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Tema 1. Careers.

Kmoueble ciioBa: Career, responsibilities, job, telephoning, sentence structure,

modals, polite requests, CV.

IlepeyeHb KOMIIOHEHTOB MOYJISI 3JIEKTPOHHOI'0 KYPCa, KPATKAasi AaHHOTALLIUS M

METOJUYCCKNEC PCKOMCHAAIMMH 110 U3VICHHNIO MOAYVJIA.

2 Starting up. Discussion Forum — ¢opym uist 0GCYKICHHI LUTAT, BOIPOCOB IO

TEMC MOOYJIA. 3I[CCB Br1 moxete BbIpaKaTb CBOW MBICJIIN, UJICU U BCCTH AUCKYCCHHU.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHUS

& Exercise: Before you read the text: Match the words to their definitions — B

YOPa&KHEHUH IIPEACTABICHA HOBAas aKTUBHAs JIEKCHKAa, HCIIOJb3yeMas B
HIKecineayomeM Tekcre. IIpoBepbTe cBOM 3HAHMA 3THUX CIOB CO CIOBapeM U
noaOepuTe K HUM  Opeajaraémble  ONpeAesieHHs.  3aJlaHhe  BKIIOYAET
aBTOMAaTUYECKYIO IIPOBEPKY, PE3YJIBTATHI COXPAHATCS B CUCTEME.

Read the text: "Financial Career Options" — TekcT U1 YTeHUSs

M Exercise: True or False?: Read the text above to decide on the statements - BriGpas

MpaBUJIbHBIN OTBET, BBl CMOKeTe MPOBEPUTHh CBOE MOHMMAaHHUE MPOUYUTAHHOTO paHEe
TEKCTa. 3a/laHie BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YJIbTAThl COXPAHSTCS B
CUCTEME.

M Exercise: Find words or phrases in the text — ympakHeHHe Ha 3aKpeILICHHE

MPEACTABICHHON B TEKCTe Jiekcuku. Heob0xomuMo mojgo0paTh 9SKBUBAJICHTHI
MpeyiaraéMbiM CJIOBaM UM BBIPQXKEHUSM. 3aJaHHUE BKIIOYAET aBTOMATUYECKYIO

MIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.

Vocabulary and Skills 3aganuss Ha pa3BuTHE W 3aKpCIUICHHWE JICKCUKH |

(dhopMUpOBaHKE ONPEIEICHHBIX YMEHUN U HABBIKOB
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Exercise: Your Job Responsibilities: Complete the sentences - 3ToT Tect nmpoBepuT

Bamm 3HaHus OpenyioroB, COYETAIOMIMXCS C  IJarojaMyd Ui ONUCAHMS
obsi3aHHOCTEW. BpiOupaiiTe onMH U3 TpejiaraeMbix IpeioroB. JlaHHOe 3ajlaHue
orieHnBacTcsA. BBl MokeTe caeilaTh HECKOJBKO IOIBITOK, OJHAKO HOBas IOIBITKA
nmocie Hakatus KHONMKH «OTNpaBUTh BCE W 3aBEPIIMTHh TECT» IMOBJIEYET 3a COOOMU
mTpad, T.€. MIOHWKEHUE OIICHKH

@l Telephone language - Useful expressions - 310 BeIpaeHHs, KOTOPBIE TOMOTYT

Bam nogaepskate 6eceny npu obmienuu no tenedony. daiin MOKHO pacrnedararh U
UCIIOJIb30BaTh (ppa3bl B Ka4ecTBE 00paslia.

@1 Watch the video: Telephoning - mpocMoTp BHmEO MOMOXeT BaM MOHSTB, Kak

NPUMEHSTh TaKUe BBIPAXECHUS Ha NMpPaKTUKe. BHUMaTENbHO clieuTe 3a TeM, KaKue
ciioBa M (ppasbl HCMOIB3YIOT TEPOH.

Exercise: "Using the Telephone": Match the phrases from the video above -

npocmotpute Buneo “Telephoning” Boime. CooTHECHTE BBIpAKEHUS U3 (PUIIbMA,
npejyiaraéMble B TE€CTE, C UX PYCCKUMU IKBUBAaJICHTaMU. BCIOMHHUTE MMEHHO T€,
KOTOpbIE MPUMEHSUIM TE€pOM, MOCTapailTech OBITh aKKypaTHbIM. JlaHHOE 3amaHue
OIICHUBAETCSA. Bbl MOXeTe clieflaTh HECKOJIBKO TMOMBITOK, OJHAKO HOBas IOIBITKA
nocjae Haxatus KHOMKU «OTHpaBUTh BCE U 3aBEPIIUTH TECT» IOBJICUET 3a COOOM
mTpad, T.e. TOHKEHUE OIEHKH.

M Exercise: Telephone Language: Answer the questions - BbIGpaB TpaBHIBHBIIA

OTBET, BBl cMOKeTe MpoBEpUTh CBOU 3HAHUS 00 MCTOJIB30BaHUH (Dpa3 U JEKCUKH T10
JaHHOU TeMe. Pe3ynbTaTel TECTA COXPAHSTCS B CUCTEME.

M Exercise: I'm afraid: Click on the correct answer - - BbIGpaB paBHIBHBI OTBET,

Bbl cMokeTe mpoBepUTh CBOM 3HAHUS 00 MCTIOIB30BaHUH (Ppa3 U JIGKCUKHU IO JTaHHOU

TEMC. P@?;y.TH::TaTBI TECTA COXpPAHATCS B CUCTCME.

Listening 3agaHus Ha pa3BUTHE HABBIKOB ayIHPOBAHHUS

@1 Listen to the recording — mpociyaiiTe JaHHYIO ayXHO3AIACh IS BBIIOTHCHHS

MOCJEAYIOMIETO YIPaKHEHUS
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M Exercise: Listen and choose the best answer — mocie mpociymmBaHus

ayJIM03alKCH, BBIOEpUTE NpPaBUIbHBIA, HA Bam B3risa, oTBET HAa KaXKIblil BOIPOC,
4TOOBl MPOBEPUTH CBOE IOHMMAHME. Pe3ynbTaThl YIpaKHEHUS COXPAHATCA B

CHUCTCMC.

Language review 3agaHus Ha MOBTOPCHUE M 3aKPEIUICHUE 3JICMEHTOB IPaMMaTHKH

@l Sentence Structure: Study the grammar patterns - naHHBIA CcXeMaTHYHBIA

MaTepuaJl IIOMOXKET BaM BCIIOMHUTH MpaBWIa NOCTPOCHUS MNPEIJIOKEHUN B
AHIJINKACKOM sA3bIKE. Ero MOXHO pacnedararb U UMETh IO/ PYKOW IPU BBINOJHEHUN
YIPaKHEHHM.

B Exercise: Word Order: Choose the most natural word order - JUIS BBIIOJTHEHUS

ATOTO YNPa)XHEHUS BHIOMpAWTE OJIUH U3 MpeasiaraeMblX OTBETOB. B BepxHel uvactu
OKHa OyJeT MPOU3BOJIUTHCS OlleHKa Bamux pe3ynbTaTosB.

Exercise: "Sentence Structure": Put the words in the correct order - 3amanue

MO3BOJIUT TMPOBEPUTH, HACKOIBKO Xopomo Ber ycBomnmu TtTemy «CTpyKkTypa
npeioKeHns». Bama onieHka coxpansaercsi B cucteme. Koau4yecTBO MOMBITOK TaK Ke
HE OTPAaHUYCHO, HO YUUTHIBACTCS B BUJE MITPAdOB.

Modals Part 1: Watch the presentation to understand the rules - npocmoTp 3Toi

oOyuaromieii cepun PowerPoint mpeseHranuii momoxker Bam moHsTH mpaBmiia
IrpaMMaTHK{ aHTJIMACKOTO $3bIKa, MOYIPAKHATHCS, OTBEYAsl Ha BOMPOCHI 3aJaHUM.
OTa 4acTh HAIIOMHUHAET BUbI MOJIAJILHBIX IJ1arojoB, UCIOIb3YEMbIX JJISI BRIPAKEHUS
MPOChO, Pa3peIIeHUid U TTPEATIOKECHHI.

M Exercise: Modals - Can: What question would you ask? — ympaxsenue,

TPCHUPYIOIICC YMCHHC 3aJaBaTb BCIKIIMBBIC BOIIPOCHI C HMCIIOJIB30BAHHUCM HYXKHOI'O
MOAAJIBHOT'O TIJiaroJia. OTBeTHI IMPOBCPAOTCA aABTOMATHUYCCKHU, W PC3YJIbTAThI
COXPaHArOTCA B CUCTEME.

B Exercise: Offers/Suggestions: Match the offer/suggestion to the answer —

HE00X0AMMO MO0JI00paTh COOTBETCTBYIOIIMN BOMPOCY OTBET, OOPATUB BHUMAaHUE Ha
MPaBUJIbHOE HCIOJIb30BaHUE MOJANBHBIX IN1arojioB. B BepxHel yacTu OkHa Oyner

TAKIKC IIPOU3BOJNTHLCA OLICHKA Bamux PE3YJILTATOB.
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& Exercise: Polite Requests: Who would make these requests? - njs BBIIOTHEHHUS

ATOTO YNPAXKHEHUS BBIOMpATE OJWH U3 TMpelaraéMbiX OTBETOB. Bce MOMBITKH
OyIyT Tak)Ke YYTEHbI, a OLICHKA COXpaHEHa.

M Exercise: Could: Match the sentences - s BBIIONHEHHSI 3TOTO YIPaKHCHHS

BbIOMpaiiTe OAMH M3 TpeIaraéMblx OTBETOB. B BepxHeil uacTtu okHa Oyxer

ITPOU3BOAUTHCA OLICHKA Bammnx PE3YIILTATOB.

Writing 3aganus Ha pa3BUTHE HABBIKOB IMHUChMa

Writing CVs: Read these recommendations - 310 pekOMeHIalMH, KOTOPBIC

nmoMoryr Bam mnpum HanucaHMM pe3lOME Ha AaHIVIMKUCKOM s3bIke. [Ipouwraiire,
oOpaTuTe BHUMaHUE HA UMEIOLIUECS OCOOEHHOCTH.

@1 Watch the Video: How to Write a CV — npocMoTp JaHHOTO BHAEO MOMOXKET Bam

MOHATh OCHOBHBIE OCOOCHHOCTM HAMHCAHUSA PE3IOME U MPOJEMOHCTPUPYET
HaIJISIIHBIN TIpUMeEp.

@1 Watch the Video: How to Write a CV with Little Job Experience — Buieo Tak ke

IIOMOTI'AaCT JIYUIIC IIOHATH KaK IIMCAaTbh PC3IOMC, HO, B YaCTHOCTH, TO, KaK 3TO MOI'YT
cacIaTb HC UMCIOIIHNC OOJIBIIIOrO OITBITa pa6OTI>I JI0aU, HAIIpUMCP, CTYACHTEI.

M Exercise: Writing CVs: Answer the questions - mpoBepbTe ceGs, OTBETHB Ha

BOIIPOCHI TECTA O TOM, KaK IMHUCATh PE3IOME MPU YCTPONCTBE Ha paboTy. PesynbTaTh
TECTa COXPAHATCA B CUCTEME.

@l Useful Phrases for Writing CVs — BeIpaxkeHHs, KOTOpBIE IIOMOTYT BaMm rpamMoTHO

Hamnucathb pestome. [Ipu HeoOXoaAMMOCTH MaTepual MOYKHO pacreyaTaTh.

& Write Your CV — 3T0 3amaHie Ha HamicaHWe Bamero cOGCTBEHHOTO Pe3rOMe.

BHumarenbHO nmpouuTaiiTe 3aJaHue U BBIIOJHUTE €ro. IT0 HEOOXOAMMO CHENaTh B
Buze nokymenta MS Word. [Tpukpenure daiin B ykazanHoit ctpoke. OH COXpaHUTCS

B CUCTEME U OTBET MOKHO OYJET NPOBEPUTH U OLICHUTb.

B Unit Glossary — rioccapuii s 3amoJHEHUS JICKCUKOM II0 JAHHOM TeMe.

BcnomanTe wim orOupaiiTe HOBBIE, MHTEPECHBIE CJIOBa ATOTO MOMYJSI, a TaKKe
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IOnuta 1 B yuyeOHuke. JloOapnsaiiTe ux, HE MOBTOPSSA JABAXKAbI YK€ H00aBJICHHBIC

Bammmu ogHorpynnaukamu. Kaxaeiii Bam Bkinaa OyaeT oneHeH.

I'noccapuit moavas (Module Glossary)

application n [C] 1 a formal, usually written, request for

something, especially a job, a place at university, or permission to do something

2 a practical use for something

3 a piece of software for a particular use or job

apply v 1 [I] to make a formal, usually written request for something, especially a
job, a place at university, or permission to do something

2 [T] to use something such as a law or an idea in a particular situation, activity, or
process

appoint v [T] to choose someone for a particular job

appointment n 1 [C] an arrangement to meet someone at a particular place or time

2 [C,U] the act of choosing someone for a particular job, or the job itself

career n [C] 1 a profession or job that you train for

2 the series of jobs that you do during your working life

career ladder n [singular] all the increasingly important jobs that someone has, or
would like to have, as they get older

chief executive n [C] the manager with the most authority in the day-to-day
management of a company

Chief Executive Officer (CEO) n [C usually singular] the title of the manager with
the most authority in the day-today management of a company, used especially in the
us.

The job of CEO is sometimes combined with that of president

employ v [T] to pay someone to work for you in a particular job

employee n [C] someone who works for a company, especially in a job below the

rank of manager



promote v [I,T] 1 to help something develop and grow

2 to give someone a more important job or rank in an organization

3 to sell a product using advertising, free gifts etc

promotion n [C,U] 1 a move to a more important job or rank in a company or
organization
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PasBurue Jekcnyeckux HaBbIKkoOB. Vocabulary and Skills.
CAREERS.

Your job is the particular work you do to earn money.

You have a job title (such as Sales Consultant). The words 'post' and 'position' arc
more formal, and often used in job advertisements. The word ‘occupation’ is used on
official forms.

Your job can be ...

badly-paid, boring, challenging, depressing, fun, glamorous, hard, interesting,

rewarding, routine, secure, stressful, varied, well-paid, worthwhile

Describing your job

People might ask you:

What do you do?

What kind of work do you do?

What do you do for a living?

You answer I'm a/an ... +the name of your profession and /or job title and/ or
business area.

I'm an accountant.

I'm a Marketing Manager at a consumer electronics company.
Note the prepositions:

| work in a bank/ an office. (general place of work)

| work at Head Office. (specific place of work)

I work in advertising/ the fashion industry / the financial sector.
| work for Nestle I an oil company.

I’'m working on the design of ... (a project)

| work as an engineer. (profession)

To give a little more detail you can use the language in the box below.
Describing your job

My job involves ... ( + -ing form)
10



| spend a lot of / most of my title ... ( + -ing form)
| deal with / I handle ...

My role is to ...

| don't have much to do with ...

Talking about what you personally control

I'm in charge of ...

I'm responsible for ...

| look after | take care of ...

Talking about your boss

| report (directly) to ...

My line manager is ...

My job involves (= includes as a necessary part) visiting customers and discussing

their needs.

| deal with customer enquiries.

My role is to support the Sales Director.

| don't have much to do with the financial side.
I'm responsible for strategy. (NOT the responsible)
| report to the Head of Customer Services.
Note also the following words and phrases:
I’'m working part-time at the moment.

It's a full-time job - I work nine to five.

I’'m on a short-term/ temporary contract.

I'm on a permanent contract.

I'm self~-employed. | work ns n freelance consultant.

I’'m unemployed right now, but I'm looking for a job as a ...

I'm a student at the moment - | graduate next year.

Tasks and responsibilities

To give a detailed description of your day-to-day work, you might use phrases like

those below.

11



answer hundreds of emails each day

develop the business

do market research

give presentations

implement the decisions of more senior managers
interview job applicants

keep computer files up to date

keep on top of the paperwork

liaise with my counterparts in other countries
make decisions about budgets

make sure that the IT network is working properly
maintain all the equipment and nlachinen;
manage the production schedule

monitor the production process

negotiate with suppliers

organize special promotions

prepare the accounts

process customer orders

recruit new staff

set sales targets and make sure they are met
solve problems

supervise the day-to-day work of my team
support (or assist) the Marketing Director

write quarterly reports

PasBurune rpamMarnyeckux HaBbIKOB. Lanquage Review.

IlocTpoeHue NPeIOKEeHNH B AHTJIHHCKOM NP eIJI0KeHUN

HOCTpOGHI/Ie HpC}lJ'IO)KCHHfI B AQHTJIMMCKOM SI3BIKE€ OTJIMYACTCS OT IMPHUBBIYHOI'O HaM

poaHoro. Bo-mepBhIX, CYIIECTBYET ONPEACIEHHBIA MOPSANOK CIOB; BO-BTOPBIX, IS
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NOCTPOEHUSI MPEJIOKEHUS 00s3aTeIbHO HAJU4KMe TIPAMMaTHYECKOWM OCHOBBI
(moasIexKaIero u CKazyemoro).

Hamnpumep, B pycCKOM 5i3bIKE Mbl TOBOPHUM:

DT0 dyaecHass KHATA. ITOT MAJIbYUK BBICOKHM.

OTH TIPENIOKEHUST TTOCTPOCHBI MPAaBUIILHO, HO B HUX OTCYTCTBYET TJIaroj, KOTOPBINA
OblT OBl CcKazyeMbIM. B 3THUX MNpemIoKeHHSX CKa3yeMoe COCTaBHOE MMeHHoe. B
AHTIIMICKOM SI3BIKE TIOSIBIISIFOTCSI OTpe/IeiEHHbIC Tiaroiibl cBsizku: {0 be u to have.
[ToaTOMY TIEpEeBOAATCS 3TU MPEAJIOKECHUS TaK:

It is a wonderful book. This boy is tall.

Takum o00pa3oMm, y Hac TOSBISICTCS TJaroj-ckazyemoe. B aHTIHMIICKOM S3BIKE
HaJM4Me TaKoro rjarojia o0s3aTelibHO. B mpennoskeHuun HErjaacHO MPUCYTCTBYET
HEIIEPEBOANMOE Ha PYCCKHM SI3BIK CIIOBO «ECTh». MBI HE TOBOPHUM «MAaJIbUYUK €CTh
OOJIBITION», MBI TOBOPUM «MAJIBYUK - OOJIBIION», HO CIIOBO «ECTh» BCE IXKe
nojapasymMmeBaeTcs. Eciau Bbl CTpOUTE MPOCTOE AHTIIMUCKOE MPENJIOKEHHE, Uy Bac
HET MOJIHOIICHHOTO TIJIarojia, MpoBephTe, JOJDKHO OBITH MporymeHo to be wam to
have.

Oco0eHHOCTH TIOpAJIKA CIIOB B MIPEIJIOKECHUH

Jlanee, 4yTo KacaeTcd MOpAAKa CJIOB. Pycckoe MNpemyioKeHHe MOKHO Ha3BaTh
CBOOOHBIM. BbI MOKeTe MOCTPOUTH €ro Kak yrogHo, U CMBICHT He Oynaet notepsiH. Ho
B AHTJIMICKOM SI3BIKE TIEPECTaBICHUE CIIOB TPHUBEAET K TIOJHOMY HW3MEHEHUIO
3HaueHus1. CpaBHUTE:

Korku mo0T MBITIIEH.

Mpl1i1eit TF00AT KOIITKH.

JIt00ST KOIIKY MBITIIEH.

Cats like mice.

Mice like cats.

Bo BTOpOM aHTnuiickoM BapuaHTe MPU MEPECTAHOBKE MOTYYACTCs, YTO MBIIIH JIFOOST
KOIIIEK, a He Ha000pOT. 3HaUCHNE KapAMHAILHO U3MEHUIIOCh. B MoBecTBOBaTEIIBHOM
MIPEIOKEHUH TIOPSOK CJIOB MPSIMOW (CHaJasa IMojyiekaliee, 32 HUM CKazyeMoe),

cTporo 3aMKCUPOBAHHBIN.
13



[Ipy KOHCTPYMpPOBAaHUM MPEIJIOKECHUNA B AHTIIMMCKOM SA3BIKE CHadajga HIYT
moaJjIciKalee 1 CKazyeMoc:

The girl sings. - /leBouka mo¢T.

Onpe):[eneHHe BCCTJa NOJDKHO CTOATH IICPC/ CYIICCTBUTCIbHBIM!

The beautiful girl sings. - KpacuBast neBouka mogr.

JIn6o B KOHIIE MPEI0KCHUS:

The songs were beautiful. - [Tecan 6pL1H IPEKPACHBIMH.

I[OHOJIHGHI/IG I/I,Z[éT [IOCJIC FpaMMaTHqCCKOﬁ OCHOBBI:

The beautiful girl sings songs ... or The beautiful girl sings sad songs.

Kpacusas neBouka no€t necHu ... i Kpacusas n1eBo4Ka MOET IpyCTHHIE IIECHMU.
OO0cCTOATENLCTBA B AaHTJIMICKOM SI3BIKE MOI'YyT HATHU 100 BHaydaJic, 1100 B KOHIIC:

In the evening the beautiful girl sings sad songs ... or The beautiful girl sings sad
songs in the evening.

BGIICPOM KpaCHuBasgd ACBOYKA HoET IT'PYCTHBIC IICCHHU ... UJIN KpaCI/IBaH JE€BOYKa HOET
I'PYCTHBIC IIECHU BEYCPOM.

HOI[JIG)K&HIGG, KaK 1 CKa3z3ycMoOC, MOZKCT OBITH BBIPA’KCHO HC TOJIbBKO OAHHUM CJIOBOM,
HO U OEJIbIMHU CJIOBOCOUYCTAHUAMU.

Takxe CymecTBYIOT ONpPEeAENEHHbIE KOHCTPYKIMH, KOTOPBIE MEHSIOT MOCTPOCHUE
NPEeUIOKEHUI B aHTITHiICKOM si3bike. Hanpumep, koHcTpykius there is/there are.

Ota KOHCTPYKIMs MpeanojaracT pasmemieHue cioB there is/there are ma mepsoe
MECTO, AaJbIIC IOAJICKAILECC U 06CTOHTGHBCTBO, KOTOPOC BCCra 6yz[eT CTOATH B
KOHIIC IMPCAJIOKCHUA.

There is a big pear-tree in my garden. - B moém caay ecTh OoJblas rpyiia.

There are tasty fruit on the table. - Ha ctone BkycHbie GppyKTHI.

[lepeBon HaumHaeM Bcerja ¢ koHna. Beioop there is/there are 3aBucuT oT umcnia
MEPBOr0 CYLIECTBUTEIBHOI0, KOTOPOE CIEAYET 38 KOHCTPYKIIUEH.

There is a big plate, many kettles and an apple on the table. - Ha ctone Gombras
Tapeska, MHOTO YaliHUKOB U sI0JIOKO

There are new toys, a small bear and a fork in the box. - B xopoOke HOBbIE UTPYIIIKH,

MaJIEHBKUI MEOBEKOHOK U BUJIKA
14



[ToBenuTenpbHOE HAKJIOHEHHWE B AHTJIIMHCKUX MPEIJIOKEHHIX COBIMAJIaeT ¢
WH(OUHUTHBOM TJ1arosa.

Run! - (beru (te)!)

Play! - (Urpaii(te)!)

[lonnexaiee B TakoMm ciiydae OTCyTCTByeT. OOpaleHbl Takue MpeIIoxKeHHe,
00BIYHO, KO BTOPOMY JIMITY €/1. U MHOX. YHCIIA.

Show me your book! - TTokaxu (Te) Bamnty KHHTY!

Come to visit us today. - [IpoBegaiiTe HAC CEroIHs,.

3anpetrHas ¢opma oOpa3yercs nyTéMm pgoOaBieHus cioBa Don’t B Hauano
MIPEIOKCHHS.

Don’t do that! - He nenaii aToro!

Don’t stand up! - He BcTaBaii!

BexumBas ¢popma obpasyercst myTém qobasieHus ciiosa “please”.

Give me your book, please! - Taii (Te) pyky, noxainyiicra!

PasButre HaBbikoB mucbma. Writing.

Writing CVs. Useful Phrases and Tips.

Personal Information
name

address

telephone

e-mail / email
nationality

date of birth

marital status

single

married

married with two children

divorced

widowed

Work Experience
Experience
Employment History
Related Experience
Internships
employer

occupation / position

activities and responsibilities

Education

Education and Training
15



primary school

secondary school

qualification

O levels, GCSE

A levels, High School Diploma (US)
training / vocational training

further training / extended vocational
training

internship

degree in / diploma in

Personal Skills and Competences
Personal Competences / Competencies
Personal Skills

computer skills

mother tongue

other languages / foreign language

16



... years successful experience in ... as ...
Extensive practical experience as...
Gained experience in

Motivated and enthusiastical (about) ...
Professional in appearance and presentation
Participated in ...

Assisted in / with ...

Worked on ...

Worked as ...

Worked with ...

Developed ...

Organized ...

Served as ...

Oversaw the production of ...

Kept accurate computer records of ...
Managed / Handled ...

Managed / Supervised

Managed ...

Trained new clerks.

Represented the company at ...
Instructed ... in ...

Developed expertise in ...

Received ... award

Oo0pa3en KOHTPOJBLHOI0 3aJ1aHus o Teme 1:

Module 1 Test.

Answer all thirty questions. There is one mark per question.
Vocabulary: Careers



1 Complete each of these sentences with the correct option.

1 Selim believed he deserved a , SO he just asked his boss for one.

a) target D) progress c) promotion

2 It is useful to set your own goals and to think about the skills you need to
them.

a) reach b) make  c) master

3 In many countries, there are very few career for people without

formal qualifications.

a) plans b) breaks  c) opportunities

4 It is very inconvenient to have to work when you have young

children.

a) flexitime b) overtime c) time off

5 Anika attends lots of professional development seminars because she wants to
a career move.

a) take b) make  c)earn

6 If you want to get in your career, you have to have clear short-

and long-term goals.

a) ahead  Db) progress c) the sack

7 ‘Bright Sparks’ is an agency that helps school leavers on a career
plan.

a) offer b) decide c) take

8 It is not enough just to your best; you need to have ambitions as
well.

a) make b) work c) do

9 Sales representatives often earn a in addition to their salary when
they achieve their targets.

a) money Db) living  c) bonus

10  Multinationals often their employees excellent career

opportunities if they are willing to travel.
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a) offer b) make  c) take

2 Complete the sentences using the words in the box.

take / do / evaluate / master / make

11 Do not always wait for your boss to tell you how well you are doing. You also

need to your progress yourself.
12 VIadimir is hoping to research in informatics.
13  Nandita’s dream is to a living as a public relations consultant.

14 Delegating tasks is an important skill to

15  Max isonly 52, but he would like to early retirement.

Language Review: Ability, requests and offers

3 Complete these sentences with the appropriate form (positive or negative) of
can, could or would.

16  Alex speak Chinese, but he is planning to start learning next year.
17  Last year, our employees use the new software, so we hired a

consultant to teach them.

18 you like to take a career break?

19  Naruto get a promotion at GFS, so he wants to move to another
company.

20 Do you think you recommend one or two employment agencies?

Skills: Telephoning

4 Match each question 21—25 to the appropriate response a—e. Write your
answers here:

21 22 23 24 25

21  Could I speak to Mrs Zhang, please?

22  Can | take a message?
23  Who’s calling, please?
24 Could you tell me what it’s about?

25  Sorry. Could you say the second name again?
19



a If you could just tell her that Imelda Reyes rang.

b Well, I would like some information about the conference.
¢ Sure. That’s Loys. L—O—Y—S.

d Just a moment, please. I’ll put you through.

e Dieter Enke, from LPL.

5 Complete the following phrases using the words in the box.

calling / catch / engaged / on / afraid

26  Hold , please. I’ll connect you.
27  Sorry, I didn’t your first name.
28 I'm there’s no answer.

29 I'm about the meeting tomorrow.

30 Ican’t get through. Their phone’s always

Tema 2. Selling Online.

Kmiouessnle cioBa: Online sales, buying, negotiating, asking questions, modals,

application letter.

HepequL KOMIIOHCHTOB MOAVJIA JICKTPOHHOI'0O KYPCA, KpaTKad aHHOTAIIUA U

METOJUICCKHNEC PCKOMCHIAINH 11O H3VUYCHUIO MOAVJIA.

% Starting up. Discussion Forum — ¢bopy™m misi o6CYyKICHNH IUTAT, BOIIPOCOB TI0

TCMC MOOYJIA. 3I[eCI> Bo1 MoxkeTe BbIpA>KaTb CBOH MBICJIN, HJICU 1 BCCTU JUCKYCCHHU.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHUS

& Exercise: Before you read the text: Match the words with their definitions - B

YIpaKHCHUH npeacTaBJICHA HOBas AKTHUBHas JICKCHUKA, HCIIOJIb3yCEMas B

HWKCCIICAYIOIICM TCKCTC. HpOBepBTe CBOM 3HAaHHA O9THUX CJIOB CO CJIIOBApEM H
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noadepuTe K HMM  IpeUlaraéMble  ONPENCNICHUsA.  3aJlaHue  BKIJIFOYAET
ABTOMATHYECKYIO IPOBEPKY, PE3YJIbTAThI COXPAHITCSA B CUCTEME

Read the text: Online Shopping Is Growing Rapidly in China — tekcT 1t yTeHus

M Exercise: True or False? Read the text above to decide on the statements - BsiGpas

HpaBHHBHBIﬁ OTBCT, Bb1 cMoxkeTe IMPOBCPUTHL CBOC IMMOHMMAHUC ITPOYUTAHHOI'O PAaHCC
TCKCTaA. 3aIlaHHe BKJIIFOYACT daBTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTAThI COXPAHATCA B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympaxHeHHe Ha 3aKpeIUICHHE
MPE/ICTABICHHOW B TEKCTe JICKCHKH. HeoOXoauMo 1momo0parh SKBHBAJICHTHI
npeuiaraéMbIM CIIOBaM M BBIPOXKCHHSM. 3aJaHHE BKIIIOYACT aBTOMATHUYCCKYIO

MIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.

Vocabulary and Skills 3amanus Ha pa3BUTHE W 3aKpCIUICHUE JICKCUKH |
(dbopMupOBaHKE ONPEACICHHBIX YMEHNUI U HABBIKOB

B Exercise: Buying Things Online: Choose the most natural-sounding option -

BHIOpAB TMPaBWIbHBIA OTBET, BBl CcMoOXeTe T™poBEepUTh CBOU 3HAHUS 00
MCIIOJIb30BaHUU (Dpa3 U JIEKCUKHU IO JaHHOU Teme. Pe3ynbTarhl TecTa COXpaHsTCS B
CUCTEME.

& Exercise: Teens and Consumerism: Fill in the gaps — 3amoiHeHHEe MPOMYCKOB B

MNPpCIVIOKCHUAX TCKCTAa CJIIOBAMH 110 I[aHHOﬁ TEMC. OHCHK& IMPOU3BOAUTCA
ABTOMAaTHU4YCCKH. PGBy.]'IBTaTBI TCCTAa COXpPAHATCA B CUCTCMC.

@1 Watch the Video: Negotiations Skills — mnpocMorp naHHOrO BHIEO

MPOACMOHCTPUPYCT KAKMMHU HABBIKAMHW BaXHO BJIAJACTHb IJISA IMPOBCACHHA YCIICHIHBIX
IICPCroBOPOB.

=] Watch the Video: Negotiating - mpocMOTp JaHHOTO BUIEO MPOAEMOHCTPHPYET

KaKMMHM HaBbIKaMH BAXKHO BJIAJICTh AJIA ITPOBCACHUS YCIICIIHBIX IIECPETOBOPOB.

Bl Diagram: Study the Stages of Negotiation — awarpamMma cxemMaTHYHO

WJUTIOCTPUPYET OCHOBHBIE JTambl, HAOMIOAAIOMIUECs TP BEJICHUM JICJIOBBIX

IICPCroBOPoOB.

21


http://bars.kfu.ru/mod/resource/view.php?id=76788
http://bars.kfu.ru/mod/resource/view.php?id=76788
http://bars.kfu.ru/mod/hotpot/view.php?id=76789
http://bars.kfu.ru/mod/hotpot/view.php?id=76789
http://bars.kfu.ru/mod/hotpot/view.php?id=76790
http://bars.kfu.ru/mod/hotpot/view.php?id=76790
http://bars.kfu.ru/mod/hotpot/view.php?id=73127
http://bars.kfu.ru/mod/hotpot/view.php?id=73127
http://bars.kfu.ru/mod/hotpot/view.php?id=73156
http://bars.kfu.ru/mod/hotpot/view.php?id=73156
http://bars.kfu.ru/mod/resource/view.php?id=72816
http://bars.kfu.ru/mod/resource/view.php?id=72816
http://bars.kfu.ru/mod/resource/view.php?id=72819
http://bars.kfu.ru/mod/resource/view.php?id=72819
http://bars.kfu.ru/mod/resource/view.php?id=76622
http://bars.kfu.ru/mod/resource/view.php?id=76622

=i Discussing Negotiation Skills: Complete this wiki — mocMoTpuTe Buaeo Bbie, a

TaKXe JIF0OOM CBsI3aHHBIM ¢ TeMOM «HaBbIKM BeJEHHS NMEPEroBOPOB» CHOKET Ha
www.youtube.com. ITocrapaiiTech 3aIOMHHUTB COBETHI O TOM, KaK 3()()EKTHBHO BECTH
IIEpEroBOpPbl M HANMCaTh, [0 KpalHEN Mepe, OAUH CoBeT 31ech. [locrapaiitecs He

MMOBTOPATH NPCAbIAYITHNEC OTBETHI BAlIUX OJHOI'PYIIITHHUKOB.

Listening 3aganus Ha pa3BUTHE HABBIKOB ayHPOBAHUS

@1 Listen to the recording — mpociymaiite TaHHYIO ayIHO3AIHCh JUIS BBITOIHCHHUS
MOCJICAYIOIIETO YIIPaKHCHUS

M _Exercise: Listen and fill in the gaps - mocme mpocTymMBaHUS ayaHO3AINCH,

BBI6CpHTC HpaBHHBHBIﬁ, Ha Bam B31J1d, OTBCT Ha KEDKI[BII\/JI BOIIPOC, YTOOBI

IIPOBEPUTH CBOE MOHUMaHUE. Pe3ybTaThl yIpaXXHEHHsI COXPAHATCS B CUCTEME.

Language review 3agaHusi Ha pa3BUTHE U 3aKPEIICHUE JICKCUKH U (DOPMHUPOBAHHE
OTPE/ICIICHHBIX YMEHUN U HABBIKOB

Modals Part 2: Watch the presentation to understand the rules - mpocmotp 3T0M

oOyuaromieii cepun PowerPoint mpe3eHranuii momoxker Bam moHsATH mpaBmiia
rpaMMAaTUKU AHTJIMUCKOTO $I3bIKA, MOYMPAXKHATHCS, OTBEYask HAa BOMPOCHI 3aIaHUI.
OTa 4acTh HAIIOMUHAET BUbI MOJIAJILHBIX IJ1arojoB, UCHOIb3YEMbIX JJIS BHIPAKEHUS
JOJDKEHCTBOBAHUM, 0053aTEILCTB, COBETOB.

& Exercise: Modals - Should: Match the advice to the statement — HeoGX0IHMO

1o/100paTh COOTBETCTBYIOUIMI BOIPOCY OTBET, 0OpaTUB BHUMaHHE Ha MPaBUIBLHOE
WCIIOJIb30BaHUE MOJIAIbHBIX TJarojoB. B BepxHed uacTu oOkHa OyAeT Takxke
IIPOU3BOJIUTHCS OLIEHKA Balmx pe3ynbTaToB.

M _Exercise: Modals - Must/Have to: Match the items — Heo6xoauMo mog06paTh

COOTBETCTBYIOIIMIA  BOINPOCY OTBET, OOpaTMB BHUMAHWE Ha TMPABWIBHOE
WCIIOJIb30BaHNWE MOJIATbHBIX TJarojoB. B BepxHel uacTh oOkHa OyAeT Takke
ITPOU3BOJIUTHCS OIIEHKA Balmx pe3ynbTaToB.

Exercise: Modals: Find and specify the unnecessary word - 3aganue mo3BOJIUT

MIPOBEPUTH, HACKOJIBKO XOpomo Bbl ycBownn teMy «MoganbHble riaroisl». Bamma
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OIIEHKA COXpaHseTca B cucTteMe. KoanyecTBO MOMBITOK TaK K€ HE OrPaHUYEHO, HO
YYHUTHIBACTCS B BUAC MTPadoB.

Asking Questions: Watch the presentation and learn how to ask questions -

IIPOCMOTp 3TOM oOydJarorieit cepun PowerPoint nmpeseHranuii momoxker BaM OHATH
MpaBUJia TPAMMATUKU AHTJUUCKOTO SI3bIKA, MOYNPAKHITHCS, OTBEYass Ha BOMPOCHI
3aJaHui. OJTa 4YacTh HANOMHMHAET CYUIECTBYIOIIWE THIIBI BOIPOCUTEIBHBIX

MPEJUTOAKEHUMN U ITPaBUiIa UX MTOCTPOCHHUS.

@1 Exercise: Making Questions — ympakHeHHe, TPEHHPYIOIIEe yMEHHE CTPOUTh
pas3HbIe TUITBI BOMPOCOB. OTBETHI IPOBEPSIOTCS aBTOMATHUCCKH.

@1 Exercise: Practice asking questions — ympaxneHHe, TpeHHpYIOIIEe YMEHHE

CTPOUTH PAa3HbIC TUIIBI BOIIPOCOB. OTBeTHI IMPOBCPAIOTCA aBTOMATHYCCKHU.

@1 Exercise: Write the correct question for the answers — mpaBunsHO MOIO0OpaB

BOIIPOCHUTENIBHOE CJIOBO, HEOOXOAMMO CQOPMYJIHpPOBATH BOIMPOCHl K KaXKIOMY

IIPpCAJIOKCHUIO. OtBeThI IIPOBCPAIOTCA aBTOMATUYICCKHU.

Writing 3ajanus Ha pa3BUTHE HABBIKOB MTUChMa

How to Write a Letter of Application - 3to pekoMeHaamnuK, KOTOpPbIe TOMOryT Bam

MOHSTh YTO TAKOE€ COMPOBOAUTEIBHOE MHCHMO M KAK €ro rpaMOTHO HAalMCaTh Ha
aHTIIUHACKOM si3bike. [IpounTaiiTe, 00patuTe BHUMaHUE HA UMEIOIITUECS OCOOEHHOCTH.
@1 Watch the Video: How to Write a Cover (Application) Letter — mpocMoTp 1aHHOTO
BHUJIEO TIOMOXXKeT Bam  TIOHATH  OCHOBHBIE = OCOOCHHOCTHM  HaIMCaHUSA
COITPOBOJUTEINIBHOTO IMUChMA U MTPOAEMOHCTPUPYET HATJISAHBINA IPUMED.

@l Useful Phrases for Writing Application Letters - BepaskeHus, KOTOpbIE MOMOTYT

Bam koppekTHO HamucaTh CONpPOBOJAWTENbHOE mHUCbMO. Ilpu HeoOxomumocTu
MaTrepuail MOXHO pacreyaTarTh.

M _Exercise: Writing Application Letters - mpoepbTe ce6si, OTBETHB Ha BOIPOCHI

TeCTa O TOM, KaK MHUCaTh COMPOBOAMTEIBHOE MUCHMO TPH YCTPOWCTBE Ha padoTy.
Pe3ynbTaThl TECTA COXPAHATCS B CUCTEME.

Useful Tips: What Recruiters Hate About Resumes and Cover Letters —

O3HAKOMJICHUC C JaHHBIMH COBCTaAMHU ITOMOIKCT Bam n30exaTh TUIMMYHBIX ONIMOOK
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IIPU COCTABJICHUU PE3IOME U COMPOBOJIUTENHLHOIO MUChMa HA aHTJIMUCKOM SI3bIKE MpU
YCTpOHCTBE Ha paboTy.

% Write Your Letter of Application — sTo 3agamme Ha HammcaHue Barmero
COOCTBEHHOTO COIMPOBOJMUTEILHOTO MHUChMAa. BHUMATENbHO NPOYUTANTE 3a/laHue U
BBITIOJTHUTE €ro. OJTO HeoOXoauMmo caenath B Bujae jgokymenta MS Word.,
[Ipukpenure ¢aiin B ykazaHHON cTpoke. OH COXpaHUTCS B CUCTEME M OTBET MOKHO

OyZeT MpOBEpUTH U OLICHUTD.

E Unit Glossary — rioccapuii A 3aloJHEHHS JIEKCUKOW II0 JaHHOH TeMe.
BcnomanTe wim oTrOupaiiTe HOBBIE, HHTEPECHBIC CJIOBa ATOTO MOMYISI, a TaKXKe
IOnura 1 B yueOnuke. JloOapnsaiiTe ux, HE MOBTOPSAS JABAXKIbI y)Ke T00aBICHHBIC

Bammmu ogHorpynnaukamu. Kax e Bamn Bkinaa Oynet onieHeH.

11.

I'noccapuit moavas (Module Glossary)

for sale available to be bought

sales [plural] goods sold in a particular period, or the amount of money received from
this

consumer n [C] a person who buys products or services for their own use, rather than
to use in business or to resell

refund n [C] a sum of money that is given back to you if, for example, you are not
satisfied with something you have bought — refund v [T]

retail outlet n [C] a shop through which products are sold to the public

retail v [I,T] to sell goods to the general public in shops etc —

retailer n [C] 1 a business that sells goods to members of the public

retailing n [U]

revenue n [U] also revenues [plural] the amount a company receives from sales in a
particular period

sale n 1 [C] the act of selling something
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sales representative also sales rep n [C] someone whose job is to sell their
company’s products or services, for example by visiting customers

trademark also trade-mark n [C] a name, sign, or design on a product to show that
it is made by a particular company

wholesaler n [C] a person or company that sells goods in large quantities to other

wholesalers, or to retailers who may then sell them to the general public

HUcTtounuku nudopmanum:

1. Grant D. and McLarty R. Business Basics. Student’s Book / D. Grant and
R.McLarty. — Oxford: Oxford University Press, 2011.

2. Hollett N. Business Objectives. Student’s Book / N. Hollett. — Oxford: Oxford
University Press, 2011.

3. Kaotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —USA, 1994.

4. Lannon M., Tullis G., Trappe T. Insights into Business / M. Lannn, G.Tullis,
T.Trappe. — England: Longman, 2007.

5. Longman Business Dictionary. — England: Longman, 2009.

6. Mascull B. Key Words in Business / B. Mascull. — Birmingham: The
University of Birmingham, 1999.

7. Powell M. Business M atters. Business Course with Lexical Approach.
Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.

8. Powell M. Presenting in English. How to Give Successful Presentations / M.
Powell. — London: Language Teaching Publications, 2007.

9. Royan J. and Richards J. Business Studies Today / J. Royan and J. Richards. —
Cambridge: Cambridge University Press, 2008.

10.Tullis G., Lannon M. Insights into Business. Workbook / G. Tullis, M. Lannon.
— England: Longman, 2007.
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PaszButHe Jekcnuecknx HaBbIkoB. VVocabulary and Skills.

SELLING ONLINE.

Orders

When an end-user makes an order they simply pay at the point of purchase. But in the
business-to-business sector the following sequence is typical.

1 A customer makes an enquiry about a product and the price.

2 The supplier provides information and quotes/gives a price.

3 The customer makes/places an order. The order may be made by email, phone or
fax, or may be made directly off / from a website.

4 The supplier confirms/acknowledges the order, processes it, and gives the customer
a shipping date.

Of course the goods may be out of stock, in which case there is a wait until they are
in stock again.

5 The supplier ships the goods and issues (= produces +sends) an invoice.

6 A logistics company delivers the goods. Perhaps the customer has also tracked the
shipment (= followed the progress of the goods) online.

7 On arrival, the customer checks the goods.

8 If the goods are in good condition, the customer pays the invoice. If they are
damaged, there is a 'returns policy' for sending them back.

Note that 'ship' means send / dispatch by any means of transport, not just by ship.
Note that ‘quote’ and 'order' are used as both nouns and verbs:

Can you give me a quote?

Can you quote me a price?

I'd like to place an order for 300 pieces.

I'd like to order 300 pieces.

Invoices
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An invoice (or bill) is a document issued by a seller to a buyer. It requests payment
for an order. A typical invoice contains:

* Date of the invoice and an invoice reference number.

* Name, contact details and tax details of the seller.

» Name and contact details of the buyer.

* Date that the products were shipped.

* Purchase order number (if the buyer has one which they want on the invoice).

* Description of the products.

