOULD (OUGHT TO)

	
	Употребление
	Пример



	Shall


	1. Иногда используется в 1-м лице ед. и мн. числа для обозначения будущего действия.

Употребление will или его сокращенной формы ’ll является более типичным.
	I shall have finished my work by next week.

Я закончу работу к следующей неделе.

	
	2. Используется в 1-м лице единственного числа со значением просьбы и предложения, которые предполагают участие слушателя. 
	Shall I go there at once? 

Мне немедленно пойти туда?

	
	3. Употребляется в официальных документах для обозначения обещания, приказа, правила (закона).   
	Payment shall be made in cash.

Оплата производится наличными.

	Should  (ought to)


	1. Употребляется для обозначения действия, которое вероятно произойдет. 


	The work should (ought to) be completed by tomorrow.

Работа будет, вероятно, закончена к завтрашнему дню.

	
	2. Используется для обозначения того, что является правильным, желательным или является обязанностью.


	You should take part in this exhibition. It is a good chance to advertise your new model.
Вам следует принять участие в этой выставке. Это хорошая возможность рекламировать вашу новую модель.

	
	3. Should с перфектным инфинитивом показывает, что в прошлом что-то сделано неверно.
	You should (ought to) have obtained a receipt when you bought the pocket calculator.

Вам следовало получить чек, когда Вы покупали карманный калькулятор.


Exercises

I. Выберите правильный ответ
1. I __________ hear you very well. Please, speak louder.


 a) am able to

b) can 


c) can’t

2. We arrived at the plant too late, so we __________ see the tests.


 a) will be able to
 
b) can 


c) couldn’t 

3. We __________ make payment now. We have some cash problems.


a) can



b) can’ t 


c) couldn’t

4. The manager was ill last week so he __________ go on business. 


a) couldn’t


b) can’ t


c) can

5. If you place a big order, we __________ give you a discount.


a) can’t 


b) could 


c) will be able to

6. I __________ give my final reply next week.


a) will be able to 

b) can; 


c) could

7. We __________ see new computers at the exhibition last week.


a) can’t 


b) can 


c) could

8. I hope we __________ have talks next week


a) can 


b) will be able to

 c) could

9. The only thing we __________ do was to phone Mr. Bell.


a) can 


b) couldn’t 


c) could

10. I am sorry, we __________ deliver the goods in 2 months.


a) can



b) can’t 


c) will be able to

II. Вставьте must, may или can.

1. We haven't got any money. We __________ go to the bank today.

2. I __________ go to work today. I feel better.

3. __________ I come in? – No, wait a minute, please, the manager is busy. 

4. The contract is very important. You _________ study it closely before you sign it.

5. As you are our new customer we __________ give you a 5% discount.

6. The manager is having talks now. He __________ be very busy.     
7. Where is Paul? – I am not sure. He __________ be in the conference room.

8. Ann __________ come home late tonight. She’s got a lot of work in the office.    

9. I __________ discuss the matter with my colleagues and see what we __________ do for you.

10. __________ I have your name, please?

III. Вставьте mustn’t или needn’t.

1. Regular customers __________ pay for the goods in advance.

2. You __________ send the fax. I have already done it.

3. We __________ interrupt the general manager when he speaks.

4. You __________ go by taxi. I can give you a lift.

5. Employees __________ be late for work.

6. The clients __________ smoke in our office. It is against the rules.

7. They __________ make appointments, the secretary can do it.

8. You __________ translate the contract. We have a copy of it in English.

9. The representative of the company __________ sign the contract if it is not profitable for us.

10. We __________ buy these products, we have already got a lot of them.

IV. Вставьте don’t/doesn’t have to, didn't have to.

1. I’ve already finished my project, so I _____________ do it on holidays.

2. We bought a pizza last night, so we _____________ cook dinner.

3. Sally is very rich, so she _____________ work.

4. We have agreed on the prices, so we _____________ discuss them again.

5. They gave us a lift to the hotel, so we _____________ hire a taxi.

6. I have already studied the terms of the contract, so I _____________ read it again.

7. He _____________ rent a room at a hotel, he always stays with us.

8. The manager _____________ go on a trip last month, the representative of the customer came to our company himself.

9. We _____________ pay extra, the luggage was only 15 kg.

10. You _____________ give tips to the waiter, the service is included in the bill.

V. Задайте специальные вопросы
1. He sometimes has to stay in the office till late at night. (why?) 

2. You have to do a lot of work in the office. (what?)

3. They have to come to work at 8 a.m.. (when?)

4. Sally has to study Italian at weekends. (why?)

5. We had to go on a business trip to Germany. (where?)

6. I have to go to work by bus. (why?)

7. Sally has to get up early in the morning. (who?)

8. We have to study the terms before signing the contract. (what?)

9. John has to go to the plants. (where?)

10. The manager had to agree to the price. (who?)

Section B
Text A
Прочитайте и переведите диалог.
BUSINESS  TALKS
	SCHNEIDER: 

BLAKE: 

SCHNEIDER:

BLAKE:

SCHNEIDER: 

BLAKE:
	Good morning, Mr. Blake. 

Good morning, Mr. Schneider. I haven’t seen you for ages. How are you? 

I haven’t been very well lately, you know. I’ve caught a cold. 

I’m sorry to hear that. I do hope you get well again soon. How long have you been here, Mr. Schneider? 

Since Monday. 

Where are you staying?

	SCHNEIDER:
	We’re staying at the Ritz Hotel. We’re very comfortable there.

	BLAKE:
	And how long are you going to stay in Manchester?

	SCHNEIDER:
	It will depend on our talks. Mr. Blake, I think we can get down to business. We’ve studied your offer and your draft contract for the delivery of complete equipment very carefully.

	BLAKE:
	What do you think of it?

	SCHNEIDER:
	The equipment suits us, we need it very much. We are ready to place a big order.

	BLAKE:
	Glad to hear that, Mr. Schneider.

	SCHNEIDER:
	But we’d like to clear up several points first.

	BLAKE:
	Well, what shall we take up?

	SCHNEIDER:
	You see, Mr. Blake, your prices are too high, I’m afraid. Can you reduce them?

	BLAKE:
	I don’t think we can. Our equipment is in great demand. We’ve sold the equipment at these prices to many customers this year.

	SCHNEIDER:
	We know that the prices on the world market have recently gone up. But still your prices are too high.

	BLAKE:
	Well, Mr. Schneider, we must think it over and see what we can do.

	SCHNEIDER:
	Thank you, Mr. Blake. We’ve done business with you for more than 10 years and I hope you’ll be able to meet our request.


Vocabulary

carefully adv – внимательно 

clear up v – выяснять, прояснять
comfortable a – удобный 

complete a– полный, укомплектованный
complete equipment – комплектное оборудование 

depend on v – зависеть от

draft n – проект, черновой вариант

draft contract – проект договора
get down to business – перейти к делу
offer n – предложение 

recently adv – недавно 

reduce v – снижать, уменьшать

request n – просьба 

meet smb’s request – выполнить / удовлетворить просьбу
sorry a – сожалеющий

I’m sorry to hear that – Мне жаль это слышать

study v – изучать 

take up v – обсуждать 

think over v – обдумывать 

Exercises
I. Ответьте на вопросы к тексту.

1. How long has Mr. Schneider been in Manchester?

2. Which hotel is he staying at?

3. How long is he going to stay in Britain?

4. What documents are they discussing?

5. Is Mr. Schneider going to buy British equipment?

6. What does Mr. Schneider think of the price?

7. Why can’t Mr. Blake reduce the price?

8. Is Mr. Schneider’s firm a regular customer of the British company?

9. Why does Mr. Schneider hope that Mr. Blake can reduce the price?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Schneider came to Manchester on Monday.

2. He doesn’t know when he will leave Manchester.

3. Mr. Schneider hasn’t seen the contract for delivery yet.

4. The equipment meets Mr. Schneider’s requirements.

5. Mr. Schneider is going to buy equipment from the British company.

6. The price for the equipment suits the buyers.

7. Mr. Blake can reduce the price.

8. The prices on the world market have fallen lately.

9. The two companies have been business partners for a long time.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. complete

2. draft

3. to clear up

4. to depend

5. to get down to

6. to meet 

7. to place

8. to reduce 

9. to study

10. to suit
	a request

an order

business

carefully

contract

equipment

on the talks

prices

some points 

the Buyers


IV. Заполните пропуски предлогами, где это необходимо.

1. How are you, Mr. Crichton? I haven’t seen you _______ ages.

2. The date _______ delivery depends _______ the number of machines. 

3. We have studied the contract _______ electronic equipment. 

4. I’m sorry to say your terms don’t suit _______ us.

5. I’d like to clear _______ the matter _______ price first.

6. Our equipment is _______ very high quality and we can’t sell it _______ low prices.

7. The world price _______ this type _______ equipment went _______ last year.

8. We have had good business relations _______ five years already. 

9. Can you think _______ our request and give _______ us your reply _______ Monday?

V. Заполните пропуски, используя приведенные ниже слова.

clear up         depend        draft         get down          reduce         request          sorry       study         suit        think over

1. We are ______________ to say your terms of shipment don’t suit us.

2. How long will it take you to ______________ our offer?

3. What does the price for the goods ______________ on?

4. Let’s ______________ to business. I’d like to ______________ the terms of payment.

5. Your terms of delivery ______________ us, but the price is too high.

6. Have you seen our ______________ contract yet?

7. I can’t give you my final reply today. I must ____________ the matter ________.

8. We can’t ______________ the price because our goods are in great demand. 

9. We always send brochures to our customers on their ______________.

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN BRITAIN
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Appointments Always be punctual. In London, traffic can make this difficult, so you should have enough time to get to your appointments. Executives generally leave their offices by about 5:30 p.m. 

Business Entertaining A business lunch will often take place in a pub and will be a light meal. With senior executives, however, lunch will be in the best restaurants. Dinner is from 7 to 11 p.m. in most restaurants. When you go out after work, bring up the subject of work only if your English partners do.

Protocol A handshake is standard for business occasions and when visiting a home. Women do not necessarily shake hands. The British often do not look at the other person while they talk. 

Dress Conservative dress is very important, for both women and men. Men's shirts should not have pockets; if they do, the pockets should be empty. 

Gifts Gifts are not part of doing business in England. Rather than giving gifts, it is better to invite your hosts out for a meal or a show. 

Vocabulary
bring up v – поднимать (вопрос); заводить (разговор)
empty a – пустой

enough a достаточный

executive n – должностное лицо, руководитель, администратор

meal n – приём пищи; еда

necessarily adv – обязательно

occasion n – событие, мероприятие

pocket n – карман

punctual a – пунктуальный, точный

senior a – вышестоящий, старший (по положению)

subject n – тема, предмет разговора

take place – проходить, происходить

traffic n – движение; транспорт

Exercises
I. Ответьте на вопросы к тексту.

1. Why is it necessary to leave for business appointments in advance?

2. What time do offices finish their work in Britain?

3. Where do executives invite their business partners for lunch?

4. What kind of meal is a business lunch?

5. In what case can you discuss business matters with your partners after work?

6. In what case is hand shaking necessary in Britain?

7. What type of clothes do business people wear?

8. Where can you invite your British business partner to?

II. Согласитесь с данными утверждениями или опровергните их.

1. British businessmen are often late for their appointments.

2. Traffic in London is often heavy.

3. You can’t have dinner after 9 p.m. in a restaurant in Britain.

4. When you go out after work, always bring up the subject of work.
5. Both men and women shake hands when they greet each other.