* Unit price of the products.

* Total amount charged for the goods.

» Any extra amount for shipping (sometimes called 'postage and packing' for smaller
items).

* Payment terms.

Note that 'charge’ and 'invoice' are used as both nouns and verbs.

Is there a charge for shipping?

How much do you charge for shipping?

Have you sent the invoice?

Have you invoiced them yet?

Payment

The invoice contains the payment terms, and these are the conditions of payment. If
the customer pays early, there is often a discount, and if they pay late, there is a
penalty. The invoice also shows the tax paid to the government (called VAT- value
added tax - in BrE).

The method of payment can vary. A first-time business-to- business customer will
often have to arrange a 'letter of credit' at their bank (business people just say 'l/c').
With an I/c the customer's bank makes a guaranteed payment as soon as the seller's
bank presents certain documents (transport documents, invoice, etc). If there is a

long-term business relationship with more trust, the customer will usually have an
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‘open account'. Here the customer pays later, after the goods are received, according
to the terms of the contract.

The seller may:

ask for/demand payment in advance/upfront

ask for cash on delivery (COD)

ask for prompt payment (within 14 days of delivery)

ask for payment in 30 1 60 1 90 days from date of invoice

send a reminder (= an email or letter telling the buyer they must pay)
The customer may:

arrange a bank transfer

pay by monthly installments

delay payment (pay later than is planned)

defer payment (arrange officially to pay later)

settle an account(= pay everything that is owing)

If the customer is late in paying, the seller might say:

Your payment is due. (=it must be paid now)

Your payment was due two weeks ago.

Your payment is now overdue. (= it is late)

Pa3BuTHne rpaMMaTHYeCKHX HABBIKOB. Grammar.

MoaajdbHbIe IJ1aroJjbl

['maron — ocobast 4acTh peyu B aHTJIMUCKOM si3bIKe. [IpUHATO BBIACIATH CMBICIIOBEIE,
BCIIOMoOrartesibHble, (Ppa3aabHble U MOJajbHbIC I1arojsl. MogajibHble IJ1arojbl B
AHIVIMHACKOM fI3bIKE 3a4aCTYyIO BBI3BIBAIOT 3aTPYAHEHHUS MIPU U3YUECHUH, BEb OHHU HE
MOYMHSAIOTCS. OCHOBHBIM TIPaBWJIaM OOpa3oBaHUS W W3MEHEHHs] (OpM TJIarojos.
['maBHOE OT/IMYME MOMAJIBHBIX TJIAarojOB COCTOMT B TOM, YTO OHM 0003HAYalOT HE
caMO JICMCTBHE, a BO3MOKHOCTh WJIM HEOOXOAMMOCTHh 3TO JCHCTBHE COBEPIIUTH.

[Tepeuriciium OCHOBHBIE XapaKTEPUCTUKHU, OOIIME AJI TAHHOM TPYIIbI TJIaroJioB:
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1. MopanbHble THaroJibl B QHTJUMHCKOM  SI3bIKE  HE  YIOTPEOJSIOTCS
CaMOCTOSITENIbHO 0€3 CMBICIIOBBIX.

2. OtpunarenbHOE U BOMPOCUTEIHLHOE MPEAIOKEHNE ¢ MOJIAIBHBIMU TJIaroJaMH
CTpOUTCS O€3 BCIIOMOTAaTEIILHOTO TJIaroJa.

3. MHorume MomaibHBIE TJIATOJIBI B AHTIUHCKOM SI3bIKE, HE MMEsI COOCTBEHHBIX
dopm Bpemen Future m Past, ucmonp3yroT ¢GopMbl OMM3KHX O 3HAYCHHUIO
TJIaroJioB.

4. MopanpHbIC TJIar0JIbl HE UMEIOT HaualbHON (DOPMBI, HE U3MEHSIOTCS T10 JIUIaM
U YHCTIaM.

PaccMoTpuM OCHOBHBIE MOTANTBHBIE TJIATOJIBI B AaHTIIUHCKOM SI3BIKE C IPUMEpPaMHU.
I'maroa Can

Can. I'maron can o003Ha4aeT yMeHHE, CIIOCOOHOCTh CAeNnaTh uTto-nmmbo. Ha pycckwii
SI3BIK TIEPEBOAUTCS KaK YMETh, MOYb. He mMeeT caMoCTOSITeIbHON (pOPMBI Oy TyIIIEeTOo
BPEMEHH, «IOJIb3yeTcs» ¢dopmoii rimarona to be able to (ObITh CrIOCOOHBIM CrEIATh
YTO-100).

| can drink five glasses of water for thirty seconds.

Can you paint the walls?

I will be able to swim in a week.

He can’t (cannot) answer your question.

I'naroa Could

Could. ®opma mporieaiiero BpeMeHn riiaroja can. Kpome Toro, MoKeT BbIpaKkaTh
BOXKIIMBYIO (hopMy oOparieHus: (B BOIMPOCHTEIBHBIX MPEIIOKCHHUSAX: HE MOTJIH OBl
Bbl), IEPEBOJUTHCS YCIOBHBIM HakjioOHeHHeM (Mor Obl). C momombto riiarosa could
obpasyercs nepdextHas hopma, 0003HaUarOMIAsd BO3MOKHOCTh CeIaTh YTO-IU00 B
TIPOIIIIOM.

She could have given you a piece of advice but she didn’t. Ona moria Obl gaTh TeOE
COBET, HO HE CJeJajia 3TOro0.

Could you borrow me your car for a weekend? He moriu Obl BBl OJOJKHTH MHE
MalluHy Ha HEJEI0?

He couldn’t win the competition yesterday. On He cMor cenaTh TeCT BUepa.
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He could come, | think. [lymato, on Mor ObI U IPUKATH.

It can’t be him! Heyxenu 310 oH?

I'maroa Must

Must. I'maron o6o3Ha4aeT 10T, 00A3aHHOCTH A€NIaTh YTO-THO0 MM PEKOMEHIAIIHIO.
He wmmeer coOctBeHHBIX (hopMm mporneamero u OyAyIiero BpPEeMEH, HCIOJIb3yeT
dhopmel Tiaroia have to.

You must see this new movie, it’s awesome! Tbl mpocTo 0053aH MOCMOTPETH 3TOT
HOBBIN ()UIJIBM, OH KJIACCHBIH!

You must pay you bills in restaurants. Bel H0/DKHBI OIIauMBaTh CBOM CYETa B
pecTopaHax.

I'maroa Have to

Have to. Tak »xe kak um must, uMeeT uUMmnepatuBHOe 3HadyeHue. OaHako have to
0003HAYaeT JEHCTBUE, KOTOPOE HYKHO COBEPIINTH, HO HE Xo4eTcs. B mpomeaniem
BpeMmeHu umeet Gpopmy had to, B 6yaymiem - will have to.

The toothache is unbearable; I have to go to the dentist. bons HeBpIHOCHMA, TTpHIETCS
UJITH K 3yOHOMY.

I'maroa Should

['maron o0o3HauaeT HEOOXOAMMOCTh CHENATh YTO-IU00, BBIPAKEHHYIO B (opme
COBETa. ITO MOXET ObITh U COOCTBEHHOE OCO3HAHUE JAHHOW HEOOXOAMMOCTH.

I think you shouldn’t come home late. /[ymato, Tebe He cienyeT Mo3AHO NPUXOIUTH
ZIOMOM.

I should visit my friends abroad. Mue cienyer HaBeCTUTh Ipy3el 3arpaHHIICH.
I'naroa May

May. O6o3Ha4aeT BEpOSTHOCTh YEro-JIM00 WM pasperieHue Ha 4uro-inbo. dopma
MPOLLIEIIEr0 BPEMEHU OTCYTCTBYET, MOXKET UCIOJIb30BaTh (popMy riaroja might.
May I leave you for a sec? Mory s BaC MOKHHYTbh Ha CEKyHIY?

He may be coming. OH, HaBepHOE, yXKe e/eT.

Might. Ucmonb3yercst s o6o3HaueHus: BepostHocTh. [Ipomenmas dhopma — might
have.

He might call you. On MoxkeT 1 TO3BOHUTH (MOT ObI TO3BOHUTB).
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I'narou Need

Need. [TepeBoauTcs KaKk «HY>KHO». MOET BBICTYIIaTh B POJIM MOAAJIBLHOTO TJIaroJa,
TOT/Ia TIOJUYMHSIETCS TIpaBHJIaM MOJAIBHBIX I1arojoB (need do, need you..?), Moxer
Urpath poib 00brgHOTO riarona (need to do, do you need to...?). Pazuuier mexmy
STUMH QopMamu, B 001IEM, HET.

Why need you leave so soon? Tsl yxoauib, Tak paHo?

To be to. meeT dopmbl mpomeaniero U HacTosmero BpeMeHu. O3HadaeT HEKYIO
JOTOBOPEHHOCTH O YeM-TTH00.

He is to make the report. Ou nowkeH aenaTh T0KjIa1 (Tak OBLIO PEIICHO).

I'maroa Ought to

QOught to. ITpakTruecku He ymoTpeOaseTcs B pa3roBOpHOM peun. BeipaxkaeT coser,
HEO0XOJIUMOCTb.

You ought not to let your children watch TV so much.

I'maroa Shall

Shall. TTomumo cBoeil OCHOBHOUW ()YHKIIMM BCIOMOTATEILHOTO TJaroyia (BpeMeHa
Future), nanHbIi T71aros1 MOXKET UTPaTh POJIb MOAAIBHOTO (YIOTPEOIIEeTCS TOJIBKO C
MIEPBBIM JIULIOM).

Shall I ignore him? Mue ero urHopupoBaTh (MHE CIEIyET €r0 UTHOPUPOBATH)?
I'marosa Will

Will. Tlomumo cBoeil OCHOBHOW (PYHKIIMM BCIOMOTATEIILHOTO IJjiaroja (BpeMeHa
Future), nanHbIi T71aros1 MOXKET UTPaTh POJIb MOAAIBHOTO (YIOTPEOIIEeTCS TOJIBKO C
MIEPBBIM JIULIOM).

Shall I ignore him? MHue ero urHOprpoBaTh (MHE CJIEyET €r0 UTHOPUPOBATH)?

PasBurue HaBbIKOB mucbMa. Writing.

Writing a Letter of Application. Useful Phrases and Tips.

I see from your advertisement in...
I have learned from business associates...

I'd like to apply for this post.
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Please send me further details of the post.

Together with the application.

As you will see from the enclosed CV (curriculum vitae)...

| have considerable experience in this type of work.
| have also attended several conferences on this subject.
| feel | can meet the requirements of this post.
I am currently working for an export firm.
I am looking for a similar post.
Now | wish to change my job.
| speak fluent French and German.
I have basic knowledge of...
I have qualifications in...
| have a diploma in...
I have a degree in...
My typing speed is... per minute.
My shorthand speed is... per minute.
| can operate the computer.
| have used a word processor.
I was born in...
I went to school in...
...where I passed the following examinations...
...In the following subjects...
I went to University in...
...where I studied... as my major.
And... as my minor.
I graduated in the following subjects...
| passed the State exam with distinction.
I failed in the following subjects...
Then I worked for... years for a firm...

I spent... years abroad.
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| was promoted to department manager in 2007.
| was made redundant in 2008.
| have been unemployed since then.
At professional school, I took courses in...
| was trained as a bilingual secretary.
I wish to work for a larger organization with international links.
To improve my career prospects. ..
For personal reasons.
I am looking for a position with more responsibility.
| wish to work abroad.
I wish to improve my chances of promotion.
I’m looking for a post with better perspectives.
I wish to make use of my knowledge of languages.
I have applied for the post of...
Should you wish to invite me for an interview, | can come to be interviewed at any
time.
I can only come to interview on Fridays.
Could I come to interview at a later date?
| shall be available from the 14th June onwards.
I hope that you will consider my application favourably.
| enclose a reference from my previous employer.
| enclose copies of references from my last two employers, and copies of my
diplomas.
The names of two references are given below.
| should be grateful if you would not approach my present employer.
...prior to the interview
...without my prior consent.
I would be pleased to provide you with any further information you may require.
I enclose a stamped addressed envelope.

I enclose a CV, which gives full details of my qualification and work experience.
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I’m 29, unmarried, fit and healthy.
| should be grateful if you would agree to act as a reference on my benefit.

Oo0pa3en KOHTPOJLHOT0 3a1aHUS 0 TeMe 2:

Module 2 Test.

Answer all thirty questions. There is one mark per question.
Vocabulary: Shopping online

1 Choose the six correct words from the box to complete the sentences.

warehouse / bulk / delivery / despatch / discount / enquire / payment / refund

/ return / bargain / stock / sale

1 At that price, the car you bought was a real
2 You cannot get a if you do not send back the goods in their
original packaging.

3 As we are always having storage problems, | think we should build a new

4 If there is a problem with any of the goods you receive, please

them within three days.

5 Our policy is to goods within 72 hours of receiving an order.
6 We offer a 5% on orders over $500.

2 Supply the missing word in each definition.

7 After- service is the help people get from the shop where they have
bought a product.
8 The street is the street of a town where many shops and

businesses are.

9 A -off period is the time when you can change your mind and
cancel an order.

10 A money back IS @ promise by the seller to give you your money

back if you are not satisfied with the goods you bought.
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11  Your credit card are the name, number and expiry date on your
credit card.
12 If you about, you go to different places to compare prices and

quality before you buy something.

13 If the goods you want are out of , It means that they are not
available.
14 If a shop gives you interest-free , It means that you can pay for the

goods after you have bought them, at no extra cost.

15 A IS a person or company that sells goods to people in shops.

Language Review: Modals
3 Match the following sentence halves. Write your answers here:
16 17 18 19 20 21 22

16  Internet shopping is changing the face of business,

17  To be successful in both the online and offline world,
18  If you want to stay ahead of your competitors,
19  You will need your password every time you want to access our website,
20  All our admin staff are trained by our own IT specialists,
21  If you do not want to risk losing important data,
22 Not all consumers are very good at surfing the Internet,
a businesses should try and integrate the two as much as possible.
b so a good website shouldn’t be too complicated.
c so traditional stores need to adapt as quickly as they can.
d so we don’t have to send them on expensive courses.
e so you mustn’t forget it.
f you have to start selling online,

g you must shut down your computer properly every time.

Skills: Negotiating

4 Write the extra incorrect word in each phrase.
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23 We must to have delivery by May 12.
24 How is about paying by credit card?
25  Let’s talk about it the cost of redesigning our website.

26  Could I ask you why do you want to pay that way?

5 Complete the text with the words from the box.

listen / summarise / strategy / aims

Whenever you have to negotiate, you should prepare carefully beforehand. It is
important to let the other side know what you want, so you need to have very clear
(27) .Of course, you should also (28) carefully to the other
side and ask questions if necessary. If the negotiation gets difficult, you may have to
change your (29) Finally, remember to (30) often the points

you agree on.

Tema 3. Companies.

KawueBbie ciioBa: Company, department, company structure, present simple,

present continuous, presentations.

IlepeyeHb KOMIIOHEHTOB MO/YJISI 3JIEKTPOHHOI'0 KYPCAa, KPAaTKAasi AHHOTAILMSA M

METOJUICCKHNEC PCKOMCHIAIINH 110 H3VUYCHUIO MOAVJIA.

% Starting up. Discussion Forum — ¢opym 11 o6CyKISHNH IUTAT, BOIPOCOB TI0

TCMC MOOYJIA. 3I[eCI> Bb1 MoxkeTe BbIpA>KaTb CBOHU MBICJIN, HJICU U BCCTU JUCKYCCHHU.

Reading 3aganust Ha pa3BUTHE HABBIKOB YTCHHS
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& Exercise: Before you read the text: Match the words with their definitions - B

VOPOKHEHUHM  TPEACTaBlI€HAa HOBas AKTUMBHAs  JIEKCHKA, MCIOJb3yeMas B
HIDKecaeaytouemM TekcTe. lIpoBepbTe CcBOM 3HAHHMS 3THUX CIOB CO CIOBapeM U
nox0epure K  HUM  IpeUlaraéMble  ONpENeIeHMs.  3aJaHue  BKJIIOYaeT

ABTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B CUCTCMC

Read the text: M&S Goes Global — texct mis urenus

M Exercise: True or False? Read the text above to decide on the statements - BsiGpas

IpaBUJIBHBIA OTBET, Bbl cMOKeTe NMPOBEPUTH CBOE IOHMMAaHUE IPOUYUTAHHOTO PAHEE
TEKCTa. 3a/JlaHie BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YJIBTATHI COXPAHSITCS B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympaxHeHue Ha 3aKpermeHHe

MIPE/AICTABICHHON B TeKcTe JieKcuku. HeobxoguMo mnogo0paTh 3KBUBAJIEHTHI
MpEeAJIaraéMbIM CJIOBaM UM BBIPAKEHUAM. 3a/JaHHE BKJIIOYAET ABTOMATHYECKYIO

IIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.

Vocabulary and Skills 3amanuss Ha pasBuUTHE W 3aKpEIUICHUE JIEKCUKH H

dhopMUpOBaHUE OTPECICHHBIX YMEHUI U HAaBBIKOB

@l Names of Main Departments and Jobs in a Company — naHHEI MaTepuan

HAaIIOMHHACT KaK MOTI'YT Ha3bIBATBCA OCHOBHBIC OTACJIbI B KOMIIAHMHW M KAaK HA3BaTb

HanboJIee YacTo BCTPCHAIOMMUCCA JOJKHOCTHU

&l Useful Phrases to Describe a Company — npu onucaHuy KOMIIAHUH U COCTABIICHHH

MpEe3eHTallud O HeW 3TU (Ppa3sl U mpumepsl MOMOTYT Bam 3To cnmenaTth jerko u

rpamMoTHO. [Ipyu He0OX0AMMOCTH MaTeprall MOXHO pacreyaTaTb.
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& Exercise: Company Structure and Individuals: Choose the correct answer - BrGpas

MPaBIJIBbHBIN OTBET, BBl cMOKeTe MPOBEpUTH CBOM 3HAHMSI 00 HCIOIB30BaHUH (Ppa3 u

JIEKCUKH T10 JaHHOU TeMe. Pe3ynbTaThl TECTA COXPAHSTCSA B CUCTEME.

B Exercise: Match the expressions with the definitions — comocrasienue ciaoB u

BBIpa)KeHI/Iﬁ C nNoAXOoAmMUMU K HHUM OIPCACICHUAMMU. P C3yJIbTAaTbl HPOBCPAIOTCIA

ABTOMATHYCCKH U COXPAHATCA B CUCTCMC.

M Exercise: Company in Trouble: Fill in the gaps — 3amomHHUTe MPOMYCKH, BHIOPaB

IIpaBHUJIBHBIC, Ha Bam B3I, BapUaHThI CJIOB M3 CIIMCKAa. OHCHKa IMPOU3BOAUTCA

ABTOMATHU4YCCKH.

Exercise: Complete the sentences using the expressions from the activities above -

3aJaHUC IIO3BOJIUT IIPOBCPUTH, HACKOJBKO XOPOIIO Bo1 YCBOUJIN TCMY. Bamia OLICHKAa
COXpaHsiACTCd B CHUCTCMC. KonuuecTBO TONBITOK TakK K€ HE OrpaHU4C€HO, HO

YUYUTBIBACTCA B BUJIC HITpa(bOB.

Listening 3aganus Ha pa3BUTHE HABBIKOB ayIHMPOBAHUS

@1 Listen to the recording — mpociymraiiTe TaHHYIO ayAHO3aMUCh IS BBINOTHEHHS

MOCJIETYIOUIErO YIPAKHEHUS

Exercise: Listen and choose the correct answer - mocie HpPOCITyIIMBAHHMS

ay/Mo3aIicy, BhIOEpUTE MpaBUJIbHBINA, HA Bail B3, OTBET HAa KaXAbli BOIPOC,
YTOOBI TMPOBEPUTH CBOE IMOHUMaHUE. Pe3ynbTaThl yNpaKHEHUS COXPAHATCS B

CHCTCMC.

Language review 3agaHus Ha MOBTOPEHUE M 3aKPEIUICHUE 3JIEMEHTOB IPaMMaTHKH
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Revising Tenses: Study tenses in diagrams — 3TH JguarpaMMbl CXeMaTHYHO

OOBSICHSIIOT HCIIOJIb30BAHHUE BCEX BPCMCH IJiarojia B AHTJIMHCKOM SI3BIKE. MaTepI/IaJ'I

MOJKHO pacriedaTratb 1 UMCTh 1101 pYKOﬁ Ha 3aHATHAX.

Present Tenses: Watch the presentation to understand the rules - mpocmotp 3Toi

oOyuaromedi cepum PowerPoint mpeseHTanuii momokeT BaM MOHATH TpaBHIIa
IrpaMMaTHKN aHTJIMACKOTO $3bIKA, MOYIPAKHATHCS, OTBEUAs HAa BOIMPOCHI 3aJaHHM.

OTa 9acTh HAIIOMHUHAET IIpaBujia 0 HACTOAIIEM BPECMCHHU B AHTJINHCKOM SI3BIKE.

& Exercise: Present Forms: Choose the correct answer - isi BBITIOJHEHHS STOTO

YOPaKHEHHsI BBIOMpaiiTe OAUH M3 IpeajaraéMblXx OTBETOB. B BepxHeil yacTu OkHa

OyJeT IpOoU3BOIUTHCS OLIEHKa Bammx pe3ynbTaToB.

@ Exercise: Present Simple: Match the questions with short answers - mis

BBIIIOJIHCHUA 3TOr0 YIIPaXKHCHUS BBI6HpaﬁT€ OIWH M3 HpcaiaracMbIX OTBCTOB. B

HIKHEH 4aCTU OKHa 6yz[eT IIPOU3BOIUTHLCA IIPOBCPKA Bamux oTBeTOB.

B Exercise: Present Simple and Present Continuous: Complete the gaps - mis

BBITIOJIHCHHUA 3TOT'O YIIPAXKHCHUA BBI6HpaﬁT€ OJHUH H3 IIpcaiIaracMbIX OTBCTOB. B

BEpPXHEH YacTu OKHA OyJIeT MPOU3BOJAUTHCS OllIeHKa Baiux pe3ynbTaTosB.

@ Exercise: Present Simple or Continuous: Correct or not? - BeiOupaiite

MPaBUJIBLHBIN OTBET, YTOOBI MPOBEPUTH CBOE MOHMMAHWE JaHHOW TeMbl. B HmnkHen

qaCTH OKHa BEI HafmeTe IIOACKAa3KH.

@ Exercise: Present Simple vs Present Continuous: Complete the sentences - mus

BBITIOJTHEHHUS ATOTO YIPaXHEHUsI BBIOMpaNTe OJMH M3 MpeajiaraéMbIX OTBETOB. JIJIs
NPOBEPKH PE3yJbTATOB IMOCJEC BBIMOJHEHHUS 3afaHus HaxkmuTe KHOmMKy “Check” B

HWXHEN YaCTHU OKHA.

@ Exercise: Present Simple or Continuous: Complete the sentences - mns

BBIIIOJIHCHUA OTOTO YIIPAKHCHUA BBI6Hp3fITG OJMH M3 IIpCajiaracMbIX OTBCTOB. I[J'Iﬂ
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MPOBEPKU PE3yJbTATOB IMOCJC BBIMOJHEHHS 3aJaHus Haxmute KHOmky “Check” B

HW)KHEH 4aCTH OKHa.

Writing 3aganus Ha pa3BUTHE HABBIKOB IMHUChMa

Preparing for Presentations: Read this information - maopmanms HamomuHaeT

OCHOBHBLIC PCKOMCHIAIIMU I TOIO, YTOOBI IMOATOTOBUTHCA M YCIICHIHO IIPOBCCTHU

HY6JII/ILIHO€ BBICTYIIZICHUC, IIPC3CHTAIIHIO.

@1 Watch the Video: How to Give Good Presentations — o6y4aromiee BH€0, KOTOPOE

noMmoxxer Bam BHUKHYTb B OCHOBHBIC TPYIHOCTH, a4 TaAKXKC n30eKaTh THUITMYHBIX
(01115 (810) 3 IIpHU IMOATOTOBKC Hp€3€HTaHHﬁ u HY6HI/I‘-IHBIX BI:ICTYHJ'IGHI/Iﬁ Ha aHTJIUNCKOM

SA3BIKC.

@l Presentation Tips: Creating a presentation - BocHomb3yHTech CTPYKTYpOil H

HCO6XOI[I/IMBIMH BBIpAKCHUAMMA JIA IIPOBCACHUA IIPC3CHTAIMKM HaA aHTJIUHCKOM

SA3BIKC.

wl Useful Phrases for Making Presentations — 3necs NPHUBOIATCS KIaCCHYESCKas CXeMa

opraHu3anyy Mpe3CcHTAMU 1 OCHOBHLBIC H€O6XOI[I/IMBIG (bpa%l.

[ Exercise: Presentation Phrases: When do you say this? - BeIGpaB mpaBHIbHBIA

OTBET, BBl CMOXETe MPOBEPUTH CBOM 3HAHMS IO JTAaHHOW Teme. Pe3ynbpTarsl TecTa

COXpaHATCA B CUCTCMC.

> Make a Company Presentation — 5To 3amaHme Ha cocTaBieHue Barmei

COOCTBEHHOW TMPE3CHTAIlMM KOMIIAHWHW. BHHMaTeIbHO IPOYMTANTE 3aJaHuC H
BBINIOJTHUTE €ro. JTO HEoOXoauMo crenaTh B Buie Jokymentra MS Word.
[Ipukpenure ¢aiin B ykazaHHOU cTpoke. OH COXpAaHUTCS B CUCTEME M OTBET MOKHO

OyIeT mpoOBEpUTH U OIICHUT.
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E Unit Glossary — rioccapuii aJis 3aloJHEHHS JIEKCUKOW II0 JaHHOH TeMe.

Bcnomuute wnn oTOMpailTe HOBBIE, MHTEPECHBIE CIIOBA 3TOrO0 MOJYJIA, a TaKKe
IOnurta 1 B yueOHuke. JloOapnsaiiTe nx, HE MOBTOPSSA JABAXIbl YK€ H0OaBJICHHBIC

Bammumu ogHorpynnaukamu. Kaxxapiii Bamm Bkitag OyaeT olieHeH.

TI'aoccapuit moavast (Module Glossary).

administration n [U] the activity of managing and organizing the work of a company
or organization

chairman plural -men, chairwoman plural -women n [C] the most important
person on the board of directors of a company, especially in the UK. In the US, this
person is usually called the president of the company

chief executive n [C] the manager with the most authority in the day-to-day
management of a company

Chief Executive Officer (CEO) n [C usually singular] the title of the manager with
the most authority in the day-today management of a company, used especially in the
us.

The job of CEO is sometimes combined with that of president

deputy n [C] someone in an organization who is immediately below someone else,
and who does their work when they are not there — deputy adj [only before a noun]
employee n [C] someone who works for a company, especially in a job below the
rank of manager

employee loyalty n [U] when employees like working for a particular company,
work hard, and do not want to leave

employer n [C] a person or organization that employs people

employment n [U] 1 work that you do to earn money

2 the number of people in an area, industry etc that have jobs, the type of jobs they

have etc
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Pa3Burne Jekcuuyeckux HaBbIkoB. VVocabulary and Skills.

COMPANIES.
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Types of companies
Here is a simplified list of the different types of legal structures for a business.

« Sole trader (Br E) / Sole proprietor (AmE). This is a one person business. The
person may describe themselves as 'self-employed' (e.g. the owner of a small shop),
or as a 'freelancer' if they are a professional who works for different clients (e.g. a

photographer).

« Partnership. A group of people who work together as equals (e.g. a firm of lawyers

or architects). They share the risks and the profits.

* Private company. The shares of the company are privately owned, usually by a
small number of people. These shareholders typically include the founder of the
company, possibly some close family members, and perhaps a few business

associates who provided money for the company.

* Public company (BrE) / Corporation (AmE). These are the large companies that are
listed on stock exchanges like Germany's DAX, France's CAC or the UK's FTSE.
They are called public because anyone can buy their shares. Note: do not confuse a

state-owned enterprise with a public company.
Departments

The list of departments below is typical for many businesses - each one corresponds

to a business function.

Companies also have other departments related to their own particular business

activity.
* Production might also include Purchasing and Quality Assurance (QA).

* Operations refers to all the internal processes of a company and might include, for

example, Logistics.
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» Sales might also include Business Development.
» Customer Services might include Technical Support.
» Marketing might include Market Research.

Communications refers to all promotional activities including a strong focus on
Public Relations (PR).

» Finance has many subdivisions, such as Financial Control, Treasury, Accounts and

Payroll (= managing salary payments).
* Human Resources (HR).

* Information Technology (IT).

» Research and Development (R&D).

* Legal.

As well as departments, an international company may also have divisions organized

according to geographical area or major product lines.
Individuals within the structure

The Chief Executive Officer (CEO) runs the company.

The level below CEO is Chief ... Officer, for example
Chief Financial Officer (CFO).

The CFO is part of the senior management team.

The CFO reports to the CEO (= has the CEO as their boss).

The CFO is in charge of (= responsible for) all the financial side of the business.
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The next level down might be country level for a large international organization, or

departmental level. A job title here might be Sales Director or Head of Sales or
VP (= Vice President) Sales.

The Sales Director for Sweden liaises closely with (= talks to in order to work better
with) the Chief Marketing Officer at Head Office in the States. -

Below this are people with job titles like Manager, Officer, Coordinator, etc. The

words Assistant or Deputy may also occur at any level.
I'm the Business Development Officer for Sweden.

My line manager (= person directly above me / person who | report to) is the Sales

Director.

The Sales Director delegates (= gives) a lot of the work to me.
We say ...

senior people at a higher level

junior people at a lower level

Company culture

The structure of a company is often closely connected to its culture. In a small
company it's easier to be dynamic and innovative, whereas in a large company things
are often slow-moving and bureaucratic. Similarly, if the company is hierarchical
(many levels), then people at the bottom aren't allowed to take initiatives without

permission from their seniors; decision-making and communication are top-down.

If the structure is flat (few levels), then the flow of information can be more bottom-
up.
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In all cases you hope that the company culture is honest, open and transparent (= not

trying to keep things secret).

PasBurHne rpamMarnyeckux HaBbIKOB. Lanquage Review.

BonpocurebHbIE IPEIOKEHUS B AaHTJINHCKOM A3LIKE

MoxHOo BBIJICTIUTH CICAYIOIUEC IIATh TUIIOB BOIIPOCOB.

« Wh- questions uiu Special questions (Bormpock! k mojyIiekaIiemy);

« General questions (0o0miue BOmpock);

« Disjunctive questions win nHade question tags (pa3aenauTesIbHbIE BOMPOCHI);
« Alternative questions (aJbTepHATUBHBIE BOIIPOCHI);

o BOHpOCBI C nIpcajioraMu B KOHIIC.
Wh- questions nim Special questions (CnenuajibHbIe BOIPOCHI)

[TepBBIit TUIT — cHieMAIBHBIE BOIMPOCHI, MO-aHTIMKWCKH OHM 3BydaT Wh- questions
uin Special questions. MHornma ux emé Ha3bpIBaIOT BOMPOCAMHU K MOJICKAIIEMY.
CrienmanbHbI BOIPOC BCErJa HAYMHAETCA C BONPOCUTENIBHOTO CJIOBA, HAalpuMED,

what, who, when, why, where (Yto? Kto? Korga? ITouemy? I'ne?).
When did you come home? (Koraa TsI npuimén qomoii?)
Why don’t you believe me? (Ilouemy Thl MHE HE BepHUIllb?)

Bce stu Bompocel HaumHatorcs Ha WH, BoT mouemy cnenuanbHble BOMPOCHI
HaspiBatoT Wh- questions. R BompocuTenbHBIM CIIOBaM B 3TOM THUIIE BOIPOCOB

otHocutcs Tak:ke how, how much, how long (Kak? Ckoapko? Kak moaro?).

How much money we should pay? (Ckosibko JeHer Mbl JOJKHBI 3aI1aTUTh?)
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Ecnu cnenmanbHbld BONpoc HaunHaeTcss Ha who/what, To mopsiiok cjaoB B Bompoce

IPSAMOM, TaK KaK BOMPOCUTEIILHOE CJIOBO 3aMEHSIET MO IJIeKaIIee.
Who is your doctor? (Ko TBoi1 Bpau?)
B Takom ciyuae who/what paccmarpuBaeTces Kak 3€ JIUIO, €. YHUCIIO.

Ecan BOIIPOCHUTCIILHOC CJIOBO B CIICHIMAJIBHOM BOIIPOCC HE 3aMCHJACT IMOJICIKAICE, TO

IIOCJIe HEero CTaBUTCS BeriomorartenbHbld riaroi (do/does, will(shall), did, have/has u

ap.).
CpaBHure:

Who is standing there? (Kto tam cTout?)

Who did you talk with? (C xem TbI roBopmI?)
Oo6mmue Bonpocel (general questions)

Wx Ha3pIBalOT OOIIMMH, TOTOMY YTO OTBETOM Ha TaKOM BOIPOC MOXET OBITH JIMOO

«gan, JINOO «HET.

Bropoe Ha3Banue 00X Bonpocos yes/no questions. OOIuii BOIPOC HAYMHACTCS C
BCIIOMOTraTebHOro riaroja. [locse 3Toro mojasexkaiiee ik CyObeKT BhICKa3bIBAHUS,

IIOTOM CMBICJIOBOM I'JIarojJl. BTOpOCT@HCHHBIG YJICHBI IPCAJIOKCHUA NAYT B KOHCII.
Do you see me? (Tel menst Buuiin?) — No, I don’t.

Have you been there? (Twr 0611 TaM?) — Yes, | have.

Will you be here when I’m gone? (TsI Oyaeib 31ech, koraa s yiaay?) — Yes, | will.

Taxkum oOGpa3oM, OTBET Ha OOIIUI BOIPOC COACPKHT «Ia» WU «HET», a MHOTJA H

BCIIOMOTaTeJIbHBIN IJ1aroJl.
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Ho! Tmarom to be B HacTosdlleM W TMpOILIEAINIEM BpEeMEHHM He Tpedyer

BCIIOMOTATEIbHBIX IJIaroJioB.
Is he your friend? (O T8Ot 1pyr?) — No, he isn’t.
Paznenuresnbuble (disjunctive questions)

Bropoe HaszBanme - question tags (BOMpPOCHI ¢ XBOCTUKOM). A tag — CBO€OOpa3HBIi
XBOCTHK, KOTOPBIA CTaBUTCS IMOCie Bcero npensoxkeHus. CTOSTCS 3TU BOMPOCHI 1O

TUITy OTPULIAHUE — YTBEPKACHUE, U HA0OOPOT.

BTOpaH 4acTb MPCAIOKCHHA NOJKHA COOTBCTCTBOBATHL TOMY, YTO BXOAWUT B COCTAB

CKa3yeMoro.
You are ok, aren’t you? (C To00i1 BCE B OpsiJIKE, HE TaK JU?)

He knows my real name, doesn’t he? (On 3HaeT MOE HacTosIIIee UMSI, HE TIpaBAa Jin?)
These people don’t know me, do they? (31u mroau MeHs HE 3HAIOT, TaK BEJb?)

Tag WM XBOCTUK MOXKET TEPEBOAMTHCA Pa3HBIMU crocobamu. B ocHOBHOM,
BO3MOYKHBIE€ MIEPEBO/IBI: HE TaK JIM? HE npasaa au? Tak Beas? Ho B pycckom nepeBoie
BO3MOKHO HE€ HCIOJIb30BaTh XBOCTHUK, BCTaBUB CJIOBO «BElIb» B CEpEAUHE

MPEIOKEHMUS.
We are young, aren’t we? (MsbI Besib MOJIO/bIE?)

VY napeHue B Takux BOIIPOCaX JIOHKHBI MA1aTh HA BTOPYIO YacTh.
AnbTepHAaTHBHBIE BONPOCHI (alternative questions)

OTnuuuTtenvHas 4epTa TaKUX BOIPOCOB — HajJuyue coro3a «wim» (or). Ha takoi

BOIIPOC HEJIB34 OTBETUTHb OJHOCIOKHO, 00s13aTeJIbHO HY>XHO CACJIAaTh BBI60p.
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Are you going to go there by plane or by car? (Tel cobupaenibcst 100upaThCs TyAa Ha

camoJjieTe uiu Ha MamrHe?) — [’m going to go there by plane.
Is she your wife or not? (Ona TBOs *eHa wian Het?) — She is my wife.
Bonpocsl ¢ npeajioraMu B KOHIIE

Nx MoOxHO OBUIO OBl M HE BBIICIIAAT B OTACJIBHYIO KaTCropuro, OAHAKO HX

COCTABJICHUC OTJIMYACTCA HCKOTOPBIMHA OCOOECHHOCTSIMH.

[Ipeasior cTaBUTHh B KOHIIE, €CIIM CMBICJIOBOW TJIarojl MMeeT OCOOCHHBIA MpeJIor.
Hanpuwmep, to look for (uckats uto-T10), look at (cmotpets Ha), to think of (mymarts o

4éM-T0), to think about (mymaTs 0 KOM-TO) U JipyTHE.

What are you looking at? (Ha uto T cMOTpHIIIE?)

What are you looking for? (Yro TbI uieis?)

Kax BugHO Ha mpuMepax, MpeaIor KOHIIE H3MEHUI CaM CMBICTT BOTIpOCa.
What do you depend on? (OT K0oro Thl 3aBUCHIIIE?)

Who are thinking about? (O KoM TbI 1yMaeliib)

UroOsl mpumaTth BOMPOCY OCOOBIA TOH WM BBIACIUTH OTAEIBHOE CJIOBO B

AHTJIMACKUX BOMPOCAaX, UCIOIB3YUTE UHTOHALMIO.

PasBurne HaBbIKOB nmucbma. Writing

Presentation Texts. Useful Phrases and Tips.

1. Key language for Introduction

Greeting

Good morning/ afternoon/ evening, ladies and gentle men.
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- Hello/ Hi, everyone.

Name and position- Let me just start by introducing myself. My name is.....
- As some/ most of you already know, [ am .....

- I’m in charge of/ responsible for .....

Title/ Subject - The title/ subject/ topic of today’s presentation/ talk is....
- Today, I’d like to speak about...

- What I’d like to speak about is...

Objective - The objective of this presentation is to present...

- This talk will act as a springboard for discussion.

- The aim today is to give some background about...

Length of Presentation - The presentation will take/ last about... minutes.
- I will speak for about ....minutes.

- I plan to be brief. About ...minutes.

Link to start - OK. Let’s start with the first point which is...

- All right. We can begin by looking at...

2. Useful expression for signaling — linking the parts

Opening a new section - Let’s now look at ...

- Now I want to turn to...

- This brings me to the third and final point which is...



Sequencing ideas - First/ Second/ Third/ Then/ Next/ Finally...

- The first/ second/ third/ final point is...

Exploring a lots of points - In relation to.../ With respect to....

- Regarding.../ Concerning...

Adding ideas - In addition to this.../ Moreover...
- However.../ Despite this...

Going back - Let me now return to...

- Let me now come back to...

Ending a section - Right/ So/ Well/ OK....

That’s all I wanted to say about...

- I think that covers everything on...

- I think that deals with ...

- To summarize, ...

3. Expressions for highlighting and emphasizing
Focusing - I’d like to emphasize/ stress ...

- I should reiterate/ repeat ...

- It is critical/ essential to understand ...

Repetition - This is a very, very difficult problem.

- We thought for a long, long time about this.
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- We need to do something and we need to do it now.
Simplifying - To be honest.../ Frankly speaking...,

- Basically, .../ To put it simply, ...

- Believe me, ...

Analyzing - Let’s look at this more closely.

- What does this mean exactly?

- In other words, ...

Oo0pa3en KOHTPOJBLHOI0 3aJIaHUs M0 TeMe 3:

Module 3 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Describing companies

1 What does each of these comments refer to? Write the appropriate word or

phrase from the box next to the comment.

competition / customer service / head office / investment plan / market share /

profit / share price / subsidiary / turnover / workforce

1 It was particularly hard hit during the recession last year, when it fell to an all-
time low of $8.5.

2 We’ve already got five in South America, and we’re opening a new one in

Mexico next month.
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3 It increased by 5% to $61 million last year, but unfortunately our profit figures

are not so impressive.

4 That’s where they make most of the important decisions, of course.

5 If we buy out our local competitor, it will increase to 33%.

6 Two thirds of it are women.

7 If we don’t produce and sell more than 10,000 sets a year, we won’t make any.

8 We need to think carefully about all the options and make sure it’s ready for

the board meeting next week.

9 They do everything to make their clients satisfied, so I’'m not surprised they are

praised for it.

10  It’s really fierce in our business sector, but so far we’ve managed to stay ahead

of it.

Language Review: Present simple and present continuous

2 Complete this e-mail. Write the verbs in brackets in the correct tense (Present

simple or continuous).

Hi Sam,

We (11) (have) a fantastic time here in Beijing.

The conference itself (12) (not start) until next Wednesday, so |
(13) (take) the opportunity to learn some Chinese. In fact, | (14)
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(attend) a conversation class every morning, and | think |

(15) (make) good progress.

Klaus and Ana (16) (not stay) at the same hotel. We (17)

(see) each other at head office every afternoon. We (18)

(meet) a lot of interesting people there and (19)

(talk) about the future of our companies. People here (20)

(like) to look ahead, and that’s great.

Tomorrow afternoon, we (21) (meet) Sarah Li to discuss our

investment options. | (22) (not think) it’s going to be very easy, so

I (23) (need) to be prepared.

We (24) (wish) you were here with us already. (25)
you (arrive) next Thursday as planned?

Talk soon,

Max

Skills: Presenting your company
4 Match the two halves of these phrases. Write your answers here:

26 27 28 29 30

26  First, | want to give you
27  Secondly, I'll talk

28  Finally, I want to look
29  I’ll be pleased to answer

30  Thanks very much
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a at our future plans.

b for listening to my talk.

Cc any questions at the end of my talk.
d about our new subsidiaries in Asia.

e some basic information about our activities.

Tema 4. Great ldeas.

KmioueBsnle ciioBa: Great ideas, formal meetings, past simple, past continuous,

writing e-mails.

IlepeyeHb KOMIIOHEHTOB MOYJISI 3JIEKTPOHHOI'0 KYPCa, KPAaTKAasi AHHOTALIUS M

METOANICCKHNEC PCKOMCHIAIINH 110 H3VUYCHUIO MOAVJIA.

% Starting up. Discussion Forum — dopy™ 11 oOCyKIEHHI IIUTAT, BOIPOCOB TI0

TCMC MOIYJIA. ?)I[GCB Bb1 Moxete BBIpAKAaTb CBOH MBICJIM, HACH U BCCTHU JUCKYCCHH.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHUS

M Exercise: Before you read the text: Match the words with their definitions - B

VIOPOKHEHUU TPEJCTAaBICHA HOBas aKTHMBHAsA JIEKCMKA, HCIIOJb3yeMas B
HIKecaeaytomem Tekcre. [IpoBepbTe CBOM 3HAHUS ATUX CJIOB CO CJOBApEM U
nogdOepuTe K HUM  TIpejiaraembie  OmNpejesieHus.  3ajaHue  BKIIIOYAeT

aBTOMATHYECKYIO POBEPKY, PE3YIIbTATHl COXPAHITCS B CUCTEME

Read the text: Inventors Who Did not Get Mega-Rich From Their Inventions —

TCKCT OJI1 YTCHUA
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M Exercise: True or False? Read the text above to decide on the statements - BsGpas

HpaBHHBHBIﬁ OTBCT, Bb1 cMoxkeTe IMPOBCPUTHL CBOC IMMOHMUMAHUC ITPOYUTAHHOI'O PAHCC
TCKCTaA. 3aIlaHHe BKJIIFOYACT aBTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B

CHCTCMC.

M _Exercise: Find words or phrases in the text — ympaxHeHHe Ha 3aKperieHHE

Npe/CTaBICHHON B TeKcTe Jekcuku. HeoOxomumo momoOpaTh SKBHBAJICHTHI
OpeaaracMblM CJIOBaM M BBIPAXKCHUAM. 3aJaHHE BKIKOYACT aBTOMATHYECKYIO

IIPOBEPKY, PE3YJIbTAThl COXPAHATCS B CUCTEME.

Vocabulary and Skills 3amanus Ha pa3BUTHE W 3aKpCIUICHUE JICKCUKH |

(dhopMUpOBaHUE ONPEIEICHHBIX YMEHUN U HABBIKOB

@1 Watch the video: Formal Meetings — 1anHas cepus BHAEO OYeHb TIOJNE3HA TEM, UTO

SABJISIETCA OOYYalONIMM MaTepualioM, C Pa3bsCHEHUSIMU U Ppa300pOM 3JIEMEHTOB U
¢dbpa3 KOMMEHTATOPOM, BCJE 3a KOTOPbIM Bbl MOXeTe MOYIPakKHATHCS B TOBOPEHHH.

DTOT CrokeT NocBslieH TeMe «OduinanbHbIe BCTPEUn».

] Useful Phrases: Meetings: Learn and remember - 3mecs HanomuHarotcs (passl,

KOTOpPbIE YacTO HCIIOJIb3YIOTCS BO BpeMsi BcTped M coOpanwuil. Ilocrapaiitech ux

HU3Yy4YUThb U 3alIOMHUTE.

Exercise: Types of meetings: Find the definitions - BeimonHuTE ynpakHEHHE
OHJIAMH I TPOBEPKM CBOWMX 3HAHWM BBIPAXKECHHMM [JI1 NPOBEACHUS BCTPEY H

coOpaHHii, KOTOpbIE YITOMUHAIUCH BBIIIIE.

Exercise: Meetings: Common phrases: Complete the sentences - BBINOJIHUTE

YIIPAXXHEHUE OHJIAMH U1l MPOBEPKHA CBOMX 3HAHWUM BBIPAXKECHUMN ISl MPOBEACHUSA

BCTpEY M COOpaHMiA, KOTOPHIE YIIOMUHAJIIUCH BHIIIIE.
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Exercise: Meetings Effectiveness: True or false? — npoBepbTe cBOM 3HAHHS 00

OCHOBHBIX KpUTEpHSIX OlLEHKA 3(dexTuBHOCTH coOpanuil. JlaHHOe 3amaHue
olieHMBaeTca. Bbl MokeTe cenaTh HECKOJBKO MOIBITOK, OJHAKO HOBas IMOMBITKA
nociie Hakatus KHOMKH «OTIpaBUTh BCE M 3aBEPIIMTH TECT» IMOBJIEYET 3a COOOMU

mTpaQ), T.C. IOHMKCHUC OIICHKU.

@1 Watch the video: How to Conduct Effective Meetings? - ns 3akpemnienus Temsl

MOAYJIL ITPOCMOTPUTC HOOIIOJIHHUTCIBHOC BHICO «Kak IIPOBOJAHTH 3(1)(1)CKTI/IBHI>I€

CO6paHI/I$I?». BaumarensHO CICAUTC 3a COBCTAMH, KOTOPHBIC 3BYYaT.

wi How to Conduct Effective Meetings?: Complete this wiki - 3mech npennaraercs

npoBecty Wiki-auckyccuto. [IpocMOTpeB BHIEO BBIIIE, 3alOJHUTE JaHHBIA pa3zed
COBETaMU O TOM, Kak IPOBOJAHUTH cOOpaHus W BcTpeud 3PdekTrBHO. Kaxabii
YYAaCTHHK MOKET BHECTH CBOM BKJIaJ. Bbl Moxkere q00aBIATh COBETHI HE TOJBKO U3

(¢unapMa, HO U CBOU COOCTBEHHBIE.

Listening 3aganus Ha pa3BUTHE HABBIKOB ayIHPOBAHHUS

@1 Listen to the recording — mpocnymaiite TaHHYIO ayaHO3aMKCh IS BBHITOTHEHHUS

MOCJEAYIOUIETO YIPaXKHEHHUS

M Exercise: Listen and choose the best answer - mocne mnpocTymIMBaHHS

ayJIM03alncH, BHIOEpUTE NPABUWIbHBIN, HA Barm B3risa, oTBET Ha KaXKIbIi BOIPOC,
yTOOBl TPOBEPUTH CBOE IMOHUMaHUE. Pe3ynbTarhl yHpakKHEHUS COXPaHSATCS B

CHUCTCMC.

Language review 3aiaHus Ha IOBTOPEHUE U 3aKPEIUICHUE 3JIEMEHTOB IPAMMATHKH
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Past time: Watch the presentation to understand the rules - mpocmoTp 3ToM

oOyuatomedi cepum PowerPoint mpeseHTanuii momoxkeT BaM MOHATH TpaBHMIa
rpaMMaTUKHA aHTJIMHACKOTO $I3bIKa, TOYIPAXKHATHCSA, OTBEUYash Ha BOMPOCHI 3aTaHHA.

DTa 4acTh HAaIIOMHUHAET IIpaBuJia O MpomecameM BPpCMCHU B AQHTJIMMCKOM SI3BIKE.

B Exercise: Past Simple Verbs: Match the items - s BBITOJHEHHS STOTO

YOpaKHEHMsI BBIOMpaiTe OAUH M3 IpeajaraéMbIX OTBETOB. B BepxHeil yacTu OKHa

OyZeT Mpou3BOIUTHCS OlleHKa Bammmx pe3ynbraros.

@ Exercise: Irregular Verbs: Fill in the spaces - 11t BBIIOJHEHUS STOTO YIIPaKHEHUS
BBIOMpANTE OJWH W3 MpeajaraéMblx OTBETOB. B BepxHel wyacTu OKHa Oyjer

MIPOU3BOJIUTHCS OIlEHKa Balux pe3ynbTaToB.

@ Exercise: lrreqular Verbs: Complete the sentences - s BBIIOJHEHUS ITOrO

YOpaKHEHHsI BbIOMpaiiTe OAUH W3 MpeajaraéMblX OTBETOB. B BepxHeill yacTu OKHa

6y,Z[CT IIPOU3BOAUTHCA OLICHKA Bamux PE3YJIbTATOB.

[ Exercise: Past Simple: Fill in the spaces - s BHITOTHEHHS 3TOTO YHPAKHEHHUS

BBI6HpaﬁTG OJWH H3 IpcajiaracMbIX OTBCTOB. B BerHeﬁ JaCTH OKHa 6y,[[eT

IIPOU3BOAUTHCA OLICHKA Bammx PE3YJILTATOB.

@ Exercise: Past Continuous: Match the sentence halves - s BeIOJTHEHUS 3TOrO

yIOpaKHeHUs] BBIOMpalTe OJWMH W3 IIpe/yiaraéMbIX OTBETOB. JIJIsI MpOBEpKH
€3yJIbTATOB IIOCJIE BBIMOJHEHUS 3aMaHusd HaxMuTe KHomky “Check” B HumxHel
pe3y y

qaCTH OKHaA.

@ Exercise: Past Simple or Past Continuous: Write the correct form - mus
BBITIOJIHEHUSI TOTO YMPAXHEHUsI BRIOWpANTE OJWH W3 MpejjiaraeMbix oTBeTOB. J[iis
MPOBEPKU PE3YJIbTATOB IOCIE BBINOJHEHHUS 3aJaHus Haxmute KHOmKy “Check” B

HIHKHEW YaCTH OKHA.
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Writing 3aganus Ha pa3BUTHE HABBIKOB IMHCHMa

@1 Writing E-mail Messages - Video Instructions — mpocMoTp JaHHOrO BHIEO

nmoMokeT BaM MoHSITE OCHOBHBIE OCOOCHHOCTH HAITMCAHUS ACJIOBBIX 3JICKTPOHHBIX

IIACEM U IPOJIEMOHCTPUPYET HATJISIAHBIA IPUMED.

Watch the Presentation: How to Write E-mails in English — npocmorp mannoi

PowerPoint mpe3enranuu momMoxeT BaM MOHATH OCHOBHBIE 0COOCHHOCTH HAITUCAHHSI

ACITOBLIX 3JICKTPOHHBIX ITMCCM.

B Useful Phrases to Write E-mails — BeipaxkeHns, KoTopsie IOMOTyT BaM rpaMoTHO

Hanmcath e-mail. [Tpu HeoOXoAMMOCTH MaTeprall MOXKHO pacrieyaTarhb.

M Exercise: Writing E-mails: Answer the questions - s BBIMOJHEHHS 3TOTO

YIOPaKHEHHsI BBIOMpaiiTe OAMH M3 MpejiaraeéMblX OTBETOB. B BepxXHeil 4acTH OKHa

OyJeT IpOoU3BOIUTHCS OLIEHKa Bammx pe3ynbTaToB.

Exercise: Starting E-mails: Choose the best phrase - 3amanue T103BOJIUT

MPOBEPUTH, HACKOJIBKO XOopomo Bel ycBownm temy. Bama oneHka coxpaHsercs B
cucreMe. KonuecTBO MOMBITOK Tak € HE OrPaHUYEHO, HO YUYUTHIBACTCS B BUE

mTpados.

Exercise: Ending E-mails: Choose the correct phrase - 3amaHue T103BOJIUAT

IMPOBEPHUTH, HACKOJILKO XOpOMIO Brr YCBOHIIN TCMY. Bama OLICHKa COXPaHsACTCS B
cucteme. KolnMuecTBO MOMBITOK TaK K€ HE OI'PaHUYCHO, HO YUHUTBIBACTCA B BHIC

mTpados.

% Write Your E-mail — »sTo 3amamme Ha Hamucanume Bamrero CoGCTBEHHOTO
AJIGKTPOHHOTO MHChMA. BHUMATEIIbHO TIPOYHMTANWTE 3aJaHUE W BBIIOJIHUTE €r0. JTO
HeoOXoauMo crenath B Bujae mokymenta MS Word. [Tpukpenure daiin B ykazaHHOM

CTPOKEC. On COXpPaHUTCA B CUCTEMEC U OTBCT MOZKHO 6y,[[€T IIPOBCPUTH U OLICHUTD.
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E Unit Glossary — rioccapuii aiis 3amoJHEHHS JIEKCHUKOW I0 JaHHON TeMe.

Bcnomuute win oTOMpaiiTe HOBBIE, MHTEPECHBIE CJIOBA 3TOr0 MOAYJS, a TaKXKe
IOnura 1 B yueOnuke. JloGapnsiiTe ux, HE MOBTOPSS JABAXKIbI y)Ke T00aBICHHBIC

Bammumu ogHorpynnaukamu. Kaxapiii Bamm Bkitag OyaeT olieHeH.

I'aoccapuit moavast (Module Glossary).

competitive adj 1 used to describe situations where companies, countries etc are
competing

2 a competitive price is similar to or less than other companies’ prices

competitive advantage n [C] something that helps you to be better or more
successful than others

competitor n [C] a person, product, company, country etc that is competing with
another

concept n [C] an idea for a product, business etc

innovate v [I] to design and develop new and better products

— innovator n [C]

innovation n 1 [C] a new idea, method, or invention

2 [U] the introduction of new ideas or methods

innovative adj 1 an innovative product, method, process etc is new, different, and
better than those that existed before

2 using clever new ideas and methods — innovatively adv

HUcTounnku napopmManum:

1. Grant D. and McLarty R. Business Basics. Student’s Book / D. Grant and
R.McLarty. — Oxford: Oxford University Press, 2011.
2. Hollett N. Business Objectives. Student’s Book / N. Hollett. — Oxford: Oxford

University Press, 2011.
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Kotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —USA, 1994.

Lannon M., Tullis G., Trappe T. Insights into Business / M. Lannn, G.Tullis,
T.Trappe. — England: Longman, 2007.

Longman Business Dictionary. — England: Longman, 2009.

Mascull B. Key Words in Business / B. Mascull. — Birmingham: The
University of Birmingham, 1999.

Powell M. Business M atters. Business Course with Lexical Approach.
Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.

Powell M. Presenting in English. How to Give Successful Presentations / M.

Powell. — London: Language Teaching Publications, 2007.

Royan J. and Richards J. Business Studies Today / J. Royan and J. Richards. —

Cambridge: Cambridge University Press, 2008.

10.Tullis G., Lannon M. Insights into Business. Workbook / G. Tullis, M. Lannon.

— England: Longman, 2007.

PasBurue Jexkcunueckux HaBbIkoB. VVocabulary and Skills.

GREAT IDEAS.

Creating and Manufacturing

A manufacturing company ...

buys/purchases

raw materials, parts and components from a supplier

It then uses these to ...

make/ produce/ manufacture
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- products/ goods
- inan factory | plant/ facility

- using machines/ machinery | equipment

The Production Manager ...

controls the whole process, for example by making sure that the correct
machine tools are used for each batch (= group of items produced at the same
time)

- can speed up or slow down the production process

- tries to reduce or eliminate waste

- tries to minimize inventory in order to reduce storage costs

Note that 'inventory' = raw materials + unfinished work + finished work (stock) in the

warehouse.
Inside the factory...

- trucks arrive at the loading bays where they unload

- fork-lift trucks carry parts on wooden pallets from the loading bay to the
storage area

- parts are taken from the storage area to the individual workstations on the

assembly line

Manufacturing has changed a lot. In the old days a company would make the number
of products it thought it could sell, then transfer them to a warehouse, waiting for
customer orders. However the goods often remained unsold because customers

wanted other products - not the ones in the warehouse.
And storage costs were very high.

The modem approach is different. It combines ‘just-in-time' with ‘lean

manufacturing'. 'Just-in-time' means that products are made as a response to a
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customer order. Everything is done only when it is needed and inventory is kept to a
minimum. 'Lean manufacturing' means no waste. Waste is not just useless material
lying on the factory floor - it is anything that the customer is not willing to pay for. If
something extra might add value for the customer, check first that the customer really

wants it.
Production or assembly?

Another big change is that 'production' nowadays almost never means making a

complete product in one place. Take the automobile industry as an example.

In the 1950s the factory would have parts and raw materials at one end, an assembly
line in the middle, and the finished cars at the factory gate. The whole plant would be
in the car maker's own country. Nowadays things are different. Globalization means
that production of car parts, components, and subassemblies like engines is
outsourced (= subcontracted) to factories all over the world. After production, these
parts are then shipped to other countries where they are assembled. After assembly,

the finished goods are shipped again to their final markets. The question is:
What still happens in the car maker's own country?

The answer is often this: no production, no assembly, but coordination of the whole

process (the global supply chain).
Quality control or quality assurance?

The phrase 'quality control' emphasizes the testing of products to uncover defects.
The phrase ‘quality assurance' (QA) is a more modem term, and it means getting
things right first time. In other words, making sure that all the processes in the
company work as efficiently as possible so that mistakes do not occur in the first
place. If they do, then the process itself needs to be changed to avoid the mistake

happening again.

63



A key idea of QA is that a product should be ‘fit for purpose'. This means that it
should do the job it was designed to do, and do it well. But there is no point having an

unnecessarily high quality that would be expensive and difficult to achieve.
We say...

inspect / check a product

find / detect | uncover a defect / fault

remove then replace a faulty part

And note this common word:

rework (v) (do work again because of a defect)

rework (n) (the work that you do again)

PasButHe rpamMaTndyecknx HaBLIKOB (Language Review).

BpeMeHa aHTIMHCKOro SA3bIKA ¢ IPUMEPAMHA U MEePEeBOI0OM HA PYCCKHH A3BIK

Present Simple (Present Indefinite) - Hacrosimee IIpocroe.

Kax obOpazyercs:

I ¢opma enazona. [annas ¢opma ucnonvzyemcs 60 6cex auyax u yuciax, Kpome

COUHCMBEHHO20 YUCIA MPembe20 IUYd: mo20a npubasiaomcs OKOHYAHUs — S, -€S.
Koraa ynorpe06asiercs.

1. JleficTBHE MPOMCXOAMWT C OMPEICICHHOW NEPHOJAMYHOCTBIO. YTIIOTPEONSIeTCS C
TaKMMU HapeuusiMu Kak always (Bcerma), rarely (peako), often (wacto), usually
(0ObIYHO), never (HUKOTJA) U T.1., KPOME TOTO, CO CIOBOM every (every day, every

month, every year u T.11.)
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She never listens to me. - Ona HEKOT]a MEHS HE CITyIIIAeT.

| always go abroad in summer. - JletoMm s Bceryia €3)Ky 3arpaHuiry.

He goes to the theatre every weekend. - OH XoauT B TeaTp KaXK/bIe BEIXOIHEIC.
2. JleficTBHE HAy4YHO JIOKa3aHO.

Water boils at 100 degrees. - Boxa kumnut npu 100 rpagycax.

3. OnmchIBaeTCs MOCIEI0BATEIBHOCTD ICHCTBUI.

| get up, wash my hands and face, have breakfast etc. - f Bcraro, ymbIBaroCh,

3aBTpaKaro U T.JI.

Present Continuous - Hacrosiimee ITpoaoJsskeHHOe

CJ'IGIIYCT OTMCTUTDL, YTO HCKOTOPLIC HACTOAIINC BPCMCHA AQHTJIMMCKOTO SI3bIKa MOI'yT

0003HauatTh OyyIiee.

Kax obOpazyercs:

enaeon to be + I oopma enazona + ing oxonuanue.

Korna ynotpebnsiercsi: 1.netic

TBHE IMPOUCXOIUT B TAHHBI MOMCHT.

| am watching TV now. I ceituac cMOTPIO TEIIEBH30D.

2. NecTBUE MPOU3OUICT B CKOPOM OyAyIlleM, KOTOpOe 3aruiaHupoBaHo (!).

| am flying to New York next month. B ciexytomem mecsinie s tedy B Hpro-Iopk.

PasButHe HaBbikOB mucbma. Writing.
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Writing E-mails. Useful Phrases and Tips.

Writing to your partner

Start: Use the person's first name or nickname
Ending: "Take care", or "Love", or "Thinking of you™
Signature: Your first name, or nickname

Writing to a friend

Start: Use the person's first name

Ending: "Best wishes", or "Yours", or "Take care"
Signature: Your first name

Writing to someone in your own company

Start: Use “Dear” followed the person's first name (in a few companies you might

need to be more formal, but this is rare in the UK)
Ending: "Regards", or "Best wishes"

Signature: Your first name and last name, and below this your job title and

department, and phone number (or extension)

Writing to someone in another organisation or someone in a formal position of

responsibility

Start: Use “Dear” followed by the person's title (eg: Mr, Mrs, Ms, Dr) and surname
(eg: Smith), or just "Sir/Madam" if you don't know the name.

Ending: "Regards”
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Signature: Your first name and last name (you might add your title after this in

brackets if you want to make it clear if you are a man or woman).

Below this your job title (if appropriate) and contact details (you may want to include

your telephone number or address)

First remind the reader of the first of the first contact or previous meeting:
- It was good to meet you at the seminal in Paris

- Do you remember we met at the Expo presentation?

- We spoke at the recent conference.

- In reply to your request I can confirm that...

- Thank you for sending me you catalogue...

- Thank you for your interest in our products/company

- Thank you for your e-mail of the (date)

- Further to our phone call (if you have spoken to the person on the phone)
- Following our (telephone)conversation on(date)

Open the e-mail: reasons for writing

- [ am writing to apply for a position in your firm as .... (seeking employment)
- | am writing to complain about (complain about services received)

- I am sorry | was not available to take your call yesterday.

- | am sorry for the delay in replying to your e-mail

- Thank you for your e-mail. There is a point I don’t quite understand
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- | am writing to confirm arrangements.

- I would like to check some details with you

- | am sorry to inform you that we have to cancel this order

- Could you please send me information on your products and services?
Documents are attached in an e-mail and enclosed in a letter:
- Please find attached/enclosed the report as requested.

- The report is attached.

- I’ve attached a copy of the documents ....

Saying sorry and giving bad news:

- I’'m sorry I did not send this earlier

- I’m sorry I could not contact you earlier.

- Please accept our/my apologies for...

- We/l regret to inform you that...

Request of action:

- Could you please call me later today?

- Please confirm that the arrangements are OK.

- Could you let me know as soon as possible?

- Could you call me?

- Please reply as soon as possible.
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Other useful phrases to end an e-mail
- Please do not hesitate to contact us if you have any queries.

- Please let me know if you have any queries

Oo0pa3en KOHTPOJBLHOI0 3aJaHUS 10 TeMe 4:

Module 4 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Verb and noun combinations

1 Complete the sentences with the phrases from the box.

win an award / enter a market / protect the environment / meet a need /

reduce waste

1 This new product will enable our company to

of 60 million consumers.

2 Our new model is based on a brilliant idea, and I’'m sure it will

for innovation.

3 Lesco develops mobile phones which really aim to

, to satisfy consumer demand.

4 In the past, our company threw away tons of used paper every year but now,
thanks to selective recycling, we can by almost 75%.

5 The clean technologies we have adopted will

by cutting the amount of fuel and dangerous chemicals we have to use.
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2 Supply the missing noun in each sentence. The first letter is given.

6 Senovo Pharmaceuticals say they are going to make a major

b in the treatment of cancer with a new drug developed in India.

7 Our customers simply want more choice, so we have to extend our product

8 We noticed that demand for this kind of camera was increasing all the time, so

we just took a of the opportunity and launched a much better

model.

9 People buy our office supplies because they raise their s

.They give them a more upmarket image, in other words.

10  There is absolutely nothing like our new cleaning product available in shops. It

really fillsa g in the market.
Language Review: Past simple and past continuous

3 Complete this text. Write the words in brackets in the correct tense.

Manuel Ayala (11) (develop) the new drug LKJ in 1998 while he
(12) (do) some research at the university of Santiago. In the next
two or three years, he (13) (write) a lot of articles about it and (14)

(give) talks at conferences around the world. One day when

Manuel (15) (tour) Australia, the CEO of a large pharmaceutical
company (16) (invite) him to work at their laboratories in
Melbourne. Manuel (17) (explain) that he (18)

(work) on an exciting project in Santiago and that he (19) (need)
six months to see it through. In 2002, he (20) (go) to Australia on
his own. His wife Miguelina (21) (stay) in Santiago for another
year because she (22) (write) her doctoral dissertation. As soon as
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she (23) (arrive) in Melbourne, she (24)

(apply) for jobs in marketing. However, she (25) not have) much

luck and o) decided to start her own agency.
Now, both Manuel and Miguelina have a job that they enjoy and they make a good

living, but they often miss Santiago.
Skills: Successful meetings

4 Complete the following phrases using the words in the box.

recap / item / favour / feel / purpose

26  The of this meeting is to discuss the launch of our new
model.

27  Most of us are in of May or June.

28 How do you about this?

29  The next on the agenda is promotion.

30 OK, let’s on the points we’ve covered so far.

Tema 5. Stress.

Kiroueble ciioBa: Stress, workplace, participating in discussions, past simple,

present perfect, formal letters.

IlepeyeHb KOMIIOHEHTOB MO/YJISI 3JIEKTPOHHOI'0 KYPCA, KPAaTKAasi AHHOTAILMS M

METOAUICCKHNEC PCKOMCHIAINH 110 U3VUYCHUIO MOAVJIA.
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2 Starting up. Discussion Forum — dbopym amst 06CYKIEHHil LHTAT, BOIPOCOB 110

TEMC MOOYJIA. 3I[CCB Br1 moxete BbIpaKaTb CBOW MBICIIU, UJICU U BECTU JUCKYCCHUM.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHS

& Exercise: Before you read the text: Match the words to their definitions — B

YHpPaA)KHCHUH MNpcaACTaBJICHA HOBAasd  aKTHBHAasA  JICKCHUKA, HCIIOJIb3yCMasd B
HWKXCCIICAYIOIICM TCKCTC. HpOBepre CBOM 3HAHHA O3TUX CJIOB CO CJIOBApPEM H
HOI[6epI/ITe K HHUM mpcaaaracMbIC OIIPpCACIICHUA. 3a,Z[aHI/I€ BKJIIO4acT

ABTOMAaTHYCCKYIO IIPOBCPKY, pC3YJIbTAThI COXPAHATCA B CUCTCMC

Read the text: “Stress At Work - How to Deal With Stress in the Workplace” —

TCKCT OJIsd UYTCHUA

& Exercise: True or False?: Read the text above to decide on the statements - BriGpas

HpaBHHBHBIﬁ OTBCT, Br1 cMmoxkeTe IMPOBCPUTH CBOC IMMOHMMAHHNEC ITPOUYUTAHHOTO pPaHEC
TCKCTa. 3az[aHHe BKIIIOYACT aBTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympaskHeHHe Ha 3aKpeILICHHE

MPEACTABICHHON B TekcTe Jiekcuku. Heobxoaumo mnogoOpaTh 3KBUBAJIECHTHI
[IPEJIara€MbIM CJIOBaM M BBIPAKEHUSM. 3aJaHHE BKJIKOYAET aBTOMATHYECKYIO

IIPOBEPKY, PE3YIbTATHI COXPAHSTCSA B CUCTEME.

Vocabulary and Skills 3amanuss Ha pa3BuTHE W 3aKpCIUICHUE JICKCUKH |

dhopMUpOBaHKE ONPEIEICHHBIX YMEHUN U HABBIKOB

Exercise: Men and Women at Work. Chose the best answer. Bridpas

MpaBUJILHBIN OTBET, Bl CMOXKeTe MpOBEPUTH CBOM 3HAHMS 00 UCIOJIb30BaHUU (hpa3 U
JIEKCUKH 110_TaHHOU TeMe. Pe3ynbpTaThl TeCTa COXPAHATCSA B CUCTEME.
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MIExercise: Redundancies at Work: Fill in the gaps. 3amonHeHHe HPOIYCKOB B

MMPCIOKCHUAX TCKCTAa CJIOBAMMU 110 ﬂaHHOﬁ TEMC. OHGHKa IMPOU3BOAUTCA

ABTOMATHU4YCCKH. Pe3y.]'IBTaTBI TECTAa COXPAHAIOTCA B CUCTCMC.

@ Exercise : Participating in Discussions: Answering guestions. Bri6pas

MPaBUJIbHBIN OTBET, BbI cMOkeTe MPOBEpUTH CBOM 3HAHMSI 00 HCIOIB30BaHUH (Ppa3 u

JICKCHUKH IIO ,HaHHOﬁ TEMC. P€3YJ'II>T3,TBI TCCTAa COXpPAHATCA B CUCTCMC.

MExercise : Discussions: Giving opinion, agreeing and disagreeing Brimonnenue

ATOTO 3aJ]aHUsl TO3BOJIUT 3aKPEIUTh UCIIOIb30BAHNE BBIPAKEHUM, KOTOPHIE TOMOTYT
Bam noanepxath Oeceny mnpu OOIIEHMM U BBICKA3bIBaTh CBOIO TOYKY 3pEHHS,

corjiacuc Ui HECOT1aCuc.

[F1Exercise: Interrupting and Responding: YMeHue BeXIHMBO NpepBaTh Oeceay WM

BBICTYIVICHUE TPEHUPYETCS BBITIOJIHSIS 3TO ypakHeHWe. BbIOpaB npaBUIIbHBINA OTBET,
Bbl cMOkeTe MpoBEpUTH CBOM 3HAHUA 00 MCIOJIB30BAHUM (Ppa3 U JIEKCUKHU 10 JAHHOU

TEMC. P€3YJ'IBTaTBI TECTA COXPAHATCS B CUCTCMC.

[F1Exercise: Confirming and Clarifying Information:  Bri6pas nmpaBuibHBI OTBET,

Bbl cMokeTe mpoBEepUTh CBOM 3HAHUS 00 MCMOJIB30BAHUM (Ppa3 U JIEKCUKHU IO JAHHOU

TEMC. MCTOI[ OLICHUBAHUA: HOCJ’ICI[HSIH ITOIIBbITKA.

Listening 3aganus Ha pa3BUTHE HABBIKOB Ay TUPOBAHHSI

@1 Listen to the recording — mpociymaiiTe JaHHYIO ayAHO3AMKACH IS BBHITOTHEHHS

MOCJEAYIOUIETO YIPaXKHEHHUS

M1 Exercise: Listen and choose the best answer — mocime mpociymHBaHuS

ayJIMO3aIMKCH, BHIOCpUTE NPABUIBHBIN, HA Barm B3risa, oTBET Ha KaKIbIi BOIMPOC,
yTOOBl TPOBEPUTH CBOE IMOHUMaHUE. Pe3ynbTarhl yHpakKHEHUS COXPaHSATCS B
CHCTEME.
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Language review 3aganus Ha MOBTOPSHUE M 3aKPETUICHUE 3JICMEHTOB IPaMMaTHKH

ElPresent Perfect and Past Perfect: Watch the presentation to understand the rules

npeseHraimst PowerPoint  mpocmotp 3TOM  oOywaromedt cepum  PowerPoint

Hpe?)eHTaHI/Iﬁ noMoxxeT Bam MOHSITH I[MpaBuJia I'paMMATHKH AQHTJIMMCKOTO sA3bIKa,

IMMOYIIPAXKHATLCA, OTBCHUAA HA BOIIPOCHI 3aJaHN. .

MExercise: Present Perfect: Choose a verb to fill in the gaps. Bri6pas npaBuIbHBIIH

OTBCT, BbI cmokeTe IIPOBCPUTHL CBOH 3HAHUA 00 MCIOJIL30BaHUH Hp&BHJ’IBHOﬁ (I)OpMI)I

rJIaroja B JAHHOM BPEMEHHOM KOHCTPYKIIHH.

MExercise: Present Perfect: Multiple choice. ITornmaHie NpaBHUIEHOTO 06PA30BAHKS

BpEMEHHOUN (OpMBI I1arojia Mmo3BOJIMT BHIOpPATh MPABWIHHBIM OTBET U BBITIOJHUTH

3aJlaHue ¢ OOJIBIION YBEPEHHOCTHIO.

MExercise: For or since: Which is correct? BriGpaB mpaBrIIbHEIH OTBET, BBl CMOYXKETE

IIPOBCPUTHL CBOX 3HAHUSA I'PAMMATHKM. PGBYJ]BTaTBI COXPAaHAIOTCA B CUCTEMC.

@ Exercise: Present Perfect:. Put the words in the correct order. Jlus BeITOTHEHUS

ATOrO yMNpa)KHEHHWs BhIOMpaWTe OAWH U3 MpejjiaraeMblXx OTBETOB. B BepxHeil dactu

OKHa OyJIeT IPOU3BOIUTHCS OLIEHKa Bammx pe3ynbTaToB.

@ Exercise: Past Simple or Present Perfect. Complete the sentences  Jlus

BBIMIOJIHEHUA A3TOTO YNPAXHEHUSI BCIIOMHUTE OCHOBY MCIIOJIB30BaHUs: Bbl
3aMHTEPECOBAHBI B PpE3YyJbTaT€ WJIM BO BPEMEHU U BBIOMpaliTe OJWH W3
npejyiaraéMbeiX OTBETOB. B BepxHell yacTh OKHa OyJeT MPOU3BOJUTHCS OIEHKA

Bamux pe3ynbraros.

MExercise: Past Simple vs Present Perfect: Click on the correct answer. BeiGpas

IIPAaBUJIbHBINA OTBET, BBl CMOYXETE MPOBEPUTH CBOM 3HAHUS TPaMMATHKU. Pe3ynbTaThl
COXPAHSIOTCS B CUCTEME.
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Writing 3aganus Ha pa3BUTHE HABBIKOB IMHCHMa

ElBusiness Letters: Watch the presentation and learn how to write them -

npe3eHTanus PowerPoint - mpocMoTp JaHHOTO BHJICO TOMOXKET Bam TOHSATH

OCHOBHBIE OCOOECHHOCTH HAITMCAHMS JCIOBBIX ITUCEM.

@IWriting the Basic Letter - Video Instructions (US English) . MucTpykunm npu

MPOCMOTPE JAaHHOTO BHJEO NOMOryT BaMm TOHATP OCHOBHBIE OCOOEHHOCTHU

HallnMCaHUs JCIOBBIX ITMCCM HpI/I H€O6XOI[I/IMOCTI/I MaTCpUuall MOKHO pacCiiCcyaTarhb.

ElFormal Letters: General Rules in Russian . TTpaBuia cocTaBIeHHs O(QUIMATBHOTO

IIMCbMa Ha PYCCKOM A3BIKC. HpeﬂHOX(GHHBIﬁ BapHaHT IIMCbMa MOKCT OBITH

HUCIIOJIB30BAaH B KAa4YCCTBC 06pa3ua.

@lUseful Phrases for Writing Formal Letters - BeIpakenus, KoTopkle TIOMOTyT Bam

KOPPCKTHO HAIINCATb O(i)I/ILII/IEUIBHLIe II1McbMa. HpI/I HGO6XOI[I/IMOCTI/I MaTcpuall MOXHO

paciic4yararsb.

®wIWriting business letters: HarmucaTs qe0BbIe THCHMA. [TpenoxeHHbIe BapUaHTHI

MHUCEM MOTYT OBITh UCIIOJIb30BaHbI B KaUe€CTBE 00OPa3IlOB.

MIExercise: Formal & informal letters: Answer the questions - mpoBepbTe cebs,

OTBETHUB Ha BOMPOCHI TECTa O TOM, KaK MucaTh (QopMaiabHble U He(opMaibHBIC

IIMChbMa. PGBYJ'IBTaTBI TECTAa COXpPAHATCA B CHCTCMC.

&Write Your Business Letter - 5To 3amanue Ha HampcaHue Baimero co6CTBEHHOTO

nuchkMa. BHUMaTeNbHO MPOYMTATE 3aJaHHE U BBIIOJHUTE €ro. JT0 HEOOXOAMMO
cnenatb B Bujae nokymenta MS Word. TIpukpenute daiin B yka3anHoi crtpoke. OH

COXpPaHUTCA B CUCTCEMC U OTBET MOKHO 6y,21€T ITPOBCPUTHL U OLICHUTD.
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EUnit Glossary — I'moccapuii mmst 3amoiHEHHMs JIEKCHKON 10 JaHHOM TeMe.

Bcnomuute win oTOMpaiiTe HOBBIE, MHTEPECHBIE CJIOBA 3TOr0 MOAYJS, a TaKXKe
IOnurta 5 B yueOnuke. JloOapnsaiiTe nx, HE MOBTOPSSA JABAXIbl YK€ H0OaBJICHHBIC

Bammumu ogHorpynnaukamu. Kaxapiii Bamm Bkitag OyaeT olieHeH.

I'aoccapuit moavast (Module Glossary)

counselling BrE counseling AmE n [U] when people are given advice to help them in
a difficult situation

counsellor BrE counselor AmE n [C] someone whose job is to give counselling
decline n [C,U]

decrease v 1 [I] if an amount, level etc decreases, it goes down

2 [T] if you decrease an amount, level etc, you reduce it —

decrease n [C,U]

motivate v [T] 1 to encourage someone and make them want to achieve something
and be willing to work hard in order to do it

2 to provide the reason why someone does something —

motivated ad]

motivation n 1 [U] eagerness and willingness to do something without needing to be
told or forced to do it

2 [C] the reason why you want to do something

stress n [U] continuous feelings of worry about your work or personal life, that
prevent you from relaxing — stressful adj

stressed also stressed out adj if someone is stressed or stressed out, they are so

worried and tired that they cannot relax

HUcTtounuku nudopmanuu:
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. Grant D. and McLarty R. Business Basics. Student’s Book / D. Grant and
R.McLarty. — Oxford: Oxford University Press, 2011.

. Hollett N. Business Objectives. Student’s Book / N. Hollett. — Oxford: Oxford
University Press, 2011.

. Kotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —USA, 1994.

. Lannon M., Tullis G., Trappe T. Insights into Business / M. Lannn, G.Tullis,
T.Trappe. — England: Longman, 2007.

. Longman Business Dictionary. — England: Longman, 2009.

. Mascull B. Key Words in Business / B. Mascull. — Birmingham: The
University of Birmingham, 1999.

. Powell M. Business M atters. Business Course with Lexical Approach.
Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.

. Powell M. Presenting in English. How to Give Successful Presentations / M.
Powell. — London: Language Teaching Publications, 2007.

. Royan J. and Richards J. Business Studies Today / J. Royan and J. Richards. —
Cambridge: Cambridge University Press, 2008.

10.Tullis G., Lannon M. Insights into Business. Workbook / G. Tullis, M. Lannon.

— England: Longman, 2007.

PasBurtue Jekcuuyeckux HaBbIkoB. VVocabulary and Skills.

STRESS.

Using the word 'problem’

In the business world problems are often called issues to avoid sounding negative. In

a more formal context you can refer to a problem as a 'matter' (= a situation you must
deal with).
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Here are some verbs often used with the word 'problem’.
cause, create, be faced with, identify a problem
avoid / find a way around a problem

look into(= investigate) a problem

deal with /sort out(= take action to solve) a problem
Here are some phrases with ‘problem’:

We need to take another approach to this problem.
We need to get to the root of the problem.

| don't think you realize the scale of the problem.
Internal company problems

Day-to-day business problems include:

* Quality issues.

This machine keeps on breaking down.

There are too many defects in this batch (= a group of products made or sent at the

same time).

* Problems with suppliers.

They've let us down - they're very unreliable.
The parts should have arrived by now.

* Problems with IT.
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The network is down. (= not working)

| can't get this software to work.

* Equipment problems.

The photocopier isn't working properly.

The printer has run out of ink.

* A communication breakdown.

| think there's a misunderstanding here.

I have absolutely no idea what's going on (= what's happening).
* A shortage / lack of time.

I'm getting nowhere with this report.

This is going to take much longer than | thought.
* Colleagues who are difficult to work with.

I'm fed up with Alexander.

If a colleague comes to you with a problem, you might ask questions to get to the root

of the problem:

What's the matter? Is it serious?
What exactly is wrong with it?

Then you can suggest what to do next:

Have you tried looking at the FAQ (= Frequently Asked Questions) section on their

website?
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It sounds like it's broken. I think the best thing would be to get a new one.
I'd give them another call, if | were you.

Perhaps you should mention it to Alison.

Let's talk to Miguel. Maybe he can come up with something (= think of a solution).

In that case you'd better call their helpdesk.

Let me have a look. OK, that should fix it / sort it out.
Customer complaints

Customers can complain about...

* Delays in shipping a product.

The goods haven't arrived yet.

» Damage to a product during shipping.

Some items are broken/ cracked/ damaged/ faulty/
scratched / substandard. | want to return them.
Please send a replacement.

* Wrong or missing items on delivery.

You've sent the wrong parts. This is a real problem for us.
» Mistakes on the invoice.

This isn't the price we agreed.

» Faulty | defective parts in use.
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The device isn't working properly.

There's something wrong with it.

Some parts need replacing.

| want to make a claim under the warranty.

The person who deals with the complaint might say:

| really am very sorry about this. Can | get some more details from you so | can find

out what's going on?

I'll look into the matter right now and call you back.

I'll get back to you (= contact you again) as soon as | can.

I'1n sure we can sort it out.

Don't worry, we'll replace it/ refund your money.

Note the use of I'll or we'll in the phrases above to promise action.

In an email you should say sorry at the beginning and again at the end:

Thank you for your email. I am very sorry to hear that you are having problems

with...

| apologize again for any inconvenience this may have caused.

Pa3Burne rpamMaTnyeckux HaBbIKOB. Lanquage Review.

Present Perfect - Hactosiimee CoBepuieHHOe
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Oco0EHHOCTh COCTOMT B TOM, YTO BpeMEHa aHTJMHCKOro s3bpika rpynnsl Perfect

MOTYT 0003Ha4YaTh MPOIIEAIISEe, XOTS U HA3bIBAIOTCS HACTOSIIUMH.
Oo6pazoBanue: have / has + Il oopma enazona.
Korna ynotpe06:sieTcst HacTosIIee COBEPIIICHHOE BPEMSI:

1. meiicTBUE MPOU3OILIO CETOAHS, B ATOM TOJly, HAa 3TOW HejAelie U T.J, T.€. IEPUOJ

CIIC HC 3aKHYMJICA.

He has written 10 books and he is just twenty! - On Hamucan 10 KHHT, a €My BCEro

nBaauaTh! (KU3HBb UJIET)
We met this month. - MsI Buaenuch B 3TOM MecsIie (MeCsIl He 3aKOHYHIICS )
He has met me today. - CeromHs OH MEHS BCTPETHIL.

2. ¢ Hapeuusimu yet (emie), just (Tosbko), recently (HemaBHO), ever (Bcerna), never

(aukormga), already (yxe) u T.1.

I have just found out about this. - I ToapK0 YTO 00 STOM y3HaA.
I’ve never been to England. - §l Hukorna He Obuta B AHIIINH.
She has already done this work. - Ona yxe caenana 3ty padory.
3. JleiicTBHE B MPOIIUIOM BIMSIET HA HACTOSIIIEE COCTOSHUE

We have gone to the forest and now he has a cold. - Msl xoaunu B jiec, U OH

MPOCTBHIIL.

Past Simple - IIpomeamiee IMpocroe

Kak o0pasyercs npoiueiiee mpocToe Bpemsi.
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Il ¢opma enacona, m.e. 2nacon+okonyanue —ed (npaguivhvle 2enazonvt), auoo I1

Gopma HenpasuibHO20 21a2oad.
Koraa ynorpeGmnsiercs:

1. Hammuue BpemeHHOTo Mapkepa yesterday (Buepa), last (mpormeammii, mpoILIbIi)

WK WHOTO.
He visited doctor last week. - Ha npomuioit Henene on Obu1 y Bpaua.

I met him when | studied at the University. - I BcrpeTnna ero, Koraa yduiach B

YHUBEPCUTETE.

2. JleiicTBHE MPOU3OILIO B IIPOIILJIOM 0€3 KaKMX-TH00 YCITOBUM.
| knew you would come. - fI 3HaJa, 4TO ThI IPUCIII.

3. IlocnenoBaTeIbHOCTD JICHCTBUM.

He took the taxi, asked to stop at the Time Square, looked through the window etc. -

OH B3s1J1 TaKCH, TOMPOCUJT OCTAaHOBUTH Ha Takim CkBep, HOCMOTPEN B OKHO U T.J.

PasBurue HaBBIKOB nucbma. Writing

Writing Formal Letters. Useful Phrases and Tips.

OCHOBHBIE BBIPAKEHHS

CymiecTByIOT CTaHAApTHBIE BBIPAXKEHUS, YAaCTO yHOTpeOyiseMble B JEIOBOU
MEPENUCKE HA AHTJIIMHCKOM SI3bIKE, MCIOJIb30BAHUE KOTOPBIX MPUIACT BEKIUBBIA U

opuIMaTbHBIA TOH BallleMy MOCIAHUIO.
1. Obpaienue

Dear Sirs, Dear Sir or Madam (eciiu Bam He M3BECTHO UM ajipecara)
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Dear Mr, Mrs, Miss or Ms (ecnmm BaM HW3BECTHO MM ajpecaTa; B TOM Clydae
KOTJ]a Bbl HE 3HAETE CEMEWHOE MOJIONKEHUE KEHIIUHBI CcleayeT nucatb Ms, rpy0oit

OIMMOKOM SBIIECTCS UCTIOIB30BaHue (ppasbl “Mrs or Miss”™)
Dear Frank, (B oOpaieHnu k 3HAKOMOMY YEJIOBEKY )

2. Berymnenue, npeapiayliee ooIeHue.

Thank you for your e-mail of (date)... Crmacu0o0 3a Balle TUChMO OT (YHCIIa)
Further to your last e-mail... OtBeyas Ha BaIlle TUCHMO. ..
I apologise for not getting in contact with you before now... I npomry npomienus,

4TO OO CHUX IIOp HC HAIIKCAJ BaM...

Thank you for your letter of the 5th of March. Cmacu0o 3a Balie IHUCHMO OT 5

Mapra

With reference to your letter of 23rd March OtHocurenbHo Barero mucbmMa oT 23

Mapra

With reference to your advertisement in «The Times»  OTHOcUTENBHO Balle

peknambl B Talimc

3. Yka3zaHue nNpuyrH HalMCaHus NUChMa

| am writing to enquire about I muiry Bam, 4TOOBI y3HATh. ..

| am writing to apologise for S muury Bam, 4T0OBI H3BUHUTHCS 34. ..
| am writing to confirm I nuiry Bam, 9TOOBI TOATBEPAUTb. . .

| am writing in connection with I iy Bam B cBsi3u ¢ ...

We would like to point out that... =~ MpsI xoTenu Obl 0OpaTUThH Ballle BHUMaHUE Ha ...
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4. ITpocnba

Could you possibly...  He mormu ObI BHI...

I would be grateful if you could ...  $I 6b11 ObI IpU3HATENIEH BaM, €CIIU OBI BHI ...
I would like to receive I ObI XOTe HOAYYHUT. .....

Please could you send me...  He moryu ObI BBI BBICTIATh MHE. ..
5. Cornariesue ¢ ycIoBHUsIMH.

I would be delighted to ... S Ob11 OBI paf ...

I would be happy to S1 ObLT OBI CHACTIIWB. ..

| would be glad to 51 6b11 O8I pa. ..

6. CooOuieHue mioxux HOBOCTEH

Unfortunately ... K coxkanenwuto...

| am afraid that ... botocs, uTo...

| am sorry to inform you that MHue Tsbkeno cooOrarh Bam, HO ...

We regret to inform you that... K coxxaniennto, Mbl BEIHYKJI€HbI COOOILIUT BaM O...