6. Conservative dress is not very important.
7. Men usually don’t put anything in their shirt pockets.

8. You should always give some presents to your British business partners.

III. Расскажите об особенностях делового этикета в Великобритании.

IV. Составьте словосочетания, используя слова из двух столбцов.

	1. business 

2. conservative

3. light
4. senior

5. subject 

6. to do 
7. to shake

8. to take
	dress

executive

hands

lunch

meal
of work

business 
place


V. Заполните пропуски предлогами, где это необходимо.

1. The meeting took place _______ the Executive Manager’s office.

2. We leave our office _______ 5 p.m.  

3. What about going _______ _______ a meal _______ Friday evening?

4. _______ the talks our English customers brought _______ the matter _______ price. 

5. _______ England it is impolite to look _______ the person when you are talking _______ them.

6. _______ Britain it is very important _______ everyone to be punctual.

7. Can I invite you ______ dinner?

8. You should have enough time to get _______ your appointments.
9. Dinner is _______ 7 _______ 11 p.m. _______ most restaurants.
10.  Let’s bring _______ the subject _______ work today.
11.  A handshake is a standard greeting _______ business occasions.
VI. Заполните пропуски, используя приведенные ниже слова.

empty       enough       entertaining         executive        invite          meal      necessarily       occasion         place         senior        subject       

1. We don’t have _____________ machines to meet your requirements.

2. Only the company’s _____________ management took part in this meeting.

3. An International Fair takes _____________ every October in London.

4. A traditional English breakfast is a big _____________.

5. A high price does not _____________ mean good quality.

6. On Sunday morning the roads were nearly ___________ of traffic.

7. Helen Smith is a senior bank _____________.

8. _____________ is a very important part of doing business.

9. On this ____________ I’d like to _____________ you to have dinner with me at the restaurant tonight.

10. We always bring up the _____________ of price at the talks.
VII. Переведите на английский язык

1. Г-н Дюпон, руководитель французской компании приехал на переговоры с американскими партнёрами.

2. После приветствий стороны перешли к переговорам, в которых затронули основные условия контракта.

3. Они должны были обсудить условия платежа и внести некоторые изменения в типовой договор.

4. Мы тщательно изучили ваше предложение и хотели бы увеличить наш заказ до 500 станков.

5. Вы можете снизить цену и предоставить нам 10% скидку, если мы увеличим заказ?

6. К сожалению, у нас нет сейчас достаточного количества станков. Дело в том, что наша продукция пользуется большим спросом и хорошо продаётся.

7. Компания предложила 5% скидку на 300 станков и пообещала поставить ещё 200 станков в следующем году. Эти условия устроили нас.

8. Партнёры прояснили все вопросы, и Г-н Хилтон пригласил своего французского заказчика пообедать в ресторане.

9. Рукопожатие является стандартом для делового мероприятия.

10.  Вам следует располагать достаточным временем, чтобы прийти на встречу вовремя.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

Your name is Mr/Ms Sedov(a). You represent a Russian company. Two days ago you promised Mr/Ms Harold, the manager of a British company to get in touch with your people. Meet him (her) and give your final reply about chemical equipment. Say that you will increase your order to 20 machines if they give you a 7% discount.

Student B

Your name is Mr/Ms Harold. You are the manager of a British company dealing in chemical equipment. Receive Mr/Ms Sedov(a), a Russian representative to get their final reply about chemical equipment. You are ready to give them a 5-7% discount, it depends on the order quantity.

UNIT 11

Section A (Grammar)

The Passive Voice  (Страдательный залог)

В английском языке глагол имеет два залога: действительный (The Active Voice) и страдательный (The Passive Voice). В действительном залоге подлежащее является лицом или предметом, совершающим действие. В страдательном залоге подлежащее не совершает никакого действия. Наоборот: действие направлено на него, оно само подвергается воздействию.


Страдательный залог образуется при помощи вспомогательного глагола  to be  в соответствующей временной форме и Participle II смыслового глагола.

ОБРАЗОВАНИЕ ФОРМ PRESENT, PAST, FUTURE SIMPLE, CONTINUOUS, PERFECT PASSIVE

	
	
	Simple
	Continuous 
	Perfect

	Present
	Positive
	I am invited

He/ She/ It is invited
We/ You/ They are invited


	I am being invited
He/ She/ It is being invited

We/ You/ They are being invited
	I/ We/ You/ They have been invited
He/ She/ It has been invited


	
	Negative
	I am not invited

He/ She/ It is not invited
We/ You/ They are not invited
	I am not being invited
He/ She/ It is not being invited

We/ You/ They are not being invited
	I/ We/ You/ They have not been invited
He/ She/ It has not been invited


	
	Interrogative
	Am I invited?

Is he/ she/ it invited?

Are we/ you/ they invited?
	Am I being invited?

Is he/ she/ it being invited?

Are we/ you/ they being invited?
	Have I/ we/ you/ they been invited?

Has he/ she/ it/ been invited?

	Past
	Positive
	I/ He/ She/ It was invited
We/ You/ They were invited
	I/ He/ She/ It was being invited

We/ You/ They were being invited
	I/ He/ She/ It/ We/ You/ They had been invited

	
	Negative
	I/ He/ She/ It was not invited
We/ You/ They were not invited
	I/ He/ She/ It was not being invited

We/ You/ They were not being invited
	I/ He/ She/ It/ We/ You/ They had not been invited

	
	Interrogative
	Was I/ he/ she/ it invited?

Were we/ you/ they invited?
	Was I/ he/ she/ it being invited?

Were we/ you/ they being invited?
	Had I/ he/ she/ it/ we/ you/ they been invited?

	Future
	Positive
	I/ He/ She/ It/ We/ You/ They will be invited
	–
	I/ He/ She/ It/ We/ You/ They will have been invited

	
	Negative
	I/ He/ She/ It/ We/ You/ They will not  be invited
	–
	I/ He/ She/ It/ We/ You/ They will not have been invited

	
	Interrogative
	Will I/ he/ she/ it/ we/ you/ they be invited?
	–
	Will I/ he/ she/ it/ we/ you/ they have been invited?


П р и м е ч а н и е: 

В английском языке в страдательном залоге часто не указывается лицо (предмет), которое производит действие. При необходимости указания данного лица или предмета употребляется предлог by или  with.  Предлог  by употребляется при обозначении действующих лиц,  предлог  with  - для неодушевленных предметов.

The contract was signed by Mr. Brown.


The picture was drawn with a piece of chalk.

СРАВНЕНИЕ ДЕЙСТВИТЕЛЬНОГО И СТРАДАТЕЛЬНОГО ЗАЛОГА
	
	Действительный залог

Active Voice
	Страдательный залог

Passive Voice

	Present
	People use money for buying and selling goods.

People are using cheques, bankers cards and credit cards.

People have used cattle, grain and tobacco as money substitutes.
	Money is used for buying and selling goods.

Cheques, bankers’ cards and credit cards are being used icreasingly.

Cattle, grain and tobacco have all been used as money substitutes.

	Past
	In primitive societies people used a system of barter.

They were building a new department store in the city centre at that time.

The librarians noticed that somebody had removed reference books from the library.
	In primitive societies a system of barter was used.

A new department store was being built in the city centre at that time.

The librarians noticed that reference books had been removed from the library.

	Future
	It is possible to imagine a time when people will no longer use ‘money’ in the form of coins and paper currency.

People will only be using cheques, bankers’ cards and credit cards in the near future.

The builders will have removed all the defects by that time.
	It is possible to imagine a world where ‘money’ in the form of coins and paper currency will no longer be used.

____

All the defects will have been removed by that time.


УПОРЕБЛЕНИЕ СТРАДАТЕЛЬНЫХ ОБОРОТОВ

	Случаи употребления
	Примеры
	Перевод

	1. В центре внимания говорящего находится лицо или предмет, который подвергается действию, а не лицо или предмет, который совершает действие.
	The Marketing Department is headed by Peter Frank.
	Отдел маркетинга возглавляется Питером Франком.

	2. Лицо, совершающее действие, неизвестно или когда считают ненужным его упоминать.
	Business letters are usually written on special forms.
	Деловые письма обычно пишутся на специальных бланках.


СПОСОБЫ ПЕРЕВОДА ПРЕДЛОЖНИЙ СО СКАЗУЕМЫМ В СТРАДАТЕЛЬНОМ ЗАЛОГЕ НА РУССКИЙ ЯЗЫК
	Способы перевода
	Пример
	Перевод

	1. страдательным залогом
	Industrialisation of this once out-of-the-way area will be promoted by the appearance of a railway line.
	Индустриализация этого некогда отдаленного края будет обеспечена строительством железной дороги.

	2. действительным залогом
	Increasing importance is acquired by information technology


	Всё большее значение приобретает информатика.

	3. неопределённо-личным
      предложением

	This exhibition is much spoken about.
	Об этой выставке много говорят.

	4. возвратным глаголом с 

     частицей  -ся
	Every year a lot of specialized international exhibitions are held in different countries..
	Каждый год в разных странах проводится множество специализированных международных выставок.


Exercises
I. Раскройте скобки, употребив глагол в нужной форме в Passive Voice (Present, Past, Future Simple Passive)

1. A lot of mail _______________ (receive) yesterday.

2. The products of our firm _______________ (export) to many countries.

3. The construction of the plant _______________ (complete) next year.

4. Electronic equipment _______________ (produce) at our plant 6 months ago.

5. A lot of models _______________ (modify) every year.

6. The invitations _______________ (send) 2 weeks ago.

7. Letters __________ usually _______________ (type) by our secretary.

8. The goods _______________ (deliver) in four months.

9. The price problem _______________ (settle) the day before yesterday.

10. I can’t drive to work today. The car _______________ (fix) only on Friday.

11. The managing director always _______________ (assist) by executives.

II. Образуйте специальный вопрос в Passive Voice
1.  The company was founded in 1993. (When?)

2.  The contracts are signed in the conference room. (Where?)

3.  The discount was offered to him because he was a regular customer. (Why?)

4.  The goods will be delivered next week. (When?)

5.  English language is spoken by many people. (What?)

6. The talks will be held on Tuesday (What? When?)

7. The sales department was headed by Mr. Flake a few years ago. (What?)

8. The catalogues were looked through yesterday. (When?)

9. The tests of the machines were carried out at the plant. (Where?)

10. All the terms were discussed because it was a trial order. (Why?)

III. Раскройте скобки, употребляя глаголы в Active Voice или в Passive Voice.

1. The factory is big, five hundred people _______________ (employ) there.

2. The letter _______________ (post) a week ago but it _______________ (arrive) yesterday.

3. The office _______________ (lock) at 7 p.m. every evening.

4. The catalogues _______________ (receive) a week ago. 

5. The customers _______________ (increase) the order last week.

6. The new model _______________ (offer) for sale next year.

7. When the manager was on holiday the documents _______________ (disappear) from the office.

8. When the manager was on holiday the documents _______________ (steal) from the office.

9. The offer _______________ (receive) 2 days ago.

10. They _______________ (invite) the businessmen to the restaurant the other day.

11. We _______________ (tell) to discuss the matter in detail.

12. The sellers _______________ (deliver) the machines last month.

IV. Преобразуйте предложения из активного залога в пассивный.

1. We sign contracts every year. ………………….

2. People don’t refer to this website very often………………

3. Somebody cleans the office every day. …………………….

4. How do people learn languages?.........................................

5. They have painted the office………………………………..

6. He advised us not to buy these products………………………

7. They cancelled the flights because of fog. …………………..

8. The director promoted a new employee……………………… 

9. Somebody is using the computer at the moment… ……………

10. They are designing two new models now……………………

Section B
Text A
Прочитайте и переведите текст.
ORGANISATION STUCTURE

Rossomon is a Norwegian company with its headquarters in Oslo.

Here is the organization structure of Rossomon. The Managing Director is responsible for running the company and is accountable to the Board.

He is assisted by four executive departments. Human Resources Department is responsible for personnel, training and management development. Then there is the Finance Department which takes care of corporate finance and accounting. Next is the Management Services Department. It is led by Peter Jenkins who is in charge of rationalisation throughout the company. And finally there is the R&D Department – research and development – which works closely with the five regions on new product development.