7. IlpunokeHue K MUCbMY JOTIOJIHUTEILHBIX MaTEPUAIOB

We are pleased to enclose ...  M&I ¢ yI0BOJIBCTBHEM BKJIaJIBIBACM. ..
Enclosed you will find ...B npukperuiennoMm ¢aitsie Bl Hainere...
We enclose ... MpsI mpuiaraem. ..

Please find attached (for e-mails) Bbl HaiiieTe npUKpeIUICHHbBIN (aii. . .
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8. Bricka3piBaHuE OJ1ar0ITapHOCTH 32 MPOSIBICHHBIN HHTEPEC.
Thank you for your letter of  Cmacu0o 3a Barre mucbMo

Thank you for enquiring Cniaci6o 3a IposIBJICHHBIH HHTEPEC. ..

We would like to thank you for your letter of ... Msr xoTenmu Obl TOONAr0IAPHUTH

Bac 3a...
9. Ilepexon k apyrou Teme.

We would also like to inform you ... Mgl Tak ke X0Teau ObI COOOLTUTH BaM O...
Regarding your question about ... OTHOCHTEBHO BaIIero BOIIPOCA O...

In answer to your question (enquiry) about ... B oTBeT Ha Bam Bompoc o...

I also wonder if... MeHs Tak:ke HHTEPECYET. ..

10. [lomoHUTENBHBIE BOTIPOCHI.

[ am a little unsure about... Sl HEMHOTO HE YBEpPEH B ...

I do not fully understand what... S He 10 KOHIA TOHSIL. . .

Could you possibly explain... He moriu Obl Bbl OOBSICHUTS. ..

11. Tlepenaya nHpopmMauu

I’m writing to let you know that... I nuiy, 4ToObI COOOIIUTH O ...
We are able to confirm to you... Mg MOkEM TTOATBEPAUTD ...
I am delighted to tell you that... MBI ¢ y10BOJIBCTBUE COOOIIAEM O ...

We regret to inform you that... K coxanenuto, Mbl BBIHY>KJ€HbI COOOIIUTH BaM O...
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12. ITpennoxeHune cBOel MOMOIIN
Would you like me to...? Mory nu s (caenars)...?
If you wish, I would be happy to... Ecau xotute, 5 ¢ pagocTsio...

Let me know whether you would like me to... Coobmure, eciu BaM

HOH&I[O6I/ITC$I MOsA ITOMOIIIb.

13. HamomuHaHue 0 HaMeUeHHOMI BCTPCUC UK O KHIAHHUC OTBCTA
| look forward to ... 51 ¢ HeTepIIeHneM K1y,

hearing from you soon  korja cMoOry CHOBA YCJIBIIIATh Bac

meeting you next Tuesday BCTPEUH C BaMH B ClieAyromui BropHuk

seeing you next Thursday BCTpeuu ¢ Bamu B UeTBepr
14. ITognuck
Kind regards, C yBaXeHHUEM. ..

Yours faithfully, Hckpenne Ba, (ecin ums yenoBeka Bam He n3BecTHO)
Yours sincerely, (ecnu ums Bam u3BectHO
[Tucbemo-3anpoc nHpopMaLHK

[Mucemo-3anpoc undopmaruu (Inquiry Letter) oTmpaBnsroTcsi, Korga HEOOXOAUMO
MOoIy4uTh Oojiee MOAPOOHYI0 HH(GOpPMALUI0 O HWHTEPECYIOIIeM Bac TOBape WIH

yCIIyTe.

B nauvasie nucema crienyer IOMECTUTh Ha3BaHUE M aApEC Balled KOMIIAHWM, HUXKE
JOJKHO MATH Ha3BaHHE KOMIIAHWHU, B KOTOPYIO Bbl oOpaiaerecb. COCTaBUTh TEKCT

IMUCbMaA BBl MOXKETC C TIOMOIIBIO CIICAYIOINNX CTaAHAAPTHBIX BBIpa)KeHI/If/'I.
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1. OdurnmanpHOE OOpaIeHne, MOCKOIBKY C aAPecaToM Bbl HE 3HAKOMBI.
Dear Sir or Madam, Dear Sirs

2. YKa3zaHue UCTOYHHKA HHPOPMAIIUU O KOMIaHUH

With reference to your advertisement (ad) in...
OTHOCHTENBHO Balllei peKIamMbl B

Regarding your advertisement (ad) in ...

KacarenbHo Baleit pekiamsbl B ...

3. [Ipocwba BbicTaTh HEOOXOAUMBIE JaHHBIC

Could you please send me ...

He mornm ObI BBI BBICTIATh MHE

I would be grateful if you could...

51 Ob11 OBbI OJIaroapeH, eCiu BHI. ..

Can you give me some information about...

MooxeTe 1 BbI 1aTh MHE HH(POPMAITHIO O. ..

Could you send me more details...

Moru ObI BB BBICTIATh MHE MOJIPOOHYIO HH(OPMALIHIO. . .
4. JIonoJHUTEIbHBIC BOITPOCHI

| would also like to know ...

S OBl TakkKe XOTeJ y3HATh. ..
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Could you tell me whether ...

Ckaxure, oxanyucra...

5. Iloanuck

Yours faithfully, Uckpenne Bamn, (eciin umst Bam He u3BecTHO)
Yours sincerely, (eciiu umsa BaM u3BecTHO)

[TucbMoO-0TBET Ha 3arpoc UHPopMaUu

Kormpa xommnanuss mnosydaer nucbMmo (Inquiry Letter) ¢ mnpocbOoil BbICIATh
noIpoOHYI0 HHPOPMAIUIO O €€ MPOAYKIMH, TOBAPE WU yCIyre, B OTBETHOM IMHCHhME
OYEHb BAXXHO IIPOM3BECTH OJIATONPUITHOE BIEUATICHHE HA MOTEHUUAIbHOIO
KJIMEHTAa WM MapTHepa. BexIuBbIM, TpaMOTHO COCTaBJICHHBIA OTBET 00S3aTEIBHO

OyJlleT crmocoOCTBOBAThH CO3/JaHUIO TTOI00HOTO BIEYATIICHHUS.

1. Obpaienue

Dear Mr, Ms

2. briarogapHOCTh 32 OKa3aHHOE BHUMAHUE

Thank you for your letter of

Cnacu6o0 3a Bailie MUChMO. ..

We would like to thank you for enquiring about ...

Mp1 xoTenu Obl TOOIAroIapuTh BaC 3a MPOSBICHHBIN HHTEPEC. . .
3. [IpenocraBienue TpedyeMoit nHboOpMaIu

We are pleased to enclose ...
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Mzl ¢ YAOBOJILCTBUECM BKJIA/IBIBACM. . .

Enclosed you will find ...

B npukpernieHHoM ¢aiiie Bbl HalIeTe. ..

We enclose ...

Mp1 npusaraem. ..

4. OtBeT Ha JAOITIOJIHUTCIIBHBIC BOIIPOCHI

We would also like to inform you ...

MEI Takke XOTelIn ObI COOOIIUTE BaM O. ..

Regarding your question about ... OTHOCUTENBHO BaIIero BOMpPOCa O. ..
In answer to your question (enquiry) about ... OTBeuast Ha BaI BOIIpoc. ..
5. BrIicka3bIBaHue HaACXKAbI HA HaHBHeﬁmee IMIOJOTBOPHOC COTPYAHHUYICCTBO
We look forward to ...

Mg1 Hageemcst

hearing from you

YCJIbIIIAThL BaC CHOBA

receiving your order

IMOJYYHTH OT BAC 3aKas.

welcoming you as our client (customer)

YTO BbI CTAHCTC HAIlIUM KIIMCHTOM



6. Iloamuce

HOMHHTG, KOorJaa BBI 06pamaeTecr> K YCJIOBCKY, UM KOTOpPOro BaM HC H3BCCTHO,

cienyet nucath 'Yours faithfully' u korma ums usBectro - "Yours sincerely’,
[Tucemo-TiprHECEHNE N3BUHEHU I

[Tucemo ¢ uzBunenusimMu (Apology Letter) oTnpaBisieTcsi B OTBET Ha MUCbMO-Kalo0y
(Complaint Letter). Hauatp cnenyeT ¢ BBIPQKEHHUS COXAJICHUS, JIMYHOU
00€CIIOKOEHHOCTH CIIOKHBITIEHCS cuTyarnueil. Heo0xoanMo oObsICHUTD, KaKue Iaru
OyyT/ObUTH TIPEANPUHATHI, YTOOBI YCTPAHUTH MPoOJIeMy U U30€KaTh €€ TOBTOPEHUS
B OyaymieM. Huke BBl Haiiere HECKOJIBKO (hpa3, UCIOIb3YEMBIX NMPU HAMHMCAHUU

Apology Letter

1. Bripaxenue npu3HATEIBHOCTH 32 COOOIIEHUE O CIIOKHUBIICHCS CUTYaINH
Thank you for bringing the matter/issue/problem to our attention.
Cnacu60, 4T0 COOOITHIN HaM 00 3TOM Jiefie/pooieme.

| appreciated your advising me of this incident...

JI71s1 MEeHST OYeHBb BaKHO BaIlle COOOIICHHE.

2.BeipaxkeHue coxaseHusl.

We are very sorry to hear that...

Hawm 1spxeno cipimath 00 3TOM..

[ am very sorry for this situation...

51 OYEHB COXKANIEIO O CIOKUBIIECUCS CUTYALUH.

3. 3BUHEHUE
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We apologise for...

MBEI mpocuM IpoIIEHHUS 3. ..

Please accept our apologises for...

[IpumuTe HAIIM U3BUHEHUS. . .

4. O0ObsACHEHHE NEUCTBUN KOMIIAHUU

Please be assured that we will...

Bynbte yBepeHbl, YTO MBI. ..

You have my assurance that ...

4 rapanTHpyro Bam...

To compensate for the inconvenience caused...

J1ist BO3MEIIeHUsI TPUUYUHEHHBIX HEYI00CTB. ..

We are doing everything we can do to resolve the issue

Mp1 nenaeM Bce BO3MOXKHOE JIJIsl PEIICHUs pooieM

I can assure you that this will not happen again

OG6emiato, 4TO TO BOPEIb 3TO HE TIOBTOPUTHCS

| am trying to sort it out/sort the problem out as a matter of urgency.
A neITarochk pazoOpaTbCs C AITUM/ PEIIUTH ATY MPOOIEMy HEMEIJIEHHO

Please return the faulty goods, and we will refund you/repair them/replace them
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HomanyﬁCTa, BCPHUTC HEKa4YeCTBECHHBIN TOBAp W Mbl BO3MCCTHM  Balln
3aTpaThl/MPOU3BEIEM PEMOHT/OOMEHSIEM €ro.
5. HanmomuHanue o OOJIBIION Ba)KHOCTH AJI1 COBMCCTHOI'O COTPYAHHUYICCTBA
We value your custom highly
I[JIH HaC OYCHb Ba’KHO COTPYAHHYCCTBO C BaMHU.
Your satisfaction is our priority

Oo0pa3el KOHTPOJILHOI'0 3aJIaHUS 110 TeMe 5:

Module 5 Test.

Answer all thirty questions. There is one mark per question.
Vocabulary: Stress in the workplace
1 Complete the sentences with the verbs from the box.
do / do / make / keep / spend
1 I’m already under stress because | have to a presentation at
our next sales conference.
2 My boyfriend suggests that I should judo or karate to relax.
3 | just wish I could a few days in the countryside.
4 The problem is, I still have to a lot of research for my paper.
5 One thing I really want to do is to my evenings free.
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2 Supply the missing word in each sentence. The first letter is given.

6 In addition to our usual duties, we now have to deal with all the admin work, so
we have a very heavy w . A part-time assistant would really ease it.
7 Since our department has introduced f , we feel we have

more control over our working hours. Why should we all work from nine to five

every day?

8 Jim missed yesterday’s d for submitting his sales report. His

boss is furious!

9 Ana’s always last to leave the office and never talks about anything but work.

Her colleagues says she’s become a w

10 A good number of highly-paid executives give up their stressful job to adopt a

simpler, healthier |

Language Review: Past simple and present perfect

3 Supply the missing word in these sentences, which are all in the past simple or

the present perfect.

11 Naseem found a less stressful job yet?

12 you see your stress counsellor yesterday?

13 They n’t said anything to the manager.

14 Tim and Kemal n’t resign — they were made redundant.
15 you ever worked in Accounts?
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4 Complete this dialogue. Write the verbs in brackets in the correct tense.

A:  How frustrating! | (16) (try) to call Lea all week and | just
can’t get through.
B: I can’t believe nobody (17) (tell) you vyet! She (18)

(leave) our department ten days ago. She’s no longer in Tunis.

A:  Really? Why (19) she (leave)? | thought
she (20) (be) happy here.

B:  Well, yes and no. She told me she (21) (like) the team but
she (22) (not get on) with our new manager.

A DI’m not surprised! (23) she (say)

anything else?

B:  Before leaving, she applied for the post of Deputy Sales Manager at our head

office in Cairo. Then she (24) (have) a phone interview and she

got the job immediately.

A:  Great! I’ll miss her, but I’'m glad she’s got a better job. Have you talked to her

recently?

B:  No, she (25) (not be) in touch since she left. She must be
very busy.

A:  Sure. Anyway, give her my regards next time you talk to her, will you?
Skills: Participating in discussions

5 Write the extra incorrect word in each phrase.
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26  Why don’t we to send out a questionnaire?

27  OK, but on the other one hand, it will make some people unhappy.
28 I’'mnot sure I’'m agree.

29  For me, that’s be out of the question.

30 | feel it that we have to consider the cost.

Tema 6. Entertaining.

KmioueBsblie cioBa: Entertaining, socializing, introductions, restaurant, multi-word

verbs, writing informal letters.

IlepeyeHb KOMIIOHEHTOB MOYJISI 3JIEKTPOHHOI'0 KYPCa, KPATKAasi AHHOTALLIUS M

METOJUYICCKHNEC PCKOMCHIAINH 11O H3VUYCHUIO MOAVJIA.

ZStarting up. Discussion Forum - Qopy™m mns oOCYKICHHUI IIUTAT, BOIPOCOB TI0 TeMe

MOOYJIA. 3[[601) Ber MoxeTte BbIpaKaTb CBOM MBICIM, HIACH MW BCCTHU JUCKYCCHH.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHUS

ElRead the text: Entertaining— TekcT st YTEHUS 1

MIExercise: True or False? Read the text above to decide on the statements- BeiGpaB
HpaBI/IJ'II)HHﬁ OTBCT, Bl cmoxkete IMPOBCPHUTH CBOC INOHHMAHHC IIPOYHUTAHHOI'O PAHCC
TEKCTA. 3aI[aHI/Ie BKIJIFOYACT ABTOMATHUYCCKYIO IIPOBCPKY, PC3YyJIbTATBI COXPAHATCA B

CHCTCMC.

96


http://bars.kfu.ru/mod/forum/view.php?id=75658
http://bars.kfu.ru/mod/forum/view.php?id=75658
http://bars.kfu.ru/mod/resource/view.php?id=76999
http://bars.kfu.ru/mod/resource/view.php?id=76999
http://bars.kfu.ru/mod/hotpot/view.php?id=77004
http://bars.kfu.ru/mod/hotpot/view.php?id=77004
http://bars.kfu.ru/mod/hotpot/view.php?id=77004
http://bars.kfu.ru/mod/hotpot/view.php?id=77004
http://bars.kfu.ru/course/view.php?id=1747&topic=6

MIExercise: Find words or phrases in the text — ympakHeHHe Ha 3aKpeIUICHHE
MPEACTABICHHOM B TEKCTe JieKcMkd. HeobOxomumo momoOparh  3KBHUBAJICHTHI
MPEAJIaraéMbIM CJIOBaM U BBIPAXKEHHSIM. 3aJaHUE BKIIFOYAET aBTOMATUYECKYIO MPOBEPKY,

pPE3YJIbTAThl COXPAHATCS B CUCTEME.

Vocabulary and Skills 3aganus Ha pa3BuTHE M 3aKpeIUICHUE JICKCHKH U (POPMHPOBAHUE

OIIPCACIICHHBIX YMGHI/Iﬁ N HaBBIKOB

@1Watch the Video: How to Introduce People in Formal Situations - mpocmotp BHIEO

noMoxxetT Bam IIOHATH, KaK IIPUMCHATHL TAKHC BBIPAXKCHUA Ha ITPAKTHUKC. BaumarensHO

CJICOAUTC 3a TCM, KaKHC CJIOBa U (bpa?,LI HCIIOJIB3YIOT I'CPOU.

[1Exercise: Watch the video above and answer the questions - mpocMoTpeB BHIEO U

BBI6paB HpaBHHBHBIﬁ OTBCT, Be1 cMmoxete IIPOBCPHUTL CBOH 3HAHUA 00 HCIOJIb30BAaHUU

(dbpa3 U_IIeKCUKH IO TaHHOU Teme. Pe3ynbTaThl TecTa COXpaHSITCS B CUCTEME.

“1Study Useful Phrases: Entertaining and Socialising - 3mecs manomunarorcs ¢passl,

KOTOPBIC 9aCTO MUCIIOJIB3YIOTCA OJIA O6HI€HI/I$I. HOCTapaﬁTeCB HX BbIYUYHTH U 3alIOMHHUTD.

MIExercise: Evening Entertainment: Choose the correct answer BriGpaB mpaBHIbHEIH
OTBET, BBl cMoO’keTe MpoBEepUTh CBOU 3HAaHUA 00 HMCIHOJB30BaHUM (Dpa3 M JIEKCUKU IO

JaHHOU TeMe. Pe3ynbTaTel TECTa COXPAHSTCS B CUCTEME.

@INecessary Restaurant Phrases: Learn what and how to say - ¢passi momoryT Bam

MPUOOPECTH HABBIK OOLIEHUS B PECTOPAHE.

@lWatch the Video: At the Restaurant - mpocmoTp BHmeo moMoxkeT Bam MOHSATH, Kak

IMPUMCHATDb TAKHUEC BbIPAKCHUS Ha ITPAKTHUKE. BuaumarensHo CJIICAUTE 3a TEM, KaKU€ CJIOBA U

(b pasbl UCTIOJIB3YIOT TEPOH.

@1Exercise: At the Restaurant: Choose the right word to complete the dialogue BriGpas
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HpaBI/IJIBHI:Jﬁ OTBCT, Bb1 cMoxkeTe IMPOBCPUTL CBOM 3HAHHA B COCTABJICHHM AHUAJIOT'OB IIO

ﬂaHHOﬁ TCEMC. PGSYJIBTaTI)I TCCTAa COXpPAHATCA B CUCTCMC.

Listening 3aagaHus Ha pa3BUTHE HABBIKOB Ay TUPOBAHHUS

PlListen to the recording — mpociymaiiTe JaHHYIO ayAMO3alUCh JUIS BBHIIOJTHEHHS

MOCJIETYIOLIErO YIPAKHEHUS

MIExercise: Listen and fill in the spaces  — mocie mpocIyIIMBaHHS AayIHO3AINCH,

3aMMIIATE MPaBUJIbHBIN, Ha Bamr B3I, OTBET Ha KaKIbl BOMPOC, YTOOBI MPOBEPUTH

CBOC_IIOHUMAHUC. PGSYJII)TEITBI YIIPAKHCHUA COXPAHATCA B CUCTCMC.

Language review 3aganus Ha MOBTOPSHUE M 3aKPETUICHUE YJICMEHTOB IPaMMaTHKH

wIMulti-word verbs: Watch the presentation to understand the rules - mpocmotp 3Toi

oOyuarorieii cepun PowerPoint npeseHTanuii momoxxeT Bam MoHSTH paBuiia rpaMMaTHKH

AHTJIMHACKOIO A3bIKA, ITIOYIIPAKHATHCA, OTBCUYASA Ha BOIIPOCHI 3aJlaHUA] ..

MIExercise: Multi-word verbs: Look: Match the definitions miast BIMONHEHHS STOrO

YOpaKHEHHs BBIOMpaTe OJUH U3 TpejiaraéMbIX OTBETOB. B BepxHel yactu okHa OyaeT

IIPOU3BOAUTHCA OLICHKA Bammx PE3YIILTATOB.

MIExercise: Multi-word verbs: Complete the sentences s BBINOJHEHHS HTOTO

YOpKHEHHs BBIOMpaTe OJMH U3 TpejiaraéMbIXx OTBETOB. B BepxHell yactu okHa OyaeT

MPOM3BOJUTHCS OLIEHKA Bammx pe3ynbTaros.

MIExercise: Multi-word verbs: Turn: Match the definitions s BBIIOIHEHUS >TOrO

YIOpaKHEHUs BBIOMpaiiTe OUH U3 MpeiaraeMblx OTBETOB. B BepxHeil yactu okHa OyAeT

MIPOU3BOJIUTHCS OIlEHKa Baiux pe3ynbTaToB.
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MIExercise: Multi-word verbs: Match the sentences halves - s BBIIOIHEHHS STOTO

yIpaXHEHUs BBIOMpalTe OJUH U3 MpeajiaraéMbIX OTBETOB. B BepxHeil yacTu okHa Oyjaer

IMPOU3BOAUTHCA OLICHKA Bamunx PE3YJIbTATOB.

MIExercise: Milti-word verbs: Take: - Match the definitions mus BbImOTHEHHS >TOroO

yIpaKHEHUs BbIOUpaiiTe OANH U3 MpeJjiaraeéMblX OTBETOB. B BepxHell yacTu okHa Oyjaer

ITPOU3BOAUTHCA OLICHKA Bammnx PE3YIILTATOB.

MIExercise: Multi-word verbs: Match the sentences halves - st BBIIONHEHHS 3TOrO

yIpa>KHEHUs BbIOMpaiiTe OAUH U3 MpeiaraeMblX OTBETOB. B BepxHeil yactu okHa OyaeT

IIPOU3BOAUTHCA OLICHKA Bammx PE3YIILTATOB.

Writing — 3anaHus Ha pa3BUTHE HABBIKOB MHChMa

@1Watch the Video: How to Write Informal Letters - mpocMoTp JaHHOTO BHAEO TOMOKET

Bam 1OHATE OCHOBHBIE OCOOCHHOCTH HAITMCAHMS He(bOpMaHLHOFO ImMcbMa H

MIPOJIEMOHCTPUPYET HATJISAHBINA TPUMED.

ElUseful Tips: How to Write Informal Letters Pecypc mpoBepbTe cebs, OTBETHB Ha

BOIIPOCHI TECTA O TOM, KaK ITMCATb HC(lDOpMaJ'IBHBIC ImucpMa. PGSyJ’IBTaTBI TECTA COXPAHATCA

B CUCTEMC.

@lUseful Phrases to Write Informal Letters - BeIpakeHus, KOTOpble MOMOTYT Bam

rpaMOTHO HamucaTh mUchbMoO. [Ipn HE0OX0IMMOCTH MaTepHall MOKHO pacrevyararhb

EJAn Informal Letter Sample — o6pa3ser, KOTOpbI moMOKeT BaM rpaMoTHO Hammcarhb

HeopMasibHOE MUCHMO. [Tpu HEOOXOAMMOCTH MaTeprall MOKHO pacriedaTaTh

[1Exercise: Writing Informal Letters: Match the phrases — neo6xomumo momo6paTh

COOTBETCTBYIOIIME (hpa3bl, OOpaTUB BHHMAHHE Ha MPABWIHHOE HMX HCIOJIb30BaHHE. B
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BEpXHEN YacTu OKHa Oy/IeT TakKe MPOU3BOAUTHCA OlleHKa Bammx pe3ynbraTos.

@Write Your Informal Letter - sto 3amanme Ha Hamucanue Bariero co6CTBEHHOIO

nmicbMa. BHUMaTEIbHO TPOYUTANTE 3aJaHUE W BBITIOJIHATE €T0. ITO HEOOXOIUMO CEaTh
B Buze nokymenTa MS Word. [Ipukpenute ¢aiin B ykazanHon crpoke. OH COXpaHUTCS B

CUCTEME U OTBET MOYKHO OyAET MPOBEPUTH U OLIEHUTH

EUnit Glossary— I'moccapumii uist 3al0JHEHHS JEKCHKOM M0 JaHHOW TeMe. BcrmomumTe

WM OTOMpaiTe HOBBIE, MHTEPECHBIE CIIOBA 3TOI0 MOy, a Takke FOHuTa 6 B yueOHUKeE.
JloGaBustiiTe UX, HE MOBTOPSSA IBAXKIbI yXKe N00aBleHHbIE Bammmu oJHOTPYIITHUKAMU.

Kaxxnpiii Bamn Bkitag OyaeT olieHeH.

I'aoccapuit moavast (Module Glossary)

facilities [plural] special buildings or equipment that have been provided for a particular
use, such as sports activities, shopping, or travelling

2 relating to the ideas, beliefs, and customs that are shared and accepted by people in a
society, company etc

2 when a machine stops working

3 well-dressed

4 relating to technology that does things in an efficient way

cultural adj 1 relating to artistic activities such as theatre, classical music etc

culture n [C,U] the ideas, beliefs, and customs that are shared and accepted by people in a
society, company etc

facility n 1 [C] a place or large building which is used to make or provide a particular
product or service

failure n [C,U] 1 when someone or something does not achieve the results that were

expected
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slogan n [C] an easily remembered phrase used to express a particular idea, for example in
an advertisement

smart adj 1 intelligent
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PasBurue Jexkcuuyeckux HaBbIkoB. VVocabulary and Skills.

ENTERTAINING.
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At the airport

The host (= person who makes the invitation) or a colleague of theirs meets the

visitor at the airport.

Welcome to Switzerland.

Let me help you with your bags.

Did you have a good flight?

Tim sends his regards, by the way. He's sorry he couldn't come to meet you in person.
Is this your first time in Zurich?

Will you have time to look around (= see the city) while you're here?

We'll catch a taxi to the hotel. You can freshen up, and then we'll have some lunch.
We'll go straight to our offices. I'll drop you off at your hotel later, after the meeting.
At reception

Sometimes a compally receptionist welcomes the visitor, before the host appears.
The visitor might say:

I'm here to see Mr Moser. My name's Luka Horvat.

I have an appointment 1with Mr Moser at ten o'clock.

And the receptionist might say:

Could you sign in (= sign your name in a book on arrival) here, please?

You need to fill in (= write) your details here.
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Please put on this visitor's badge / ID card. Make sure you wear it at all times.
I'll let Mr Moser know you've arrived.

You can take a seat over there. Mr Moser will be down in a moment.

Can | get you a drink while you're waiting?

At the office

When the host welcomes the visitor at the office, phrases like these are typical.
Come in. (if the host is inside the room)

Come through. (if they enter together)

It's good to see you again.

It's nice to finally meet you in person.

Let me take your coat.

Have a seat.

Would you like something to drink? Coffee? How do you like | take it?

How was your journey?

Did you find us (= our office) OK?

Where are you staying?

How long are you here for?

The visitor might apologize for being late, or for the late arrival of another colleague.

Sorry I'm late. My flight was delayed. Did you get my message?
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My colleague is on her way - she just called to say her taxi is stuck in traffic.

After the initial social conversation the host will move to the business part of the

visit.

Perhaps we can get started.
OK, let's get down to business.
Welcoming a large group

In some situations, such as a factory tour, a large group will visit at the same time.
Someone from the company will usually make a short welcome speech using phrases

like these.

Good rrlorning everyone. My name is Daniel Martin and | am the Public Relations

Officer here at Magnum Engineering.
On behalf of Magnum it gives me great pleasure to welcome you here today.
I'll run through (=quickly explain) this morning's programme.

We' re going to begin with a guided tour of the production facility. The tour should

take around one hour.

We'll come back here for refreshments after we've been round the factory.
You'll have an opportunity to meet with Ms Hagen, our

Production Manager.

After the tour we'll go to our other building where | will give you a short

presentation.

I'll give you an overview of the company and our plans for the future.
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You can leave your belongings (= personal possessions) here. I'll lock the room, but

the company does not take responsibility if anything goes missing.,

I'd now like to introduce you to Mr Meyer, one of our engineers, who is going to
show you round the plant.

The person leading the tour might then use phrases like these.

Can | just go over a Jew safety rules?

For your own safety, please m.ake sure you walk inside the yellow lines at all times.
Can | remind you that taking photographs is strictly prohibited.

OK, if you follow me, we'll begin the tour.

PasBurHne rpamMaTrnyeckux HaBbIKOB. Lanquage Review.

Past Continuous - ITpomexmee IMpoxoxeHHOe

Kax o0Opazyercs mpoineiiee npoaoKeHHOE BpeMs.

Inazon to be 6o 2 popme + enacon+ ing oxonuanue.

Korma ynotpe0Gsiercs.

1. Tlpouecc nnumicst J0JIro, He NPEPHIBASICh.

Hampuwmep.

He was playing the piano the whole evening. - On urpan Ha MHaHUHO BECh BEYEP.

2. IIporecc ObLT MpepBaH APYTUM JICHUCTBUEM.
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They came in when she was speaking by the phone. - Ouu Bomum, Korga oHa

roBOpuJIa 1Mo TeaegoHy.

Past Perfect - IIpomeninee CoBepuieHHOe

Kaxk o6pasyercsi.

2 gpopma enacona have + 3 ghopma enazona.

Korna ymorpe6siercs.

1. [Ipu cornmacoBaHuu BpeMeEH.

He said that he had not noticed you. - On cka3ai, uTo He 3aMeTuI TeO.
2. OgHO nelCTBHE MPOU3OILIO PAHBIIE IPYTOro.

[Tpumep. He had left before I could figure out something. - On yiien panblie, 4yem s

CMOTJIa YTO-TO MOHSTh.
3. Ectb BpeMeHHOH Tipeyior by.
[Tpumep.

He had made his decision by summer. - K nety oH npuHsuI penieHue.

PasButre HaBbikoB mucbma. Writing.

Writing Informal Letters. Useful Phrases and Tips.

Writing informal letters and emails involves writing letters or emails to friends or

relatives.
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When writing an informal letter or email our language is more relaxed and we are
able to use abbreviations which are rare in other forms of English writing, except

perhaps when using direct speech.
Useful Phrases for informal letter writing
Informal Letters - Greetings:

o DearJim
e HelloJim
e HiJim

Informal Letters - Introductory paragraph:

« Sorry | haven't written for ages

« Sorry it's taken me so long to write
« How's it going?

« How are you?

« How are things with you?

« How are things?
An informal letter referring to good news:

« Glad to hear about

« I'mreally glad to hear about

« I'mvery happy to hear about

« | was very happy to read about

. Great news about your
An informal letter referring to bad news:

o I'mextremely sorry to hear about

« I'mvery sorry to hear about
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« Sorry to read about
« Its very sad to hear about your

« I can'ttell you how sad | am that
Informal Letters - Introducing points

. By the way

« Did you hear about
. Did you see

« Have you seen

« Tell me about

« Oh, another thing
Ending an informal letter or email:

« Well, time to go

« Well, it's time to go

« Well, gottogo

« Well, time to close

« I've got to leave off now
« Write soon

« Make sure you write soon
« Love

. Lots of love

« All my love

« Will write again soon

. Look after yourself

« Take care of yourself

« All the best

« Everything good

Oopa3en KOHTPOJBLHOI0 3aJ1aHNs 10 TeMe 6:
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Module 6 Test

Answer all thirty questions. There is one mark per question.

Vocabulary: Eating and drinking

1 Complete sentences 1—5 with answers a, b or c.

1 Let’s ask the waiter if they have a in Spanish for our guests.

a) menu b) recipe  c) check

2 The Palace restaurant is famous for its friendly and efficient

a) starter  b) prices  c) service

3 It’s getting late. Shall we ask for the ?

a) course  Db) billc) card

4 If you want to go to the Astoria, remember to a table in advance.
a) book b) check  c) order

5 In many countries, it is usual to leave a if you are satisfied with

the service.
a) pound  Db) note c) tip

2 Complete the words with the missing vowels (a, €, i, 0, u).

6 It’s a rather xcl S \4 restaurant, so be prepared to spend a

lot of money!
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7 The Peking Innisinaveryc nv n nt location — just five

minutes from the office.

8 They say it’s gota c sy, welcoming atmosphere.
9 Il Vesuvio is great, and they ch rg very reasonable prices.
10  The food they serve at Frére Jacques is absolutely d 1 C

S.

Language Review: Multi-word verbs

3 Complete each conversation excerpt with a multi-word verb from the box.

look after / look around / look forward to / put off / set back / take out /

take part in / take up / turn down / turn up

11  A: ’m sure our guests would love to the old town before they
leave.

B: Yes. Let’s ask Ben to show them some of the sights.
12 C: So, why did you their offer, then?
D: Well, the schedule was absolutely horrible.
13 E:l seeing the new head office.
F: Me too. They say it’s in a superb location.
14 A: Do you think we should their offer?
B: Yes, we’ve got to accept. The conditions are really good.
15  C: Who will our guests from Venezuela?

D: Karen, as usual. She loves taking care of visitors.
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16 E: Franz didn’t the discussion.
F: No. I noticed that he didn’t want to get involved.
17 A: | think February is too early for our trade fair.

B: I agree. Why don’t we it until May?

18  C: Our visitors have nothing to do this evening.
D: I think we should them
19  E: We’ll have problems because some people always arrive unexpectedly.
F: How many extra participants do you think might , then?
20  A: That was an expensive party, wasn’t it?

B: It certainly was. It us $5,000!

Skills: Socialising

Match each phrase (21—24) to the correct response (a—d). Write your answers

here:

21 22 23 24

21  Would you like me to show you round?
22  Marco, have you met Max Reger?

23 Can | get you a drink?

24 How are things?

a Yes, please. I’ll have an orange juice.
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b Very good, thank you. It’s really busy at the moment.
¢ Oh yes, I’ve never been here before.

d No. Hello, Max. Nice to meet you.
Put the lines of this conversation in the correct order (2—7).
1 Hi, I’'m Joaquim.

Absolutely! I’1l get in touch when we can confirm the dates of the event, OK?

Yes, it is. It’s very lively. Well, maybe you could come to our next trade fair

there. It’s in May.
Thanks, that’s great! I’ll look forward to that.
Hello, Joaquim. Pleased to meet you. I’'m Leila from the Cairo office.

Mm, I’d love to. And it would be great if we had a stand at the fair, don’t you
think?

Oh, Cairo! I’ve never been to Egypt, but I hear Cairo is a fascinating city.

Tema 7. Marketing.

KawueBble ciioBa: Marketing, advertising, shopping, trends, sales, articles, gerund,

infinitive, writing memos.

IlepeyeHb KOMIIOHEHTOB MOJLYJISI 3JIEKTPOHHOI0 KYPCa, KPAaTKasi AaHHOTAIMSA U

METOJUYECCKHNEC PCKOMCHIAIIMH 110 UI3VICHHUIO MOAYVJIA.

#Starting up. Discussion Forum - ¢opy™m 11 06CYKAEHHI LUTAT, BOIPOCOB TIO

TCMC MOAYJIA. 3I[€CI> Bb1 MoxeTe BbIpaXaTb CBON MBICJIU, HJICU U BCCTHU JTUCKYCCHUMU.
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Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHUS

MIExercise: Before you read the text: Match the words with their definitions - B

VOPOKHEHUHM TpEACTaBiI€HAa HOBas AKTUMBHAs  JIEKCHKA, MCIOJb3yeMas B
HIDKecTeaytoneM TekcTe. [IpoBepbTe CBOM 3HAaHUS 3TUX CJIOB CO CJIOBapeM U
nox0epure K  HUM  IpeUlaraéMble  ONpelNeieHMs.  3aJaHue  BKJIIOYaeT

ABTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B CUCTCMC

ElRead the text: The New Shape of Shopping — TekcT s uyrenus

MExercise: True or False? Read the text above to decide on the statements BeiGpas

IIPaBUJIBHBIN OTBET, BBl CMOXKETE MPOBEPUTH CBOE NIOHMMAHUE ITPOYUTAHHOTO pPaHEEe
TEKCTa. 3a/IaHhe BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YJIbTATHl COXPAHSTCS B

CHUCTCMC.

MExercise: Find words or phrases in the text ympaxseHne Ha 3aKperuicHHe

MIPE/ICTABICHHON B TeKcTe JieKcuku. HeobxoguMo mnogoOpaTh 3KBUBAJIEHTHI
[IPEJIara€MbIM CJIOBAM M BBIP@KEHUSM. 3aJaHHE BKJIKOYAET aBTOMATHYECKYIO

IIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.

Vocabulary and Skills 3amanus Ha pa3BuTHE W 3aKpCIUICHUE JICKCUKH |

(dhopMUpOBaHHE OTPEICICHHBIX YMEHUH 1 HAaBBIKOB

MIExercise: Advertising and Product Marketing: Fill in the gaps 3amonuenue

MMPOIIYCKOB B IMPCIOKCHUAX TCKCTAa CJIOBAMHU 110 I[aHHOfI TEMC. OI_[eHI(a

IIPOU3BOAUTCA aBTOMAaTHYCCKH. PCSy.]IBTaTBI TCCTAa COXPAHAIOTCA B CUCTEMC.
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MIExercise: Trends in Market Research: Fill in the gaps 3amoiHeHue mpoIycKoB B

MMPCIOKCHUAX TCKCTAa CJIOBAMMU 110 ﬂaHHOﬁ TEMC. OHGHKa IMPOU3BOAUTCA

ABTOMATHU4YCCKH. Pe3y.]'IBTaTBI TECTa COXPAHAIOTCA B CUCTCMC.

MExercise: Marketing: Match the word partnerships - Ui BBIIONHEHHS STOrO

YOPaKHEHHsI BBIOMpaiiTe OAWMH M3 MpejiaraeéMblX OTBETOB. B BepXHel 4acTH OKHa

6y,Z[CT IMPOU3BOAUTHCA OLICHKA Bamux PE3yJIbTAaTOB

MIExercise: Sales and Marketing Terms: Choose the correct answer  Bri6pas

HpaBI/IJIBHblﬁ OTBCT, BbI cmoxkeTe IIPOBCPHUTHL CBOU 3HAHUA 00 MCIOIBL30BaHUHA q)paB )41

JICKCHUKH IIO I[aHHOﬁ TEMC. PGBYJIBTaTLI TCCTAa COXpPAHATCA B CUCTCMC.

[1Exercise: Sales and Marketing Terms Part 1: Find the answer - BeiGpaB

Hp&BHJ’IBHLIfI OTBCT, Br1 cmoxkete IIPOBCPHUTHL CBOX 3HAHUA 00 MCIOJIL30BaHUH (1)p33 )51

JICKCHUKH IIO I[aHHOﬁ TEMC. PGBYJIBTaTLI TCCTa COXpPAHATCA B CUCTCMC.

[1Exercise: Sales and Marketing Terms Part 2: Find the answers - BeiGpaB

Hp&BHJ’IBHLIfI OTBCT, Br1 cmoxkete IIPOBCPHUTHL CBOX 3HAHUA 00 MCIOJIL30BaHUH (1)p33 )51

JIEKCUKH IO TJaHHOU TeMe. Pe3ynbTaThl TECTA COXPAHSTCSA B CUCTEME.

Listening 3aganus Ha pa3BUTHE HABBIKOB ayHPOBAHHUS

@lListen to the recording - mpociymaiiTe NAaHHYIO ayAHO3aMHCh I BBINOTHEHHUS

MOCJEAYIOUIETO YIPaXKHEHHUS

MIExercise: Listen and fill in the spaces — mocie mpocIymMBaHHS ayaMO3AINCH,

3aIUINUTE NPaBWIbHBIN, Ha Bamr B3risga, oTBET Ha KaXAbId BOIPOC, YTOOBI

IIPOBCPUTH CBOC IIOHMMAHHC. PGBy.TII)TaTBI YHPAKHCHUA COXPAHATCA B CUCTCMC.

Language review 3agaHus Ha MOBTOPEHUE M 3aKPEIUICHUE 3JIEMEHTOB IPaMMaTHKH
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ElArticles: Watch the presentation to understand the rules mnpocmoTp 3Toit

oOyuatomedi cepum PowerPoint mpeseHTanuii momoxkeT BaM MOHATH TpaBHMIa

rpaMMaTuKu aHTJINMCKOTO S3bIKA, ITOYIIPAXKHATLCA, OTBCHAS Ha BOIIPOCHI 3a/IaHH. .

MIExercise: Articles: Choose the correct answer BriGpaB IpaBHIIBHBL OTBET, BBI

CMOKXCTC IIPOBCPUTL CBOM 3HAHUSA  HCIIOJIb30BAHUA apTHKHeﬁ. PGSyJ'H)TaTBI

COXPAHAIOTCA B CUCTEMC

MIExercise: Articles: Choose the correct article s BBIIONHEHHS STOTO YIPAKHEHHS

BBI6Hp&I>iTC OMH U3 IIpcjiaracMbIX OTBCTOB. Bce noneiTku 6y,HYT TAK)KC YUYTCHBI, a

OIOCHKA COXpaHCHA

ElGerunds and Infinitives: Watch the presentation to understand the rules mpocmotp

3TON oOyuatomieit cepuu PowerPoint mpesenTanuii moMmoxxeT BaM moHSATH npaBuia

I'paMMaTUuKHU aAHTJIUNCKOTO SA3bIKA, IIOYIIPAKHATBHCA, OTBCUASA Ha BOIIPOCHI 3a/laHUA.

MExercise: -Ing Form: Choose the correct spelling s BBLIIONHEHHS DSTOroO

yIpaKHEHUs BbIOMpalTe OAWMH W3 NpeliaraeéMbix OTBETOB. Bce mombITku OyayT

TAKIKC YUYTCHBI, 4 OICHKAa COXPaHCHA

MIExercise: Gerund or Infinitive?: Choose the correct answer 1ist BBEIIIOJIHEHHS STOTO

VOPaKHEHHsI BBIOMpAWTe OJWH W3 MpeajiaraéMblX OTBETOB. Bce mombITkn OyayT

TAKKC YUYTCHBI, 4 OICHKAa COXPaHCHA

MIExercise: Gerunds: Match the sentences halves s BBITOJHEHHS DSTOrO

VOPAKHEHHs] BbIOMpalTe OJUH W3 NpeajaraeéMbix OTBETOB. Bce mombITkH OyayT

TAKKC YUYTCHBI, d OICHKAa COXPaHCHA

Writing 3amanus Ha pa3BUTHE HABBIKOB MUChMa
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@1Writing the Basic Memo - Video Instructions IPOCMOTP JAHHOTO BHIEO TTOMOYKET

BaMm moHsATH OCHOBHBIE OCOOEHHOCTHM HAamUCcaHUS MEMO u HU3Yy4YHUTb HHCTPYKIHMH

HarmmCaHus MEMO.

Elwatch the Video: How to write memos mpocMoTp ZaHHOTO BHIEO MOMOXKET Bam

ITIOHSATH OCHOBHBEIE OCOOCHHOCTH HAIIMCAaHHUS MEemo

ElHow to Write Memos: mpoBepsTe cebsi, OTBETUB Ha BOHMPOCHI T€CTAa O TOM, Kak

ImucaTb He(bOpMaJIBHBIG II1uCbMa. PGSYJ'IBTaTBI TCCTAa COXpPAHATCA B CUCTCMC

BlUseful Tips for Writing Memos  BeIpakeHHs, KOTOpble IIOMOTYT BaM rpaMoTHO

HanmucaTh Memo. [Ipu HeoOX0AMMOCTH MaTepUal MOKHO pacleyararhb

MIExercise: Writing memos: Put the lines into the correct order Heo6x0qMMO

nogoOpaTh COOTBETCTBYIOIIME (Hpa3bl, OOpaTMB BHHMAHHWE Ha MPABWIBHOE UX
UCIIOJIb30BaHue. B BepxHel yacTu okHa OyJIeT TakKe MPOU3BOIUTHCS OlleHKa Barmx

pe3yJIbTaTOB

#Write Your Memo 5To 3amaHde Ha HammcaHue Bamiero coGCTBEHHOTO MHUCHMA.

BaumaTenbHO mpounTaiiTe 3aJaHue U BBIMIOJIHUTE €ro. IT0 HE0OXOAMMO cleaTh B
Buzie mokymenta MS Word. Ipukpenute daiin B ykazanHo# ctpoke. OH COXpaHUTCS

B CHCTEME U OTBET MOKHO OYJIET MPOBEPUTH U OLICHUTD

EUnit Glossary  T'moccapmii uis 3alOJHEHHs JIEKCHKOM II0 JAHHON TeMe.

BcnomuuTe win otOupaiiTe HOBbIE, MHTEPECHBIE CJIOBA 3TOTO MOAYJA, a TaKXKe
IOnuta 7 B yueOHuke. JloOaBinsiiTe MX, HE MOBTOPSS NBAXKIbI YK€ J00aBIECHHBIC

Bamumu ognorpynnaukamu. Kaxxapiii Bamm Bkitag OyaeT olieHeH.

I'aoccapuit moayvas (Module Glossary)

advert n [C] BrE an informal word for advertisement
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advertise v [I,T] 1 to tell people publicly about a product or service in order to
persuade them to buy it

2 to inform people publicly that a job is available and invite them to apply for it
advertisement n [C] a picture, piece of writing, or film that tells people about a
product or service in order to persuade them to buy it

advertiser n [C] a person or organization that advertises their products or services
advertising n [U] 1 telling people about a product or service in order to persuade
them to buy it

2 the companies that prepare and sell advertising, considered as an industry
advertising campaign n [C] an organization’s programme of advertising activities
over a particular period with specific aims, for example to increase sales of a product
customer n [C] a person or organization that buys products

customer loyalty n [U] when customers continue to buy a particular company’s
product, and do not change to other companies’ products

customer orientation n [U] when a company finds out about its customers’ needs,
and offers products and services that satisfy these needs

customer relationship management (CRM) n [U] a company’s activities to keep its
customers satisfied, find out more about their needs etc

marketl n [C] all the people and organizations involved in the activity of buying and
selling particular goods or services

market2 v [T] 1 to sell something or make it available for sale

2 to sell something by considering what customers want, how much they are willing
to pay, where they want to buy it etc

marketing n [U] activities to design and sell a product or service by considering
what customers want, how much they are willing to pay, where they want to buy it
etc

marketing mix n [C usually singular] the combination of marketing actions often

referred to as product, price, place, and promotion: selling the right product, through
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appropriate distribution channels, and at the right price in relation to other products
so that the company makes a profit, with the correct support in terms of advertising
etc

market share n [C,U] the sales of a particular company in a market, expressed as a

percentage of the total sales
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PaszButHe Jekcnueckunx HaBbIkoB. VVocabulary and Skills.

MARKETING.

What is marketing?

There is a well-known phrase that identifies the various areas of marketing. The

phrase is 'the four Ps', and the Ps stand for product, price, place and promotion.
Product

For a marketer, the most important things about a product are the following.

» Its features (= important and interesting things that will help to sell it).

« Its benefits (= how those features translate into a better experience for the user).
Marketers often use the phrase 'value proposition' to mean the key benefits of the

product.

« Its USPs (=unique selling points, in other words features that the competitors'

products don't have).
Price

A high price says to the market, 'this product is high quality and exclusive'. If the
quality really is good, and people enjoy the feeling of owning the brand, then some
consumers will pay the high price. However, a high price often means fewer sales
and less market share, and so identifying the exact price point for a product is an
important issue. Usually a company has different products with different price points

aimed at different segments of the market.
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We say ...

We need to set our price points carefully. (=charge as much as possible without

damaging sales)

The cost price to us was €40, and we sell it in our stores for €80, so the margin (=

percentage profit) is 100% and the mark-up (= amount added) is €40.

The recommended retail price (US: MSRP - manufacturer's suggested retail price) is

€399, but you can often find it at a discounted price.

Our prices range from €1,250 for tile standard/ economy model to €1,950 for the

deluxe/executive model.

We need to cut/bring down/lower our prices.
We need to increase/put up/raise our prices.
We charge €65 per hour for our services.
Our fee will be €8,450, all included.

Place

This refers to the distribution channel, often referred to in marketing simply as 'the
channel'. A customer can find a product in a retail outlet, such as a store or
supermarket, but how did the product get there? What logistics operations were
necessary (warehousing, handling, transportation)? How many intermediaries were

there?
Was there a distributor? an agent? a wholesaler?

All these people - logistics companies, intermediaries and retailers - are referred to as

the ‘channel partners'.
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Direct marketing is a type of marketing with no intermediaries or outlets - it ‘cuts out

the middleman'.

Direct marketing includes email marketing, catalogue shopping, direct mail, door-to-

door leaflets, etc.

In the future m-commerce (using mobile devices as a shopping platform) will grow

and take its place alongside e-commerce (using a computer).
Promotion
There are many different forms of promotion.

* Online advertising (banner ads, flash animations, and search marketing that uses

links on the results page of a search engine).

* Ads in the media (TV, magazines, newspapers).

* Outdoor advertising (billboards, buses).

* Promotional materials (brochures, catalogues, leaflets, flyers).

* Sponsorship (e.g. associating your logo with one particular football team).

» Sales promotions (special offers such as 'buy-one-get-one-free', coupons/vouchers,

etc).

* Public relations.

» Word-of-mouth (especially important in the age of social networks on the Internet).
* Trade shows/trade fairs (especially in B2B).

We say ...

run an advertising campaign
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place an ad online/in a magazine
make a TV commercial

sponsor an event/ a sports team
attend a trade fair

PasBurHne rpamMarnyeckux HaBbIKOB. Lanquage Review.

Present Perfect Continuous - Hacrosiiee Cosepuiennoe IpoaosxeHHoe

Kax obOpazyercsi:
Have/has + been + cnacon+ing
Korma ynotpe0G:siercs.

1. JleiicTBUE IJIUTCA C MOMEHTA B IIPOIILJIOM JO MOMEHTA B HACTOSAIIEM (IIE€PEBOIUTCS

HACTOSIITUM )

| have been waiting for this moment all my life. - 51 >xgana 3Toro MoMeHTa BCIO CBOIO

KHU3Hb.
2. ¢ mpeaytorom since (c).

Their family has owned this castle since 17th century. - 1x cembs Biageer 3THM

3aMKOM ¢ 17 Beka.

Past Perfect Continuous - Ilpomenmee CoBepiiieHHOe MPOI0KEHHOE
Kaxk oOpa3yercs.

Had + been + 2nacon+ing

Koraa ynotpe06asiercs.
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OpHo neificTBHE MPEPBAHO APYTUM WM SIBIISIETCS] €I0 IPUYUHOM.

| had been working hard the whole year, so | was exhausted. - S Tsokesno Tpyauaach

BCCh I'OJ U OnL1a IMPOCTO NCTOLICHA.

PasButre HaBbIikOB mucbma. Writing.

Writing Memos. Useful Phrases and Tips.

MEMORANDUM

To: English Students
From: A. Teacher A.T.
Subject: Writing Memos
Date: 5 June 2006

You will be using memo format often when corresponding with coworkers or
professors. | am providing this memo both as a set of instructions and as a sample
document. Below you will find information on format and content requirements for
memo writing. Please follow these guidelines and see Chapter 14 in Technical

Communication by Mike Markel for more information.
Spacing

Follow the spacing shown in this memo. Be sure to single space items within
paragraphs and double space between paragraphs. Paragraphs should not be so long

that they are difficult to read.

Introductory Paragraph
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Memos serve as records of important communications. Because recipients might not
always recall the occasion or significance of your correspondences, you should

include an introductory paragraph that establishes a context by stating the following:
the subject and purpose of the memo (what prompted you to write it);

any necessary context details (dates, names, assignment numbers, etc.);

a preview of the contents (not a summary—just tell the reader what to expect).

Notice that | did these things in my introductory paragraph above. Also notice that

there is no formal salutation (“Dear Students™) like there would be in a letter.
Style and Tone

In your correspondence, use a professional but conversational style. Slang would be
inappropriate, as would overly stiff, formal prose. Choose a courteous,
accommodating tone, much as you would in conversation with a professor in his/her

office.

With other audiences, you will need to make choices about style and tone based upon

your relationship with them and your perceptions of their needs and expectations.
Closing

Some memos (e.g., this one) need no concluding comments such as you might write
for more formal, argumentative papers. Many memos, however, require some kind of
response or indicate a future action. In those cases, conclude by providing an
opportunity for response. (For example, “I will come by your office on Tuesday at
4:00 p.m. to discuss my paper with you.”) Make your closing statement substantial
and meaningful. Avoid clichés—if you’ve seen it written many times before, your

reader probably has, too.

Initials
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Memo format does not include a signature block. You should, however, write your

initials (in pen) beside your name in the heading. Notice that | did so at the top of this

page.

OQopasen KOHTPOJLHOIO 32TAHUA MO TeMe 7:

Module 7 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Word partnerships

1 Match a word from A and B and complete sentences 1—10. Use each word

from A twice.

A B

advertising / consumer / market /| behaviour / budget / campaign /
product / sales forecast / launch / lifecycle / profile /

research / segment / targets

1 The is the length of time people continue to buy a

particular product.

2 showed very good potential for marketing the

magazine to executives in the age range 25—35.

3 A is simply a description of a typical customer.

4 Our company has established its brand name through a multi-million multi-

media
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5 The introduction of a product to the market is called the

6 Family and friends are a major factor in . They really

influence what people buy, where and how.

7 A Is a group of customers of similar age and income
level.
8 I don’t think cutting our by half is a good idea. Our

campaigns are highly successful and always generate huge profits in the long term.

9 Our representatives are under a lot of pressure to meet their

10  I’m afraid I can only make a pessimistic for February
and March.

Language Review: Questions
2 Re-order the words to make questions.

11 much advertising do how on spend you ?

12  does endorsement mean what ?

13  strengths and  are company’s  weaknesses ~ what  your = ?

14 range did extend product their they when ?
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15 IS team leading sales who your ?

3 Complete each question with an appropriate word.

16 your market share increase last year?

17 kind of products do footballers endorse?

18 they doing any market research at the moment?
19 of these two products is more successful?

20 you met our new manager?

21 often do you launch a new product?

22 Kaori phoned recently?

Skills: Telephoning

4 Complete this excerpt from a telephone conversation with the questions from
the box.

Would you like them to do the marketing? / Could you give me a few details?
/ Did you say 5%? / Have you finished your report? / Why? / How about our

market share? / How are things? / What do you think of ‘Eureka!’?

A: Hi, Vladi. Raul here. (23)

B: Fine, thanks. Quite busy, in fact.

A: (24)
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B: Almost. But | can tell you the figures | have are looking extremely good.

A: Excellent. (25)

B: Sure. Overall sales are up 15%. Our new soft drinks are up 12%, and our mineral

water is doing just as well.

A: That sounds good. (26)

B: Well, we’ve increased it by 2.5%.

A: Sorry, I didn’t catch that. 27)

B: No. 2.5%. But I think it might go up by five over the next quarter.

A: That would be great. By the way, there’s something else I wanted to ask you. (28)

B: Oh, the new advertising agency. [ think they’re really good. (29)

A: I was thinking about the new energy drink that we’re launching next month.

B: Right. (30)

A: Exactly. | want something less traditional for this new product.

B: In that case I think it’s a good idea to contact them. They’ve got a very creative

team, with lots of imaginative ideas.
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Tema 8. Planning.

KmioueBsnlie cioBa: Planning, analysis, project management, future simple, future

arrangements, letter of request.

IlepeyeHb KOMIIOHEHTOB MOYJISI 3JIEKTPOHHOI'0 KYPCAa, KPATKAasi AaHHOTAILUS M

METOJUICCKHNEC PCKOMCHIAINH 110 U3VUYCHHUIO MOAVJIA.

2% Starting up. Discussion Forum — dopyM mist 00CYKICHHI [UTAT, BOIPOCOB IO

TEMC MOOYJIA. BI[CCB Br1 moxete BbIpaXaTb CBOW MBICIIHW, UICU U BECTU JUCKYCCHUM.

Reading 3aganus Ha pa3BUTHE HABBIKOB YTCHHS

& Exercise: Before you read the text: Match the words to their definitions — B

VOPOKHEHUHM TpEACTaBiI€Ha HOBas AaKTUBHAs  JIEKCHKA, MCIOJb3yeMas B
HIDKecenyromeM TekcTe. IIpoBepbTe CBOM 3HaHHA 3THX CJIOB CO CJIOBApEM H
noaOepuTe K HUM  [peajaraémble  ONpeAesieHHs.  3aJlaHhe  BKIIIOYAET

ABTOMATHUYECKYIO IPOBEPKY, PE3YJIbTAThI COXPAHSITCS B CUCTEME

Read the text: "Planning" — tekct s yreHus

[ Exercise: True or False?: Read the text above to decide on the statements - BriGpas
HpaBHJII:HBIPJI OTBCT, Bru1 cmoxkeTe IIPOBCPUTH CBOC IIOHUMAHHUC ITPOYUTAHHOI'O PAHCC
TEKCTa. 3aIaHUE BKIIFOYAET aBTOMATUYECKYH0 IIPOBEPKY, PE3YJIBTATBI COXPAHATCS B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympaskHeHHe Ha 3aKpeILICHHE

MPEJCTABIICHHOM B TEKCTe JeKcUkd. HeobxomumMo momo0paTh HKBUBAJICHTHI
MpeiaraéMblM CJIOBaM U BBIPQXKEHUSM. 3aJaHU€ BKIIOYAET aBTOMATUYECKYIO

IIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.
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Vocabulary and Skills 3amanuss Ha pa3BUTHE W 3aKpEIUICHUC JIGKCUKH H

(dbopMupoBaHUE ONPE/IETICHHBIX YMEHUN U HABBIKOB

El Describing Products: Read the comments and learn how — 3mech mpuBeneHsI

[pwjaraTebHble, KOTOPBIE YacTO HWCIOJIb3YIOTCA IPU ONMCAaHUM IPOIYKIIHH.
[locTapaiiTech MX M3Yy4UTh U 3alOMHUTH. [Ipn HEOOXOIMMOCTM MaTepuas MOXKHO

paciicyararsb.

Exercise: Adjectives Describing Products: Match the words — 3aganue mo3BouT

IIPpOBCPUTHb, HACKOJIBKO XOPOIIO Br1 YCBOUIIN TEMY. Bama OIOCHKAa COXPAaHACTCA B
cucteme. KolnmdecTBO MOMBITOK TaK K€ HE OTPaHUYCHO, HO YYHTBIBACTCSA B BHAC

mTpados.

& Exercise: Product Features: Choose the answer - i BBITIOJHEHHS DSTOTO

YIOPaKHEHHsI BBIOEpPUTE OJUH W3 MpPEAJIaraéMbIX OTBETOB. B BepxHell yacTu OKHa

OyJeT IpOou3BOIUTHCS OLIEHKa Bammx pe3ynbTaToB.

& Exercise: Product Materials: Identify the material name - s BBIIONHEHUS DTOTO

VOPKHEHUsI BHIOEpUTE OJUH U3 TpEAJiaraeMbIX OTBETOB. B BepxHel yacTu OKHa

OyJeT mpou3BOIUTHCS OlleHKa Bammx pe3ynbTaToB.

& Exercise: Product Development Process: Gap-filling - mist BBINOJHEHHS 5TOTO

VOPKHEHUsI BBIOMpaTe OAMH M3 MpejjiaraeMblXx OTBETOB. B BepxHeil 4acTH OKHa

OyJeT MpOoM3BOIUTHCS OlleHKa Bammx pe3ynbTaToB.

[-1 Exercise: Products and Brands: Answer the questions - 3amanue IO3BOJIUT

MIPOBEPUTH, HACKOJIBKO XOpolio Bel ycBounu temy. Baiia onieHka coxpaHsieTcsi B
cucreme. KonnuecTBO MOMBITOK TaK *€ HE OTPAHMYEHO, HO YUYUTHIBAETCS B BUJIC

mTpados.
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Listening 3aganus Ha pa3BUTHE HABBIKOB ayHMPOBAHUS

@1 Listen to the recording — mpociyiraiiTe TaHHYIO ayXHO3AIICH IS BBIIOTHCHHUS

IMOCJICAYIOIICTO YIIPAKHCHUA

B Exercise: Listen and choose the best answer — mociie NpOCITYIIMBAHKS

Ay 0o3allncCu, BLI6CDI/ITC IpaBUJIbLHBIN, Ha Bam B3TJI1d, OTBCT Ha Ka}KI[I)II\(JI BOIIPOC,

4TOOBl TPOBEPUTH CBOE TMOHMMAaHHUE. Pe3ynpTaThl YNpaKHEHUS COXPAHATCA B

CHCTCMC.

Language review 3aganus Ha MOBTOPSHUE U 3aKPEIICHUE 3JICMEHTOB IPAMMATHKU

El The Passive Voice: Watch the presentation to understand the rules - mpocmotp

aTOM oOywaromieit cepur PowerPoint mpeseHraruii momoxeT Bam moHsATH mpaBuiia
IrpaMMaTHKN aHTJIMACKOTO $3bIKA, MOYIPAKHATHCS, OTBEUAs Ha BOIMPOCHI 3aaHHM.

DTa yacTh HAalIOMHUHAET MpaBuia 00Pa30BAHMS CTPAJATENIBHOIO 3aJI0Ta

& Exercise; The Passive: Rewrite the sentences using a passive form - mis

BBIIIOJIHCHUA O9TOr0 YIpPaKHCHUA BBI6epI/ITC OIWH M3 HpcajiaracMbIX OTBCTOB. B

BEpPXHEI YacTu OKHa OyJIeT MPOU3BOAMUTHCS OLIEHKa Bammx pe3ynbTaToB.

& Exercise; The Passive: Fill in the missing word - s BBIMOJHEHHS DTOTO

VOPKHEHUsI BBIOEpUTE OJUH W3 MpEAJIaraéMbIX OTBETOB. B BepxHel yacTu OKHa

OyJIeT mpOou3BOIUTHCS OlleHKa Bammx pe3ynbTaTos.

@1 Exercise: The Passive Voice: Write the correct form - ist BBIIIOJHEHHS TOTO

yOpaKHEHHs] He0OX0IMMO BIHCATh TJIaroil B Hy>kHOU (popme. B BepxHeii yactu okHa

OyIeT mpou3BOIUTHCS OlleHKa Barmmx pe3ynbpTaTosB.
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& Exercise: The Passive: Complete the sentences - s BBIIOIHEHHS STOTO

yOpaXHEHHUs] BbIOEPUTE OJUH U3 IMpesiaraéMblX OTBETOB. B BepxHell yacTh OkHa

OyZeT MpoUu3BOIUTHCS OlieHKa Bammx pe3ynbTaros.

& Exercise: Active or Passive?: Choose the correct answer - ist BBITOJIHEHHS YTOTO

yOpaXHEeHHUs] BbIOEPUTE OJUH U3 MpeisiaraéMblX OTBETOB. B BepxHell yacTu OkHa

6y,Z[CT IMPOU3BOAUTHCA OLICHKA Bamux PE3YJIbTATOB.

Exercise: The Passive Voice: Write the correct form — npoBepbTe cBou 3HaHUS

CTpaaaTCiIbHOIr0 3ajiora. HaHHOC 3aJaHuC OLCHUBACTC. Ber Moxete CACJIaTh
HECKOJIBKO ITIOIIBITOK, OJHAKO HOBas IIOIIBITKA ITOCJIC HaXKaTHUA KHOIIKH «OTHpaBI/ITB

BCE€ U 3aBEPILUTH TECT» MOBJIEYET 3a cOO0M mTpad, T.€. MIOHUKEHUE OLICHKU.

Writing 3amanus Ha pa3BUTHE HABBIKOB IMUChMa

Letter of Complaint: Read some advice and see the examples — unbopMmarus

HallTOMHWHAaCT OCHOBHLIC PCKOMCHIAIWH I TOTIO, YTOOBI IIpaBUJIbHO HAIHUCATh

MHUCHMO — KaJooy.

@1 Watch the Video: How to Write a Letter of Complaint — mpocmoTp 1aHHOTr0 BUEO

nmomMosxkeT BaM moHSITE OCHOBHBIE 0COOCHHOCTH HAITMCAHUS ITHCEM — 3KaJIo0.

B Useful Phrases for Writing a Letter of Complaint - BeIpakenus, KOTOpsIe

nomoryt Bam rpamorHO Hammcath e-mail. Tlpu HeoOXoauMoCTH Matepuan MOKHO

pacrievararh.

M Exercise: Sample Letter of Complaint: Fill in the spaces - mposepsre ce6s,

OTBCTHUB Ha BOIIPOCHI TECTa O TOM, KaK IIHCATb IIHMCbMO- )Kano6y, BBI6paB

[IPaBUJIbHBIA BapUaHT OTBETA. Pe3ysbTaThl TECTA COXPAHITCS B CUCTEME.
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& Exercise: Sample Letter of Complaint: Put the phrases in the correct order - mis

BBIIIOJIHCHUA 3TOI'0  YHPAKHCHHA PACIIOJOXKUTC MPCAIOKCHUA B IIPABUJIBHOM

nopsiake. B BepxHelt yactu okHa OyieT MpOU3BOAUTHCS OIICHKa Barmx pe3yabTaTos.

#> Write Your Letter of Complaint — 510 3amanMe Ha Hamucanue Baimero

COOCTBEHHOTO MUChMA - jKajJ00bl. BHIMATEIIEHO MPOYHTANTE 3aJaHIE U BBITOIHUTE
ero. 910 HeoOXoauMo cruenath B Buae nqokymeHnta MS Word. TIpukpenute ¢aitn B
yka3aHHOU cTpoke. OH COXPAaHUTCS B CUCTEME U OTBET MOXKHO OyJeT MPOBEPUTH U

OLCHUTD.

B Unit Glossary — TI'moccapuii Ajs 3amoOJHEHHWsS JIEKCHMKOM IO JAaHHOM TEME.

BcnomuuTe win otOupaiiTe HOBBIE, MHTEPECHBIE CJIOBA 3TOTO MOAYJA, a TaKXKe
Onuta 1 B yueOHuke. JloOaBisiiTe MX, HE MOBTOPSS JBAXKIbI YK€ J0OABIECHHBIE

Bammmu ognorpynnaukamu. Kaxaeiii Bamn Bkiaa Oynet orieHeH.

I'inoccapuit moayas (Module Glossary)

schedule n [C] a plan or timetable for doing something

subsidy n [C] money that is paid by a government or organization to make something
cheaper to buy, use, or produce

supply v [T] to sell and provide goods or services — supplier n [C]

survey n [C] 1 a set of questions given to a group of people to find out their opinions
2 the information obtained by analyzing the answers to these questions

tactic n [C usually plural] a method that you use to achieve something

takeover n [C] an occasion when a person or company obtains control of another
company by buying more than half of its shares

talent n [C,U] a natural skill or ability
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targetl n [C] 1 an organization, industry, country etc that is deliberately chosen to
have something done to it

2 a result such as a total, an amount, or a time which you aim to achieve

target2 v [T] 1 to make something have an effect on a particular limited group or
area

2 to choose someone or something as your target — targeted adj
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PaszButHe Jekcnueckunx HaBbIkoB. VVocabulary and Skills.

PLANNING.

Planning in order to achieve a goal

In business the word ‘plan’ usually means a series of specific things to do in order to

achieve(= succeed in) a particular goal or objective.
You can ... a goal.

set, work towards, reach / achieve

And your goals may be ...

achievable, clear, specific, realistic, unrealistic
Once you have clear goals, you can begin planning.
You can ...

develop / draw up / make / prepare a plan

present / propose / put forward a plan

discuss and then agree a plan

go ahead with a plan

implement(= put into action) a plan

review and then change / modify a plan
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keep to / stick to a plan

abandon / cancel / drop a plan

shelve a plan(= decide not to use it, although you might use it later)

A plan may:

succeed / go smoothly/ fail / go wrong

And you can have a/an ... plan.

ambitious, definite, detailed, five-point, long-term, short-term, strategic, three-year
You may think that a plan is a good one, but have concerns(= worries).
During the planning process people may ask:

How long will it take?

What's the timescale on this?

What's the next step?

What should we focus on first?

With limited resources, what should we prioritize?

The outcome (= result) of the plan may mean success or failure for the business.

There can be a/an ... outcome.

favourable / positive / satisfactory / successful / negative / unfortunate / expected /
likely / final

Finally, all plans involve risks. You can ... risks.

assess, accept, avoid, manage, take
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Forecasts

A forecast is a statement about what is likely to happen in the future. The word
‘forecast’ can be a verb or a noun and is used when talking about business, the
economy or the weather. The words ‘predict / prediction' refer to a more personal

view.

We forecast sales of €5.6m next quarter.

We have a sales forecast of €5.6m next quarter.
| predict that the Board is going to fire the CEO.

A forecast shows your expectations. Note that 'l expect' = 'l think it will happen’

while 'l hope' ="'l want it to happen'.'
| expect sales 1uill improve next year - our product pipeline is very strong.

I hope sales will improve next year, but it's unlikely because the patent on our

bestseller runs out in December.

It is also common to say:

Hopefully, sales will improve next year.
Time expressions for the future

You can talk about plans and expectations using phrases that show different degrees

of probability.
We'll definitely ... / We're certain to ...
We're going to ... / We intend to ...

We'll probably ... / We're likely to ... / The chances are that we'll .. .
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We might/ may | could ...

We' re unlikely to ... / We probably won't ...

We definitely won't ... / We have no intention of ...
The economy is likely to improve in the medium term.

The chances are that we'll expand our production facility in Turkey in the coming
months.

Alternatively, you may simply say:
It's difficult to forecast.

Also note these time expressions.
in the short | mediuln /long term
in the long run

in (or over or during) the next few weeks / coming months

Pa3BuTHe rpaMMaTHUYECKHX HABBIKOB. Language review.

Future Simple - Byaymee IIpoctoe

Kaxk o6pa3zyercs:
Shall (ynompebasemcs moavko ¢ 1 nuyom) will+I popma enacona.
Korma ynotpe0Gsiercs.

JleiicTBue mpousoiier B OyaymieM. YoTpeOsercs ¢ BpeMEHHBIMU MapKepamMu
tomorrow, next, THOO yKa3aH CpOK.

I will write to you tomorrow. - Hanuiry Tebe 3aBTpa.
He will visit us in 3 weeks. - OH HaBeCTUT Hac yepe3 3 HeeIH.
Future Continuous - Byaymee ITpoxosakenHoe
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Kax obOpa3zyercsi.
Bcnomorarenbaslii riaron will/shall+be+1 dopma rimarona+ing
Korna ynotpe6msiercs. [Iporiecc nmutcst B OyayImemM.

She will be dancing the whole day tomorrow. 3aBTpa ona Bech ieHb OyeT
TaHICBATDb.

Future Perfect Continuous - bByayiee CoBepmennoe IpoaoszkeHHoe

Taxue BpeMeHa aHTTTUICKOTO s13bIKa, Kak Future Perfect Continuous Past Perfect
Continuous ynoTpeOIsitoTcs KpaitHe peaKo.

Kak o6pasyercs.
Will/shall + have + been + 2racon+ ing

Korna ynorpe6nsiercs. 3arparuBaercs nepuo Npouuioro u Oyaymero, npeagor
BpEMEHHU by.

Hanpuwmep. | will have been working in this company for 10 years by 1st May. - K 1
Mas Oymet 10 jeT, kak s paboTaro B 3TOW KOMITAHHH.

PaszButHe HaBbIKOB mucbMa. Writing.

Writing Letters of Request. Useful Phrases and Tips.

A formal letter of request is written to ask for permission, help, information,
advice, etc. It may also provide information, explain a situation, make suggestions,
present arguments in support of an opinion, etc. as requested in the topic instructions.

Each point should be presented in a separate paragraph containing a clear topic
sentence supported by examples and/or justification.

Useful Language for Letters of Request

. To begin letters:

- | am writing to ask if you would be so kind/ generous as to / request your
assistance concerning the matter of.

-l wonder if you could possibly/ if it would be possible for you to help me.

- | would (greatly) appreciate it if you could.
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- | would be most grateful if you could.

- | am writing to ask/ enquire if/ whether you could possibly tell / inform me.

- | am writing to ask if / whether | might (perhaps) be permitted / allowed to /

request your (kind) permission for / (for me) to.

. To end letters:
- | hope that my request will not inconvenience you too much;
- | must apologise for troubling you with this matter;

- | hope that you will forgive me for taking up your valuable time;

- I 'look forward to hearing from you / receiving your reply as soon as possible;

- Thank(ing) you in anticipation of your / in advance for your kind cooperation.

Oo0pa3en KOHTPOJBLHOI0 3aIaHNS M0 TeMe 8:

Module 8 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Ways to plan

1 Match a word or phrase from A and B and complete sentences 1—10.

I wonder if I might ask you for / request your valuable advice on / concerning.

A B

collect / consider / do / estimate / costs / information / our budget /
forecast / keep within / meet / sales / some research / the options /
rearrange the schedule / the deadline

1 The project was successful, except that we didn’t

. We overspent by about 5%.

2 Our visitors are arriving two hours later than planned, so let’s
immediately.

3 Our advertising campaign is producing good results, and we
of at least $150,000 in the next quarter.

4 It’s difficult to accurately when your

suppliers increase their prices without warning.
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5 First, let’s that we have for the launch date:
it could be late spring, or early autumn, or next year.

6 What we need to do is about the buying
habits of the people who live in that area.

7 It will be impossible to of June 20 now that
the project manager is ill. Everything will have to be put off until next month.

8 Jim wants to into the factors that influence
consumer behaviour.

2 Match the two halves of the sentences. Write your answers here:
9 10 11 12

9 He’s trying to arrange
10 It was impossible to implement
11  Jean is going to write
12 The training schedule has
a the next quarterly sales report.
b a meeting with BCA’s sales manager.
C to be prepared by April 5.
d that plan with such a small budget.

Language Review: Future plans
3 Re-order the words to make sentences.

13  Brazil expand hoping in they’re to

14 not a bonus expecting get good is she to

15  attract foreign we investment like more to would

16  a Bangalore in open planning subsidiary to we’re
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17  are going launch when model this to you ?

4 In each sentence, one word is missing. Re-write each sentence with the correct

word in the right place.

18  We going to visit our suppliers next week.

19 | help you write the report if you like.

20  We look forward seeing you soon.

21  Analysts say the economy will better next year.

22 They want relaunch their video camera.

Skills: Meetings

5 Complete these phrases with a word from the box.

comment / could / interrupt / like / mean / moment / on / what

23 | say something?

24 Just a , please.

25 So you’re saying is that we’ve overspent?
26 How do you exactly?

27 Sorry, could I just on that?

28 I’d to finish, if [ may.

29 Sorry to , but what are the options?

30 Hold a minute.
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Tema 9. Managing People.

Karouebie ciioBa: Managing people, finance, financial documents, money, reported

speech, recommendation letter.

IlepeyeHb KOMIIOHEHTOB MOYJISI 3JIEKTPOHHOI'0 KYPCAa, KPATKAasi AaHHOTAILUS M

METOJUYCCKNEC PCKOMCHAAIMMH 110 U3VICHHNIO MOAYVJIA.

2 Starting up. Discussion Forum — dopyM mist 00CYKISHHI [UTAT, BOIPOCOB IO

TEMC MOIYJIA. 3I[CCB Br1 moxete BbIpaKaTb CBOW MBICIIU, UJICU U BECTU JUCKYCCHUM.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHS

B Exercise: Before you read the text: Match the words to their definitions — B

VOPOKHEHUHM TpEeACTaBiIeHa HOBas AaKTUBHAs  JIEKCHKA, MCIOJb3yeMas B
HIDKecenyromeM Tekcte. IIpoBepbTe CBOM 3HaHHA 3THX CJIOB CO CJIOBApEM H
noadepuTe K HUM  Opeajaraeémble  ONpEeAesieHHs.  3aJaHhe  BKIIOYAET

ABTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B CUCTCMC

Read the text: "Management" — TekcT IS YTeHHs

M Exercise: True or False?: Read the text above to decide on the statements - BsiGpas

IIPaBUJIBHBIN OTBET, BBl CMOXKeETE MPOBEPUTH CBOE MOHMMAHUE MTPOYUTAHHOTO pPaHEe
TEKCTa. 3a/laHie BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YJIbTAThl COXPAHSTCS B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympakHeHHe Ha 3aKpeIUICHHE

MPEJCTAaBICHHOW B TEKCTe JieKCUuku. HeobxomuMo momo0paTh 3KBUBAJIEHTHI
npejyiaraéMbIM  CJIOBaM W BBIp@XEHUsM. 3aJaHU€ BKJIOUYAeT aBTOMATUYECKYIHO

MIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.
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Vocabulary and Skills 3aganus Ha pa3BUTHE U 3aKpeIICHHEC JIEKCHKHA H

(dbopMupoBaHUE ONPE/IETICHHBIX YMEHUN U HABBIKOB

@1 Watch the video: How become a manager - mpocMoTp BHIEO moMoxeT Bam

IIOHATHb, KaK IIPUMCHATH HGO6XOIII/IMI)IC BBIPAKCHHA Ha IIPAKTHKC. BaumarensHO

CJICOAUTC 3a TCM, KaKHC CJIOBAa U (1)133.3})1 HCIIOJIB3YIOT I'CPOU.

[ Exercise: Management: Answer the questions - BsIGpaB HpaBHIBHEIH OTBET, BBl

CMOIKCTC IPOBCPUTH CBOU 3HAHUSA 00 HCIIOJIb30BaHUH q)pa3 U JICKCHUKHU IIO I[EIHHOFI

Teme. P C3yJIbTAThl TCCTA COXPAHATCA B CUCTCMC.

M Exercise: Who Is Who in Finance: Answer the questions - BeIGpaB mpaBHIbHbIIA

OTBET, BbI Takxke cCMOKeTe y3HaTh U IPOBEPUTH CBOU 3HAHUS O Ha3BaHWM Npodeccuid

10 JAHHOU TeMe. Pe3ynbTaThl TECTA COXPAHSITCA B CUCTEME.

[ Exercise: What Is What in Finance: Choose the right answer - BeiGpaB

HpaBHHBHBIﬁ OTBCT, Ber cmoxerte Y3HaTb MW TIIPOBCPUTL CBOW 3HAHUA 00
HUCIIOJIB30BaHNH (1)p33 Hn JICKCHUKH IIO ,Z[aHHOﬁ TCEMC. PGBYJIBTaTBI TCCTa COXPAHATCA B

CHUCTCMC.

M Exercise: Financial Documents: Find the defined words - BeiGpaB mpaBHIBHBIIA

OTBCT, Br1 cmoxeTe IMPOBCPHUTHL CBOU 3HAHHA 00 MCIIOIB30BaHUHU (1)p8,3 H JICKCHUKH IIO0

JaHHOU TeMe. Pe3ynbTaThl TECTa COXPAHSTCS B CUCTEME.

M Exercise: Money: Find the defined words - BeiGpaB mpaBuibHEI OTBET, BhI

CMOIKETC HPOBCPUTH CBOU 3HAHUSA 00 HCITOJIb30BaHUH (1)p8,3 U JICKCHUKHU IIO0 I[&HHOIZ

TEMC. P@?;y.TH::TaTBI TECTA COXpPAHATCS B CUCTCME.

Exercise: Your Job Responsibilities: Complete the sentences - 3ToT Tect mpoBeput

Bamm 3HaHMSA JEKCHKH: OIpENEICHWE W OIMCAHME 3aHUMAEMbIX IO3ULHNA B
KOMIIaHUM. BpiOupaiiTe OoauH W3 NpeajaraeMbiXx BapuaHTOB. JlaHHOe 3anaHue

OLICHUBACTCA. Bbel mMoxete CACJIaTb HCCKOJBKO IIOIIBITOK, OJHAKO HOBAas IIOIIBITKA
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IMOCJIC HaXXaTHus KHOIIKH ((OTHpaBI/ITB BCE M 3aBCPIINTL TECT» IMOBJCUYCT 34 coboit

mTpaQ), T.C. IIOHMKCHUC OIICHKN

Listening 3aaganHus Ha pa3BUTHE HABBIKOB Ay TUPOBAHMSI

@1 Listen to the recording — mpocmymaiite TaHHYIO ayAHO3AIMHACH IS BBIMOTHEHHS

MOCJIETYIOLIErO YIPAKHEHUS

& Exercise: Listen and fill in the spaces - mocie mpocnymMBaHHS ayIHO3aINCH,

BBIOEpUTE TNPABWIbHBIA, Ha Bamr B3rasa, OTBET Ha KaXAbld BOMPOC, YTOOBI

IIPOBEPUTH CBOE MOHUMaHUE. Pe3ylbTaThl ypaXKHEHHsI COXPAHATCS B CUCTEME.

Language review 3aganus Ha MOBTOPCHUE M 3aKPETUICHUE YJICMEHTOB IPaMMaTHKH

Reported Speech: Watch the presentation to understand the rules - npocmoTp 3T0iA

oOyuatomedi cepum PowerPoint mpeseHTanuii momoxkeT BaM MOHATH mpaBuMiia
rpaMMaTHK{ aHTIUHCKOTO SI3bIKAa, B JIAHHOM BHJEO - TEpelaaud KOCBEHHOW pedd,
MOYNPaXHATHCA, OTBEYass HAa BOMPOCHI 3aJaHUN. OJTa YaCcTh HAMOMHUHAET BUJBI
MOJAJIBHBIX ~ TJIArOJIOB, HCIOJB3YEeMBIX JUISI  BBIPAXKCHHUS  JIOJDKCHCTBOBAHMM,

00513aTENLCTB, COBETOB.

& Exercise: Say or Tell? Choose the right answer - nusi BBIIOJHEHHS STOrO

YOPaKHEHUsI BbIOMpaiiTe OAWMH M3 MpejiaraeéMblX OTBETOB. B BepxHeil yacTH OKHa

OyJeT mpOoM3BOIUTHCS OlleHKa Barmx pe3ynbTaToB.

@1 Exercise: Reported Speech: Reporting statements - s BBIIOJHEHHS DTOrO

YOpaKHEHHsI BBIOUpANTE OJIMH W3 TMpeJylaraéMbIX OTBETOB. B HIDKHEHW 4yacTH OKHa

OyIeT mpou3BOIUTHCS MPOBEpKa Bammx oTBETOB.
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@1 Exercise: Reported Speech: Choose the correct option - st BBIMOJIHEHHS TOTO

yOpaXHEHUs] BbIOMpaiiTe OJWH W3 TpejIaraeMblXx OTBETOB. Jlis mpoBepku
PE3yJIbTATOB MOCJIE BBINOIHEHUS 3a/1aHUsl HAKMUTE KHONKY “Done” B HuxkHel yacTu

OKHa.

@1 Exercise: Reported Speech: Complete the sentences - mis BBIIOTHEHHS DTOrO

yOpaXHEHUs] BbIOMpaiiTe OIWH W3 TpejIaraeMblx OTBETOB. /[l mpoBepku
pE3yJIbTATOB MOCJIE BBINOJIHEHUS 3a/1aHUsl HAXXMUTE KHONKY “Done” B HumxkHel yacTu

OKHa.

@1 Exercise: Reported Speech: Structure practice - s BBIIOJHEHHS HSTOTO

yOpaKHEHUS BBIOWpaANiTe OJIMH W3 TpejaraeMbplx OTBETOB. [[ns mpoBepku
PEe3yJbTAaTOB MOCJIC BHIMOJHEHUS 3aJaHus HAXKMUTE KHONIKY “Done” B HkHEN yacTu

OKHa.

Exercise: Reported Speech: Rewriting questions 1 - 3ajaHue MO3BOJIHMT IPOBEPHUTH,
HACKOJIBKO XOpOoIIo Br1 YCBOUJIN TCMY. Bama OOCHKa COXpPaHACTCA B CHCTCMC.

KonndecTBO MOMBITOK TaK JKE HE OI'paHUYCHO, HO YUYHUTHLIBACTCA B BUAC HITpa(bOB.

Exercise: Reported Speech: Rewriting questions 2 - 3ajaHue MO3BOJIMT TPOBEPHUTH,
HACKOJBbKO Xopomo Bel ycBomnu Temy. Bama oneHka cOXpaHSAETCS B CHCTEME.

KonnuecTBO MONBITOK TaK K€ HE OI'paHUYCHO, HO YYHUTBLIBACTCA B BUJIC HITpa(I)OB.

Writing 3aganus Ha pa3BUTHE HABBIKOB MMHUChMa

El How to Write References (Recommendation Letters) - sTo pexoMeHmauuu,

KOTOpbIE MOMOTryT BaMm MOHATh YTO TAaKO€ PEKOMEHIATENIBHOE MHCBMO M KaK €ro
IPaMOTHO HANMCaTh HAa aHTIUNCKOM si3bike. [Ipouwnraiite, oOpature BHUMaHUE Ha

UMEIOIIHECS OCOOEHHOCTH.
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Recommendation Letters: Some 'Do's and 'Don't's - 3To pekoMeHaaIlK, KOTOPbIE

IMOMOI'yT BaMm noHsTh 4TO HCO6XOI[I/IMO YUECTb U 4YTO CJICAYCT HCKIIOYUTH IIpH
HaIlUCaHUKU PCKOMCHIATCIIbBHOI'O IIMCbMad Ha AHTJIMHMCKOM  SI3BIKE. HpOIIPITaI;'ITG,

O6paTI/IT€ BHMMAaHHNC Ha UMCIOIINCCA OCOOCHHOCTH.

@l Sample Reference Letter Template for Business — 3mech NpUBOASTCS MPEMEPSI

HaIlUCaHUA PCKOMCHAATCIIBHBIX ITMCCM U OCHOBHBIC H€O6XOIII/IMI>I€ q)paBLI

M Exercise: Writing References: Answer the questions - mpoBepsTe cefs, OTBETHB Ha

BOIIPOCBHI TCCTAa O TOM, KaK IIHCATb PCKOMCHAATCIBHOC IIMCBMO Ha AHTJINHACKOM

SA3BIKC. PC3YJII>TaTBI TCCTa COXpaHATCA B CUCTCMC.

] Useful Phrases for Writing Recommendation Letters - BelpaxkeHHs, KOTOpBIE

IIOMOTI'YT Bam KOPPECKTHO HaImcaTb COIMPOBOAUTCIIBHOC ITMCBMO. HpI/I

HCO6XOI[I/IMOCTI/I MaTCpHuall MOKHO pacCiiCcyararsb.

&> Write Your Recommendation Letter — »To 3ajgande Ha Hamucande Baimero

PEKOMEHIaTeNbHOTO NMUChbMa. BHUMaTENBbHO NpOUYNTATE 3aJaHUE U BBIIOJIHUTE €TO0.
D10 HeoOXomuMoO caenath B BHae gokymeHta MS Word. Ilpukpenute daitn B
yKa3aHHOUW cTpoke. OH COXpaHUTCS B CUCTEME M OTBET MOXHO OYyJET MPOBEPUTH U

OLICHUTD.

B} Unit Glossary — TI'moccapwii jIsl 3alloJHEHHs JIEKCHKOM II0 JaHHON TeMe.

BcnomanTe wim oTOupaiiTe HOBBIE, MHTEPECHBIC CJIOBa ATOTO MOMYISI, a TaKKe
IOnura 1 B yueOnuke. JloGapnsiiTe uX, HE MOBTOPSS ABaXKIbl yXKe JT0O0ABICHHBIC

Bamumu ognorpynnaukamu. Kaxxapiii Bam Bkitag OyeT olieHeH.

I'aoccapuit moavast (Module Glossary)
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chargel n 1 [C,U] the amount of money you have to pay for goods or services

2 be in charge of sth to be the person who controls or manages an activity or a group
of people

charge2 v [I,T] to ask someone to pay a particular amount of money for something
chief executive n [C] the manager with the most authority in the day-to-day
management of a company

Chief Executive Officer (CEO) n [C usually singular] the title of the manager with
the most authority in the day-today management of a company, used especially in the
US.

The job of CEO is sometimes combined with that of president

employ v [T] to pay someone to work for you in a particular job

employee n [C] someone who works for a company, especially in a job below the
rank of manager

employee loyalty n [U] when employees like working for a particular company,
work hard, and do not want to leave

limited company also limited liability company n [C] a company where individual
shareholders lose only the cost of their shares if the company goes bankrupt, and not
other property they own

president n [C] in the US, the most important person on the board of directors of a

company

HUcTtounnku nudopmanum:
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R.McLarty. — Oxford: Oxford University Press, 2011.
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University Press, 2011.

3. Kotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —-USA, 1994.

4. Lannon M., Tullis G., Trappe T. Insights into Business / M. Lannn, G.Tullis,
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University of Birmingham, 1999.
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Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.
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PasBurne Jekcuuyeckux HaBbIkoB. VVocabulary and Skills.

MANAGING PEOPLE.

Strategy

Senior managers, with a strong involvement from the Board of Directors, have to

develop a long-term strategy for the company.

The first step is to analyze the current situation. There are a variety of tools and

techniques available to do this. Three of the best-known are given below.

1 PEST analysis. This looks at 'the big picture' in terms of the Political, Economic,

Social and Technological factors that affect the whole business environment.

2 Five Forces Analysis. This looks at who has power in an industry by analyzing five
factors:
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* Supplier power. Can suppliers easily drive up (= force up) the prices you pay for

your inputs?

* Buyer power. Can customers easily drive down (=force down) the prices of your

products in the market?
» Competitor power. How many competitors are there and can they do what you do?

* Threat of substitution. Can your products easily be replaced with others that are

cheaper, newer, or do the job better?