Directly under the Managing Director, there are five Regional Managers. Each of them is responsible for the day-to-day management of a territory – these are geographically split into North, South, East, West and Central Regions. 

In addition to the parent company, Rossomon has three subsidiaries, they are Rossomon France, Germany and Japan. The subsidiaries report to the Export Sales Department, which in turn is accountable to the board.
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Vocabulary
accountable a – подотчетный, ответственный перед к.-л.

accounting n – бухгалтерский учет

assist v – помогать, оказывать помощь

be in charge of v – отвечать за ч.-л., руководить

board n – совет, комитет

closely adv – зд. в тесном контакте 

corporate finance – корпоративные финансы, финансы корпорации

day-to-day management – оперативное управление
executive a – исполнительный 

Export Sales Department – отдел экспортных продаж
Finance Department – финансовый отдел
Human Resources Department – отдел кадров
lead v – вести, руководить, возглавлять

management development – повышение квалификации руководящих кадров

Management Services Department – административный, административно-управленческий отдел

organization structure – организационная структура 

parent company – материнская компания, компания, владеющая контрольным пакетом акций другой компании

personnel n – кадры, штат, персонал

rationalization n – рационализация

report to v– давать отчет, отчитываться

Research and Development Department – отдел исследований и разработок
responsible a – ответственный 

responsible for smth/ smb a – ответственный за что-л./ кого-л.

responsible to smb – ответственный перед кем-л. 

split v – разделять 

subsidiary n – дочерняя компания

take care of v – смотреть, заниматься (чем-л.), следить за (чем-л.)

throughout prep – через, по всему 

throughout the company – во всей компании
training n – подготовка, обучение

in turn – в свою очередь

Exercises
I. Ответьте на вопросы к тексту.

1. Who is responsible for running the company?

2. Who is he accountable to?

3. What departments assist the Managing Director?

4. What is Human Resources responsible for?

5. Which department is in charge of finance and accounting?

6. Which department does Peter Jenkins lead?

7. What does R&D work on?

8. How many regional managers does the company have?

9. Where does the company have subsidiaries?

10. Who are the subsidiaries accountable to?

II. Согласитесь с данными утверждениями или опровергните их.

1. The company is run by the Managing Director.

2. Both the Managing Director and the Export Sales Department are accountable to the Board.

3. The executive departments of Rossomon are Human Resources, Management Service and Research and Development.

4. The Management Service Department is responsible for rationalization in the company.

5. New product development is the responsibility of Human Resources.

6. Regional Managers are accountable to the Managing Director.

7. Rossomon has two subsidiaries abroad.

8. The subsidiaries are accountable to the Export Sales Department.

III. Расскажите о компании Россомон.

IV. Составьте словосочетания, используя слова из двух столбцов.

	1. day-to-day

2. executive 

3. Human

4. Management

5. organization

6. parent 

7. Research and

8. to be accountable 

9. to be responsible 

10. to take 
	care

company

departments

Development

for running the company

management

Resources

Service Department

structure

to the Board


V. Заполните пропуски предлогами, где это необходимо.

1. Let me say a few words _______ our company.

2. This chart shows the structure _______ the company.

3. The Export Sales Department is responsible _______ the subsidiaries and is accountable _______ the Board.

4. The Managing Director is assisted _______ five executive departments.

5. The Human Resources Department is in charge _______ personnel and training.

6. The R&D Department takes care _______ research and works _______ product development.

7. There are four departments_______ the Managing Director.

8. _______ addition _______ managers responsible _______ the executive departments, there are five regional managers.

9.  Regional managers report _______ the Managing Director.

VI. Заполните пропуски, используя приведенные ниже слова.

accountable      accounting      assist      Board      charge      personnel       

report       responsible      subsidiaries

1. Our firm is based in the USA, and we have three _____________ in Europe.

2. What do you do? – I’m a Sales Manager and I’m _____________ for the distribution of our goods.

3. I’m accountable to the Production Manager, so I _____________ to him every week.

4. The major service industries should be _____________ to their customers.

5. Can you _____________ me in preparing this report?

6. We have improved our _____________ policy lately. Now our employees are more experienced. 

7. Mr. Brown is our Sales Manager. He is in _____________ of the Sales Department.

8. The _____________ of Directors is responsible for taking decisions.

9. Michael has always been good at mathematics and he has decided to study _____________.

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN NORWAY
Business cards

There are no clear rules, so you needn’t worry about card etiquette too much. However, it is still a good idea to offer them. As most people speak good English, you needn’t prepare special cards in both languages.

[image: image12.png]



Greetings and introductions

When you are introduced to someone, you must be sure to stand up before you shake hands. At the first meeting, you must use the formal titles Herr, Fru, or Froken. After that, local colleagues will probably soon tell you that you needn’t use anything more than the person’s last name – without even a title.

Social DOs and DON’Ts

There is real equality between the sexes here, and women are very independent. Therefore, when you meet a married woman, you mustn’t automatically call her by her husband’s name. When you are introduced, you must listen carefully for her last name. This is the name she uses, and it is likely to be her birth name.

Vocabulary

birth name – девичья фамилия
equality n – равенство 

independent a – независимый 

introduction n – официальное представление

last name – фамилия 

likely a – вероятный
rule n – правило 

therefore adv – поэтому 

Exercises
I. Ответьте на вопросы к тексту.

1. Should you offer your business card to your Norwegian partners?

2. In what languages must you have business cards?

3. What should you do when you are introduced to a Norwegian?

4. What titles do people use in Norway? 

5. How should you address to people at a first meeting?

6. Should you call your business partners by their first names or their last names?

7. Do all married women in Norway have their husbands’ last names?

II. Согласитесь с данными утверждениями или опровергните их.

1. There is very strict card etiquette in Norway.

2. Norwegians do not usually speak English.

3. When you meet someone for the first time, you should stand up.

4. Women are very independent in Norway.

5. You should always call women by their husbands’ names.

6. Many Norwegian women like to use their birth names.

III. Расскажите об особенностях делового этикета в Норвегии.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. card
2. clear 

3. formal 

4.  good 

5. last
6. real 
	equality
etiquette
idea
name
rules
title


V. Заполните пропуски предлогами, где это необходимо.

1. The letter to Mr. Jensen should be written ______ English.

2. Could you introduce me ______ Mr. Solberg?

3. When the Managing director came ______ the conference room, everyone stood _______.

4. They worked _______ a break until about eight _______ the evening.

5. If you call him just _______ his family name he won't answer you.

6. Don’t worry _______ card etiquette too much.

7. _______ the first meeting we discussed an offer _______ the Norwegian partner.

VI. Заполните пропуски, используя приведенные ниже слова.

birth      greetings     independent        introduction      last

prepare     rules     shake     therefore

1. Most people in Norway speak English. _____________ you needn’t have special cards in both languages.

2. Everybody knows our General Director, he needs no _____________.

3. When the delegation arrived we exchanged _____________ and started the talks.

4. When you get to know a person better, you usually call them by their _____________ name.

5. When you meet a person for the first time you usually _____________ hands with them and use formal titles.

6. Women in Norway are very _____________.

7. You often call women in Norway by their _____________ names.

8. You need to _____________ everything for the talks.

9. There are no strict _____________ about card etiquette in Norway.

VII. Переведите на английский язык

1. Организационная структура нашей компании типична для большинства международных компаний.

2. В совет директоров банка входят пять директоров.

3. Отдел персонала отвечает за набор, подготовку и развитие сотрудников.

4. Головной офис компании находится в Париже. В нем располагаются все отделы компании и руководство – главы департаментов и Председатель Совета Директоров. 
5. Open Skies является дочерней компанией British Airways.

6. Начальник налогового отдела подотчётен руководителю отдела финансов.

7. Нами были проведены два независимых исследования рынка.

8. Отчет должен быть подготовлен к 10 июня.

9. Нас представили друг другу, и мы обменялись приветствиями.
10.  В Норвегии часто используются официальные титулы.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

You and your partner have information about different companies. Answer your partner’s questions about Company A. Prepare questions to find out about Company B, but do not ask for the company’s name (try to guess it.)

Nationality – Swiss

Started – 1866

Head office – Vevey, Switzerland

Employs – 254, 199 people

Worldwide turnover – 57,954 million euros

Number of factories – 508

Main product groups – Beverages, milk products, prepared dishes, chocolate, petcare and pharmaceutical

Main markets – Worldwide

Examples of brands – Perrier, Maggi, Kitkat, Friskies

Student B

You and your partner have information about different companies. Answer your partner’s questions about Company B. Prepare questions to find out about Company A, but do not ask for the company’s name (try to guess it.)

Nationality – Japanese

Started – 1937

Head office – Tokyo City, Japan

Employs – 246,096 people

Worldwide turnover – Approximately 119 billion euros

Number of factories – 12

Main product groups – Automobiles, Sales financing

Main markets – More than 140 countries

Examples of brands – Lexus, Daihatsu

UNIT 12

Section A (Grammar)

The Past Perfect Tense (Предпрошедшее время)


Past Perfect образуется при помощи вспомогательного глагола to have в форме прошедшего времени (had) и Past Participle II смыслового глагола.

ОБРАЗОВАНИЕ THE PAST PERFECT TENSE
	Утвердительная форма
	Вопросительная форма
	Отрицательная форма

	I/ He/ She/ We/ You/ They had translated a text on economics before the lesson began.
	Had I/ he/ she/ we/you/they translated a text on economics before the lesson began?
	I/ He/ She/ We/ You/ They had not translated a text on economics before the lesson began.


УПОТРЕБЛЕНИЕ THE PAST PERFECT TENSE
	Случаи употребления
	Примеры
	Перевод

	Действие, совершившееся до определенного момента в прошлом.
	I had translated the article by five o’clock.


	When I arrived, the conference had already begun.


ПРАВИЛА СОГЛАСОВАНИЯ ВРЕМЕН

	1. Действие в придаточном предложении относится к настоящему
	The girl said that she worked at a clothing factory.
	Девушка сказала, что она работает на швейной фабрике.

	2. Действие в придаточном предложении относится к прошлому
	Her friend said that she had also worked at a clothing factory.
	Ее подруга сказала, что она раньше тоже работала на швейной фабрике.

	3. Действие в придаточном предложении относится к будущему.
	She added that she would take a correspondence course next year.
	Она добавила, что в будущем году она будет учиться заочно.


П р и м е ч а н и е: для обозначения действия, которое является будущим по отношению к какому-то моменту или действию в прошлом (правило 3), используется Future-in-the Past – будущее в прошедшем (would + infinitive).

Exercises
I. Раскройте скобки, употребляя глагол в Past Perfect.

1. We returned the contract to the customer because he ___________ (not to sign) it.

2. They couldn’t get into the office because the manager _____________ (to leave) the keys at home.

3. We _____________ (to finish) our work by 6 o’clock.

4. It was difficult to operate this machine because we _____________ (not to do) it before.

5. Did you see the manager or _______ he _____________ (to go) by that time?

6. We arrived at work and found that somebody _____________ (to break) into the office during the night.

7. Jack realized that he _____________ (to make) a serious mistake.
II. Раскройте скобки, употребляя глагол в Past Simple или Past Perfect.

1. After we _____________ (to study) the prices we_____________ (to sign) the contact.

2. I couldn’t get the job. They _____________ (to find) someone else before my resume _____________ (to arrive). 

3. Before we _____________ (to invite) the partners to the factory we _____________ (to make) all the necessary arrangements.

4. Before the director _____________ (to go) on business the secretary _____________ (to reserve) a room in the hotel for him.