* Threat of new entry. Can new competitors easily enter the market and weaken your

position?

3 SWOT analysis. This looks at the Strengths and Weaknesses of the company, and

the Opportunities and Threats in the market.
Having looked at the current situation, you might consider:

* The growth of the company. Is the company going to grow organically, or are there

possibilities for a merger, an acquisition or an alliance?

» New markets. Should the company enter any new markets, and if so, should it start

from scratch (= start from nothing) or buy an existing local company?

* The product portfolio. Are there enough new products in the pipeline (= being
planned) to take the place of those with declining sales? Does the company need to
diversify its product offering? Or perhaps just focus on a few core (= very important),

profitable areas?

* Cost control. Are there ways to cut costs internally? What about relocating some

production?
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* Image and reputation. What does the brand represent? How is the company seen by

the outside world? How can we control these factors better?
You can have a/an ... strategy:

effective / successful, poor, clear, coherent, viable (= able to succeed), long-term,
medium-term, broad / general / overall, market-oriented (= directed towards the

market), high-risk / risky
And you can ... a strategy:

design /develop, devise /corne up with (= think of), propose, outline, adopt / decide

on, implement, follow, change/ revise, abandon
Finally, a strategy can ...

be based on sth, be aimed at sth, be designed to do sth, consist of sth, involve sth,

(not) work, fail
The overall strategy is clear - but will it be effective? It seems very risky.
We've developed a long-term strategy which I'll outline in the meeting tomorrow.

Our strategy is designed to 1nake us the number two company in the market in five

years' time.
This strategy consists of four main elements.
Leadership

Strategy is developed by leaders. Leaders are senior managers who use new ideas to
create a vision and a sense of purpose(= a reason to succeed) for the organization.

They 'think outside the box'(= think differently, from a new perspective).
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But leaders don't only develop strategy. They also have strong people skills to inspire
and motivate others to follow the strategy. They provide support and recognition, and

encourage people to rise to new challenges.

You can be a/ an ... leader.

born / natural, charismatic, dynamic / forceful, effective, strong, weak
And you can show ... leadership.

clear, effective, outstanding, real, firm/ strong, poor | weak

Pa3BuTHe rpaMMaTHYeCKHX HABBIKOB. Language review.

KocBeHHasi peuyb B AHIJIMHCKOM SI3bIKe

KocBeHHast peub B aHIJIMHCKOM SI3bIKE€ (TakK)K€ HA3bIBACTCS HEMPSIMON PEUblo)
HCIIONB3YETCSl C LENBI0 NEpPeAadyd TOro, 4YTO CKaszall, NOAYMAJ WM NPEICTABUI
JIpYroil demoBeK, HO 0€3 WCMONb30BaHUA TOYHBIX CJIOB (MPSAMOW peum).
UToOBl TOCTPOUTH KOCBEHHYIO p€uUb, HEOOXOIMMBI HEKOTOPhIE M3MEHEHUS: YacTo

MEHSETCSI MECTOMMEHHE, a TJIaroJl, Kak MPaBwuiIo, CIABUTAaeTCA Ha OAHO BpeMs Ha3as.
Hanpuwmep:

- My father said that he was watching a movie (Mo#i oterl ckaszai, 4TO CMOTPHT
¢unbpM). Tounsle cioBa otia ObutM TakuMmu: «I’m watching a movie» (S cmotpio

bunpm).

KocBennast peub 0OBIYHO MCHOJIB3YETCS, YTOOBI paccKka3aTh O YEM-TO MPOILIEIIIEM,
IIO3TOMY MBI MEHSIEM BpeMs CKa3aHHbIX CJIOB. YacTo B KOCBEHHOW pedH

ynotpeOsitorcss Tiarojisl  «ask» (copammBate), «telly (pacckasbiBaTh), «Say»
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(roBOpHTB), a caMH CKa3aHHbIC CJIOBa MOTYT HA4MHAThCS CO ciioBa «thaty.

KocBennas peub He TpeOyeT KaBbIYEK AJi1 000CO0JICHUS CKA3aHHBIX CJIOB.
Hampumep:

- Ilpsamas peur — «I’m speaking with my momy», Mary said («f pa3roBapuBaro ¢

Mamoit», ckazana Mepn).

- KocBennas peus —> Mary said she was speaking with her mom (Mepu cka3aia, 4To

pa3roBapuBaeT co CBOEH MaMoi).

- [Ipsimas peub — «I’m running to the beach», William said («f Gery Ha misk»,

CKazall YHWIbSIM).

- KocBennas peur —> William said that he was running to the beach (Yunbsam

CKasall, 4ToO OCKHT Ha HJ'IH}K).

- [Ipsimast peur —> That man said, «I need the money» (Tot uenoBek ckazan: «MHe

HY>KHBI JIEHBIH).

- Kocennas peus —> That man said that he needed the money (Tot yenoBek ckasau,

YTO €My HY>KHBI ICHbI1).
KocBennbie Bonpocsl

[Tpr MOCTpOEHUN KOCBEHHBIX BOIPOCOB OCOOCHHO Ba)XXHO OOpAaTHTh BHHMAaHHE Ha
MOPSAZOK CIIOB B TMpEIJIOKEHUH. PacrmonoskeHrWe CIIOB B HUX BCETJa OCTaeTCs
MPSIMBIM, a BCIIOMOTATEIILHBIC TJ1aroJibl OIMyCKAIOTCs. B 00X KOCBEHHBIX BOTPOCax
B HayaJjie caMoro BOIIPOCA MCITOJIB3YETCs CIIOBO «if», a B crienuanbHBIX KOCBEHHBIX —
BompocurenbHbie Mectoumenusi (what, why, where). KocBennsie Bompockl B KOHIIE

HC IIPHUHATO BBIACIIATH 3HAKOM BOIIpOCA.

Hanpuwmep:
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- The girl asked, «Are you saw my new white dress»? (/[leBymika cnpocuina: «Thb

BHJIENT MOe HoBoe Oertoe miathe»?). => The girl asked me if | had seen her new white

dress. ([eBymika cipocuia, BUAET JIU sl €€ HOBOE Oeltoe miarbe?).

- Mike asked, «When have you left the room»? (Maiik cripocuin: «Koraa Tbl yien u3

koMHaTh»?). => Mike asked me when | had left the room (Maiik cnpocwm mens,

KorJa s BBIIICI M3 KOMH&TBI).

- Teacher asked, «Why you don’t writing the exam»? (Yuurtens cnpocui: «Ilogemy

Bbl He mMuIIuTe SK3amen»?). => Teacher asked me why | wasn’t writing the exam

(YuuTenb CpocHil y MEHsI, IOYEMY S HE I SK3aMEH).

PasBurHe HaBbikoB mucbma. Writing.

Writing Recommendation Letters. Useful Phrases and Tips.

Good Introductions

First, you need to express your positive feeling about writing the letter. Then explain

how long you have known the person and what your relationship has been

(supervisor, teacher, co-worker).

Phrases:

am honored to support him as a candidate

am pleased to provide a reference for

am delighted to be called upon

am happy to recommend

am pleased to comment on

can offer only the highest recommendation for
first became acquainted with

first came to my attention when

has worked directly under my supervision
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has been a pleasure to supervise
have known Ms. Doe for

have no hesitation in recommending
have been his supervisor since

her performance as a

his qualifications and performance
have had the opportunity to

in the past two years

Is a pleasure to recommend

was a student in two of my classes

Describing Person's Qualifications

Discuss the person's qualifications for the graduate study in the chosen field.
Statements of past performance, accomplishments, and contributions are helpful. The
more relevant the items mentioned, and the greater the detail, the better your letter
will communicate your positive recommendation. General comments provide a
neutral recommendation or suggest that you do not really recommend the person

highly.

Phrases:

a creative problem-solver

always cheerful and dependable

always behaves professionally

broad range of skills

can attest to his integrity

careful attention to detail

comments are well thought out and clearly articulated
communicates her ideas clearly

communicates effectively in writing
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completely loyal and trustworthy
demonstrated particular strengths in
follows tasks through to completion
gets along well with others

handles responsibility well

has a take-charge personality

has a flair for organization

her sensitivity and concern for others
Is innovative and creative

Is a tireless worker

Is mature beyond her years

is intelligent and ambitious

Is personable and easy to work with
keeps calm under pressure
meticulous attention to detail

one of our finest, most well-rounded undergraduates
outstanding leadership abilities
punctual and hard working
self-motivated individual

wide-range knowledge of

willing to go beyond what is required
willing to take on new responsibilities
works efficiently and effectively
works independently and effectively

works well with little supervision

Good Endings
Close with a clear statement of your recommendation and a willingness to cooperate

further.
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Phrases:

every confidence in her ability to

give my unqualified recommendation
has always proved satisfactory

has my highest recommendation

have admiration and respect for

have no reservations in

hope this information proves helpful

if I can further assist

if you have further questions

if you need additional information

if you would like more information
recommend without reservation
recommend her very highly

request your favorable consideration of
should be given serious consideration
should you have any questions

will meet your expectations

will be successful in any enterprise he undertakes
will be a credit to your

will measure up to your high standards
will be a great addition to

would be an asset to your program

would be a valuable addition to

Words to Avoid

Do not include comments about race, color, religion, handicap, sex, national origin,

marital status, or parental status.
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Oopa3en KOHTPOJBLHOI0 3aJaHNs M0 TeMe 9:

Module 9 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Verbs and prepositions

1 Complete each sentence with a verb from the box.

believe / deal / delegate / invest / respond

1 We a lot in training courses for our employees. We know it’s

money well spent.
2 Our new manager can with problems very effectively.

3 Don’t try to do everything on your own. You should tasks to your

assistant more often.
4 Our previous manager didn’t even try to to our concerns.

5 When your employees feel that you in their abilities, they often

start to perform better.

2 Complete each sentence with a preposition from the box.

for /on/to/with /to

6 We need to agree the date of the relaunch of our new series.

7 Tom apologised making so many mistakes in his report.

8 A good manager should listen suggestions from staff,

9 It was my mistake, | know. | have already apologised the director.
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10  Icouldn’t agree the others that our suppliers were responsible.

Language Review: Reported speech
3 Re-order the words to make reported statements and questions.

11  dohimlitto told

12 were said they she wrong

13  asked he members team the were who

14 invoice manager me not pay the the to told

15  asked finish meeting she the time what would

4 Rewrite the sentences beginning in the way shown.

16 ‘The team leader is from Canada.’

He said

17  ‘Listen to all suggestions from staff.’

She told me

18  “Why don’t you talk to your manager more often?’

He asked me
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19 ‘Do you find it difficult to delegate tasks?’

He asked me

20  ‘Don’t forget to call Max.’

She told me

Skills: Socialising
5 Each phrase contains a mistake. Write the phrase correctly.

21  I’ll be in the touch soon.

22 Thanks you for showing me round the town.

23 I’mreally enjoyed the meal last night.

24  Bye! Have you a nice journey back!

6 Match phrases 25—30 to responses a—e. Write your answers here:

25 26 27 28 29 30

25  What do you usually do in the evenings?

26  Would you like to come with us to the theatre tonight?
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27

28

29

30

Goodbye, Li. All the best.

I’m glad you enjoyed the tour.

Can you tell me about any interesting places to visit?

Thanks very much for your hospitality.

a Bye, Lucas. And thanks again for everything.

b You are very welcome. | hope you can come again soon.

c | like to spend time with my children. Sometimes | watch TV.
d I certainly did. It was wonderful. Thank you so much!

e It’s very kind of you, but another time perhaps. I’'m quite tired.

f The old town is very pretty. And you must see Liberty Square.

Tema 10. Conflicts.

Kiaruessie ciioBa: Conflict, culture, cultural issues, communication, conditional

sentences, writing reports.

HepequL KOMIIOHCHTOB MOAVJIA JICKTPOHHOI'0O KYPCA, KpaTKad aHHOTAIUA U

METOJUICCKHNEC PCKOMCHIAIIUH 110 UI3VYCHUIO MOAYVYJIA.

2 Starting up. Discussion Forum — dopyM mist 06CYKIEHHMIi [UTAT, BOIPOCOB IO

TEMC MOIYJIA. ?)I[CCB Bb1 MmoxeTte BbIpaKaTb CBOW MBICJIU, UJICU U BCCTU JTUCKYCCHH.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHUS
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& Exercise: Before you read the text: Match the words to their definitions — B

VOPOKHEHUHM  TPEACTaBlI€HAa HOBas AKTUMBHAs  JIEKCHKA, MCIOJb3yeMas B
HIDKEcTeaytoneM TekcTe. [IpoBepbTe CBOM 3HaHUS STUX CJIOB CO CIOBapeM U
nox0epure K  HUM  IpeUlaraéMble  ONpENeIeHMs.  3aJaHue  BKJIIOYaeT

ABTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B CUCTCMC

Read the text: "Conflicts in Business" — tekct mis yTeHus

[ Exercise: True or False?: Read the text above to decide on the statements - BsiGpas

IpaBUIBHBIM OTBET, BBl cMOeTe MPOBEPUTH CBOE TIOHMMAaHUE NIPOUYUTAHHOIO PaHEe
TEKCTa. 3a/laHie BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YJIbTATHl COXPAHSITCS B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympaskHeHHe Ha 3aKpeILICHHE

MIPE/AICTABICHHON B TeKcTe JieKcuku. HeobxoguMo mnogo0paTh 3KBUBAJIEHTHI
MpEeAJIaraéMbIM CJIOBaM U BBIPAXKEHUSM. 3a/laHH€ BKJIIOYAET aBTOMATHYECKYIO

IIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.

Vocabulary and Skills 3amanus Ha pasBuTHE W 3aKpEIUICHUE JIGKCUKH H

dhopMupOBaHUE OTIPESICHHBIX YMEHUIN U HAaBBIKOB

[ Exercise: Contact across Cultures: Fill in the gaps — 3amonHeHHe HmpOMyCKOB B

NpCMAJIOKCHUAX TCKCTAa CJIOBaAMH IIO I[ElHHOﬁ TEMC. OHCHKa IIPONU3BOAUTCA

ABTOMAaTHU4YCCKH. PGBy.]'IBTaTBI TCCTAa COXpPAHATCA B CUCTCMC.

M Exercise: Cultural issues: Match the answers — Heo6xomuMo mOI06PATH

COOTBETCTBYIOIIUI BOMPOCY OTBET. B BepxHeld dwactm oOkHAa OyAeT Takxke

MIPOU3BOJIUTHCS OIleHKa Baiux pe3ynbTaToB.

Exercise: "Culture" Vocabulary: Answer the questions — HE0OXOIUMO BIIMCATH

COOTBCTCTBYIOIICC, IOAXOAAIICC IIO0 CMBICIIY CJIOBO. 910 3aJaHuC II03BOJIMT
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http://bars.kfu.ru/mod/quiz/view.php?id=76881

IMPOBCPUTH, HACKOJBKO XOpOLIO Boi YCBOMWIIN TEMY. Bamia OLCHKa COXPaHsACTCA B
cucteme. KolnmdecTBO MOMBITOK TaK K€ HE OTPpaHUYICHO, HO YYHTBIBACTCSA B BHIAC

mrpadoB.

& Exercise: Two Models of Culture: Read and answer the question - mis

BBIIIOJIHCHUA  3TOTO  YHPAKHCHUA HPOYTUTC TCKCT U BBI6epI/ITe OIWH U3

mpcajlaraCMbIX OTBCTOB. Bce nonmwiTkH 6y,ZIYT TAK)KC YUYTCHBI, d OLICHKA COXPAaHCHA.

& Exercise: Cross-cultural Communication: Complete the sentences — samonenue

IMIPOITYCKOB B IMPCAJIOKCHUAX TCKCTa CJIOBAMHU IIO I[&HHOﬁ TCEMC. OHCHK&

IIPOU3BOAUTCA aBTOMATHYCCKHU. PGBYJIBTaTBI TCCTAa COXpPAHATCA B CUCTCMC.

& Exercise: Word Formation: Use suffixes to make adjectives — Heo6xomuMo

moj00parh COOTBETCTBYIOIMUA CyPHUKC JaHHOMY CYIIECTBUTEIBHOMY IS
o0pa3oBaHusI MpuUIaratebHOro. B BepXHel 4acTu okHa OyAeT TakKe MPOU3BOIUTHCS

OLICHKa Bammx PE3YJIbTAaTOB.

@1 Watch the Video: How Culture Affects Communication - mpocMoTp JaHHOTO

BHUACO IIPOACMOHCTPUPYCT KdAK Pa3IMuuA KYJIbTYP MOTI'YT IIOBJIMATL Ha JOCJIOBBIC

KOHTAKTHI U OOII[EHHE.

wi How Does Culture Affect Communication?: Complete this wiki — mocmorpuTe

BUJICO BBIIIE, a TaKXKe JI000M CBA3aHHBIM C TeMoul «Pa3znuuus KyJabTyp» CIOXKET Ha
www.youtube.com. [TocrapaiiTech 3alTIOMHUTH COBETBI O TOM, KAaKUE PA3JINIHUS MOTYT
OBITh B Pa3JIMYHbIX KyJbTypax BeJeHUsl Ou3HeEca, NIEPErOBOPOB U T.JI. U HAMKCATh, 1O
KpalHeu mepe, OauH coBeT 31ech. [locTapaliTech HE MOBTOPATH NPEABIAYIIHUE OTBETHI

BalllMX OJHOTPYIIITHUKOB.

Listening 3aganus Ha pa3BUTHE HABLIKOB Ay IUPOBAHMSI
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@1 Listen to the recording — mpociyiraiiTe TaHHYIO ayXHO3AIICH IS BBIIOTHCHHUS

IMOCJICAYIOIICTO YIIPAKHCHUA

M1 Exercise: Listen and choose the best answer — mocime mpociyuMBaHus

ayJMo3anucH, BbIOEpUTE NMpPaBWIbHBIM, Ha Bamr B3risia, oTBET Ha KaKIblid BOIPOC,
4TOOBl TPOBEPUTH CBOE MOHMMAaHHUE. Pe3ynpTaThl YNpaKHEHHUS COXPAHATCA B

CHCTCMC.

Language review 3aganus Ha MOBTOPCHUE M 3aKPETUICHUE YJICMEHTOB IPaMMaTHKH

Bl Conditionals: Read these rules with examples and explanations - nanumbIii

CXEMAaTUYHBbIM MaTepuall IOMOKET Bam BCTIOMHUTB MpaBujia COCTABICHUS YCIOBHBIX
IIPEUIOKEHU B aHIJIMMCKOM sI3bIKE. ETO0 MOKHO pacnedyaTaTb U UMETh MOJ PYKOU

IIPY BBIITOJIHEHUH YIIPAKHEHUN

M Exercise: First Conditional: Match up the two halves — neo6xoxumo moI06paTh

COOTBETCTBYIOIIME YACTH YCIOBHOIO MPEJI0KEHUSI, 0OpaTUB BHUMAHHUE HA YCIOBUS
MEPBOTO THMA B MPUAATOYHBIX MPEAJIOKEHUsIX. B BepxHell yacTu okHa OyJeT Takxke

MIPOU3BOJIUTHCS OIleHKa Baiux pe3ynbTaToB.

& Exercise: Second Conditional: Match up the parts of the sentence — HeoGxoaMO

mogo0paTh COOTBETCTBYIOIIME YACTH YCIOBHOIO MPEJIOKEHUs, 0OpaTUB BHUMAHHE
Ha YCIIOBHSI BTOPOTO THNA B MPUIATOYHBIX MPEIJIOKEHUSAX. B BepXHeW 4acTu OKHa

OyIeT Tak)Ke MPOU3BOIUTHCS OlleHKa Barmmx pe3ynbTaToB.

M Exercise: Second Conditional: Find the correct answer — Heo6XoauMO BBIOPATH

MIPABUJIbHBIM OTBET W3 MPEACTABICHHBIX. 3a/IaHUE MO3BOJIUT MPOBEPUTH, HACKOJIBKO
xopomio Bel ycBownn Temy «YcCIOBHbIE MpENIoKeHUs 2 Tumay. Bama oleHka

COXpPaHACTCA B CUCTCMC. KonunuecTBO ONBITOK HE OI'PaHUYCHO.
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& Exercise: Third Conditional: Choose the correct answer - it BBITIOJIHEHUS STOTO

yOpaXHEHHUs] BBIOWpaiiTe OAMH W3 MpeiaraeMblX OTBETOB, OOpAaTHB BHHUMAaHHE Ha
[IpaBUJIa COCTABJICHUN YCIIOBHBIX MNpeNIoXKeHUuN 3 Tuma. B BepxHeW 4yacTu OKHa

6y,Z[CT IMPOU3BOAUTHCA OLICHKA Bammux PE3YJIbTATOB.

@ Exercise: Conditionals: Put the words in the correct order - 3amanue 1MO3BOJIUT

IMPOBCPHUTH, HACKOJIBKO XOpOHIO Br1 YCBOWJIIN TEMY «YCIIOBHBIE MMPCIIOKCHHA .
Bama OOCHKAa COXPAaHACTCA B CUCTCMC. KonandecTBO MOMBITOK TaK KE HE OI'PpaHHUYCHO,

HO YYHUTBIBaeTCs B BUJE MITPadOB.

@ Exercise: Zero Conditionals: Match the sentence halves — neo6xoaumo moa006paTh

COOTBETCTBYIOIIME TIOJOBUHKHU MPEIJIOKEHUNH, OOpaTWB BHHMAaHUE Ha CJIOBHBIE
npemtoxxenus 0 Tuna. B BepxHell yacTu okHa OyJeT TakKe MPOU3BOJUTHCSA OLEHKA

Bammx pe3ynbraros.

Writing 3amanus Ha pa3BUTHE HABBIKOB IMUChMa

@1 Writing Reports - Video Instructions — mpocMoTp JaHHOTO BHEO TIOMOXET Bam

MOHSATh OCHOBHBIE OCOOEHHOCTH HAIlMCaHWsA OT4YeTa WU IMPpOACMOHCTPUPYCT

HATJISAIHBIN IpUMeEp.

Report Writing: Some 'Do's and 'Don't's - 3To pekoMeHaIuu, KOTOPbIe MOMOTYT

BaMm moHsTh 4TO HEOOXOIMMO YYECTb U YTO CIEAYET MCKIIOYUTH NMPU HAMHCAHUU
OTYeTa Ha aHTJIUHCKOM s3bike. [Ipounraiite, oOparuTe BHMMaHHWE HA MMEIOIIUECS

0COOEHHOCTH.

T Useful Phrases for Writing Reports - BepaxkeHms, KOTOpble MOMOryT Bawm

rpaMOTHO HaIlluCaTb OTYCT. HpI/I HGO6XOJII/IMOCTI/I MaTepuall MOKHO pacri€cdararh.
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http://bars.kfu.ru/mod/resource/view.php?id=77025

& Exercise: Writing Reports: Match the phrases to the cateqories - mis BbIIOIHEHHS

ATOTO YINpa)XHEHHS BbIOMpAWTE OJIMH U3 MpeajiaraeMblX OTBETOB. B BepxHel yactu

OKHa OyJIeT IPOU3BOIUTHCS OLEHKa Bammx pe3ynbTaToB.

& Exercise: Reports Structure: Define what is most important - mis BbITOIHEHMS

ATOTO YNPa)XHEHUS BHIOWpAWTE OJIMH U3 MpEAJiaraeéMbIX OTBETOB. B BepxHell yactu

OKHa 6y,IICT IMPOU3BOAUTHCA OLICHKA Bammx PE3YJILTATOB.

&> Write Your Report — — »To 3aganue Ha HanucaHue Bamrero coOCTBEHHOIO OTYETA.

BHuMarenpHO npouuTaiiTe 3aJaHUE U BBIIOJHUTE €ro. ITO HEOOXOAMMO CHENaTh B
Buze nokymenta MS Word. [Tpukpenure daiin B ykazanHo# cTpoke. OH COXpaHHUTCS

B CUCTEME U OTBET MOKHO OYJET NPOBEPUTH U OLICHUTb.

B Unit Glossary — I'moccapwii Jisl 3alloJHCHHS JISKCUKOW IO JaHHOH TeMme.
BcemomunTe M oTOMpaiiTe HOBbIE, MHTEPECHBIC CIIOBA 3TOTO MOMAYISA, a TaKXKe
IOnuTa 10 B yueOHuKke. JloOaBnsiiTe MX, HE MOBTOPSSA JIBaXIbl y)Ke T00ABICHHBIC

Bammmu ogHorpynnaukamu. Kaxaeiid Bamn Bkinaa Oyner onieHeH.

I'inoccapuit moayas (Module Glossary)

boom1 n [C,U] 1 a time when business activity increases rapidly, so that the demand
for goods and services increases, prices and wages go up, and unemployment falls
boom2 v [I] if business, trade, or the economy is booming, it is very successful and
growing

branch n [C] an individual bank, office, shop etc that is part of a larger organization
share n [C] 1 one of the parts into which ownership of a company is divided
shareholder n [C] a person or organization that owns shares in a company
shareholder value n [U] the idea that companies should produce the best possible
profit for their shareholders, and that one of the main jobs of management is to ensure
this
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stock market also stockmarket n [C] a place or computer system where bonds,
shares etc are bought and sold

strategy n 1 [C] a plan or series of plans for achieving an aim, especially relating to
the best way for an organization to develop

strength n [C,U] a particular quality or ability that gives someone an advantage in
relation to others

volunteer v [1] to ask to do something that you do not have to do — volunteer n [C]
warehouse n [C] a building where goods are stored

weakness n [C,U] lack of a particular characteristic that would give you the ability to

succeed, perform better etc

HUcTounnku nudopmanum:

1. Grant D. and McLarty R. Business Basics. Student’s Book / D. Grant and
R.McLarty. — Oxford: Oxford University Press, 2011.

2. Hollett N. Business Objectives. Student’s Book / N. Hollett. — Oxford: Oxford
University Press, 2011.

3. Kaotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —USA, 1994.

4. Lannon M., Tullis G., Trappe T. Insights into Business / M. Lannn, G.Tullis,
T.Trappe. — England: Longman, 2007.

5. Longman Business Dictionary. — England: Longman, 2009.

6. Mascull B. Key Words in Business / B. Mascull. — Birmingham: The
University of Birmingham, 1999.

7. Powell M. Business M atters. Business Course with Lexical Approach.
Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.
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8. Powell M. Presenting in English. How to Give Successful Presentations / M.
Powell. — London: Language Teaching Publications, 2007.

9. Royan J. and Richards J. Business Studies Today / J. Royan and J. Richards. —
Cambridge: Cambridge University Press, 2008.

10.Tullis G., Lannon M. Insights into Business. Workbook / G. Tullis, M. Lannon.
— England: Longman, 2007.

PasBurue Jekcunuyeckux HaBbIkoB. VVocabulary and Skills.

CONFLICT.

What are the main differences in the way that people from different cultures behave?

Some are given below.
Greetings and introductions

Level of formality is one area where cultures differ, and you often notice this on first

contact with another person.

Study the formal (F) and informal (I) versions below.

Greeting

F: Good morning. My name is Linda Taylor. It's a pleasure to meet you.
I: Hi! I'm Linda. Nice to meet you.

Introduction

F: Feng, I'd like to introduce you to Olivia Dubois. Olivia

Is our Public Relations Officer.

I: Feng, this is Olivia. Olivia handles all our contacts with the media.
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Some cultures move quickly to first names, others continue to use titles and surnames
(= family names) for many years as a sign of respect. If in doubt, start formally and
use whatever the other person has on their business card. They (or you) might then

say:
Please call me ... .
Punctuality

For some cultures it's very important to be on time (=punctual). For others it's OK to

be a bit late. If you are late, apologize fully and blame it on the traffic or parking.
I'm so sorry, the traffic was really bad this afternoon.
Directness

If people say exactly what they think, they are direct. If they are more careful with
their language, they are indirect. Both sides have good reasons. Direct people say it's
easier to do business when everyone knows your real opinion. They think that

indirect people hide their true feelings and so can't be trusted.

Indirect people want to maintain harmony and avoid confrontation. They don't want
the other person to 'lose face'(= be publicly embarrassed). When they disagree, it is

done diplomatically. They think that direct people are rude.

The best solution in a new culture is to follow the example of the people you are

with.

Here are some examples of direct (D) and indirect (1) language:
0: Can you help me?

I: 1 wonder if you could help me?

D: That will be very difficult.
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I: That's not going to be easy.

D: Can | open the window?

I: Would you mind if | opened the window?
D: No, that's not right.

I: Really? Are you sure?

Meals

Having a meal together is one of the best ways to break down barriers between
cultures. And one of the best topics of conversation is ... cross-cultural
communication! Other safe topics are: food and drink, the city you are in, the history
of the other country, and the current economic situation. A ‘taboo’ topic is one you
must not talk about - obvious examples are party politics and jokes about the other

person’s religion or culture.

In some cultures a working lunch where you continue to talk business is normal, in

others it isn't. An evening meal, however, is nearly always a purely social occasion.
Humour

Humour (being funny) sometimes travels across cultures. It's OK to tell a funny story

at dinner that doesn't offend anyone (= make them angry and upset).

And laughing at yourself is a good way to put the other person at ease. However

irony can be dangerous and is often misunderstood.
Body language
Here are some physical actions that some cultures do more than others:

* Shake hands in the office every morning.
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* Kiss someone on one (or both) cheeks.

» Make gestures (= head, arm and hand movements), wave your arms in the air, etc.
» Make/Not make strong eye contact.

* Slap someone on the back.

* Smile / Not smile.

» Stand close, and sometimes hold an arm.

PasBurHne rpamMaTnyeckux HaBbIKOB. Lanquage Review.

YciaoBHBIE TPEeAJT0KEHUSA

[locTpoeHure yCIIOBHBIX MPEIOKEHUN aHTIIMMCKOrO SI3bIKa TOBOJIBHO mpocToe. OHO
MMEET MHOTO OOIIETO ¢ MpaBUJIaMU MOCTPOEHUS YCIOBHBIX MPEIIOKEHUN PyCCKOro

SA3bIKA.

B wmaugane crout O6paTI/ITB BHUMAHHUC Ha HApC4UHsA, KOTOPLIC HCIIOJIB3YIOTCA IJIsA

0003Ha4YEHHUs YCIOBHOM YaCTH MPEAIOKEHUS.

[Mpexnae Bcero ato Hapeune If "ecam". He 3a0biBaiiTe Takke U 00 0JHOM y100HOM

CJIOBE, HE HMEIOIIIEM aHaJIora B PYCCKOM SI3bIKE — 3TO CJI0BO UNless "ecau ne".

B oTHoIIEHHH TIEPBOTO U3 ClTydaeB, KOTOphIE OyAyT paccaMaTpHBaThCS Jajiee, MOTYT
OBITH HCITOJIb30BaHbI Hapeuuss When "korma', before "mno toro kak", as soon as "kak

tosibko", after "mocne Toro kak", as long as "mo tex mop moka", until "moka xe".

Tunsl npeanoxeHui
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YcioBHEIE MMPpCAJIOKCHUA B AHTJIMHMCKOM SI3BIKE moapasacIAlOTCA Ha HECKOJIBKO
TUnoB. BaxxHo HAaYYUTHCA IOJIb30BATHCA TPEMS U3 HHUX. OcTaJibHBIE THITBI HN3y4daTb HC
00s13aTeNBLHO — KaK MX HMCIIOJb30BaTh CTAHET IMOHATHO, ITOCJIC U3YUCHUA OCHOBHBIX 3

THUIIOB:

1. Bonbimmas BEpOSATHOCTh HACTYTUICHHS KAKOTO-TO COOBITHS B OyIyIIEM.
2. YcnoBue HaCTYIICHUS COOBITHS, KOTOPOE, CKOpEe BCETO, HE IPOU30MIET.

3. YcroBue HaCTYIUICHHS TAKOTO COOBITHS, KOTOPOE YK€ HE HACTYIHUIIO.
Pa30epeM BbIIIC03BYUEHHBIE TUIIBI 00JIEE IO IPOOHO.
1. BomnpImiast BEpOSITHOCTD HACTYIUICHHS KAKOTO-TO COOBITHS B OYIyIIIEM.

VYcaoBue MODKHO CTOATh B HACTOSIIIEM BPEMEHHU (MPOCTOM WM 3aBEPIIEHHOM
3aBUCUMO OT TOr0, KaKyl CMBICIOBYIO HAarpy3Ky HECET YCIOBHE), a 0XKHAAEMOE

COOBITHE IOJXKHO CTOSITh B OYAyILIEM.

If | see her today | will tell her about it. - Eciiu st yBuxky ee ceroiss, s CKaxy e 00

3TOM.
As soon as he is ready, you’ll depart. - Kak To/1bk0 OH OyAET TOTOB, BBl OTIIPABUTECH.

[Tomumo will MmoxkHO ynoTpe6asaTh ciioBa could, must, might B 3HaueHusx "cmoxer",

"nmoskeH Oynet", "BO3MOXKHO cienaet".
2. YcnoBue HaCTYIUIEHUS COOBITUSA, KOTOPOE, CKOPEE BCET0, HE MPOU3OMAET.

B oTnuyme OT ONMMCAHHBIX BBIIIE CIIy4aeB, COOTBETCTBYIOIIUX pycckomy "eciu',
YCIIOBHSI JAHHOTO THUIIA CIENYEeT MEepeBOAMTHh Kak "eciau Obl". YcioBue IOJIKHO
CTOSITh B TPOIICAINIEM BPEMEHHU, a OXKHIAEMOE COOBITHE MODKHO YIMOTPEONIATHCS C

BCIIOMOTaTebHBIM IJ1arojioMm would.

He would not do it if | told him about it.
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OH He cTay OBl 3TOTO AeNaTh, €CIH OBl 51 CKa3all eMy 00 ATOM.

Bwmecro would mMoxxHO ucrons3oBaTh riaarojibl could umyu might B 3HadeHuu "cMor

ObI" Wi "BO3MOKHO ObLIT OBI".

Baxxno oOpaTtuth BHUMaHuE Ha ynoTpeOieHne were B KoHCTpykuuu If 1 were you, B

KOTOPOM BMeCTO (hOpPMBI Was UCTIOIb3YETCS Were:
If I were Mike, I wouldn’t do it. - Ha mecte Malika s ObI 3TOr0 HE Acial.
3. YcnoBue HACTYIICHUS TAKOTO COOBITHSA, KOTOPOE YK€ HE HACTYIIHIIO.

Kak YCI0OBHC, TdK H COOBITHE CTOSIT B npomcamem SaBepIHéHHOM BpECMCHH, HO

COOBITHE JOJIDKHO y1'[0Tp€6JI51TI>C5I C BCIIOMOTaTeJIbHBIM TJ1arojioMm would.

If 1 had been there | would have told them the truth. - Eciiu Ob1 51 Ob11 TaMm, s ckaszai

OBl UM TIpaBLYy.

PasBurue HaBbIKOB mucbMa. Writing.

Writing Reports. Useful Phrases and Tips.

...to make recommendations for improvements/ how (future) events like this are
organised.
As the head of PR, I was asked to write a report on...

The purpose of this proposal is to compare/ describe/ evaluate/ outline (the

shortcomings
summarise (the findings of a survey on)...

This is my report on that...
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This report aims to/ will investigate/ examine...
Research

.... stated that they would be keen for...

A (fairly/ very/ extremely) frequent comment was that...
A survey of.... revealed that...

After studying ..., it was found that...

Comments (from clients) have shown a need for...
Customers completed a feedback card/ form/ survey asking them to rate...
I have investigated. ..

It was (also) suggested/ found that...

The survey found that....

We are investigating ways of...

We obtained feedback on our products/ services by...

The vast majority of/ Most/ Several/ A few managers/ customers/ staff/ clients/

attendees/
visitors considered them to be/ expressed/ requested/ mentioned...
Most of our/ the/ these/ those/ them. ..

Changing topic
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Moving on to...,...

Finally,...

Firstly,...

With regard to...,...

Mentioning other parts of the report
... for the reasons given above...

As I mentioned above,...

Despite the disadvantages/ problems I wrote about above,...

the following...

Numbers/ Trends

....1s becoming (increasingly) popular.
....remained (almost) the same (as...)
...are expected to (decrease to just 30%)
...have risen (so) (dramatically) (recently)
...which constituted 35% of...

...which has further reduced (to...)
between 10% and 12% (of...)

It is predicted that...

The average was...
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This has risen to (the present figure of)...
Consequences/ Effects/ Reasons/ Results
...resulted in...

Consequently,...

Due to the fact that...,...

Effects on sales/... would be...

In order to achieve this, we will need to...

In order to obtain maximum benefit from this,...

Other reasons for this include...

The main/ most important reason for... is...

This could help us to...

This is (mainly) because...

This is (also) having the effect that...
This should result in (clear benefits for)...
This would benefit the company/... by...
This would mean that...

Recommendations/ Suggestions

I (also) suggest that (in future we provide)...

I (also) think it would be a good idea to...
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I (strongly) recommend that we (choose)...

| feel that it is important that we should...

| recommend that (we look into the possibility of)...

| suggest we (contact them to negotiate an agreement).

| therefore feel justified in recommending that (we replace our current system
with). ..

In my view, we should (provide)...

It 1s essential (for us) to...

It is recommended that. ..

It 1s therefore recommended that (we consult...)

My second suggestion is that...

We should start to consider how best we can (introduce)...
We should try to improve...

Conclusion

...1t can (therefore) be concluded that...

For the reasons given above,...

In conclusion,...

Oopasen KOHTPOJLHOT0 3a1aHusd mo reme 10:
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Module 10 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Word building

1 Complete the second sentence in each pair with another form of the underlined

word.
1 During a negotiation, her face never shows any emotion.

She seems completely

2 The previous manager had lied to his staff and was no longer credible.

He had lost all his

3 People criticised him because they found him weak.

People criticised him for his

4 A good manager should always have a lot of patience.

A good manager should never be

5 They liked her because she was always so calm.

What they liked about her was her

2 Complete these sentences about personal qualities with the missing word. The
first letter is given.

6 When someone tells you about their problems, try to show some

S , be kind and say something to make them feel better.

178



7 The people in our team always come up with new ideas, new solutions. Their

C seems endless.

8 The participants didn’t seem very e about the new proposal.

In fact, most of them didn’t show any interest whatsoever.

9 Our supervisor is very i . One day he tells you to do things

this way, and the next day he says you should do things another way.

10  Many people believe that i meetings, where participants feel

comfortable and relaxed, are often the most productive ones.
Language Review: Conditionals
3 Underline the correct form in italics.

11  If he listens / listened to all sides first, he would find it easier to resolve

conflicts.
12 Heis/will be / would be more popular if he treated people with respect.

13 Would you get involved if you saw / would see two colleagues having an

argument?
14 If she wins / will win / would win this contract, she’ll be promoted.
15 Do you think he will / would resign if he doesn’t get a pay increase?
4 Complete these sentences using the words in brackets.

For example:

to the conference even if you invited him. (he /

not / come)
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He wouldn’t come to the conference even if you invited him.

16  Would you move to our Taiwan office if

? (you

/ can)

17 If you were in my position, how

with this

crisis? (you / deal)

18 They wouldn’t do business with us if they

our

terms favourable. (not / find)

19  If you look at our catalogue, you

how much we

have expanded our product range. (see)

20  You’d be more popular if

time. (you / not / be)
Skills: Negotiating

5 Complete these phrases with a word from the box.

so nervous all the

deal / covers / way / points / see / view

21 | can see your point of

22 Let’s go over the main again.
23 Right. I think that everything.
24 Fine. We’ve got a , then.

25  Let’s what we’ve got so far.

26  Let’s look at this another

6 Match the two halves of the phrases.
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27 A compromise could be
28 | understand
29  Why don’t we
30  Youdon’t have to worry
a about transport costs.
b come back to that later?
c to pay half the sum in dollars.

d what you’re saying.

Tema 11. Starting New Business.

KarwueBbie ciioBa: New business, start-up, money, bank loan, time clauses,

connectives, graph, describing trends.

HepequL KOMIIOHCHTOB MOAVJIA 3JICKTPOHHOI'0O KYPCA, KpaTKad aHHOTAIIUA U

METOJUICCKHNEC PCKOMCHIAINH ITO U3VUYCHHUIO MOAYVJIA.

2% Starting up. Discussion Forum — ¢opyM mist 06CYKICHHI [UTAT, BOIPOCOB IO

TCMC MOIYJIA. ?)I[GCB Bb1 MoxeTe BBIPpAXaTb CBOHU MBLICIIM, HACH U BCCTHU NUCKYCCHMH.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHUS

& Exercise: Before you read the text: Match the words to their definitions — B

YHPA)KHCHUA npcacraBjicHa HOBas dKTHUBHasi JICKCHKA, HCIIOJIb3yCMasd B

HMXKCCIICAYIOIIEM TCKCTE. HpOBGpBTC CBOM 3HAHHA OTHUX CJIOB CO CJIIOBApEM H
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HOI[6€pI/ITe K HUM npeajiaracMnlic OIIpCACIICHMA. 3aﬂaHI/I€ BKJIFOYACT

ABTOMATHYCCKYIO IIPOBCPKY, PC3YJIbTATBI COXPAHATCA B CUCTCMC

Read the text: "Want to Be Your Own B0ss?" — TekcT 11 4yTeHus

[ Exercise: True or False?: Read the text above to decide on the statements - BsiGpas

IPaBUIBHBIA OTBET, BBl cMOKeTe MPOBEPUTH CBOE TIOHMMAaHUE NIPOUYUTAHHOIO PaHEE
TEKCTa. 3a/JlaHi€ BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YJIbTATHl COXPAHSITCS B

CHCTCMC.

B Exercise: Find words or phrases in the text — ympaskHeHHe Ha 3aKpeIUICHHE

HpeHCTaBHeHHOﬁ B TCKCTC JICKCHKHM. HCO6XOI[I/IMO HOI[06paTB OKBHUBAJICHTHI
npeaiiaraCMbiM  CJIOBaAaM W BBIPAXKCHUAM. 3aI[aHI/I€ BKJIFOYA€T aBTOMATHYCCKYIO

IIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.

Vocabulary and Skills 3amanus Ha pas3BUTHE W 3aKpEIUICHUC JIGKCUKH H

(bOpMHpOBaHHe OIIPCACIICHHBIX YMGHI/Iﬁ N HaBBIKOB

[ Exercise: Money Verbs: Complete the sentences — 3amonHeHHE HPOMYCKOB B

MNpCAJIOKCHUAX TCKCTA TIJlaroJlaMm II0 HaHHOﬁ TEMC. OHGHKa IMPOU3BOAUTCA

ABTOMAaTHUYCCKH. PCSyJ'IBTaTI::I TECTAa COXPAHATCA B CUCTEMC.

M Exercise: Words Connected with Money: Complete the sentences — 3amonuenue

IPOIIYyCKOB B TNPEMIOKEHUAX TEKCTa CJIOBaMM MO JaHHOW Teme. OneHka

IMPOU3BOAUTCA aBTOMATHYCCKH. PCBy.HBTaTBI TECTAa COXPAHATCA B CUCTCMC.

Exercise: Company Start-up: Complete the sentences - atot Tect nposeput Bariu

3HAHUS JICKCUKH. BIHIINTE MOIXOAsIIee MO0 CMBICITY M TpaMMaTHKe CJIoBO. JlanHoe
3aJlaHiE OIlCHUBAeTCSI. Bbl MOkeTe cIenaTh HECKOJIBKO IOIBITOK, OJHAKO HOBas
MOMBITKA TOCIIE HaKaTUsA KHOMKU «OTIpaBUTh BCE M 3aBEPIINTh TECT» MOBJICUET 3a
coboii mrpad, T.e. MOHWKEHHUE OICHKH
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& Exercise: Prepositions: Choose the right one - nias BBHIIOTHEHHS DSTOTO

yIOpaXHEHHs] BRIOEPUTE OJIMH U3 TMpeajiaraéMbIX Mpeaioros. B BepxHeil yacTu OkHa

OyAeT Mpou3BOIUTHCS OlleHKa Bammx pe3ynbraros.

Exercise: Bank Loan Vocabulary: Choose the word/phrase - srot Tect mpoBeput

Bamu 3HaHHS NeKCUKH MO 3aJJaHHON TeMe «baHKOBCKMIT KPEauT», COUETAOIIUXCA C
rJiarojaMu Jjisi onucaHusi oOs3aHHOCTe. BriOepute OHO W3 mMpeasiaraéMbIX CJIOB
uinn ppa3. JlanHoe 3a/1aHne oreHuBaeTCs. Bbl MoXeTe cenaTh HECKOIbKO MOMBITOK,
OJIHAKO HOBAsl MOMBITKA MOCJIe HAXKATUS KHONKA «OTHOPaBUTh BCE U 3aBEPILIUTH TECT»

MOBJICYET 3a cOO0M mTpad, T.e. IOHWKEHHE OIICHKU

Listening 3aganus Ha pa3BUTHE HABBIKOB ayIHPOBAHHUS

@1 Listen to the recording — mpociyiaiiTe JaHHYIO ayAHO3AMKACh IS BBITOTHEHHS

MOCEAYIOUIETO YIPAKHEHHUS

B Exercise: Listen and choose the best answer — mociie NpoCIYIIMBAHHUS

ayJIMO3alliCH, BhIOGPUTE MPaBUJIbHBINA, HAa Bamn B3risa, OTBET Ha KaXKAbIM BOIPOC,

YTOOBI TMPOBEPUTH CBOE IMOHUMaHWE. Pe3ynbTaThl yNpaKHEHUS COXPAHATCA B

CHCTCMC.