5. After I _____________ (to go) through the customs I _____________ (to receive) my baggage.

6. After we _____________ (to see) the new model at the exhibition we _____________ (to place) an order.

7. When they _____________ (to arrive) at the airport the registration _______ already _____________ (to begin).

8. I _____________ (to invite) Jane to the party but she couldn’t come because she _____________ (to arrange) something else to do.

9. Liz _____________ (not to want) to go to the exhibition because she ________ already _____________ (to visit) it before.

III. Закончите предложения используя Past Perfect.

1. I didn't want to watch the news because I …

2. The secretary phoned to say that the customer…

3. Yesterday we sent a letter to our partners to say that …

4. I was looking forward to my trip because I …

5. Before we started the talks we …

Reported (Indirect) Speech  (Косвенная речь)
Если сказуемое главного предложения выражено глаголом в прошедшем времени, то при переводе прямой речи в косвенную соблюдается правило согласования времен, т.е. сказуемое придаточного дополнительного предложения должно быть употреблено в одном из прошедших времен. 

Общие вопросы при переводе в косвенную речь вводятся с помощью союзов if или whether, соответствующих в русском языке частице ли.

Повелительное наклонение в косвенной речи передается инфинитивным оборотом.
При передаче просьбы употребляется глагол to ask (просить), а для передачи приказания – to tell (сказать, велеть, приказать).

ПЕРЕВОД ПРЯМОЙ РЕЧИ В КОСВЕННУЮ
	
	Прямая речь
	Косвенная речь

	Утвердительные
предложения
	He said: “I don’t know anyone here”

He said: “We are moving to new offices tomorrow”

He said: “I have never been to Scotland”

He said: “We will go to the Crimea in summer”

He said: “I went to the theatre yesterday”
	He said that he didn't know anyone there.

He said that they were moving to new offices the next day.

He said that he had never been to Scotland.

He said that they would go to the Crimea in summer.

He said that he had gone to the theatre the day before. 

	Вопросительные предложения
	Общие вопросы
	Is this your first trip to Russia?

Have you found time to see much?

Are you staying long?

Do you like it here?

Will you join us for dinner?


	I asked if (whether) it was his first trip to Russia.

I asked if (whether) he had found time to see much.

I asked if (whether) he was staying long.

I asked if (whether) he liked it there.

I asked if (whether) he would join us for dinner.

	
	Специальные

вопросы


	Where do you come from?

Which hotel are you staying at?

What happened to you last night?

How long have you been married?

When will she be back?
	He asked where I came from.

He asked at which hotel I was staying.

He asked what had happened to me the previous night.

He asked how long I had been married.

He asked when she would be back.

	Просьбы и

приказания
	Tell me your address and telephone number.

Can you speak more loudly?

Don’t shout, please.

Don’t forget to sign your name.
	He asked me to tell him my address and telephone number.

He asked me to speak more loudly.

He told me not to shout 

He told me not to forget to sign my name.


Употребляемые в прямой речи личные и притяжательные местоимения в косвенной речи заменяются по смыслу (например,  we  →  they ,   my book → his/her book).


Следующим образом также заменяются указательные местоимения, обстоятельства места и времени:

	Direct Speech (Прямая речь)
	Reported Speech (Косвенная речь)

	this                                                            →     

these
                                                      →

here                                                           →

now                                                           →

today                                                         →

yesterday                                                   →

ago                                                              →

last (year)                                                   →

in                                                                →

tomorrow                                                   →

the day after tomorrow                               →

next (year)                                                   →
	that 

those

there

then

that day

the day before

before

the previous (year)

later

the next day/the following day

two days later

the following (year)


Exercises
I. Передайте предложения в косвенной речи. Повествовательные предложения начинайте с  she(he) said…, вопросительные с  she(he) asked….

1. The manager made an appointment with customers yesterday.

2. Where have you been?

3. He can’t go to this meeting next week.

4. Can you lend me some money?

5. We don’t sell the goods to this company.

6. What matters are you discussing now?

7. I have just come back from the business trip.

8. He will buy a new model of computer next month.

9. How are you?

10. I have to go now.

11. Where do you work?

12. Why did he retire last year?

13. I’m very busy now.

14. How long have you had this computer?

15. We’ll be in the office on time tomorrow.

16. They are having talks now.

17. Do you have customers abroad?

II. Закончите предложения, используя выражения в рамке по смыслу в косвенной речи. 

	Mind your own business!          Could you repeat, please.

Will you help me?                      Hurry up!

Open your bag, please.               Don’t tell anybody about it!


1. It was late so I…..

2. The custom officer ….

3. It was a secret so I …

4. She started asking me personal questions so I ….

5. I couldn’t do the work myself so I ….

6. It was difficult to understand the words of the foreign customer so I…

III. Раскройте скобки, поставив глагол в нужной форме.

1. I met Diana last week. She said that she _____________ (work) in another company now.

2. Charlie was sure that having lunch at the restaurant _____________ (be) always expensive.

3. Ann said that she _____________ (not enjoy) her job very much.

4. Janet claimed that somebody _____________ (steal) her car a few weeks before.

5. We had no idea if Carol _____________ (come) to the management meeting.

6. I wondered if Jane _____________ (receive) the letter.

7. We didn’t know how far it _____________ (be) to the airport.

8. They asked if the bank _____________ (be) near there.

9. She insisted that Dave always _____________ (work) very hard.

10. I was looking for the manager but the secretary said that he _______ already _____________ (go) home.

Section B.

Text A
Прочитайте и переведите текст.
STAYING AT HOTEL
The other day Peter Dawson from Standard Security Systems arrived in Moscow on business. Boris Mitin, the manager, met him at Sheremetjevo airport and took him to the Metropol Hotel. Mr. Mitin had reserved accommodation for Mr. Dawson two days before. A hotel porter met him at the door and showed him to the reception desk. Some people were waiting at the desk.

The receptionist gave Mr. Dawson a form and asked him to write his name, address, nationality and occupation on it. As Mr. Dawson knew Russian well it didn’t take him long to fill in the form. After he had gone through the formalities, the receptionist gave Mr. Dawson the key to his room and the porter showed them to the room. Mr. Mitin left the hotel after they had made an appointment for the next morning.

Vocabulary

accommodation n – номер в гостинице
fill in n – заполнить
form n – бланк
key n – ключ

occupation n – профессия, род занятий 

receptionist n – администратор (в гостинице)
reception desk – стойка администратора
reserve v – зарезервировать, заранее заказать

show to v – провести куда-л.

Exercises
I. Ответьте на вопросы к тексту.

1. Why did Mr. Dawson come to Moscow?

2. Who met him at the airport?

3. Where did they go from the airport?

4. Who had reserved the room for Mr. Dawson?

5. Where did the porter show Mr. Dawson to?

6. What did Mr. Dawson write in the form?

7. When did the receptionist give him the key?

8. When did Mr. Mitin leave the hotel?

II. Согласитесь с данными утверждениями или опровергните их.

1. Mr. Dawson came to Russia on holiday.

2. He was met by Mr. Mitin at Domodedovo airport.

3. Mr. Dawson had reserved the room from London by telephone.

4. When Mr. Dawson came to the hotel, there were no people at the reception desk.

5. Mr. Dawson had to fill in a form.

6. Mr. Dawson went to his room after he had gone through all the formalities.

7. Mr. Dawson and Mr. Mitin made an appointment for the next week.

III. Расскажите о прибытии г-на Доусона в отель.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. reception 

2. to fill in 

3. to go through 

4. to make 

5. to reserve
	a form

accommodation

an appointment

desk

formalities


V. Заполните пропуски предлогами, где это необходимо.

1. Can you meet me _______ Heathrow Airport _______ 12.30 _______ Monday?

2. Could you fill _______ this form, please?

3. Here is the key _______ your room.

4. The porter will show you _______ your room after you go _______ all the formalities.

5. Mr. Mitchell arrived _______ Thompson & Co and the secretary showed him _______ the Director’s office.

6. We have already reserved accommodation _______ the British delegation.

7. When I came _______ the hotel, Mr. Brown was waiting _______ the reception desk.

VI. Заполните пропуски, используя приведенные ниже слова.

accommodation                formalities                   key                     occupation                      reserve                 show

1. How long did it take you to go through the ______________?

2. When did you ______________ the room?

3. Could you ______________ me to Mr. Wilson’s office, please?

4. I left the __________ at home and I can’t open the door.

5. The price is £200 per person, including flight, hotel ______________ and excursions.

6. What is your ______________? – I’m a lawyer.

Text B 
Прочитайте и переведите диалог.
TELEPHONE  MESSAGES
Amanda Hayward is a secretary at Standard Security Systems. Her boss, Peter Dawson, was away on business last week. She took several messages for him. 
	AMANDA
	Good afternoon. Mr. Dawson’s office.

	MISS DOBSON
	Good afternoon. This is Juliet Dobson from Western Video Systems. Mr. Dawson is at the trade fair in Moscow, isn’t he?

	AMANDA
	Yes, that’s right. He should be here on Friday.

	MISS DOBSON
	Well, can you give him this message first thing in the morning? I’m afraid we must cancel our last order. The customers have changed their minds, again!


***
	AMANDA
	Good afternoon. Mr. Dawson’s office.

	MR. GONZALEZ
	Hello, this is Miguel Gonzalez speaking. Is Peter there?

	AMANDA
	No, I’m afraid he’s away on business today. Can I pass a message, Mr. Gonzalez? 

	MR. GONZALEZ
	Yes, I may be in London from the 21st to the 25th. I want to see Peter then, if possible. It’s about the agency in Mexico.


***
It’s Friday morning. Peter Dawson has just returned to the office after his business trip to Moscow.

	MR. DAWSON
	Good morning, Amanda. Were there any messages for me while I was away?

	AMANDA
	Yes, quite a few. After lunch Miss Dobson phoned. She said that Western Video Systems had to cancel their last order because their customers had changed their minds.

	MR. DAWSON
	Pity!

	AMANDA
	Mr. Gonzalez called from Mexico to say he might be in London from 21st to 25th. He said he wanted to see you then. 

	MR. DAWSON
	Oh, good. I hope I can make it. Anything else?

	AMANDA
	No. That’s it. Coffee?

	MR. DAWSON
	Please. That would be nice.


Vocabulary

agency n – агентство 

cancel v – отменить 

change one’s mind – передумать 
give a message – передать сообщение 

pass a message – передать сообщение 

several a– несколько 

Exercises
I. Ответьте на вопросы к тексту.

1. What does Amanda Hayward do?

2. Where was Peter Dawson on Monday?

3. When did he come back?

4. Who phoned Mr. Dawson when he was away?

5. Where does Miss Dobson work?

6. Why did Miss Dobson have to cancel the order?

7. Where is Mr. Gonzalez from?

8. When might Mr. Gonzalez be in London?

9. What did Mr. Gonzalez want to discuss with Mr. Dawson?

II. Согласитесь с данными утверждениями или опровергните их.

1. Peter Dawson is Amanda Hayward’s secretary.
2. The secretary took one message. 

3. Peter was in France till Wednesday.

4. Juliet Dobson worked for Western Video Systems.

5. Juliet wanted to increase their last order.

6. Mr. Gonzalez left a message for Mr. Dawson.

7. Mr. Gonzalez was going to stay in London for three days.

8. He wanted to talk about the agency in Mexico.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. business
2. to cancel

3. to change

4. to take

5. trade
	a message

an order

fair

trip

one’s mind


IV. Заполните пропуски предлогами, где это необходимо.

1. I wanted to see Mr. Joyce yesterday, but he was _______ _______ business _______ Rome.

2. Mr. Jackson _______ Still&Co is coming tomorrow.

3. Did you go _______ London last week? – No, I am going there _______ next week. I think I will be there _______ Tuesday _______ Friday.

4. I have to see Mr. Smith as soon as possible. It’s _______ our last order.

5. When did the Director return _______ Moscow _______ his business trip _______ Paris?

V. Заполните пропуски, используя приведенные ниже слова.

agency         cancel         fair       mind        order         pass          several        trip  

1. Good morning, can I speak to Mr. Dunn, please? – I’m afraid he’s away till Friday. Can I _____________ him a message?

2. What do you do? – I work for a travel _____________.

3. Is your company ready to place a trial _____________ with us? 

4. Maggie has just returned from business _____________ to London.

5. He has changed his _____________ to buy the equipment because the price is too high.

6. You didn’t deliver the goods in time. We will have to _____________ the contract with you.

7. Green&Co are going to open _____________ new plants in different cities.

8. Our company took part in a trade _____________ last year.

VI. Переведите на английский язык

1. На прошлой неделе менеджер английской компании Дэн Мэгон ездил в командировку в Лион.

2. Он остановился в отеле Хилтон, в котором он заказал номер за три дня до поездки.

3. Г-н Мэгон быстро прошёл все формальности и получил ключи от номера.

4. После того, как он позавтракал в ресторане отеля, г-н Мэгон отправился на переговоры с партнерами.

5. Переговоры прошли успешно, и через три дня Г-н Мэгон вернулся в Ливерпуль.

6. Когда он пришёл в свой офис, его помощник сказал, что несколько важных клиентов звонили г-ну Мэгону.

7. В понедельник звонил А. Браун. Он спрашивал, когда будет отгружена первая партия товаров.

8. На следующий день Анна Мюллер из Боннского филиала попросила передать сообщение о встрече с г-ном Штайном через неделю.

9. В среду Джон Петерс сообщил, что итальянские партнёры увеличили заказ до 200 единиц.

10.  Мы забронировали для Вас номер в отеле. Пожалуйста, заполните бланк и возьмите ключ у администратора.

VII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

You are a receptionist of the York Hotel. A guest is phoning to make a reservation/ Ask him/her the questions to fill in the reservation card.

	RESERVATION CARD

Name………………………………………………………………………………………………..

Arrival date…………………………………………………………………………………………

No. of nights………………………………………………………………………………………..

Room type…………………………………………………………………………………………..

Company/Individual……………………………………………………………………………......

Stayed before……………………………………………………………………………………….

Method of payment…………………………………………………………………………………

Credit card No. ……………………………………………………………………………………..

Address……………………………………………………………………………………………..

Special Requirements………………………………………………………………………………


STUDENT B

You are an employee of FIA PUBLICATIONS. Now you are phoning the York hotel to make a reservation for 3 nights from August 15 to August 18. Answer the receptionist the questions to make your reservation
UNIT 13


Section A (Grammar reference)

Complex Object  (Сложное дополнение)


Конструкция Complex Object (сложное дополнение) состоит из существительного или местоимения в объектном падеже (me , you, him, her, us, them) и инфинитива глагола, который выражает действие, производимое данным лицом или предметом.
ОБЪЕКТНЫЙ ИНФИНИТИВНЫЙ ОБОРОТ

(сложное дополнение)

	We believe his experiment to be of great importance.

Мы полагаем, что его эксперимент очень важен.


ОБРАЗЦЫ ПЕРЕВОДА ОБЪЕКТНОГО ИНФИНИТИВНОГО ОБОРОТА
	1. We expect modern equipment  to meet demands  of the customers.
	Мы надеемся, что современное оборудование удовлетворит требованиям заказчика.

	2. I'd like the secretary to do this job as soon as possible.
	Я хотел бы, чтобы секретарь сделала эту работу как можно скорее.


ГРУППЫ ГЛАГОЛОВ, ЗА КОТОРЫМИ СЛЕДУЕТ ОБЪЕКТНЫЙ ИНФИНИТИВНЫЙ ОБОРОТ
	 Глаголы, обозначающие восприятие
	Глаголы, обозначающие желание
	Глаголы, обозначающие предположение или уверенность
	Глаголы, обозначающие приказание, просьбу или разрешение

	to see   видеть
to hear  слышать
to watch  наблюдать
to notice  замечать
to observe наблюдать
to feel   чувствовать
и др.
	to want  хотеть
to wish желать
	to expect ожидать
to consider считать
to think  полагать
to suppose предполагать
to know  знать
to believe считать, полагать
и др.
	to order    приказывать

to make    заставлять, принуждать

to cause заставлять, 

принуждать
to let   позволять

to allow  разрешать

и др.


П р и м е ч а н и е:

1) Объектный инфинитивный оборот возможен лишь после определённых глаголов.

2) После глаголов, выражающих восприятие, а также после глаголов to make и to let инфинитив употребляется без частицы to.

Exercises
I. Составьте предложения, начиная с I want you …/I don’t want you … Do you want me…?

1. (you must go on business)

2. (please, don’t sign the contract)

3. (shall we revise the price)

4. (show the machine in operation)

5. (don’t phone the customers tonight)

6. (you must make an appointment)

II. Закончите предложения для каждой ситуации, используя сложное дополнение.

1. Can I use your phone? – Of course. She let……………

2. I was surprised to meet him. I didn’t expect…………..
3. I’m busy. Come back in ten minutes. I told…………..

4. Open your case, please. The customs officer made …….

5. Don’t stop him doing what he wants. Let …………..

6. You should buy the new model. She advised………
7. Lend me some money, please. He asked ………….
8. Can you introduce me to the manager? I asked……… 

9. Study the prices before signing the contract. He wanted ……

10. Don’t go there alone. She recommended ….

III. Закончите предложения, используя правильную форму –V-ing или инфинитив без to.

1. I didn’t see anybody _____________ (leave) the office.

2. I heard the manager _____________ (discuss) the terms.

3. We watched the customers _____________ (sign) the contract.

4. Did anybody see the machine _____________ (work).

5. I didn’t hear you _____________ (come) in.

6. They watched the sellers _____________ (demonstrate) the latest models.

7. We saw the representatives of the company _____________ (study) the prices.

8. I found the secretary _____________ (read) the letter.

9. I heard somebody _____________ (slam) the door.

10. She felt somebody _____________ (touch) her on the shoulder.

Section B
Text A
Прочитайте и переведите текст.
BUSINESS MEETING
Last month Paul Harding was in Paris. On Friday at 11 a.m. he had an appointment with Pierre Tessier, the local manager of the General Company for Foreign Trade. 

The offices of the GCFT were on the fifth, sixth and seventh floors of a very tall building. The enquiry office was on the ground floor. Inside the company building the woman in the enquiry office telephoned Mlle Bonnet, the manager’s secretary. She arrived and accompanied Paul to her room on the fifth floor. Mlle Bonnet had an office next to Mr. Tessier’s. As soon as her boss was free, she buzzed him on the intercom. Mr. Tessier immediately asked her to show Paul into the office.

	TESSIER
	Ah! Mr. Harding. Come in, please. My name is Tessier.

	HARDING
	How do you do?

	TESSIER
	How do you do? Please sit down. Did you have a good trip?

	HARDING
	Yes, thank you. Not at all bad.

	TESSIER
	Good! Now this morning I want you to meet some of our heads of Department… But I’m afraid Mr. Merly is not available today… M Grand is not available either. But Mrs. Collier’s here. When were you here last, Mr. Harding?

	HARDING
	Oh! I was here about six months ago.

	TESSIER
	Did you meet Mme Collier then?

	HARDING
	No, I didn’t I’m afraid.

	TESSIER
	Well, she’s my Personal Assistant. You will like her. She’s a very charming lady… Ah, Mme Collier.

	COLLIER
	Please, don’t get up.

	TESSIER
	I’d like to introduce you a colleague from America. Mme Collier, Mr. Harding. 

	HARDING
	How do you do?

	COLLIER
	How do you do?


Notes

M – Monsieur

Mme – Madame

Mlle – Mademoiselle

Vocabulary

accompany v – сопровождать 

appointment n – встреча, договоренность о встрече

available a – доступный, зд.: свободный, не занятый

arrive v – приезжать, прибывать

building n – здание 

buzz n – звонить (по телефону)

City – Сити, деловой центр Лондона

enquiry n – вопрос, запрос

enquiry office – справочное бюро 

floor n – этаж 

ground floor – первый этаж
head n – глава 

I’m afraid – Я боюсь..

immediately adv – немедленно 

intercom n – система внутренней связи, переговорное устройство

introduce v – представлять

Personal Assistant – личный помощник

show smb into v – проводить кого-л. куда-л.

Exercises
I. Ответьте на вопросы к тексту.

1. Who did Paul Harding have an appointment with?

2. Where were the company’s offices located?

3. Who accompanied Mr. Harding to the office?

4. Who did Mr. Tessier want Mr. Harding to meet?

5. Could Mr. Harding see M Merly and M Grand?

6. Had Mr. Harding visited GCFT before?

7. Had he met Mme Collier before?

8. What’s Mme Collier’s position in the company?

II. Согласитесь с данными утверждениями или опровергните их.

1. Paul Harding is a businessman.

2. Mr. Harding had an appointment on Saturday. 
3. The company occupied three floors of a tall building.

4. A clerk in the enquiry office led Paul to Mr. Tessier’s office.

5. M Merly and M Grand were out at the moment.

6. It was Mr. Harding’s first visit to the GCFT.

7. Mme Collier is the head of the Human Resources Department.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. enquiry 

2. ground

3. head of

4. local

5. Personal
	Assistant

department

floor

manager

office


IV. Заполните пропуски предлогами, где это необходимо.

1. When I came _______ Blake&Co the secretary met me and showed me _______ the director’s office.

2. Mr. Blake is the head _______ the R&D Department.

3. Did anybody accompany you _______ the plant when you visited Carlton Ltd? – Yes, Mr. Black went there _______ us.

4. Come _______, Paul. Sit _______, please.

5. I have an appointment _______ Mr. Stewart _______ 5.30 _______ Friday _______ next week.

V. Заполните пропуски, используя приведенные ниже слова.

accompany       appointment      available      enquiry office     immediately     introduce     personal assistant       show

1. I phoned Mr. Thompson to make an _____________ with him for next Wednesday.

2. Please, follow me, I can _____________ you into the Director’s office.

3. Let me _____________ myself. I’m John Copeland, Sales Manager of Brown&Co.

4. Are you _____________ for a meeting tomorrow?

5. I came up to the _____________ to find out on which floor Mr. Bond’s office was.

6. Can we visit your plant? – Yes, we’ll be glad to show it to you. I myself will _____________ you there.

7. When do you need the goods? – We need them _____________ .Could you deliver the first lot in a week?

8. Jane is our Director’s _____________. She works as a secretary and helps him to do some of his work.

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN FRANCE

Personality The French enjoy disagreement, differences, and expressions of individuality. In conversation, each person makes brief, amusing comments, always listening to the comments of others. And it’s important not to smile too much. Smiling at strangers, even making eye contact, is not welcome.

Socializing French is the official language in France. If you do not speak French, it is very important that you apologize for your lack of knowledge. Most individuals in business speak English.
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The French do not normally invite colleagues to their homes but if you are invited, you should not go beyond the limits of dining areas without asking permission. 

Good gifts to present include books or music, as they demonstrate interest in intellectual pursuits.

Doing business At all levels, relationships are important. It’s the way business and government work and it’s how people find jobs. Matters that are solved efficiently over the phone in some countries require face-to-face meeting in France, perhaps during a meal at a restaurant. However, it’s important to remember that a business or professional relationship is not the same as a friendship. 

Vocabulary

apologize v – извиняться
amusing adj – смешной, забавный
beyond prep – за пределами

brief a – короткий

disagreement n – различие, несходство; расхождение во мнениях; разногласие 

expression n – выражение
intellectual pursuits – умственные занятия

knowledge n – знание
lack n – недостаток, нехватка

permission n – разрешение
require v – требовать
relationship n – отношение
socializing n – общение
stranger n – незнакомец

solve v – решать (проблему, вопрос)

welcome a – одобряемый

Exercises
I. Ответьте на вопросы к тексту.