Language review 3agaHus Ha MOBTOPEHUE M 3aKPEIUICHUE 3JICMEHTOB IPaMMaTHKH

El Time Clauses: Watch the presentation to understand the rules - npocmoTp 3T0i

oOyuaromieii cepun PowerPoint mpeseHranuii momoxker Bam moHsATH mpaBuiia
rpaMMAaTUKU TPUJATOYHOTO TPEAJIOKEHUS] AHTJIMMCKOTO SI3bIKA, MOYIPaXHATHCS,

OTBEYAasi HAa BONPOCHI 3aJaHUM.
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M Exercise: Time Clauses: Complete the gaps - a71s1 BBIIONHEHHS STOTO YIPAKHEHUS

BbIOMpaliTe OJMH M3 TpejaraeMblx OTBETOB. B BepxHeil uacTtu okHa Oyner

MIPOU3BOJIUTHCS OIIEHKa Balux pe3ynbTaToB.

[ Exercise: Time Clauses: Choose the correct ending - BEIOpaB HpaBUIBHEI OTBET,

Bpl cmokeTe npoBEpPUTH CBOM 3HAHMS TpaMMaTUKHU. Pe3ynbTarsl COXpaHATCS B

CHCTCMC.

Exercise: When/if + Future: Choose the correct option - s BBIIOJIHEHUS 3TOrO

YIPA)KHCHUA BLI6HpaﬁTC OJHH H3 MIpCAlaraCMbIX OTBCTOB. B BerHeﬁ JaCTHu OKHa

6y,Z[CT IIPOU3BOAUTHCA OLICHKA Bamux PE3YJIbTATOB.

&1 Connectives (Cause, Effect, Contrast, Condition): Watch the presentation to

understand the rules - mpocmotp 3T0it 0Oyuaroriel cepun PowerPoint npesenTaruii
NOMOKeT BaMm IOHATh MNpaBWiIa HCIONB30BAHUSA COCAHMHHUTEIBHBIX COIO30B B

MNPCAJIOKCHUAX aHT JIMACKOTO SI3bIKA.

& Exercise: However, therefore etc.: Choose the best answer - s BBITOTHEHHS

9TOro ymnpaKHCHHA BbI6HpaﬁTe OIHH U3 IIPpCAIaraCMbIX OTBCTOB. B BerHeﬁ qaCTu

OKHa OyJIeT IPOU3BOIUTHCS OlleHKa Bammx pe3ynbTaToB.

& Exercise: Conjunctions: Choose the best answer - s BBITOJHEHHS STOTO

VOPaKHEHUsI BBIOMpaTe OAMH M3 MpejjaraeMblXx OTBETOB. B BepxHeil 4acTH OKHa

OyJeT MpOoM3BOIUTHCS OlleHKa Bammx pe3ynbTaTos.

M Exercise: Conjunctions 2: Choose the best answer - 1S BBITIOJIHEHHS JTOIO

YOPKHEHUs] BBIOMpaTe OAMH M3 MpejjiaraéMblXx OTBETOB. B BepxHeil 4acTH OKHa

OyJzleT MPOU3BOAUTHLCS OlleHKa Bammx pe3yinbTaToB.

Writing 3aganus Ha pa3BUTHE HABBIKOB MMHMChMa
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&l Describing Trends: Read these recommendations and examples — unrdopmarus

HalTOMHWHACT OCHOBHBLIC PCKOMCHAALIUKW JId TOTO, YTOOBI moATrOTOBUTL I'PAMOTHOC

OIMMCaHUC TPCH/IA.

@1 Watch the Video: How to Describe Trends in English — MIPOCMOTP JAHHOTO BHJICO

IIOMOXKET Bam IIOHATH OCHOBHBIC 0COOEHHOCTH OIMKMCaHuA TPCHAOB n

IPOJEMOHCTPUPYET HATISAHBIA TPUMED.

@l Writing about Trends: Vocabulary examples — cioBa U BBIpaKeHHs, KOTOPHIE

noMoryT Bam rpamoTHo HamumcaTh e€-mail. TIpu HeoOXoauMOCTH MaTepuan MOKHO

paciicyararsb.

Exercise: Prepositions and Graphs: Check your knowledge — 3amanue mo3Bosurt

IIPpOBCPUTHL, HACKOJIBKO XOPOIIO Br1 YCBOUIIN TEMY. Bama OIOCHKAa COXPAaHACTCA B
cucteme. KolnmdecTBO MOMBITOK TaK K€ HE OTPaHUYCHO, HO YYHTBIBACTCSA B BHIAC

mTpados.

EY A Graph: Describe this graph — 3aganue na onucanue rpaguka.

i Write a Description of the Above Given Sales Graph — 510 3amanue Ha onucanue

rpaduka. BHUMaTenbHO mpounTaiTe 3aJaHUE U BBIIOJHUTE €ro. IT0 HE0OXOIUMO
cnenatb B Buje nokymenta MS Word. TIpukpenute daiin B yka3anHoi ctpoke. OH

COXpPaHUTCA B CUCTCMC U OTBECT MOKHO 6yI[€T ITPOBCPUTH U OLICHUTD.

£ Unit Glossary — I'moccapuii s 3amojHEHHS JICKCUKOH IO JaHHOH TeMe.

BcnomanTe wim oTOMpaiiTe HOBBIE, MHTEPECHBIC CJIOBa ATOTO MOIYJSI, a TaKXKe
Onuta 1 B yueOnmke. JloOaBnsiiTe WX, HE TMOBTOPSS IBAXKILI YK€ JT0OABICHHBIC

Bamumu ognorpynnaukamu. Kaxxapiii Bam Bkitag OyaeT olieHeH.

I'aoccapuit moavast (Module Glossary)
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cash flow also cashflow n 1 [U] the amounts of money coming into and going out of
a company, and the timing of these

catalogue BrE catalog AmE n [C] a book with all of a company’s products or
services listed and described

chain n [C] a number of shops, hotels, or cinemas belonging to the same organization
chair n [singular] 1 the position of being the chairperson of a company or
organization or the person who is chairperson

invoice n [C] a document sent by a supplier to a customer showing how much they
owe for particular goods or services

issue n [C] 1 something that must be discussed, decided etc

join v [, T] if you join a company, you start working for it

joint venture n [C] a business activity in which two or more companies have
invested together

start-up n [C] a new company, especially a hi-tech one

status n [U] 1 your social or professional rank or position

stereotype n [C] a fixed idea about something, that may or may not be true

stock n [C,U] 1 especially AmE one of the shares into which ownership of a company
Is divided, or these shares considered together

2 also stocks [plural] a supply of a commodity (= oil, metal, farm product etc) that

has been produced and is kept to be used when needed

HUcTtounnku nudopmanum:

1. Grant D. and McLarty R. Business Basics. Student’s Book / D. Grant and
R.McLarty. — Oxford: Oxford University Press, 2011.

2. Hollett N. Business Objectives. Student’s Book / N. Hollett. — Oxford: Oxford
University Press, 2011.

3. Kaotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —USA, 1994.
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6. Mascull B. Key Words in Business / B. Mascull. — Birmingham: The
University of Birmingham, 1999.

7. Powell M. Business M atters. Business Course with Lexical Approach.
Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.

8. Powell M. Presenting in English. How to Give Successful Presentations / M.
Powell. — London: Language Teaching Publications, 2007.

9. Royan J. and Richards J. Business Studies Today / J. Royan and J. Richards. —
Cambridge: Cambridge University Press, 2008.
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— England: Longman, 2007.

PasBurne Jekcuuyeckux HaBbIkoB. VVocabulary and Skills.

NEW BUSINESS.

Planning

An entrepreneur sees a gap in the market and wants to found (=start) a new company.

First some planning is necessary. The entrepreneur has to:
Do market research and develop the product.

Think about pricing, distribution channels, and promotion.
Raise capital (= money used to start or invest in a business).

The capital might come from the founder's own funds, loans from the bank, or money

invested by other people / business partners.
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Start-up

The founder is now ready to set up (= start) the business. The first steps are to rent
premises (= the buildings that a company uses), purchase equipment and supplies,
and employ and train staff. The company can now begin its operations. One thing is

certain: the first few years will be difficult.

Sometimes a start-up company can get help from venture capital (= money invested
In a new business by a specialist company who work in high-growth areas like new
technology). VC money is used to run the business, pay salaries, etc in the early
years. In exchange the VC company will take part ownership of the company and

hope to sell it later for a large profit.
Growth

In a successful business the number of customers grows, turnover increases, and
eventually the company breaks even and then makes a profit. The company employs
more staff and divides them into different functions: operations, sales, marketing,
accounts, etc. The company develops a network of suppliers. The brand name starts

to become well-known among customers.

What happens if the business needs to raise additional capital to expand its

operations? There are various options.
The company can ask the bank for a loan.
The company can issue new shares and sell them to outside investors.

The company can attract private equity. Private equity is very similar to venture
capital, but it comes at a later stage in the company's growth.

Maturity
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All being well, the company continues to grow. This growth may be organic (through
increased sales and developing the product range) or by acquisitions / takeovers

(buying other companies).
Exit strategies

There are various exit strategies available to the owners if they want to sell the

company.

The business can be sold as a going concern (= as an established, profitable business)

to other private individuals.

The business can be sold to a competitor, or to a large foreign company wanting to
enter the market. The company that is taken over may or may not keep its brand

name.

The company goes public. This means it is listed on a stock exchange and its shares
are sold to individual and institutional investors. The original owners may continue to

run the company.

Risks

The majority of businesses fail (= go out of business).
There are many reasons, which include:

The founder can't get a loan, perhaps because of insufficient collateral (= property

you agree to give the bank if you fail to give back the money you borrowed).
The company can't meet its monthly repayments to the bank.
The company fails to get enough customers.

Competition from other companies.
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Changes in the market (demand for the products falls).
Poor management of cash flow and / or insufficient capital.

Management problems (e.g. the founder finds it difficult to delegate work to other

people).

Failure to integrate an acquired business after a takeover.

PasBurHne rpamMaTnyeckux HaBbIKOB. Lanquage Review.

YciaoBHbIe npenaoxkeHus co ciaoamu I wish, I hope (1 xouy., 1 HA/1€I0Ch)

B cBsI3M ¢ 3TUM TaKXKe MOKHO pacCMaTpuBaTh PCUYCBBIC KOHCTPYKIIUU AHTJIUMCKOTO
A3bIKA, KOTOPBIC MCIIOJIB3YIOTCA OJIA BBIPAKCHUA KCJIAHUA WM COXAJICHHUA O
HaCTYIUICHUH CO6BITI/I$I, T.K. Y OHM OUYCHb CXOXHU C IMPCIOKCHUAMHU YCIIOBHOI'O THIIA.

JIJ1st 3TOTO MOTYT OBITH HCIIOJIE30BAaHBI BRIPAXKEHUS CO CIIOBOM WiSh, mpu 3ToM:

1. Ecu peub uMeeTcsl BBUIy HACTOSIIEE BPEMs, TO COOBITHE JOJDKHO CTOSITh B Past

Simple. [Ipu oMot Tako#t ¢hpasbl MOKHO BBIPA3UTh COXKAJICHUSI O HACTOSIIEM.
I wish I could see this show. - XKaib, 4To st He BUAEI ATOTO IIOY.

2. Ecnu y Hac ecThb KenaHue, 4ToObl KaKoe-TO COObITHE MTPOU30IIO B OyAyIEeM, TO

710 TJ1aroJi, KOTopoe 0003HayaeT 3TO COOBITUE, HYKHO MOCTaBUTh clloBO would.
I wish he would stop whistling. - 5 651 XoTe, YTOOBI OH IEpPeCcTal CBUCTETh.

3. Ecnu MBI XOTHM BBIPpA3UTh COXKAJICHHUC O TOM, 4YTO KaKOC-TO COOBITHE HE
mpou3onuyio, TO CICAYCT HCIIOJbB30BATHL TIJIarojll B MMpomICaAmeM BaBepH_IéHHOM

BPEMEHHU.

| wish he had stoped talking. - 5 661 x0Ten, 4TOOBI OH 3aMOJTUAT.
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Hcnonp3oBanue npeanoxennii ¢ «1 hopey.

HyxHo Tarke yJequTh BHUMaHHE MPEUIOKEHUSAM, HaunmHaromumMmcs ¢ | hope "s

Haeroch". Takue npeoKeHus: 0ObIYHO OTHOCSTCS K Oy IyIeMy.:
| hope they can do it. - Hagerock, OHE CMOTYT 3TO CAEIATh.

I[J'DI TOTIO, YTOOBI 3aKpPCIIMTL CBOW 3HAHUS M CINC Pa3 IOHATH KaK HMCIIOJIb3YIOTCA
YCJIOBHBIC IIPCIJIOKCHUA B AHTJIUMCKOM A3BIKC, IIpCAjIaracM BaM BOCIIOJIB30BABIINCH
MMPCBCACHHBIMU BbIIIC IIpaBUJIaMH, IICPCBCCTH HaA AHTJIMMUCKUN SI3BIK HECKOJIBKO

IIPETIOKEHUM.

Ecnau MHE 4TO-TO U3 3TOTr0 MOHPABUTCA, S KYIUIIO 3TO.

Kak TOnpKO OH MHE ITO3BOHUT, 5 IIPUELY.

Ecnu y Hac koHYaTCs I€HBbIU, MbI OyIEM BBIHYXIEHBI ITPOJIaTh Jady.

Ecan Y HaC IIOABATCA JIMIIHUC c6epe>1<eHH;1, TO MbI CMOXKCM HpI/IO6p€CTH HOBYIO

KBapTHUDY.

51 Ob1 ymien ceituac, eciu Obl MOT.

Ecnu Ob1 y Te6s1 661710 CBOOOIHOE BpeMsi, Thl MOT ObI CBO3UTH HAC Ha 03€po.
Ha tBOEM MecTe 51 ObI HE CTPOMII MJIAHOB.

Ecnu Ob1 ee He yBOJIMIIN, OHA HE cTaja Obl HCKaTh HOBYIO padoTYy.

JKanb, 4TO Y HAaC HET KUJIbSL.

Xotenock Obl, YTOOBI CETOAHS BEUEPOM HE OBLIO XOJIOTHO.

JKanp, 1 He moHMMaJ, YTO €l Tak OO0JILHO.

Hapnerocs, MBI CKOpPO BCTpETUMCH.
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Writing Graphs Descriptions. Useful Phrases and Tips.

PaszBurHe HaBbIKOB mucbMa. Writing.

trough

erratic movements

a gradual rise

to level off

a dramatic fall
fluctuations

to reach a peak
a sharp recovery
a gradual fall

a plateau

to take a plunge
a steady increase
to leap upwards
a decline

to slump

A dramatic fall

to fall
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An abrupt rise torise ...oovvvniinninnn.n.
A sudden decline to decline ..................
A moderate grow to grow ..................
Aslight increase to increase .................
A rapid drop todrop ....ooiiiiiiinnil.
A gradual decline to decline ...............
A steady recover to recover ...............
Erratic salestosell .......................

A constant levelling off to level off ..................

Oopa3en KOHTPOJBLHOr0 3a1aHusd mo teme 11:

Module 11 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Economic terms

1 Complete these sentences with the words from the box.

bureaucracy / exchange / inflation / interest / investment / labour / domestic /

trade / unemployment / incentives

1 The fall in rate will probably lead to more business

investment.
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2 Because of the euro-yen rate, Japanese exporters lost huge

amounts of money that year.

3 The number of people claiming benefit rose to 945,000, and the
rate climbed to 5.5%.

4 Prices went up again, and the country’s rate rose to 5.4%

last month.

5 Exports have increased considerably, so now our balance of

IS positive again.

6 Our country is now attracting production from companies looking for a highly

skilled force.

7 The chamber of commerce recommended giving tax to

boost private sector investment.

8 The gross product is the standard measure of the overall

size of the economy.

9 Too many rules and regulations and too much government

in general have a negative impact on trade.

10  The government is trying hard to revive the economy and attract foreign

Language Review: Time clauses
2 Match the sentence halves to make meaningful sentences.
11  I’m in charge of Marketing

12 Assoon as we get the figures we need,
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13 We can’t open a subsidiary in that country
14 While I’'m head of this department,
15  Before you take up their offer,
a there will be massive investment in staff training.
b until the security conditions have improved.
c we’ll complete the report.
d you should ask for advice.
e while our manager is away at the trade fair.
3 In each sentence, underline the two possible time words in italics.
16  Our local representative will contact you when / until / as soon as you arrive.
17 Don’t make a decision before / until / while you’ve read the contract.
18  Laura will supervise the work while / when / after I’'m away.

19  Before / When / As soon as you arrive tomorrow, I’ll give you a copy of the

report.
20  We’ll visit the production unit during / as soon as / when we have time.
Skills: Numbers

4 \Write the underlined numbers in these sentences in words or as numbers. For

example:

They moved to New Zealand in 1995. nineteen ninety-

five
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21

22

23

24

25

26

27

28

29

30

Unemployment increased by five percent. 5%

It costs £80.

They reduced their workforce to five thousand.

There were exactly 234 participants.

About 2/3 of the staff agreed.

Inflation is up by 1.25%.

The company lost three million pounds.

A quarter of the goods were damaged.

They employ about 2,400 people.

Profit increased 18%.

One hundred and fifteen people were made redundant.
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Tema 12. Products.

KmioueBbie caoBa: Products, product features, material, product development

process, brand, passive voice, letter of complaint.

IlepeyeHb KOMIIOHEHTOB MOAYJISI JIEKTPOHHOI'0 KYPCa, KPATKASl AaHHOTALIUS M

METOJUYCCKNEC PCKOMCHIAIINMH 110 U3VYCHHNIO MOAYVJIA.

2 Starting up. Discussion Forum — dopyM mist 00CYKICHHI LUTAT, BOIPOCOB IO

TEMC MOIYJIA. 3I[CCB Br1 moxete BbIpaKaTb CBOW MBICIIU, UJICU U BECTU JUCKYCCHUM.

Reading 3ananus Ha pa3BUTHE HABBIKOB YTCHHS

B Exercise: Before you read the text: Match the words to their definitions — B

VOPOKHEHUHM TpEeACTaBiIeHa HOBas AaKTUBHAs  JIEKCHKA, MCIOJb3yeMas B
HIDKecenyromeM Tekcte. IIpoBepbTe CBOM 3HaHHA 3THX CJIOB CO CJIOBApEM H
noadepuTe K HUM  Opeajaraeémble  ONpEeAesieHHs.  3aJaHhe  BKIIOYAET

ABTOMAaTHYCCKYIO IIPOBCPKY, PC3YJIbTAThI COXPAHATCA B CUCTCMC

Read the text: "Product"” — Tekct mis yTeHus

M Exercise: True or False?: Read the text above to decide on the statements - BsiGpas

IIPaBUJIBHBIN OTBET, BBl CMOXKeETE MPOBEPUTH CBOE MOHMMAHUE MTPOYUTAHHOTO pPaHEe
TEKCTa. 3a/laHhe BKJIIOYAET aBTOMATUYECKYIO MPOBEPKY, PE3YNIbTATHl COXPAHATCS B

CHUCTCMC.

M Exercise: Find words or phrases in the text — ympakHeHHe Ha 3aKpeILICHHE

MPEJCTAaBICHHOW B TEKCTe JeKcuku. Heobxomumo mnoao0paTh HKBUBAJICHTHI
npejyiaraéMbIM  CJIOBaM W BBIp@XEHUsM. 3aJaHU€ BKJIOUYAeT aBTOMATUYECKYIHO

MIPOBEPKY, PE3YIBTATHI COXPAHATCS B CUCTEME.
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Vocabulary and Skills 3aganus Ha pa3BuTHEe W 3aKpelicHHE JIEKCHKHA H

(dbopMupoBaHUE ONPE/IETICHHBIX YMEHUN U HABBIKOB

El Describing Products: Read the comments and learn how — 3mech mpuBeneHsI

[pwjaraTeibHble, KOTOPBIE YacTO HWCIOJIb3YIOTCA IPU ONMCAaHUM IPOIYKIIHH.
[locTapaiiTech UX M3Y4UTh U 3alOMHUTH. [Ipr HEOOXOAMMOCTHM MaTepuas MOXKHO

paciicyaTrarsb.

Exercise: Adjectives Describing Products: Match the words — 3amanue mo3BoJUT

IMPOBCPUTH, HACKOJIBKO XOPOIIO Br1 YCBOUIIN TEMY. Bama OOCHKa COXPAHACTCA B
cucteme. KolmdecTBO MOMBITOK TaK K€ HE OTpaHUYCHO, HO YYHTBIBACTCSA B BHIAC

mTpados.

& Exercise: Product Features: Choose the answer - Uit BBIIOJIHEHHS DTOTO

YIOPAKHEHHsI BBIOEpUTE OJUH W3 MpEAJIaraéMbIX OTBETOB. B BepxHel yacTu OKHa

6y,Z[CT IIPOU3BOAUTHCA OLICHKA Bamux PE3YJIbTATOB.

& Exercise: Product Materials: Identify the material name - I BBITOJHEHHS DTOTO

YIIPA)KHCHUA BBI6€pI/ITe OMH M3 IIpcIjlaracMbIX OTBCTOB. B BGpXHCfI qaCTH OKHa

OyJeT MpOM3BOIUTHCS OlleHKa Bammx pe3ynbTaToB.

& Exercise: Product Development Process: Gap-filling - miast BBIIOJHEHHS 5TOTO

VOPaKHEHUsI BBIOMpaTe OAMH M3 MpejjaraeMblXx OTBETOB. B BepxHeil 4acTH OKHa

OyJIeT mpou3BOIUTHCS OlleHKa Bammx pe3yinbTaTosB.

[F1 Exercise: Products and Brands: Answer the questions - 3amanue IO3BOJIUT

MIPOBEPUTH, HACKOJIBKO XOpouo Bbl ycBounu temy. Baiia oneHka coxpaHsieTcsi B
cucreme. KonnuecTBO MOMBITOK TakK *€ HE OTPAHMYEHO, HO YUYUTHIBAETCS B BUJIC

mTpados.

Listening 3aganus Ha pa3BUTHE HABBIKOB ayIHPOBAHHUS
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@1 Listen to the recording — mpociyiraiiTe TaHHYIO ayXHO3AIICH IS BBIIOTHCHHUS

IMOCJICAYIOIICTO YIIPAKHCHUA

B Exercise: Listen and choose the best answer — mociie NpOCHYIIMBAHHUS

ayJHro0o3allncu, BLI6CDI/ITC IpaBUJIbLHBIN, Ha Bam B3TJI1d, OTBCT Ha Ka}KI[I)II\(JI BOIIPOC,

4TOOBl TPOBEPUTH CBOE MOHMMAaHHUE. Pe3ynpTaThl YNpaKHEHHUS COXPAHATCA B

CHCTCMC.

Language review 3aganus Ha MOBTOPSHUE M 3aKPETUICHUE SJICMEHTOB IPaMMaTHKH

Bl The Passive Voice: Watch the presentation to understand the rules - mpocmotp

9TO oOyuaromieit cepuu PowerPoint npeseHTanuii moMoxeT BaM moHsATh npaBuia
rpaMMaTUKN AHTJIMMCKOTO fA3bIKa, MOYIPAXHITHCS, OTBEUYAsl HA BOMPOCHI 3aJaHUU.

OTa yacTh HAalIOMHUHAET MpaBuia 00pa30BAHMS CTPAJATENBHOTO 3aJI0Ta

& Exercise;: The Passive: Rewrite the sentences using a passive form - mis

BBIIIOJIHCHUA 3TOr0 YIPaKHCHUA BBI6CpI/ITC OIMH M3 HpcajiaracMbIX OTBCTOB. B

BEpPXHEI YacTu OKHa OyJIeT MPOU3BOAMUTHCS OLIEHKa Bammx pe3ynbTaToB.

& Exercise; The Passive: Fill in the missing word - s BBIMOJHEHHS DTOTO

VOPKHEHUsI BHIOEpUTE OJUH U3 TpEAJiaraeMbIX OTBETOB. B BepxHel yacTu OKHa

OyJeT mpOoM3BOIUTHCS OlleHKa Bammx pe3ynbTaToB.

@1 Exercise: The Passive Voice: Write the correct form - it BBIIOJHEHHS TOTO

yOpaKHEHHs] He0O0X0IMMO BIHCATh TJIaroil B Hy>kHOU (popme. B BepxHeii yactu okHa

OyJeT mpOoM3BOIUTHCS OlleHKa Barmx pe3ynbTaToB.

& Exercise: The Passive: Complete the sentences - s BBIIOJHEHHS DSTOTO

VOPKHEHHsI BBIOEPUTE OJWH W3 TpEAJiaraeMbIX OTBETOB. B BepxHel uyacTh OKHa

OyIeT mpou3BOIUTHCS OlleHKa Bammmx pe3ynbpTaTosB.
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& Exercise: Active or Passive?: Choose the correct answer - ist BBITOJIHEHHS STOTO

yOpaXHEHHUs] BbIOEPUTE OJUH U3 IMpesiaraéMblX OTBETOB. B BepxHell yacTh OkHa

OyZeT Mpou3BOIUTHCS OlIEHKa Bammx pe3ynbpraTos.

Exercise: The Passive Voice: Write the correct form — npoBepbsTe cBOM 3HaAHHS

CTpadaTCJIbHOTO 3aJiora. I[aHHOC 3aaHUC OLCHUBACTCA. Ber MoxeTe CAcIaTb
HECKOJIBKO ITOIIBITOK, OJHAKO HOBas IIOIIBITKA ITOCJIC HaXKaTHUA KHOIIKH «OTHpaBI/ITB

BCE U 3aBEPIIATH TECT» MOBJIEYET 32 COO0M mTpad, T.€. IOHUKEHNE OLICHKH.

Writing 3amanus Ha pa3BUTHE HABBIKOB IMUChMa

Letter of Complaint: Read some advice and see the examples — unbopMmarus

HAallTOMWHAaCT OCHOBHLIC PCKOMCHIAIWH I TOTIO, YTOOBI IIpaBUJIbHO HAIHUCATbh

MHUCHMO — KaJo0y.

@1 Watch the Video: How to Write a Letter of Complaint — mpocmMoTp f1aHHOTr0 BUEO

MoMoskeT BaMm IMOHSATH OCHOBHEIE 0COOCHHOCTH HAIIMCAHUS ITHCEM — 5KaJioo0.

B Useful Phrases for Writing a Letter of Complaint - BeIpakenus, KOTOpHIe

noMoryt Bam rpamotHo Hammcath e-mail. Tlpu HE0OX0IUMOCTH MaTepuans MOKHO

pacrievyararh.

M Exercise: Sample Letter of Complaint: Fill in the spaces - mposepsTe cebs,

OTBCTHUB Ha BOIIPOCHI TECTa O TOM, KaK IIHCATb IIHCbMO- )Kano6y, BBI6paB

ITPaBUJIBHBIA BapUaHT OTBETA. Pe3ylbTaThl TECTA COXPAHATCS B CUCTEME.

& Exercise: Sample Letter of Complaint; Put the phrases in the correct order - mis

BBIIIOJIHCHUA O3TOr0  YHPAXKHCHHA PACIHOJOXUTC IMPCATIOKCHUA B IIPaBHUJIbHOM

nopsiike. B BepxHeil yacTu okHa OyJeT MpOU3BOIUTHCS OlleHKa Bammmx pe3ynbTaTos.
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#> Write Your Letter of Complaint — 510 3amanMe Ha Hamucanue Baimero

COOCTBEHHOTO MHUCHhMa - KajJo0bl. BHUMATEIbHO MPOYNUTANTE 3aIaHUE U BBITIOJIHUTE
ero. 1o HeoOXoAMMO caeiath B Buae gokymenta MS Word. Ipukpenute daiin B
yKa3aHHOH cTpoke. OH COXpaHHUTCA B CUCTEME M OTBET MOKHO OYIET MPOBEPUTH U

OLCHUTD.

B Unit Glossary — I'moccapuii aj1s 3amoOJHEHHs JIEKCHKOM IO JAaHHOM TEME.
Bcnomuaute wim otOupaiiTe HOBbIE, MHTEPECHBIE CJIOBa ATOrO MOIYJS, a TaKKe
IOnuta 1 B yueOHuke. JloGaBnsiiTe X, HE MOBTOPSS ABAXKIbl yXKe J100aBICHHbBIC

Bammmu ogHorpynnaukamu. Kax e Bamn Bkinaa Oyzner onieHeH.

I'noccapuit moavas (Module Glossary)

expenses [plural] money that an employee spends while they do their job, for
example on travel and food, and which their employer then pays back

2 to gain advantage from a situation, opportunity etc

devaluation n [C,U] when the value of a country’s currency goes down or is reduced
by the government, in relation to other currencies

distribute v [T] to supply goods to shops, customers etc —

distribution n [U]

expense n 1 [C,U] one of the costs of a particular activity

exploit v [T] 1 to treat someone unfairly in order to make money, get an advantage
for yourself etc

exploitation n [U] when you treat someone unfairly in order to make money, get an
advantage for yourself etc

subsidize also -ise BrE v [T] if a government or organization subsidizes a company,
activity etc, it pays part of the cost —

subsidized adj
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subsidy n [C] money that is paid by a government or organization to make something
cheaper to buy, use, or produce

supply v [T] to sell and provide goods or services — supplier n [C]

warehouse n [C] a building where goods are stored

weakness n [C,U] lack of a particular characteristic that would give you the ability to

succeed, perform better etc

HUcTtounuku nudopmanum:

1. Grant D. and McLarty R. Business Basics. Student’s Book / D. Grant and
R.McLarty. — Oxford: Oxford University Press, 2011.

2. Hollett N. Business Objectives. Student’s Book / N. Hollett. — Oxford: Oxford
University Press, 2011.

3. Kaotler P. and Armstrong G. Principles of Marketing / P. Kotler and G.
Armstrong. —USA, 1994.

4. Lannon M., Tullis G., Trappe T. Insights into Business / M. Lannn, G.Tullis,
T.Trappe. — England: Longman, 2007.

5. Longman Business Dictionary. — England: Longman, 2009.

6. Mascull B. Key Words in Business / B. Mascull. — Birmingham: The
University of Birmingham, 1999.

7. Powell M. Business M atters. Business Course with Lexical Approach.
Student’s Book / M. Powell. — London: Language Teaching Publications,
2012.

8. Powell M. Presenting in English. How to Give Successful Presentations / M.
Powell. — London: Language Teaching Publications, 2007.

9. Royan J. and Richards J. Business Studies Today / J. Royan and J. Richards. —
Cambridge: Cambridge University Press, 2008.

10.Tullis G., Lannon M. Insights into Business. Workbook / G. Tullis, M. Lannon.
— England: Longman, 2007.
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PaszButHe Jekcnueckux HaBbIkoOB. \VVocabulary and Skills.

Features

PRODUCTS.

The features of a product are its selling points. Here is a list of 60 adjectives that can

be used to talk about product features.

adjustable
affordable
attractive
best-selling
brand-new
built-in

compact
convenient
cost-effective
customized
easy-to-clean
easy-to-maintain
economical to run

efficient

energy-efficient
environmentally friendly
expandable

fully automatic
functional
hands-free
hard-wearing
high-performance
high-quality
high-speed
high-tech
innovative
integrated

labour-saving
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limited edition
long-lasting
low-cost
low-risk
made-to-measure
man-made
mass-produced
modular
off-the-shelf
one-touch
optional
portable
practical
real-time
reliable

revolutionary

secure
shock-absorbent
sophisticated
state-of-the-art
stylish
tailor-made
time-saving
trouble-free
ultra-light
unique
up-to-date
user-friendly
waterproof
well-built
well-designed

well-made
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Our financial products offer a secure home for your money, and are tailor-made to

your own personal needs.
Our new range of clothing for the summer is attractive, affordable and stylish.

It's a revolutionary, state-of-the-art home cinema system. A useful feature is the built-

in iPlayer access.

These running shoes are waterproof and shock-absorbent.
They are available in a full range of sizes.

Physical description of a product

In addition to describing the features of a product, you may also have to describe it
physically, in particular its shape(= the form that it has), size(= dimensions), weight

and materials.

To talk about shape we can use adjectives or nouns.

It's square, circular I round, rectangular, L-shaped, star-shaped.
It's in the shape of a square, circle, rectangle, letter ‘L.

To talk about dimensions we can use adjectives or nouns.

The product is 8mm long/ wide/ high/ deep.

The length/ width/ height/ depth of the product is 8mm.

It's 8111m in length/width/height/depth.

It's 40crn in diameter.

It ranges in height from 2m at one end to 3m at the other.
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We might want to talk about area and volume.

It measures 60cm by 20cm. So that's 1,200 square centimetres (written as cm?).
It measures 2m by 2ni by 1.Sm. So that's 6 cubic metres (written as m?).

To talk about weight we say:

It weighs six kilos.

It's six kilos in weight. (NOT six of kilos)

To talk about materials we say:

It's made of aluminium, reinforced concrete, copper, fibreglass, glass, leather,

moulded plastic, nanomaterials, rubber, steel, wood (US: lumber), etc.
It's a composite material. (= made of several things)

It's a new type of polymer.

Note these questions that a customer may ask:

What shape is it? What size is it?

How long is it? How wide is it?

Can you give me the dimensions?

How much does it weigh?

What's it made of?

Pa3BuTHe rpaMMaTHYeCKUX HABBIKOB. Lanquaqe review.

CrpagarejbHbBIN 32107
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3a50roM B rpaMMaTHKE Ha3bIBAIOT KOHCTPYKIIMIO, KOTOPAsl OMpEeEsieT, BHICTYAET
M TOJJIeKaIlee B POJM TOTO, KTO COBEpIIaeT AeicTBHe, JAUOO0 3TO JeicTBHE
npou3BoAMTCS Haj nomuexammM. CrpagareabHblid  (IACCHBHBIN) 3aJI0I B
anrauiickom si3bike (Passive voice), B oTimume oT akTuBHOro (Active voice),
MOKA3bIBAET, UTO TO WJIM HHOE JCHCTBHE COBEPIIAETCS JOTOJIHEHUEM 10 OTHOIIECHUIO

K IIoAJjic;kaicmMy.

B maccuBHO#l dopMe MOryT ynoTpeOnsThCsl JHIIb T€ TJarojibl, KOTOPbIE UMEIOT
npsiMO€ JIOTIOJIHEHKE, UHBIMH CIIOBaMU, NepexoHbie. B mepeBojie Ha pycCKHid SI3bIK
MIEPEXO/IHBIC TJIAr0JIbl — 3TO TE€ TJIAroJibl, KOTOPHIE YIOTPEOISAIOTCS C JOTIOJHEHUEM B

BUHUTEILHOM Tajiexe (0TBEYaeT Ha BOMPOCKHI KOTO? 4TO?).

IIaccuBHBINM 3aJIOT B aHTJIMHACKOM SI3BIKE 06p33y€TC5I IIpy IIOMOLIHX IJIaroJja to be B

COOTBETCTBYIOIIEH (popMe JaHHOTO BPEMEHH, a TAKXKE TPEThel (GOpMbI II1aroia.

OTnMYUTH €ro B TEKCTE AOCTATOYHO MPOCTO: €CJIM TJIarojl CTOUT B TpeThell hopme, a
nepea HUM UJET Taroi to be B Hy»KHOU GopmMe O6e3 mpeasiora, 3Ty KOHCTPYKIUIO U

Ha3bIBAaIOT ITACCMBHBIM 3aJIOT'OM.

KOHG‘IHO, B PYCCKOM A3BIKC 3aJIOTM HCECKOJIBKO OTIMYAIOTCA I10 3HAYCHHIO OT
aHTJINHCKOTO OKBHUBAJICHTA, TEM HEC MCHCC, BBIACINTD AKTHUBHBIN M ACCUBHBIM 3aJIOTH
MOXHO IIO cneﬂy}omeﬁ CXCMC: CTpa,HaTGHBHBIfI Ha3BaH TaK, IIOTOMY 4YTO OH

«CTPaJaeT» OT KAKOTO-TUO0 ICUCTBUSA, a IEHCTBUTEIBHBIN «JICHCTBYETY.
Paccmorpum npumep.

| bought a very beautiful house with a big garden. - 5 kynuia o4eHb KpaCUBBIH JIOM C

OOJILILIMM CaZOM.
DTO aKTUBHBIN 3aJI0T, T.K. JEHCTBUE COBEPIIACTCS MOAJICHKAIINM.

A very beautiful house was bought by me. - Odenp KpacuBBIH J0M OBbLT KyIUICH
MHOM.
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OTO TMAacCUBHBIM 3aJIor, T.K. IPOU3BOJAUTENEM JEHCTBUS SBISIETCA IPSIMOE
gononnenue. [lpum »ToM Tnaron to buy sBIsSETCS MNEPEXOAHBIM (€r0 MOXKHO

yIOTPEOUTH C MPSAMBIM JOTIOTHEHUEM ).

B nanHOM mpumepe ynoTpebiieHHE MACCUBHOTO 3ajora He 00s3aTeNbHO, HO €CTh
cilydad, Korja u30exarb €ro JOCTaTOYHO CJIOXHO, HAalpuMep, KOrja He YKa3aHo

IPSIMOE JOIOJIHEHHE, T.€ 00BEKT, COBEPIIUBIINI IEHCTBHE.
The work is finished. - Pabora 3akoHueHa.

He was told that his wife had cheated on him. - Emy cka3anu, 4ro ero xeHa emy

HU3MCHsIIA.

JUJ1st cpaBHEHUS

He was cheated. Emy n3mensum.
He cheated on his wife. Ou u3zMeHs1 cBOEH KEHE.

CJ'IGIIYCT IIOMHHTB, YTO IIPH IICPCBOAC AaKTHBHOI'O 3aJI10I'a B MMaCCUBHBIN IO JICKaIICC

MCHACTCA MCCTaMU C IIPAMBIM JOIIOJITHCHHUCM.

[laccuBHBIN 3a70T B aHTJUMHCKOM SI3bIKE yMOTPEOJIIETCS BO BCEX BPEMEHAX, KpOMe

rpynnsl Perfect Continuous, a Takxe Bpemenu Future Continuous.
Hanpumep, Bo3bMeM 3a 0OCHOBY Tiaroit interrupt.
He is always interrupted during his speech. - Ero Bceraa npepsiBatoT Bo Bpemsl peuu.

He is being interrupted the third time during his speech. - Ero mpepsiBatoT BO Bpems

peun yxKe TpEeTUi pas.

He was interrupted during his speech. - Ero npepBasiu Bo Bpemst peuw.
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He was being interrupted when we left. - Korma Mbl yium, ero KTo-TO Hadvai

IpephIBATh.
He will be interrupted, I’'m sure. - Ero OyayT nipepsiBath, s yBEpeH.

He has been interrupted so many times since the lecture started. - Ero crosbko pa3

y>Ke TIpepBaju ¢ TOrO MOMEHTA, KaK HadaJlach JICKIHSI.

He had been interrupted four times before we came. - Ilepex Tem, Kak MbI IPHUIILUIH,

€ro MpepBaJId YETHIPE pasa.

He will have been interrupted five times by the end of his speech. - K konity peun

6y,Z[CT YKC IIATH pa3, KakK €ro 1npCpuiBajin.

Kpome TOro, maccHMBHBIM 3aJ0T B aHIJIMHUCKOM SI3bIKE YHOTpPEOJsieTcs B 000poTax,

KOTOpBIE NIEPEBOJATCS HA PYCCKUI KaK HEONPEAEIEHHO JIUYHOE NPEAIOKEHNUE.

It’s said that you shouldn’t forgive the one who has deceived you once. - I'oBopsr,

4TO HCJIB3A IIPOIIATh TCX, KTO OAHAXKbI TeOs O6MaHYH.

OtpuiiaTtenbHasl 1 BOMPOCUTENbHAs (POPMBI TACCUBHOIO 3ajiora 00pa3yroTCsl TAKUM
&Ke crmocoOoM, Kak M BO BCEX BpeMEHax: JeslaeTcsi WHBEpPCHs MpU BOMpOCE,
MpUOABIISIETCS YACTHUIIA NOt K BCIIOMOTaTeIbHOMY TJIarojly Mpy OTPULIAHUH, B TAHHOM

ciiydae — K riaroiy to be.

[Ipu mepeBojie MACCUBHOIO 3aJIora CIEAYeT MOMHUTh, YTO JaHHBIA 00OPOT MOXKET

MEPEBOJAUTHCA HCCKOJIbKUMHU CITOCO0aMMU.

| was abused but | said nothing. - Menst ockopOMIH, HO ST HUUEro He ckasail. S ObLI

OCKOpPOJICH, HO HUYEro He CKa3all.

Takxe B CTpa,Z[aTCJ'IBHBII\/'I 3aJI0r' HCJIb3d TNEPEBCCTH MOAAIBHBIC IJIarojibl, MHOTHEC

IJIaroJibl 4YyBCTB U COCTOSIHUS, @ TAKXKE TJIarojibl CBS3KH (TOT XKe riiaroi to be).
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PaszBurHe HaBbIKOB nmucbMa. \Writing.

Writing Letters of Complaints. Useful Phrases and Tips.

* [ am writing to complain about...

* [ am writing to express my concern about the fact that...
* | must complain in writing about...

* | feel I must complain to you about...

* [ wish to complain in the strongest terms about...

* | must insist that you...

* [ must urge you to...

* [ am writing to inform you of an apparent error in your records...
COMPLAINT - other useful phrases

* Poor standard of service/slow service

* No accommodation/Travel delays/Rather rude staff

* Badly scratched/dented wrapping/packaging

* To claim/demand for a refund

* Defective/faulty goods/defective item/machine

* The... may need replacing

* To restore an item to full working order...

« [ am enclosing the broken radio in this package; please send me a replacement..
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* [ am returning ... to you for correction of the fault/for inspection/repair/servicing
* [ am asking for/I wish to get a replacement

* You said that ... I feel sure there must be some mistake as I am sure that...
COMPLAINTS - ending

* | do not usually complain, but, as an old customer, I am sure you will be interested

in

my comments.

» We look forward to dealing with this matter without delay.

« | feel that your company should consider an appropriate refund.

« | would be grateful if you would send me a complete refund as soon as possible

» We feel there must be some explanation for (this delay) and expect your prompt

reply.

» Will you please look into this matter and let us know the reason for ...
* Thank you for your assistance.

* | look forward to hearing from you at your earliest convenience.

* I am returning the damaged goods/items... and shall be glad if you will replace

them.
* Please look into this matter at once and let me know the delay.
» Please check your records again.

 Thank you for your cooperation in correcting this detail...
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Oopa3el KOHTPOJLHOI0 3a1aHUA Mo Teme 12:

Module 12 Test

Answer all thirty questions. There is one mark per question.
Vocabulary: Describing products

1 Complete the missing adjectives in these sentences about products. Each

adjective is in two parts and two letters are given.

1 Sony and Panasonic make | -1 batteries.
2 Louis Vuitton bags are w -m products.
3 HP manufactures h -t computer products.

4 Wrangler makes jeans that are both fashionable and h -

w

5 Estée Lauder and L’Oréal have both developed b -S
cosmetics.

6 Rolex and Tissot produce h -q watches.

2 Complete these sentences with the correct form of a verb from the box.

modify / discontinue / promote / distribute

7 I’m afraid this product is no longer available. In fact, the whole range has been

8 We have always our products through several

wholesale companies.
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9 Sales of the RPX3 have increased considerably since we

it slightly three months ago.

10  Their new soft drink was aggressively and marketed.

Language Review: Passives
3 Complete each sentence with a verb in the passive form.
11 We will launch our new range next summer.

Our new range next summer.

12 They have not tested the new medicine yet.

The new medicine yet.

13  They designed this new sports car in Japan.

This new sports car in Japan.

14 We cannot ship the goods until they receive payment.

The goods until we receive payment.

15  We are redesigning our website.

Our website

16  Millions of people use our toiletries every day.

Our toiletries by millions of people every day.

4 Complete the sentences with passive forms of the verbs in brackets.
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17  The new office furniture (deliver)

yesterday.