1. What do the French enjoy?

2. How do the French make conversation?

3. What languages do businessmen speak in France?

4. What presents can you give to your French partner?

5. Where do French businessmen often discuss business matters? 

6. How do people find jobs in France?

II. Согласитесь с данными утверждениями или опровергните их.

1. People in France like to express their individuality.

2. In France people listen to each other’s comments carefully.

3. You should smile at strangers in France.

4. You can walk around your host’s house freely if a French colleague invites you to his place.

5. Relationships are important at all levels in France.

6. In France people do not mix business and friendship.

7. Matters that are solved efficiently over the phone in France.

III. Расскажите об особенностях делового этикета во Франции.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. ask 

2. brief

3. dining

4. eye

5. face-to-face

6. intellectual

7. lack of 

8. professional
	area

comments

contact

knowledge 

meeting

permission

pursuit

relationship


V. Заполните пропуски предлогами, где это необходимо.

1. This question can be solved only _______ the level _______ the Executive Managers _______ the firms.

2. There is a lack _______ people wanting to start _______ new businesses.

3. Listen _______ Mr. Dupon’s report carefully.

4. You can’t enter the STAFF ONLY area _______ special permission.

5. People _______ France do not smile _______ strangers.

6. Mr. Touraine invited me _______ the restaurant the other day and ______ the lunch we discussed the purchase _______ 50 computers _______ Doyle &Co.

7.  If you are invited _______ somebody’s home you should not go _______ the limits _______ dining areas _______ asking permission.

8. These matters can’t be solved efficiently _______ the phone, so I’d like to discuss them perhaps _______ a meal _______ a restaurant.

VI. Заполните пропуски, используя приведенные ниже слова.

apologize       brief         disagreements       lack      permission

require        solve      welcome

1. ______________ among the twelve EC countries prevented them from taking actions.

2. The president made a ______________ working visit to Lille.

3. You are ______________ to visit our office at any time.

4. A visa is an official ______________ to enter or leave a particular country.

5. When do you ______________ the products?

6. Daniel demonstrated ______________ of knowledge of tourism market trends.

7. I ______________ for being late, but the traffic is unusually heavy today.

8. Let’s meet face-to-face and ______________ the problem.

VII. Переведите на английский язык

1. У меня назначена встреча с начальником отдела исследований и разработок на завтра.

2. Информация о наших товарах и ценах доступна на сайте компании.

3. Сложная экономическая ситуация заставила нас сократить производство. 

4. После того, как коллега представил меня начальнику отдела экспортных продаж, мы начали обсуждать поставку оборудования.

5. Я бы хотел, чтобы г-н Хилл сопровождал меня в поездке на завод в Ливерпуле.

6. Мы ожидаем, что в следующем году они снизят цену на новую модель телевизора.

7. Я бы хотел извиниться за недостаточное знание ситуации.
8. Мы не смогли решить проблему из-за расхождения мнений по вопросу.

9. Г-н Смит на месте сейчас? – Нет, боюсь, его не будет примерно час. Он уехал на короткую встречу с партнерами.

10. Нам требуется разрешение на реконструкцию здания.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

Your name is Sedov(a). Нou represent a department of Rosexport dealing in different kinds of equipment. You have arrived in Lille to have talks with “Michel & Co” interested in your compressors. Meet their representative, Mr/Ms Dupon, at his (her) office, and discuss the prices, the terms of delivery and payment.

Student B

Your name is Dupon, you represent “Michel & Co”. You have studied the quotations of Rosexport and got interested in their latest model of compressors. But the price does not suit you. Meet a representative of his company (Mr/Ms Sedov(a)) and try to get a discount. Clear up the terms of payment and delivery.

UNIT 14

Section A (Grammar)

Gerund  (Герундий)


Герундий – неличная форма глагола, которая сочетает в себе свойства существительного и глагола.  Герундий образуется прибавлением окончания     -ing к глаголу и выражает название действия.


В русском языке подобной формы нет. На русский язык герундий переводится инфинитивом, отглагольным существительным или придаточным предложением.
ГЛАГОЛЫ И ВЫРАЖЕНИЯ, ПОСЛЕ КОТОРЫХ УПОТРЕБЛЯЕТСЯ ГЕРУНДИЙ

	accuse smb of 
    

admit

                 

apologise for  
      

avoid

                

be good at
                

be interested in          
can’t help
             

can’t stand
             

congratulate smb on 


consider                     

deny
                        

enjoy

            


feel like
            

give up
               


go on

               

go swimming, etc.      
like


love

imagine
                

insist on
                


instead of
                


it’s worth
                

look forward to           

mind

               

object to
              


postpone
                

put off
                   

stop                    

suggest
   

thank smb. for
         
	обвинять кого-либо (в чем-либо)

признавать, допускать 

извиняться (за что-либо)

избегать

быть способным к

интересоваться, быть заинтересованным

быть не в состоянии удержаться от чего-либо (не могу не ….)

не выдерживать, не выносить (терпеть не могу)

поздравлять

рассматривать

отрицать, отказываться

получать удовольствие, наслаждаться

хотеть, испытывать желание

бросить, отказаться

продолжать

заниматься плаванием, и т.п.

любить

любить

представлять

настаивать на

вместо; вместо того, чтобы

стоит

с нетерпением ждать

иметь что-либо против, возражать

возражать

откладывать

откладывать

прекращать, перестать

предлагать

благодарить кого-либо за что-либо


	This book is worth reading.

	Эту книгу стоит прочитать.

	Do you mind my smoking here?
	Вы не возражаете, если я здесь закурю?

	Every time I see her I can’t help smiling.
	Каждый раз, когда я ее вижу, не могу не улыбнуться.

	We are looking forward to meeting you in Moscow.
	C нетерпением ждем встречи с Вами в Москве.

	I don’t feel like going to the cinema today.
	У меня нет желания идти в кино сегодня.


Инфинитив  (неопределённа форма глагола) представляет собой неличную глагольную форму, которая только называет действие, не указывая ни лица, ни числа. Инфинитив отвечает на вопросы что делать? что сделать?
ГЛАГОЛЫ И ВЫРАЖЕНИЯ, ПОСЛЕ КОТОРЫХ УПОТРЕБЛЯЕТСЯ ИНФИНИТИВ

	agree



aim

allow

arrange

attempt

choose

decide


expect

fail

force

help

hope

learn

manage

need

offer

order

persuade

plan

promise

refuse

remind

seem

want

would like
	соглашаться

стремиться 

позволять

договариваться, устроить

пытаться

выбирать

решать

ожидать

не удаваться

заставлять
помогать

надеяться 
учиться

справляться

нуждаться

предлагать

приказывать

убеждать

планировать

обещать

отказывать 

напоминать

казаться

хотеть

хотел бы


	They decided to take part in this project.
	Они решили принять участие в этом проекте.

	Mr. Smith will agree to give us a discount if we increase our order.
	Мистер Смит согласится дать нам скидку, если мы увеличим заказ.


ИНФИНИТИВ В ФУНКЦИИ ОБСТОЯТЕЛЬСТВА ЦЕЛИ
	
	В середине или в конце предложения
	В начале предложения

	Без союза
	The employers use their profit to make more profit.
Работодатели используют прибыль для того, чтобы извлечь еще большую прибыль.
	To satisfy a customer, the product he buys must have the quality he is seeking.

Чтобы удовлетворить покупателя, товар, который он покупает, должен обладать качеством, которое он ищет.

	С союзом in order to
	Capital consists of durable goods, produced by the economy in order to produce yet other goods.

Капитал состоит из товаров длительного пользования, производимых экономикой, для дальнейшего производства других товаров.
	Some retailers, in order to guarantee the quality of the products they sell, test those products before selling them.

Для того, чтобы гарантировать качество продуктов, которые они продают, некоторые розничные торговцы тестируют эти продукты до их продажи.


Exercises
I. Поставьте глаголы в правильную форму – to V … или V-ing
1. I enjoy _____________ (visit) other countries.

2. What do you want _____________ (do) on the business trip?

3. Good buy! I hope _____________ (see) you soon.

4. Have you finished _____________ (work) on the computer?

5. I suggest _____________ (study) the demand for the goods.

6. Where is the secretary? She promised _____________ (be) here on time.

7. I’m not in a hurry. I don’t mind _____________ (wait).

8. What have you decided _____________ (buy)?

9. The sellers refused _____________ (revise) the price.

10. Where is the manager? I need _____________ (ask) him something.

11. We started _____________ (produce) this model last year.

12. I’m trying _____________ (concentrate). Please, stop _____________ (talk).

13.  We enjoyed________(visit) your company.

14.  We would like _____________ (sign) the contract this week.

15.  Remind me _____________ (lock) the door in the office.

II. Закончите предложении, используя V–ing или to V. Используйте один из глаголов.

call      go      help       make       meet         rain       see      wait      walk      watch       
1. I’m surprised that you are here. I didn’t expect _____________ you.

2. Shall we get a taxi to the office? – But it’s not far. I don’t mind _____________.

3. The secretary has a lot to do, so I offered _____________ her.

4. What are you doing in the evening? Would you like _____________ to the restaurant with me?

5. When I’m tired in the evening, I like _____________ television.

6. I offer _____________ a taxi for you.

7. Shall we go now? – No, I’d prefer _____________ a few minutes.

8. I ‘m not going out until it stops _____________.

9. We are looking forward to _____________ you in Moscow.

10. I suggest _____________ an appointment for 10 o’clock tomorrow.

III. Закончите ответы на вопросы.

1. Do you usually get up early? - Yes, I like…

2. Do you often travel? – Yes, I enjoy…

3. Have you ever been to London? No, but I’d love ……

4. Do you eat at home or go to the restaurant? I don’t mind …………….. a restaurant but I’d prefer ……………………... home.

5. Do you ever go to the cinema? –Yes, I love …

6. Do you often write letters? -No, I don’t like …

7. Did you enjoy the flight? –Yes, I always enjoy ….

Section B

Text A
Прочитайте и переведите текст.
A BUSINESS LETTER
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VINOS VELASQUEZ

Calle

Obregón 15

28020 Madrid
A. Sandbach

Top Up Wines

High Wycombe

Bucks.

UK

Dear Mr. Sandbach

Thank you for your letter of 12 June in which you stated that, following the visit of your chief buyer Mr. Lindfield, you are considering placing an order for our Sauvignon Blanc table wine.

We can arrange to supply you with an initial order of 1,000 cases, and I enclose our current trade price list, which I believe you will find very competitive. If you decide to go ahead with the order, we will agree to give you a 14% discount you mentioned and details are enclosed. Please note that we guarantee delivering firm orders within four weeks.

You mentioned that you wanted to market the wine under your own brand name, which will involve changing the labels. I would suggest getting the labels printed here because it is probably not worth having them printed in the UK and then sending them here. I have contacted our personal printer for a quotation and I hope to be able to send you a firm price.

Please do not hesitate to contact me if you have any further queries. I look forward to hearing from you soon.

Yours sincerely

                                   A. Velasquez
Alfonso Velasquez

Vocabulary

agree v– соглашаться 

buyer n – покупатель, закупщик 

chief a – главный 

competitive a – конкурентоспособный 

consider v – рассматривать, обдумывать, обсуждать

current a – текущий 

current trade price list – каталог текущих оптовых цен
enclose v – прилагать 

enclose with the letter – прилагать к письму
firm n – твердый
firm order – твердый заказ
following a – следующий 

further a – дальнейший 

go ahead v – продолжать 

guarantee v – гарантировать 

hesitate v – сомневаться, не решаться

initial a – начальный, первоначальный, первый 

involve v – вызывать, влечь за собой

label n – ярлык, этикетка

market v – продавать 

mention v – упоминать 

note v – замечать, обращать внимание 

price list n – прайс-лист, прейскурант 

query n – вопрос, сомнение

quotation n – котировка, расценка

state v – сообщать, заявлять

suggest v – предлагать 

supply v – поставлять 

within prep – в течение, не позднее

worth a – стóящий

Exercises
I. Ответьте на вопросы к тексту.

1. Who is the letter written by?

2. Who is it addressed to?

3. What did Mr. Sandbach say in his letter of 12 June?

4. How big is Mr. Sandbach’s initial order?

5. What is enclosed with the letter?

6. Can Mr. Velasquez offer his customer a discount?

7. What guarantees does Mr. Velasquez give?

8. Why will Top Up Wines have to change the labels?

9. Where will the labels be printed?

10. Who has Mr. Velasquez contacted to get the labels?

II. Согласитесь с данными утверждениями или опровергните их.

1. Alfonso Velasquez is the Managing Director of Vinos Velasquez, a Spanish company.

2. Mr. Sandbach works for a French firm called Top Up Wines.

3. Top Up Wines is going to sell some wine to Vinos Velasquez.

4. The first order of one thousand cases can be delivered within a month. 

5. Mr. Velasquez can offer a discount to Top Up Wines if they place more orders with Vinos Velasquez.

6. Mr. Velasquez enclosed their price list with the letter.

7. If Top Up Vines sell the wine in Britain, they will have to change the labels.

8. Mr. Velasquez suggests that the labels should be printed in Britain.

III. Составьте словосочетания, используя слова из двух столбцов.

	1. brand 

2. chief
3. current

4. firm

5. further

6. initial

7. look forward

8. to arrange
	buyer

order

price list

name

price

queries 

to hearing

supplying


IV. Заполните пропуски предлогами, где это необходимо.

1. Thank you _______ you letter _______ May 21st.

2. We are considering _______ placing an order _______ your company _______ 60 machines.

3. I’m afraid we cannot supply you _______ 5 computers _______ January.

4. We look _______ _______ seeing you.

5. We can guarantee delivery _______ the goods _______ two weeks.

6. We decided to go_______ _______ buying their goods at the firm price.
7. _______ what brand name are you going to sell the product?

8. You can always contact _______ Mr. Smith _______ further details.

V. Заполните пропуски, используя приведенные ниже слова.

competitive       enclose      guarantee       market       quotations      state      suggest      supply          worth

1. We’ll be able to place an order with your company, if you offer _____________ prices.

2. We _____________ with the letter some brochures and pricelists.

3. The company has to_____________ that the machines don’t meet the requirements.

4. We can _____________ high quality of our goods.

5. I_____________ looking through the contract very carefully before we sign it.

6. If you _____________ your goods abroad, you’ll face a lot of competition.

7. Could we have your catalogues and _____________?

8. We can _____________ the goods from our main store.

9. Do you think this offer is _____________ considering?

Text B
Прочитайте и переведите текст.
DOING BUSINESS IN SPAIN
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At the start of the negotiations you might want to decide whether you need interpreters. You should have documentation available in Spanish. Business cards should carry details in Spanish and English.

During the negotiations your counterparts may interrupt each other, or even you. It is quite common in Spain for this to happen in the middle of a sentence. For several people to talk at the same time is accepted in Latin cultures, but is considered rather unusual in Northern Europe. 

The discussion is likely to be lively. In negotiations, Spanish business people rely on quick thinking and spontaneous ideas rather than careful preparation. It may appear that everybody is trying to put his or her point across at once. That can make negotiations in Spain intense and lengthy, but also enjoyably creative. 

A large portion of your communication will take place over lunches and dinners. They are an extremely important part of business life in Spain. Business colleagues often dine together, but different ranks within a company do not mix.

Vocabulary
accept v – принимать 

appear v – появляться, показываться, казаться

carry v – нести, содержать

careful adj – тщательный, внимательный

counterpart n – коллега, человек, находящийся на аналогичной должности или выполняющий сходную работу 

creative a – творческий
interpreter n – переводчик
intense adj – напряженный

lengthy a – очень длинный, растянутый, многословный

lively a – оживлённый, энергичный

put across – убедить (в чём-л.) , донести (что-л.; до слушателей)

rely (on) v – полагаться на чтo-то

Exercises
I. Ответьте на вопросы к тексту.

1. What should you decide at the start of negotiations in Spain?

2. What language should you write your business cards in ?

3. What do Spaniards rely on during business talks?

4. What can make negotiations in Spain intense and lengthy?
5. Where do most negotiations take place?

6. Do different ranks mix within a company?

II. Согласитесь с данными утверждениями или опровергните их.

1. You can have all documents in English when you deal with Spanish businessmen.

2. It is considered impolite to interrupt people in Spain.

3. it is normal for several people to speak at the same time in Spain. 

4. Business talks are usually short and boring in Spain.

5. Spanish businessmen often discuss business matters over a meal.

6. They do not pay much attention to business ranks in Spain.

III. Расскажите об особенностях делового этикета в Испании.
IV. Составьте словосочетания, используя слова из двух столбцов.

	1. business

2. careful 

3. extremely

4. quick 

5. spontaneous

6. to carry 

7. to take
	ideas 
card

details

important

place

preparation 

thinking


V. Заполните пропуски предлогами, где это необходимо.

1. They relied heavily _______ the advice _______ their professional consultants.

2. Advertisements are intended to put _______ the best qualities _______ the product or service.

3. _______ the start _______ the tour of Europe Mr. Roper visited the company’s subsidiary _______ Spain.

4. What language is this letter _______? I can’t understand a word.

5. There is some reason _______ what you say; _______ the same time we reserve our own opinion.

6. Our company was started _______ the middle ________ the 19th century.

7. _______ the negotiations the counterparts may interrupt each other.

8. _______ several people to talk _______ the same time is accepted _______ Latin cultures.
9. We are regular customers, so you can rely _______ us.
10.  Nobody tried to put his or her point _______ _______ once _______ the talks.

11.  A large portion _______ business talks takes place _______ lunches.

12.  Different ranks _______ a company do not mix.
VI. Заполните пропуски, используя приведенные ниже слова.

accept     appear      counterpart        creative     intense      interpreter     likely       lively        rely
1. The town has to______________ on the seasonal tourist industry for jobs.

2. What is the ______________ profit of the whole business?

3. It didn’t ______________ that the Sellers had reduced the prices.

4. It turned out to be a very interesting session with a _____________ debate.

5. The Minister of Foreign Trade had talks with his Spanish _____________.

6. With the help of the ______________, the counterparts finally reached an agreement in ______________ talks. 

7. We decided to ______________ the invitation to visit the exhibition of ______________ art.

VII. Переведите на английский язык

1. Наша гостиница предлагает высокий стандарт обслуживания по конкурентоспособным ценам.
2. Дэн Браун не может рассматриваться как кандидат на эту должность. Он недостаточно творческая личность.

3. К письму я прилагаю рабочую документацию на испанском языке.

4. Наши поставщики гарантируют поставку оборудования в течение месяца.

5. Я настаиваю на том, чтобы принять предложение наших норвежских партнёров.

6. Консультант предложил продавать косметические товары нашей фирмы не только в России, но и в Европе.

7. Цены, действующие на настоящий момент, не изменятся до конца года.

8. Директор упомянул, что компания Бут – наш главный конкурент.

9. Вы можете гарантировать, что заказ будет твердым?

10.  Они заявили, что внесут изменения в текущую котировку в течении 2-х дней и поставят товары вовремя.

VIII. Составьте диалог по предложенной ситуации и разыграйте его.
Student A

You are Mr/Ms Fateev(a). Mr/Ms Rodriguez has come to your office to negotiate the purchase of the Model AB machines. Discuss the price. Say that you will give a discount to the Buyers if they increase their order.

Student B

You are Mr/Ms Rodriguez. You have come to Moscow to negotiate the purchase of Model AB machines from a Russian company. Discuss the price. Ask the manager of the Russian firm Mr/Ms Fateev(a) what discount they usually give to their customers for big orders.

GLOSSARY
A
abroad adv – за границей, за границу

academic title – ученое звание
accept v – принимать 

acceptable a– приемлемый 

access n – доступ 

accommodation n – номер в гостинице

accompany v – сопровождать 

accountable a – подотчетный, ответственный перед к.-л.

accounting n – бухгалтерский учет

admire v – восхищаться 

advert n – объявление 

advice n – совет 

agency n – агентство 

agenda n – повестка дня, план работы

agree v – соглашаться 

allow v – позволять, давать, предоставлять

amusing adj – смешной, забавный
answering machine – автоответчик 
apologize v – извиняться

appear v – появляться, показываться, казаться

appointment n – встреча, договоренность о встрече

arrange v – организовывать, устраивать

arrive v – приезжать, прибывать

artwork n – иллюстрация 

assist v – помогать, оказывать помощь

attach importance – придавать значение 

attend v – присутствовать, посещать

attend a conference – присутствовать на конференции

attention n – внимание 

attitude n – отношение, позиция, подход

B

be in charge of v – отвечать за ч.-л.

be interested in – интересоваться ч.-л.

be on business – быть в командировке

beauty n – красота 

believe v – верить, считать, думать

beneficial a – выгодный 

beyond prep – за пределами

birth name – девичья фамилия

board n – совет, комитет, правление, руководство  
board of directors – совет директоров

bow v, n – кланяться, поклон

brand n – бренд, торговая марка

brief a – короткий

bring up v – поднимать (вопрос) ; заводить (разговор)
build v – строить 

building n – здание 

business card – визитная карточка

business matter – деловой вопрос

buyer n – покупатель, закупщик 

buzz n – звонить (по телефону)

C
cable n – телеграмма

cancel v – отменить 

canteen n – столовая 

capital n – столица 

careful adj – тщательный, внимательный

carefully adv – внимательно 

carry v – нести, содержать

case n – случай 

casual a – неофициальный 

cause v – вызывать что-л., быть причиной чего-л.

change one’s mind – передумать 

cheap a – дешевый 

check v – проверять 

cherry n – вишня
chief a – главный 

choice n – выбор 

CIF – СИФ; стоимость, страхование, фрахт; (условие внешнеторгового контракта, означающее, что экспортер несет расходы по доставке товара в порт отгрузки, страхованию товара, погрузке и фрахту до порта назначения; импортер оплачивает оговоренную цену товара после предъявления через банк документов (коносамента, страхового полиса, счета-фактуры)

clasp hands – складывать руки ладошами

clear up v – выяснять, прояснять

client n – клиент 

closely adv – внимательно 

colleague n – коллега 

come from v – быть родом из…

come round v – заходить, приходить

comfortable a – удобный 

commercial a – коммерческий

communicating n – умение общаться

compare v – сравнивать 

competent a – компетентный 

competitive a – конкурентоспособный 

complete a– полный, укомплектованный

complete equipment – комплектное оборудование 

condition n – условие 

consider v – рассматривать, обсуждать

construct v – строить 

consultant n – консультант 

contact n – контакт 

contact smb v – связаться с к.-л.