18 There wouldn’t be so many complaints all the time if the goods

(pack) more carefully.

19 All our documents (translate) into

Spanish and English, and this always makes our work easier.

20 If the machine breaks down again, our new chocolates

(not / produce) in time.

Skills: Presenting a product

5 Complete this product presentation. The first letter of each missing word is

given.

So, ladies and gentlemen, (21) t IS our new product. As you can
see, it’s robust and elegant. It’s (22) m of steel and plastic and (23)
w only 1.6 kilos. In addition, it (24) c in a wide
range of colours. Now, let me (25) t you about its other selling
points. It has several special (26) f . 'You have already noticed its
very small (27) s , only 22 centimetres long and 5 centimetres wide.
This, of course, makes it (28) i for travelling. Finally, it has the
added (29) a of being very reasonably priced. Now, would anyone
like to ask a (30) g ?
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O0pa3en M TOrOBOIro KOHTPOJIbHOI'0 33/IaHUS 110 KYPCY:

End of Course Test

Listening
Track 08

1 You will hear Roger Tremain asking his manager if he can go on a training
course. Listen to the conversation and complete this chart (1-5) with details of

the course Roger wants to attend. You will hear the conversation twice.

1 Type of course

2 Location (town or city)

3 Starting date

4 Duration of course

5 Cost (course only)

Track 08

2 Listen again and mark these statements true (T) or false (F).
Roger’s manager says that ...

6 the course is a good one.

7 Roger can take time off to do the course before Christmas.
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8 there 1s enough money in the budget to cover costs up to £2,500.

9 Roger is a good employee who will benefit from the training.
10  Roger should put all the details in writing.
Vocabulary

3 Complete the text below (11-15) with the correct word from the box. There is

one word you don’t need.

advertising / launch / market / redundant / share / subsidiary

Carston has announced that it will close its UK 11 which employs about
70 staff. Most of the staff will be made 12 The company spent £5 million
on 13 Jast year to promote its latest product. But the product

14 was a failure. Competition from other UK companies, such as Fyfield
and Brix, has been strong, and Carston has seen its market 15 decline

sharply over the last three years.

4 Complete the text below (16-20) with the best verb from the box. There are

more verbs than you need.

do / get / make / market / set up / take / work

Erika always wanted to work for herself. After getting a good qualification in art and

design, she decided to 16 her own business making jewellery. Two years
later, she is finding it hard to 17-a living from her business. In fact, she
has to 18 part-time in a shop to earn extra money. Erika makes innovative

jewellery that is both high quality and stylish, but she doesn’t have a strong customer
base and often finds it difficult to 9 her work. She needs to
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20 some market research and then to develop an effective marketing

strategy.

5 Match these words (21-30) with the definitions (a—j).

21  complaint
22  endorsement L
23 discount
24 investment
25  merger _
26  promotion
27  refund _
28  staff
29 turnover
30 workload
a) When a famous person appears in an advertisement saying how good a
product is
b) Money put into a business activity with the aim of making a profit
¢) When two or more companies join together to form a larger company
d) A statement made by a customer who is not satisfied with a product or
service

e) The amount of work that a person or organisation has to do
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f) The people who work for an organisation or company

g) The amount of money a company receives in sales in a particular period of

time
h) Special activity to sell a product: for example, advertising

1) Offering something for sale at a lower price than usual

J) Money that is given back to the customer if they are not satisfied with a

product
Language

6 Choose the correct answer (a, b or ¢) to complete the article (31-40).

Michel Soussaline _ 3!in a Paris hospital as a cancer specialist. But at
present, he is only working part-time. In his free time, he 32 his wife
to develop a biotech company called Imstar. Mr Soussaline describes the
difficulties of setting up a new company in France: ‘We % the
necessary investment, but it was impossible. There is much less help for
developing companies than in the US.” Mr Soussaline believes that Imstar

3 a bigger company by now if it was based in California.

Mr de Bézieux, who heads a lobby group for small businesses in France,

says: ‘Between 1965 and 1980, the French economy % twice as fast
as the US. Since then, it % the opposite. One of the main explanations
is that our small businesses 37

But now there is a new approach to small business in France. In the past
year, the government 38 a series of initiatives to support innovative
start-ups. In future, fast-growing companies 39 extra benefits and

40 |ower rates of tax.
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31 a)works b)worked c) working

32 a)helped Db)washelping c)is helping

33 a)look for b) looked for ¢) will look for

34 a)was b) would be c) have been

35 a)grows b)isgrowing C) was growing

36 a)was b) will be ) has been

37 a)isnotgrowing b) was not growing C) are not growing

38 a) launches b) has launched c) will launch
39 a) will receive b) have received c) receive
40  a) will be paid b) will pay c) are paying

7 In each line of the e-mail below (41-45), there is one mistake. Cross out the
word which is wrong and write the correct word on the right. The first one is

given as an example.

Subject: Meeting next Thursday
Dear Becky
Do you please help me? Can

I’m trying to find on how many people are coming to the meeting next
41

Thursday. Maria said me it would be ten, but Alex thinks it could be 20.

42
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If more than 15 people come, we would need to book a bigger room.
43

But the large meeting room has already been booked during the whole day.
44

| look forward to hear from you.
45

Many thanks,

Sam

Skills development
A Meetings
8 Choose the best phrase (a—h) to complete each gap in the conversation (46-53).
a) | think
b) | agree
c) Perhaps we should
d) I’'m not sure I agree
e) how about
f) The next item on the agenda is
g) Yes, that’s right

h) What do you mean
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Chair OK, let’s move on. 6 publicity for our sales conference. Barbara,

you’ve prepared something on this.

Barbara Yes. Well, to start with, I’ve prepared a leaflet to send out to the agents.

You’ve all received a copy. What do you think?
Ted 47 it looks good — very colourful!

Beth “8 highlight the guest speaker’s name a bit more. She’s very well known,

and her talk will attract a lot of people.

Barbara _ “ by highlight the name more? I’ve put her name in large letters.
Beth Yes—but 0 putting it right at the top?

Ted 51 The title of the conference is more important, isn’t it?

Dora 2 —the title of the conference must be at the top. But

53 with Beth. The name should stand out more.
B Socialising
9 Choose the best response (a—g) for each item (54-60).
54  Would you like to join us for dinner?
55  Could you tell me where the restaurant is?
56  What do you recommend?
57  Can | get you adrink?
58  Can | order a taxi to go to your hotel?

59  Thanks for showing me round.
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60 I hope you have a good journey back.
a) Thanks. I’ll be in touch soon.
b) The chicken is very good.
c) It was a pleasure.
d) That’s very kind of you. I’d love to.
e) It’s near our office in the High Street.
f) Thanks, but Jack has offered me a lift.
g) Thanks. Just a glass of water, please.

Reading

10 Read the article and complete each gap (61-65) with one of these words (a—e).

a) messages
b) newspaper
Cc) warning

d) information

e) industries

Message on sensitive e-mails is not getting through

When new employees start at Goldman Sachs, one of the first things they
are told is that they should not put anything in an e-mail that they wouldn’t
want to read in the %1 Don’t complain about colleagues. Don’t

discuss sensitive deals. Don’t say bad things about the competition. If you
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want to do those things, they are told, use the phone or talk to someone in

person.

The same %2 has been repeated across the corporate world for
years, but the message never seems to get through. Sensitive e-mails and

Instant messages continue to turn up in public.

It seems that no matter how often they are told, employees continue to see
workplace e-mails as casual, private exchanges that no one else will read.
The ePolicy Institute, which conducts research and advises companies,
recently carried out a survey of 416 companies. The survey showed that
only 42 per cent of companies conduct any formal training regarding e-mail

usage. Instead, they rely on written policies that are often not read.

Simply telling workers to be more careful is not enough. Some companies
are now using advanced software that can block potentially embarrassing

messages from leaving a corporate system.

Proofpoint, an electronic security company, offers software that monitors

%3 as they arrive and depart to detect potentially dangerous
words or phrases. Keith Crosley, Director of Market Development for
Proofpoint, says heavily regulated %4 such as financial services
and health care, are among his company’s best customers. Kawasaki
Motors uses the software to make sure no one leaks its motorcycle designs.
The software ensures that personal data such as credit-card numbers and
medical histories are encrypted and monitors the disclosure of confidential

corporate 6,

‘Our systems can be trained,” Mr Crosley says. “You can show it examples
— “Here are my new car designs. Here is my internal phone list” — and not

let those messages go out.’
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The problem is that the software can occasionally block important e-mails
that are not sensitive. ‘Customers are not very tolerant of that problem,” Mr

Crosley says.

11 Choose the best answer to each question (66—70).

66

67

to

68

There are several kinds of sensitive information that shouldn’t be included in e-

mails. Which one doesn 't appear in the article?
a) complaints about people you work with

b) trade secrets

c) employees’ names

d) bank-account details

e) credit-card details

If they want to discuss sensitive deals, Goldman Sachs employees are told not

a) use the phone.

b) use e-maill.

c) talk to a person inside the company.

According to an ePolicy survey, most companies ...

a) use special software to block sensitive messages.

b) organise training programmes to instruct employees how to use e-mail.

c) send only written instructions about using e-mail.
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69  Proofpointis ...
a) a kind of software that monitors e-mails.
b) a company that specialises in electronic security.
C) an institute that advises companies on security.
70  Which word is used in the article to mean the same as ‘sensitive’?
a) casual
b) instant
C) embarrassing
Writing

12 You are going to visit a client company in Toronto next week. Write a reply

to the following e-mail. Write about 50 words.

To:
From: Greg Saunders

Subject: Your visit next week.

Dear ...

| am attaching a programme for your visit next week. Please let me know if

there is anything you would like to add.

If you could also tell me your flight number and arrival time, | will arrange
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for our driver to meet you at Toronto airport and take you to your hotel.
We are all looking forward very much to meeting you next week.
Best regards

Greg

13 Your manager at work has asked if you can recommend your English course
to other employees. Write an informal report of 120 to 150 words describing the
English course you have just completed. Include this information: number and
length of lessons, people in the group, coursebook topics, exercises and activities.

Say what you enjoyed most about the course and what you found useful.
Speaking
You will have a ten-minute oral test. You have five minutes to prepare.

14 Your examiner will ask you some questions about yourself: your work or

studies and your future plans.

15 Look at the information about two products in the chart below. Be ready to
describe each product and to answer the examiner’s questions. Say which one

you would prefer to buy and why.

Whiteboard marker Eco-friendly marker

Use with whiteboards whiteboards

The outer case is

made of
plastic recycled paper
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Features Dries immediately after | No harmful chemicals
writing
Long-lasting
Clean  with  special
Clean with water
product
Colours 6 4
Price €15 for a pack of six €7 for a pack of four
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Oommia raoccapuii kypea (Course Glossary).

absenteeism n [U] the problem of employees not being at work when they should be

accessory n [C] a small thing that you add to a house, clothes etc to make them look

more attractive

account n 1 [C] an arrangement between a customer and a bank that allows the

customer to pay in and take out money
2 accounts [plural] the official financial records of a company, person etc

accountant n [C] a professional whose job is to keep the financial records of an

organization, or to advise clients on financial and tax matters
ad n [C] an informal word for advertisement

administration n [U] the activity of managing and organizing the work of a company

or organization
advert n [C] BrE an informal word for advertisement

advertise v [I,T] 1 to tell people publicly about a product or service in order to

persuade them to buy it
2 to inform people publicly that a job is available and invite them to apply for it

advertisement n [C] a picture, piece of writing, or film that tells people about a

product or service in order to persuade them to buy it
advertiser n [C] a person or organization that advertises their products or services

advertising n [U] 1 telling people about a product or service in order to persuade
them to buy it
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2 the companies that prepare and sell advertising, considered as an industry

advertising campaign n [C] an organization’s programme of advertising activities

over a particular period with specific aims, for example to increase sales of a product
agenda n [C] 1 a list of the subjects to be discussed at a meeting

2 the things that someone considers important or that they are planning to do

something about

aggressive adj 1 an aggressive plan or action is intended to achieve its result by using

direct and forceful methods

2 an aggressive person or organization is very determined to achieve what they want
application n [C] 1 a formal, usually written, request for

something, especially a job, a place at university, or permission to do something

2 a practical use for something

3 a piece of software for a particular use or job

apply v 1 [I] to make a formal, usually written request for something, especially a

job, a place at university, or permission to do something

2 [T] to use something such as a law or an idea in a particular situation, activity, or

process
appoint v [T] to choose someone for a particular job
appointment n 1 [C] an arrangement to meet someone at a particular place or time

2 [C,U] the act of choosing someone for a particular job, or the job itself
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approximate adj an approximate amount, number etc is a little more or a little less

than the exact amount, number etc —
approximately adv
assertive adj behaving in a confident way in order to get what you want

asset n 1 [C] something of value belonging to a person orcompany that has value or

the power to earn money

2 assets [plural] the property, equipment etc owned by a business considered

together, as shown in its balance sheet
attend v [1,T] to go to an event such as a meeting
award n [C] a prize for good performance in a particular activity

background n 1 [C] someone’s past, for example their education, qualifications, and

the jobs they have had
2 [C,U] information about events in the past that explain the current situation

balance of trade n [singular] the difference between the value of a country’s exports

and its imports

balance sheet n [C] a document showing a company’s financial position at a

particular time

bankrupt adj not having enough money to pay your debts —

bankruptcy n [C,U]

bargainl n [C] 1 something you buy cheaply or for less than its usual price

2 an agreement between two people to do something in return for something else
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bargain2 v [I] to discuss the conditions of a sale, agreement etc in order to get the

greatest advantage for yourself —
bargaining n [U]

benchmark n [C] 1 something that can be used as a comparison to judge or measure

other things

2 a good performance in a particular activity by one company that can be used as a

standard to judge the same activity in other companies — benchmark v [T],
benchmarking n [U]
bill n [C] the total cost of something, or the document that shows this

board also board of directors n [C usually singular] the group of people who have

been elected by shareholders to manage a company

bond n [C] a financial certificate showing an amount borrowed by an organization or

government at a particular rate of interest for a particular period

bonus n [C] an extra amount of money added to an employee’s wages, usually as a

reward for doing difficult work or for doing their work well

boom1l n [C,U] 1 a time when business activity increases rapidly, so that the demand

for goods and services increases, prices and wages go up, and unemployment falls

2 a time when activity on the stock market reaches a high level and share prices are

very high

boom2 v [I] if business, trade, or the economy is booming, it is very successful and

growing
branch n [C] an individual bank, office, shop etc that is part of a larger organization
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brandl n [C] a name given to a product or group of products by a company for easy

recognition

brand2 v [T] to give a name to a product or group of products for easy recognition —
branding n [U]

bribery n [U] dishonestly giving money to someone to persuade them to do

something to help you — bribe n [C]

budget 1 n [C] an amount of money that an organization has available to spend on

something in a particular period

budget 2 v [I,T] to plan the amounts of money to be spent on different things in a

particular period

bureaucracy n 1 [C] a system of government that involves a large number of

departments and officials

2 [U] disapproving all the complicated rules and processes of an official system,

especially when they are confusing or responsible for causing a delay
campaign n [C] a series of activities designed to achieve a particular result
capacity n 1 [C,U] the amount of space that a container, room etc has

2 [singular, U] the amount of something that a company, factory etc can deal with or

produce
capital n [U] money invested in something in order to make a profit
career n [C] 1 a profession or job that you train for

2 the series of jobs that you do during your working life
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career ladder n [singular] all the increasingly important jobs that someone has, or

would like to have, as they get older

cash n [U] money, especially money that is immediately available in banknotes,

coins, bank accounts etc

cash flow also cashflow n 1 [U] the amounts of money coming into and going out of

a company, and the timing of these

2 [C,U] profit made during a particular period, measured in different ways by

different businesses

catalogue BrE catalog AmE n [C] a book with all of a company’s products or

services listed and described
chain n [C] a number of shops, hotels, or cinemas belonging to the same organization

chair n [singular] 1 the position of being the chairperson of a company or

organization or the person who is chairperson

2 the position of being in charge of a meeting, or the person who is in charge of it —
chair v [T]

chairman plural -men, chairwoman plural -women n [C] the most important
person on the board of directors of a company, especially in the UK. In the US, this

person is usually called the president of the company

chamber of commerce n [C] an organization made up of businesspeople in a

particular place, that helps businesses with advice, support etc
chargel n 1 [C,U] the amount of money you have to pay for goods or services

2 be in charge of sth to be the person who controls or manages an activity or a group

of people
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charge2 v [I,T] to ask someone to pay a particular amount of money for something

chief executive n [C] the manager with the most authority in the day-to-day

management of a company

Chief Executive Officer (CEO) n [C usually singular] the title of the manager with
the most authority in the day-today management of a company, used especially in the
US.

The job of CEO is sometimes combined with that of president
client n [C] someone who pays for professional services

colleague n [C] someone you work with, used especially by professional people and

managers
commerciall adj 1 relating to business

2 a commercial product or service is sold in order to make a profit
commercial2 n [C] an advertisement on television or radio

commission n [C,U] an amount of money paid to someone according to the value of

goods, services, investments etc they have sold

compensation n [U] 1 an amount paid to someone because they have been hurt or

harmed

2 the total amount of pay and benefits that an employee receives, especially a high-

level manager

compete v [I] if a company, country etc competes with others, it tries to persuade
people to buy its products or services rather than those of the others
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competition n 1 [U] a situation where businesses or countries are competing with

each other
2 [C] an event where people have to answer questions etc in order to win prizes

competitive adj 1 used to describe situations where companies, countries etc are

competing
2 a competitive price is similar to or less than other companies’ prices

competitive advantage n [C] something that helps you to be better or more

successful than others

competitor n [C] a person, product, company, country etc that is competing with

another
component n [C] a part of a product, activity etc
concept n [C] an idea for a product, business etc

conglomerate n [C] a large business organization consisting of different companies,

often involved in different activities
consume v [T] to use raw materials, finished products etc

consumer n [C] a person who buys products or services for their own use, rather than

to use in business or to resell

consumer behaviour BrE consumer behavior AmE n [U]how, why, where, and

when consumers buy things, and the study of this

contract n [C] a formal agreement between two or more people or organizations to

do something, for example to buy something

corporate adj [only before a noun] relating to companies, usually large ones
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counselling BrE counseling AmE n [U] when people are given advice to help them in

a difficult situation
counsellor BrE counselor AmE n [C] someone whose job is to give counselling

counterpart n [C] your counterpart is someone with the same job as you in another

organization
crashl n [C] 1 a time when many investments lose their value very quickly

2 an occasion when a computer or computer software suddenly and unexpectedly

stops working or fails to work properly
crash2 v 1 [I] if stock markets, shares etc crash, they suddenly lose a lot of value

2 [I,T] if a computer crashes, or if you crash a computer, it suddenly and

unexpectedly stops working

create v [T] to make something that did not exist before

creative adj producing or using new ideas — creativity n [U]

credit n [U] 1 borrowed money that is available to spend

2 an arrangement with a shop, supplier etc to buy something now and pay later
CRM abbreviation for customer relationship management

cultural adj 1 relating to artistic activities such as theatre, classical music etc

2 relating to the ideas, beliefs, and customs that are shared and accepted by people in
a society, company etc

culture n [C,U] the ideas, beliefs, and customs that are shared and accepted by

people in a society, company etc
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currency n [C,U] the money used in a particular country
customer n [C] a person or organization that buys products

customer loyalty n [U] when customers continue to buy a particular company’s

product, and do not change to other companies’ products

customer orientation n [U] when a company finds out about its customers’ needs,

and offers products and services that satisfy these needs

customer relationship management (CRM) n [U] a company’s activities to keep its

customers satisfied, find out more about their needs etc
cyberspace n [U] all the sites, services etc on the Internet
debt n 1 [C] an amount of money that is owed

2 [U] the state of owing money

3 [U] money borrowed by a company in the form of loans and bonds, rather than

shares

decline v [I] 1 if an industry or country declines, it becomes less profitable,

productive etc

2 if sales, output, production etc decline, they become less —
decline n [C,U]

decrease v 1 [I] if an amount, level etc decreases, it goes down
2 [T] if you decrease an amount, level etc, you reduce it —

decrease n [C,U]
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delegate v [I,T] to give part of your power or work to someone who is at a lower

level in the organization —

delegation n [U]

deliver v [I,T] 1 to take goods to a place

2 to produce results — delivery n [C,U]

demand n [U] 1 spending on goods and services by companies and people

2 the total amount of a type of goods or services that people or companies buy in a

particular period

3 the total amount of a type of goods or services that people or companies would buy

if they were available

deputy n [C] someone in an organization who is immediately below someone else,

and who does their work when they are not there — deputy adj [only before a noun]

devaluation n [C,U] when the value of a country’s currency goes down or is reduced

by the government, in relation to other currencies
distribute v [T] to supply goods to shops, customers etc —
distribution n [U]

distributor n [C] a business that makes goods available either to shops or directly to

buyers
drivel n 1 [U] someone’s energy, motivation, and ability to work hard
2 [C usually singular] an effort to improve or increase the level of something

drive2 v [T] 1 to control a train, car etc
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2 [usually passive] if an activity is driven by something, it is influenced by it and

depends on it
durable adj if something is durable, it lasts a long time —
durability n [U]

earnings n [plural] 1 the money that a person or particular group of people earn in a

particular period

2 the profit made by a company in a particular period, or by companies in general
economic adj 1 [only before a noun] relating to the economy, business etc

2 if an activity is economic, it is profitable

economical adj using time, money, goods etc carefully and without wasting any
economically adv 1 in a way that relates to the economy, business etc

2 in a way that makes a profit

3 in way that uses time, money, goods etc carefully and without wasting any

economy n [C] the system by which a country’s goods and services are produced and

used, and the people and organizations involved in it
employ v [T] to pay someone to work for you in a particular job

employee n [C] someone who works for a company, especially in a job below the

rank of manager

employee loyalty n [U] when employees like working for a particular company,
work hard, and do not want to leave

employer n [C] a person or organization that employs people
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employment n [U] 1 work that you do to earn money

2 the number of people in an area, industry etc that have jobs, the type of jobs they

have etc
e-tailer n [C] a person or organization that sells goods to the public on the Internet
executive n [C] someone with an important job as a manager in an organization

expand v 1 [I,T] to become larger in size, amount, or number, or to make something

larger in size, amount, or number

2 [1] if a company expands, it increases its sales, areas of activity etc — expansion n

[U]
expense n 1 [C,U] one of the costs of a particular activity

2 expenses [plural] money that an employee spends while they do their job, for

example on travel and food, and which their employer then pays back

exploit v [T] 1 to treat someone unfairly in order to make money, get an advantage

for yourself etc
2 to gain advantage from a situation, opportunity etc

exploitation n [U] when you treat someone unfairly in order to make money, get an

advantage for yourself etc
exportl n 1 [C usually plural] a product that is sold to another country
2 [U] the sale of products to other countries

export2 v [I,T] to sell products to other countries
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facility n 1 [C] a place or large building which is used to make or provide a particular

product or service

2 facilities [plural] special buildings or equipment that have been provided for a

particular use, such as sports activities, shopping, or travelling

failure n [C,U] 1 when someone or something does not achieve the results that were

expected
2 when a machine stops working

falll v past tense fell past participle fallen [I] to go down to a lower price, level,

amount etc
fall2 n [C] 1 a reduction in the amount, level, price etc of something

2 when a person or organization loses their position of power or becomes

unsuccessful

featurel n [C] one of the characteristics of a product or service that is useful,

attractive etc

feature2 v [T] if a product features a particular characteristic, it possesses it
financel n 1 [U] money that is provided or lent for a particular purpose

2 [U] the department in a company that deals with money

3 finances [plural] the situation of a country, company etc in relation to the amount

of money it has, owes etc —
financial adj

finance2 v [T] to give or lend money for a particular project, activity etc
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firm n [C] a company
fleet n [C] a fleet of cars, trucks etc is all the cars etc that a company owns

flexible adj 1 a person, plan etc that is flexible can change or be changed easily to

suit any new situation

2 if arrangements for work are flexible, employers can ask workers to do different
jobs, work part-time rather than fulltime, give them contracts for short periods etc.

Flexible working also includes job-sharing and working from home —
flexibility n [U]

flexitime BrE flextime AmE n [U] a system in which people who work in a company
do a fixed number of hours each week, but can choose what time they start or finish

work within certain limits

focus group n [C] a group of people brought together to discuss their feelings and

opinions about a particular subject.

In market research, focus groups discuss their opinions of products, advertisements,

companies etc

forecastl n [C] a description of what is likely to happen in the future, based on

information available now
forecast2 v past tense and past participle forecast or

forecasted [T] to state what is likely to happen in the future, based on information

available now
formal adj 1 formal behaviour is very polite
2 [only before noun] formal qualifications are those you gain at school, university etc,

rather than experience you get in your job
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found v [T] to start a new activity, organization etc — founder n [C]
global adj 1 affecting or involving the whole world

2 including and considering all the parts of a situation together, rather than the

individual parts separately —
globally adv

globalization also -isation BrE n [U] the tendency for the world economy to work as

one unit, led by large international companies doing business all over the world

globalize also -ise BrE v [I,T] if a company, an industry, or an economy globalizes or
is globalized, it no longer depends on conditions in one country, but on conditions in

the world as whole
goods n [plural] things that are produced in order to be used or sold

gross domestic product (GDP) n [singular] the total value of goods and services

produced in a country’s economy, not including income from abroad

grow v past tense grew past participle grown 1 [I] to increase in amount, size, or

degree
2 [T] if you grow a business activity, you make it bigger
growth n [U] an increase in size, amount, or degree

guarantee n [C] a formal written promise to repair or replace a product if there is a

fault within a particular period

headquarters n [plural] the head office or main building of an organization —
headquartered adj

healthcare n [U] medical care, doctors, hospitals etc considered as an industry
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high-tech also hi-tech adj high-tech companies, activities etc use advanced

equipment and techniques
hire v [T] 1 if a company hires new employees, it recruits them
2 if you hire a car, boat etc you pay to use it for a particular period

human resources n [plural] 1 an organization’s employees, with their abilities and
skills

2 (HR) the administration of a company’s employees, including recruitment, salary

systems etc

human rights n [plural] the basic rights that people have to be treated fairly and

equally, especially by their government

image n 1 [C] a picture, photograph etc

2 [C,U] all the ideas that people have about a product, person etc, considered together
importl n [C] a product that is bought from another country

import2 v [I,T] to buy products from other countries

incentive n [C] something which is used to encourage people, especially to make

them work harder, produce more or spend more money

income n [C,U] 1 the amount that a person earns in a particular period

2 the profit made by a company within a particular period

industrial adj 1 involving industry, or of a type used in industry

2 industrial areas, countries etc have many different companies and industries

industrialist n [C] a powerful businessman or businesswoman
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industry n 1 [U] the production of basic materials or finished goods
2 [U] all the people and organizations that work in industry
3 [C] a particular type of industry or service

inflation n [U] a continuing increase in the price of goods and services, or the rate of

this increase

infrastructure n [C,U] 1 the basic systems and structures that a country needs to
make economic activity possible, for example transport, communications, and power

supplies

2 the basic systems and equipment needed for an industry or business to operate

successfully or for an activity to happen

innovate v [1] to design and develop new and better products
—innovator n [C]

innovation n 1 [C] a new idea, method, or invention

2 [U] the introduction of new ideas or methods

innovative adj 1 an innovative product, method, process etc is new, different, and

better than those that existed before
2 using clever new ideas and methods — innovatively adv

insurance n [U] an arrangement where a company collects money from a person or
organization and, in return, promises to pay them money if they are ill, have an

accident, cause harm to others etc
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interest n 1 [U] an amount paid by a borrower to a lender, for example to a bank by
someone borrowing money for a loan, or by a bank to someone keeping money in an

account there

2 [U] the interest rate at which a particular sum of money is borrowed and lent
3 [C] the part of a company that someone owns

4 [C] the possession of rights, especially to land, property etc

interest rate n [C] the cost of borrowing money, expressed as a percentage over a

particular period such as a month or year

interpreter n [C] someone who translates what someone says from one language into

another, especially as their job

inventory n [U] the American word for stocks of goods

invest v [I,T] 1 to put money into a business activity, hoping to make a profit
2 to buy shares, bonds etc, hoping to make a profit —

investment n [C,U]

invoice n [C] a document sent by a supplier to a customer showing how much they

owe for particular goods or services

issue n [C] 1 something that must be discussed, decided etc
2 a magazine or newspaper appearing on a particular date
join v [, T] if you join a company, you start working for it

joint venture n [C] a business activity in which two or more companies have

invested together
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labor union n [C] AmE an organization representing people working in a particular
industry or profession, especially in meetings with their employers. Labor unions are

called trade unions in British English

labour BrE, labor AmE n [U] 1 the work performed by the people in a company,

country etc

2 the people doing this work considered as a group

labour force BrE, labor force AmE n [C] another name for workforce

launchl v [I,T] 1 to show or make a new product available for sale for the first time
2 to start a new company

3 to start a new activity, usually after planning it carefully

launch2 n [C] 1 an occasion at which a new product is shown

or made available for sale or use for the first time

2 the start of a new activity or plan

levell n [C] 1 the measured amount of something that exists at a particular time or in

a particular place

2 all the people or jobs within an organization, industry etc that have similar

importance and responsibility
level2 v levelled, levelling BrE leveled, leveling AmE

level off/out phr v [I] to stop climbing or growing and become steady or continue at a

fixed level
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liability n 1 [singular] an amount of money owed by a business to a supplier, lender,

or other creditor

2 liabilities [plural] the amounts of money owed by a business considered together,

as shown in its balance sheet

3 [U] a person’s or organization’s responsibility for loss, damage, or injury caused to

others or their property, or for payment of debts

licensing agreement n [C] an arrangement where one company gives permission to

another to make products based on its ideas, usually in exchange for payment

lifecycle also life-cycle n [C] the different stages in the existence of a product, from

its design and launch, through to the time when it is discontinued (= no longer sold)

lifestyle n [C,U] the way someone lives, including their job, how they spend their

money etc

limited company also limited liability company n [C] a company where individual
shareholders lose only the cost of their shares if the company goes bankrupt, and not

other property they own

liquidation n [U] if a company goes into liquidation, it stops operating and all its

remaining assets are sold

loan n [C] an amount of money that is lent, usually in return for interest until the

money is repaid

logo n [C] a design or way of writing its name that a company or organization uses as

its official sign on its products, advertising etc
lose v past tense and past participle lost present participle

losing [T] 1 to stop having something any more, or to have less of it
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2 to have less money than you had before or to spend more money than you are

receiving

3 lose something (to sb/sth) to have something such as a contract or customers taken

away by someone or something
loss n 1 [C,U] the fact of no longer having something that you used to have

2 [C] when a business or part of a business spends more money in costs than it gets in

sales in a particular period, or loses money on a particular deal, problem etc

maintenance n [U] the work, repairs etc required to keep something in good

condition
manage v [T] to direct or control an organization or part of one

management n [U] 1 the activity or skill of directing or controlling the work of an

organization, or part of one
2 the managers of an organization considered together

3 the managers in charge of a particular activity, and the skills and knowledge that

they need
manager n [C] someone whose job is to manage all or part of an organization

managing director (MD) n [C usually singular] in the UK, the manager with the
most authority in the day-to-day management of a company. The job of MD is

sometimes combined with that of chairperson
manufacture v [T] to make goods — manufacturer n [C] -

manufacturing n [U]
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marketl n [C] all the people and organizations involved in the activity of buying and

selling particular goods or services
market2 v [T] 1 to sell something or make it available for sale

2 to sell something by considering what customers want, how much they are willing

to pay, where they want to buy it etc

marketing n [U] activities to design and sell a product or service by considering
what customers want, how much they are willing to pay, where they want to buy it
etc

marketing mix n [C usually singular] the combination of marketing actions often

referred to as product, price, place, and promotion: selling the right product, through

appropriate distribution channels, and at the right price in relation to other products
so that the company makes a profit, with the correct support in terms of advertising
etc

market share n [C,U] the sales of a particular company in a market, expressed as a

percentage of the total sales

mentor n [C] an experienced person who gives advice to less experienced people to

help them in their work

merchandise n [U] goods that are produced in order to be sold, especially goods that

are sold in a store

merge v [I,T] if two or more companies, organizations etc merge, or if they are

merged, they join together

merger n [C] an occasion when two or more companies, organizations etc join

together to form a larger company etc
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model n [C] 1 a particular type or design of a vehicle or machine

2 a simple description or structure that is used to help people understand similar

systems or structures

morale n [U] the level of confidence and positive feelings among a group of people

who work together

motivate v [T] 1 to encourage someone and make them want to achieve something

and be willing to work hard in order to do it
2 to provide the reason why someone does something —
motivated adj

motivation n 1 [U] eagerness and willingness to do something without needing to be

told or forced to do it
2 [C] the reason why you want to do something

multinational n [C] a large company that has offices, factories and business activities

in many different countries

netl adj a net amount of money is the amount that remains after costs, taxes etc have

been taken away
net2 also Net n [singular] the Internet
network n [C] a group of people, organizations, offices etc that work together

niche also niche market n [C] a market for a product or service, perhaps an
expensive or unusual one that does not have many buyers but that may be profitable

for companies who sell it
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numeracy n [U] when people are good at arithmetic and can deal with numbers

without difficulty — numerate adj

online also on-line adj, adv involving the use of the Internet to obtain and exchange

information, buy goods etc
outlet n [C] a shop or other organization through which products are sold

overdraft n [C] especially BrE an arrangement between a bank and a customer

allowing them to take out more money from their account than they had in it

overtime n [U] 1 time that you spend working in your job in addition to your normal

working hours

2 time that a factory, office etc is operating in addition to its normal hours
3 the money that you are paid for working more hours than usual
overwork n [U] when someone works too much or too hard —
overworked adj

parent company n [C] a company that owns more than half the shares in another.

The other company is its subsidiary

partner n [C] 1 a company that works with another company in a particular activity,

or invests in the same activity
2 someone who starts a new business with someone else by investing in it

3 a member of certain types of business or professional groups, for example

partnerships of lawyers, architects etc

payback period n [C] the length of time that it takes to get back the investment put
into a particular project, and to start making a profit
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payment n [C,U] the act of paying money to someone, or the amount involved

payment system n [C] the arrangements for paying employees in a particular

company including bonuses, overtime etc

pharmaceuticals n [plural] medicines, and the industry that produces them —

pharmaceutical adj
phasel n [C] a particular stage or period in doing something

phase2 v [T] if you phase something over a period, you do it gradually during that

period

pie chart n [C] a drawing of a circle divided into several sections, where the size of

each section represents an amount as a percentage of the whole
plc abbreviation for public limited company

president n [C] in the US, the most important person on the board of directors of a

company

private sector n [singular] all the companies in a country that are not owned by the

government, considered as a whole

privatize also -ise BrE v [T] if a government privatizes a company that it owns, it

sells it to investors — privatization n [C,U]

promote v [I,T] 1 to help something develop and grow

2 to give someone a more important job or rank in an organization
3 to sell a product using advertising, free gifts etc

promotion n [C,U] 1 a move to a more important job or rank in a company or
organization
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2 also sales promotion advertisements, free gifts and other activities intended to sell

a product or service

public limited company n [C] in the UK, a form of limited company whose shares
are freely sold and traded. Public limited companies have the letters PLC after their

name

public sector n [singular] all the companies and business activities owned and

controlled by the government of a particular country, considered as a group

purchase n [C] the act of buying something, or the thing that you buy — purchase v
[T] — purchasing n [U]

gualification n 1 [C usually plural] an examination that you have passed at school,

university, or in your profession

2 [C] a skill, personal quality, or type of experience that makes you suitable for a

particular job

R and D n [U] research and development; the part of a business concerned with

studying new ideas and developing new products

range n [C] a set of similar products made by a particular company or sold in a

particular shop

rate n [C] 1 the speed at which something happens

2 the number of examples of something, often expressed as a percentage
3 another name for interest rate

raw material n [C usually plural] one of the basic materials used to make something.

For example, steel is one of the raw materials in cars

recordl n 1 [C] the past performance of a person, organization etc
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2 records [plural] the history of a particular activity, organization etc

record2 adj [only before a noun] involving the best level, performance etc in a

particular activity

recruitl v [I,T] to find new people to work for an organization, do a job etc
recruit2 n [C] someone who has recently joined a company or organization
recruitment n 1 [U] the process or the business of recruiting new people

2 [C] an occasion when someone is recruited

redundancy n especially BrE [C,U] when someone loses their job in a company

because the job is no longer needed

redundant adj especially BrE if you are redundant or made redundant, your

employer no longer has a job for you

refund n [C] a sum of money that is given back to you if, for example, you are not

satisfied with something you have bought — refund v [T]

relationship n [C] the behaviour and feelings of two or more people, companies etc

that work together

reliable adj someone or something that is reliable can be trusted or depended on —
reliability n [U]

relocate v [I,T] if a company or workers relocate or are relocated, they move to a

different place — relocation n [C,U]
rep n [C] an informal name for sales representative

representative n [C] 1 someone chosen to speak or make decisions for another
person or group of people
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2 a sales representative

resign v [I,T] to officially leave a job, position etc usually through your own choice,

rather than being told to leave —
resignation n [C]

resource n 1 [C usually plural] also natural resource something such as oil, land, or

natural energy that exists in a country and can be used to increase its wealth

2 resources [plural] all the money, property, skill, labour etc that a company, country

etc has available

restructure v [I,T] if someone restructures a company, they change the way it is

organized, usually in order to make it more profitable — restructuring n [U]
results n [plural] 1 things that happen because of someone’s efforts, work etc
2 the profit or loss made by a company in a particular period

retail v [I,T] to sell goods to the general public in shops etc —

retailing n [U]

retailer n [C] 1 a business that sells goods to members of the public

2 a person or company that owns or runs a shop or chain of shops selling goods to the
public

retail outlet n [C] a shop through which products are sold to the public

retain v [T] if a company retains its customers or employees, they continue to buy

from or work for the company, and do not go elsewhere — retention n [U]
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revenue n [U] also revenues [plural] the amount a company receives from sales in a

particular period

rights n [plural] 1 the freedom and advantages that everyone should be allowed to

have — see also human rights

2 if a person or company has the rights to something, they are legally allowed to use

it to make money

risel v past tense rose past participle risen [I] to increase in number, amount, or

value
rise2 n 1 [C] an increase in number, amount, or value

2 [C] also pay rise BrE an increase in salary or wages. A rise is called a raise or pay

raise in American English
3 [singular] the process of becoming more important, successful, or powerful

sack v give sb the sack/get the sack to tell someone to leave their job, or to be told

to leave your job
sale n 1 [C] the act of selling something
2 for sale available to be bought

3 sales [plural] goods sold in a particular period, or the amount of money received

from this

sales representative also sales rep n [C] someone whose job is to sell their

company’s products or services, for example by visiting customers
schedule n [C] a plan or timetable for doing something

scheduled flight n [C] a normal flight on an airline available for anyone to use

257



sector n [C] a particular industry or activity or group of industries etc

secure adj involving actions to keep someone or something safe from being

damaged, stolen etc — security n [U]
segment n [C] 1 a part of the economy of a country or a company’s work

2 also market segment a group of customers that share similar characteristics, such

as age, income, interests, social class etc
3 also market segment the products in a particular part of the market
share n [C] 1 one of the parts into which ownership of a company is divided

2 also market share the sales of a particular company in a market, expressed as a

percentage of the total sales
shareholder n [C] a person or organization that owns shares in a company

shareholder value n [U] the idea that companies should produce the best possible
profit for their shareholders, and that one of the main jobs of management is to ensure
this

ship v [T] to transport and deliver goods

skill n [C,U] an ability to do something well, especially because you have learned

and practised it — skilled adj

slogan n [C] an easily remembered phrase used to express a particular idea, for

example in an advertisement
smart adj 1 intelligent

2 attractive
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3 well-dressed
4 relating to technology that does things in an efficient way

sponsorship n [U] financial support given to an arts or sports event in order to get

public attention

spreadsheet n [C] a computer program that shows rows and columns of figures, and
allows calculations to be done on them. Spreadsheets are used to analyze what would

happen in different situations, for example to sales and profits

stable adj firm, steady, or unchanging

start-up n [C] a new company, especially a hi-tech one

status n [U] 1 your social or professional rank or position

2 high social position that makes people respect you

stereotype n [C] a fixed idea about something, that may or may not be true

stock n [C,U] 1 especially AmE one of the shares into which ownership of a company

Is divided, or these shares considered together

2 also stocks [plural] a supply of a commodity (= oil, metal, farm product etc) that

has been produced and is kept to be used when needed

3 especially BrE a supply of raw materials or parts before they are used in

production, or a supply of finished goods.
Stocks of raw materials or parts are usually called inventories in American English
4 a supply of goods, kept for sale by a shop or other retailer.

Stocks of goods are usually called inventories in American English
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stock market also stockmarket n [C] a place or computer system where bonds,

shares etc are bought and sold

strategy n 1 [C] a plan or series of plans for achieving an aim, especially relating to

the best way for an organization to develop
2 [U] the process of skilful planning in general

strength n [C,U] a particular quality or ability that gives someone an advantage in

relation to others

stress n [U] continuous feelings of worry about your work or personal life, that

prevent you from relaxing — stressful adj

stressed also stressed out adj if someone is stressed or stressed out, they are so

worried and tired that they cannot relax

subsidiary also subsidiary company n [C] a company that is at least half-owned by

another company, its parent company

subsidize also -ise BrE v [T] if a government or organization subsidizes a company,

activity etc, it pays part of the cost —
subsidized adj

subsidy n [C] money that is paid by a government or organization to make something

cheaper to buy, use, or produce

supply v [T] to sell and provide goods or services — supplier n [C]

survey n [C] 1 a set of questions given to a group of people to find out their opinions
2 the information obtained by analyzing the answers to these questions

tactic n [C usually plural] a method that you use to achieve something
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takeover n [C] an occasion when a person or company obtains control of another

company by buying more than half of its shares
talent n [C,U] a natural skill or ability

targetl n [C] 1 an organization, industry, country etc that is deliberately chosen to

have something done to it
2 a result such as a total, an amount, or a time which you aim to achieve

target2 v [T] 1 to make something have an effect on a particular limited group or

area

2 to choose someone or something as your target — targeted adj

tend v [I] if something tends to happen, it happens frequently, but not always
tendency n [C] 1 if you have a tendency to do something, you do it frequently
2 the general way in which a particular situation is changing or developing

tradel n 1 [U] buying and selling goods and services, especially between countries —

see also balance of trade

2 [C] a particular business activity

trade2 v [I,T] 1 to buy and sell goods and services, especially between countries
2 to buy and sell shares etc on a financial market

trademark also trade-mark n [C] a name, sign, or design on a product to show that
it is made by a particular company
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trade union n [C] BrE an organization representing people working in a particular
industry or profession, especially in meetings with their employers. Trade unions are

called labor unions in American English

trading group n [C] a group of countries that agree to have low or no taxes on goods

they export to each other
transaction n [C] 1 a business deal, especially one involving the exchange of money
2 the act of paying or receiving money

transfer v [I,T usually passive] if you transfer to another job or workplace, or if you

are transferred, you move there
trend n [C] the general way in which a particular situation is changing or developing

turnover n [singular] 1 BrE the amount of business done in a particular period,
measured by the amount of money obtained from customers for goods or services that

have been sold

2 the rate at which workers leave an organization and are replaced by others
3 the rate at which goods are sold and stock is replaced

unemployed adj without a job

unemployment n [U] 1 when you do not have a job

2 also unemployment rate the number of people in a particular area, country etc who

do not have a job
union n [C] 1 a group of people, countries etc who work together for a particular aim

2 a trade union or labor union
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unskilled adj without training in the skills needed in particular jobs

update n [C] information that tells you what has happened recently in a particular

activity, situation etc
vacancy n [C] a job that is available
virtual adj involving something that gives you the experience of its real equivalent

visual also visual aid n [C] a diagram, map etc that people can look at, for example

in a presentation, and that helps them understand and remember it

voice mail also voicemail n [U] a system for leaving messages for people by

telephone, or the messages themselves
volunteer v [1] to ask to do something that you do not have to do — volunteer n [C]
warehouse n [C] a building where goods are stored

weakness n [C,U] lack of a particular characteristic that would give you the ability to

succeed, perform better etc

website n [C] information about a particular company, subject etc available on the

Internet. Each website has an address that begins ‘http’

wholesaler n [C] a person or company that sells goods in large quantities to other

wholesalers, or to retailers who may then sell them to the general public

workaholic n [C] someone who cannot stop work and is unwilling to do anything

else

workforce n [C] all the people who work in a particular country, area, industry,
company, or place of work
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workload n [C] the work that a person or group of people have to do in a particular

period
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