continue v – продолжать 

contract n – контракт 

conversation n – разговор 

cooperate v – сотрудничать 

copier n – копир 

corporate finance – корпоративные финансы, финансы корпорации
cosmetics n – косметика 

cost n – стоимость 

counterpart n – коллега, человек, находящийся на аналогичной должности или выполняющий сходную работу 

create v – создавать 

creative a – творческий
current a – текущий 

current trade price list – каталог текущих оптовых цен
custom n – обычай
customer n – клиент, заказчик
D
day-to-day a – повседневный 

day-to-day management – оперативное управление
decision n – решение 

deliver v – поставлять 

delivery n – поставка 
demand n – спрос 

be in great demand – пользоваться большим спросом

department n – отдел 

department store – универсальный магазин
depend on v – зависеть от

describe v – описывать 

detail n – деталь 

develop v – развивать, разрабатывать

development n – развитие 

diary n – дневник, ежедневник

difference n – различие 

different a – разный, различный

difficult a – сложный, трудный

digital a – цифровой 

disagreement n – различие, несходство; расхождение во мнениях; разногласие 

discount n – скидка 

discuss v – обсуждать 

dispatch v – отправлять 

display n – показ, экспозиция

distribution n – распределение, распространение

dividend n – дивиденд 

do business v – сотрудничать, вести дела

draft n – проект, черновой вариант

draft contract – проект договора

E
easily adv – легко, просто

easy a – простой 

e-business n – Интернет-бизнес

emphasis n – особое значение

employee n – сотрудник 

empty a – пустой
enclose v – прилагать 

enclose with the letter – прилагать к письму
engage v – занимать 

engineer n – инженер 

enjoy v – любить, получать удовольствие

enough a – достаточный

enquiry n – вопрос, запрос

enquiry office – справочное бюро 

entertaining n – развлечение
equal a– равный 

equality n – равенство 

equipment n – оборудование 

establish v – устанавливать 

even a – чётный

excellent a – отличный, отменный, превосходный, прекрасный

except prep – кроме, за исключением

exchange v – обменивать(ся)

executive a – исполнительный 

executive n – должностное лицо, руководитель, администратор

exhibition n – выставка 

expand v – расширяться, развиваться

expansion n – распространение; рост, развитие

expensive a – дорогой 

experienced a – опытный 

export v – экспортировать 

expression n – выражение
F
fair n – ярмарка
fill in n – заполнить
financial a – финансовый 

Finance Department – финансовый отдел
firm a – твердый
firm order – твердый заказ
firm n – фирма
fitness n – фитнес 

floor n – этаж 

FOB – ФОБ; франко-борт судна, (условие внешнеторгового контракта, согласно которому экспортер (продавец) несет транспортные, страховые и погрузочные расходы до завершения погрузки товара; право собственности и все риски переходят к покупателю с момента завершения погрузки)

focus v – фокусировать, сосредоточивать, обращать (внимание и т.п.)

follow v – следовать

following a – следующий 

foreign a – иностранный

foreign trade firm – внешнеторговая компания

form n – бланк
further a – дальнейший 

G
gathering – встреча 

General Manager – Генеральный директор, главный управляющий

get v – получать 

get down to business – перейти к делу
get ready – подготовиться

get through v – дозвониться 

gift n – подарок

give a message – передать сообщение 

go ahead v – продолжать 

go on business – поехать в командировку 

government n – правительство 

grapes n – виноград

greet v – приветствовать, здороваться

greet v – приветствовать, здороваться

guarantee v – гарантировать 

guidebook n – путеводитель

H
half n – половина 

have a meeting – проводить встречу

have talks – вести переговоры

head n – глава 

head-office n – головной офис
health n – здоровье 

hesitate v – сомневаться, не решаться

high a – высокий 

hospitality n – гостеприимство
host n – хозяин 

How about….? – Как насчет…?

How long did it take you? – Сколько времени это заняло?

Human Resources Department – отдел кадров
I

I won’t be able to make Tuesday – Я не смогу 

I’m afraid – Я боюсь..

I’m sorry to hear that – Мне жаль это слышать
immediately adv – немедленно 

important a – важный 

improve v – улучшать, совершенствовать

in detail – в деталях


in operation – в действии 

in this case – В этом случае

in turn – в свою очередь

incidentally adv – кстати, между прочим

increase v – увеличивать(ся)

increase by – увеличивать(ся) на

increase to – увеличивать(ся) до

independent a – независимый 

industrial a – промышленный 

industrial investment policy – политика промышленных инвестиций
influence n – влияние 

initial a – начальный, первоначальный, первый 

intellectual pursuits – умственные занятия

intense adj – напряженный

intercom n – система внутренней связи, переговорное устройство

interested a – заинтересованный 

international a – международный 

interpreter n – переводчик
interrupt v – прерывать
interruption n – прерывание
introduce v – представлять

introduction n – официальное представление

invest v – инвестировать, вкладывать

investment n – инвестирование, инвестиция

invite v – приглашать

involve v – вызывать, влечь за собой

It takes me 30 minutes to get to work. – На дорогу до работы у меня уходит 30 минут.

J
joint venture n – совместное предприятие

joke n – шутка
K
key n – ключ
knife n – нож
knowledge n – знание
L
label n – ярлык, этикетка

lack n – недостаток, нехватка

language n – язык 
last name – фамилия 

latest n – последний 

law n – закон 
lawyer n – юрист
lead v – вести, руководить, возглавлять

leading a – ведущий

leave v – уходить, уезжать

leave a message – оставить сообщение 

lengthy a – очень длинный, растянутый, многословный

likely a – вероятный

lively a – оживлённый, энергичный

located a – расположенный 

look forward to… v – ждать (с нетерпением) 

lot n – партия (товара)

low a – низкий 

M
machine n – машина, механизм, станок

mail n – почта

major a – главный, основной

make contacts – установить контакты, связаться с к.-л.

make phone calls – звонить по телефону

make sure – убедиться

management development – повышение квалификации руководящих кадров

Management Services Department – административный, административно-управленческий отдел

manager n – менеджер 

manner n – манера, поведение

manufacturer n – производитель
market n – рынок 

market v – продавать 

marketing n – маркетинг 

matter n – вопрос, проблема

meal n – приём пищи; еда

mean v – значить, означать

medicine n – лекарство 

meet v – встречать, встречаться 

meet clients – встречаться с клиентами 

meet delivery dates – поставлять вовремя

meet smb’s request – выполнить, удовлетворить просьбу
meeting n – встреча 

mention v – упоминать 

message n – сообщение 

misunderstanding n – непонимание 

mix v – смешивать

modern a – современный 

mutually adv– взаимно 

N
necessarily adv – обязательно
negotiate v – вести переговоры
negotiations n – переговоры 
note v – замечать, обращать внимание 

O
occasion n – событие, мероприятие

occupation n – профессия, род занятий 

offend v – обидеть, оскорбить

offensive a – обидный, оскорбительный, неприятный

offer n – предложение 

offer v – предлагать 

office hours – рабочий день
on the phone – по телефону 

one in three – один из трех, каждый третий

operate v – действовать, работать

operation n – действие 

opportunity n – возможность, шанс

organization structure – организационная структура 

overseas adv – за границей 

own-brand – торговая марка розничной сети

P
parent company – материнская компания, компания, владеющая контрольным пакетом акций другой компании

participant n – участник 

particularly adv – особенно 

pass a message – передать сообщение 

patient a – терпеливый
pay attention – уделять внимание
payment n – платеж, оплата
per unit – за единицу, за штуку

permission n – разрешение
Personal Assistant – личный помощник
personnel n – персонал, кадры, штат,сотрудники

pharmacy n – аптека 

phone n – телефон 

place an order – разместить заказ
plant n – завод 

pleased a – довольный 

plenty (of) – много
pocket n – карман
point n – вопрос
Pole n – поляк
policy n – политика
polite a – вежливый
prefer v – предпочитать 

prepare v – готовить(ся), подготавливать

price n – цена 

price list n – прайс-лист, прейскурант 

produce v – производить 

product n – продукт, товар

production n – производство 

profit n – прибыль 

profitable a – прибыльный 

promise v – обещать 

punctual a – пунктуальный, точный

punctuality n – пунктуальность
purchase n – покупка 

purchase v – покупать

put across – убедить (в чём-л.) , донести (что-л.; до слушателей)

Q
quality n – качество 

query n – вопрос, сомнение

quickly adv – быстро 

quotation n – котировка, расценка

R
rationalization n – рационализация
ready a – готовый
reason n – причина 

recently adv – недавно 

reception v – приемная, стойка администратора (в гостинице, учреждении)

reception desk – стойка администратора
reduce v – снижать, уменьшать, сокращать

regular a – регулярный, постоянный

relations n – отношения 

relationship n – отношение, взаимоотношения 

relaxed a – непринужденный 

reliable a – надежный 

rely (on) v – полагаться на чтo-то

remember v – помнить 

rent v – арендовать

reply n – ответ 

report to v– давать отчет, отчитываться

request n – просьба 

require v – требовать
Research and Development Department – отдел исследований и разработок
reserve v – зарезервировать, заранее заказать

responsible a – ответственный 

responsible for smth/ smb a – ответственный за что-л./ кого-л.

responsible to smb – ответственный перед кем-л. 

retailer n – розничный торговец

ring back – перезванивать 

ring v– звонить 

rude a – грубый, невежливый

rule n – правило 

run a company – управлять компанией 

run through v – бегло прочитывать, просматривать

S
salary n – зарплата 

sales n – продажи 

same a – тот же, такой же

schedule n – расписание

second-largest a – второй по величине

see v – видеть, встречаться с к.-л.

send v – отправлять, посылать

senior a – вышестоящий, старший (по положению)

sense of humour – чувство юмора

settle v – урегулировать, решить

several a – несколько 

shake hands – пожать руки, поздороваться за руки

shipment n - отгрузка

shop v – покупать 

show smb (in)to v – проводить кого-л. куда-л.

sign v – подписывать

small talk – светский разговор

social occasion (social gathering )- общественное мероприятие
socializing n – общение

solve v – решать (проблему, вопрос)

sorry a – сожалеющий

split v – разделять 

state v – сообщать, заявлять

stay v – оставаться 

store n – магазин 

stranger n – незнакомец

strategy n – стратегия 

study v – изучать 

subject n – тема, предмет разговора

subsidiary n – дочерняя компания

suburbs n – пригород 

succeed v – добиться успеха
successfully adv – успешно 

sudden a – внезапный
suggest v – предлагать 

suit v – подходить, устраивать

supplier n – поставщик 

supply v – поставлять 

suppose v – полагать 

survey n – исследование 

T
take care (of smb.) v – смотреть (за кем-л.), заботиться (о ком-л.)

take place – проходить, происходить

take up v – обсуждать 

talks n – переговоры 

terms n – условия 

the Middle East – Ближний Восток
the more… the less…– чем более … тем меньше ….

therefore adv – поэтому 

think over v – обдумывать 

throughout prep – через, по всему 

throughout the company – во всей компании
title n – титул
toiletry n – туалетные принадлежности
total a – целый, общий

total sales – общий объем сбыта

trade n – торговля

traffic n – движение; транспорт

traffic jam n – «пробка» на дороге

training n – подготовка, обучение

training course – курс подготовки

travel v – путешествовать, ездить 

trip n – поездка 

try out v – испытывать, проверять

turn n – очередь 

two-way a – двусторонний 

type v – печатать 

U
unit n – единица товара, штука

unless conj– если не
urgent a – срочный 

use v – пользоваться, использовать

V
vintage n – урожай винограда, вино из сбора определённого года, марочное вино, вино высшего качества

visit v – посещать

visit clients – ездить к клиентам 

W
wage n – зарплата 

wait v – ждать 

welcome a – одобряемый

within prep– в течение, не позднее

work for v – работать на ..

world market – мировой рынок
worth a – стóящий
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many  много


few     мало


a  few немного, несколько





much  много
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a little немного, 





исчисляемые существительные





неисчисляемые существительные





одушевлённые





неодушевлённые





названия веществ





абстрактные понятия





many students


много студентов


few people


мало людей


a few people


немного людей








many factories
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few buildings


мало зданий


a few buildings


немного зданий





much steel


много стали


little air


мало воздуха


a little bread


немного хлеба








much work


много работы


little work


мало работы


a little fun


немного удовольствия





Board





Managing Director





Export Sales Department





Rossomon France





Rossomon Germany





Rossomon Japan





Human Resources  Department





Management Services Department 





5 Regional Managers





Finance department





Research & Development Department





North





South





East





West





Central








PAGE  

