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Kopuuniaosa U.A.

AHTIUHCKU# s3bIK s ceKpeTapei-pedepentoB. HaBbiku nemoBoro nuchbMa: YueOHoe
nocobue.

VYyebHoe nmocodue, 1enbl0 KOTOPOro ABISETCs MPoheCcCUOHANBHBI TPEHUHT 110
aHTJIMACKOMY SI3bIKY 1Jisi paboThl B oduce. JlaHHOE mMOCOOME COCTOUT U3 OCHOBHOTO
TEKCTa C MEePEBOOM, SI3bIKOBOM KOMMEHTAPUA, YIPAKHEHUS U TECTHI.

JIist mupoKoro Kpyra JI, HM3Y4alollMX AHTJIMHCKUNA $3bIK B TPYyIIaAx WU
CaMOCTOSTENbHO, Pa0OTHUKOB ¢GupM Bcex (GOpM COOCTBEHHOCTH U HaIpaBlIEHUMN
NEATEIIBHOCTH.

NPEAUCJIOBUE

DJeMeHThl PPIHOYHON SKOHOMHKHM MPOYHO BOIUIM B HaIly XHU3Hb. [[0SBUIHCEH
HOBBIE Tpodeccuu, TpeOyoIre CIeNHATbHBIX 3HAHUN aHTIMHCKOTO sI3bIKa, OJHA W3
KOTOPBIX — CeKpeTapb-peepeHT. JIeByIIKHN 1 FOHOLIA — BBITYCKHUKH IIKOJ — 3a4acTyIO
U Npo¢eCCUOHAIBHO, U TCHUXOJOTUYECKH HE TOTOBBI K paboTe B oduce. B 3tom ux
TPYAHO BHUHUTh. JloCTymHass MaccOBOMY YMTATENIO JMUTEpPaTypa TOJIBKO YaCTUYHO
YIOBJIETBOPSET UX NOTPEOHOCTH K KOHKPETHOM Mnpodeccuu.

JlaHHOE 1TOoCcOOMe CTaBHUT Mepea COOOH 11eb BOCIIOIHUTh MMEIOIIHUICS TTPoOeIT 1o
teme: «HaBbiku nemoBoro mucbMma». Pabora B oduce, 0COOEHHO B COBPEMEHHBIX
OPEeNNpUITUSIX, TpeOyeT CHUCTEMaTHYEeCKOro MPUMEHEHHUs S3bIKa, a, KPOME TOro,
3HAHUS AHTJIMACKOM M aMEPUKAHCKOM KyJIbTYpPbl U KYJIBTYPBI JEJIOBBIX OTHOIIECHHH,
BJIQ/ICHUS HABBIKAMU JIETIOBOTO MMCHhMa — OYE€Hb BaYKHO.

VYyeOHoe mocoOue npeaHa3HayeHo Jisi CTYIEHTOB, CTApIICKIACCHUKOB U YXKe
paboTaIMUX MOJIOABIX JitoAel. JlaHHOe mocoOue COCTOUT M3 OCHOBHOIO TEKCTa C
MEPEBOIOM, SA3BIKOBOM KOMMEHTApUM, YNPaKHEHUS M TECThl. TecTbl CHaOXEeHbI
KJIFOYaMHM Il CaMOKOHTpoJIsl. JJaHHOe yuyeOHOe mocoOre MOYKHO MCIOJb30BaTh U Kak
caMOy4MTeldb, M A rpynnoBoro oOydeHus. OHO MOXET ObIThb MOJE3HO M JJs
Mpe/CTaBUTENed APYTruX CIEHUaTbHOCTEH — o(Quc-MEHeIKepoB, MEHEIKEPOB IO
KaapaM, TPOJAaBIOB. YdeOHOe TmocoOue Tmo3BoauT Bam ObicTpo oOBmameTh
HEOOXOJUMBIM MUHUMYM aHTJIMICKOTO s3bIKAa JJI OBJIAJCHHSI HAaBbIKAMHU JI€JIOBOTO
nuchMa.



BUSINESS WRITING
HABBIKH JEJOBOI'O IINCBMA

The purpose of good writing is not only to make oneself understood,
it is to make oneself incapable of being misunderstood.
E.B.White

Steps to Good Writing
How do you write, with pen or pencil or on a personal computer? The tools
vary, but the process is the same: Plan, Outline, Draft, Edit, Rewrite, Proofread.

BbipadoTka xopouiero CTujisi nMcbmMa

Yem BbI numere: pyT{KOfI, KapangamoM HWJIW IIpH IMOMOIIHN IICPCOHAJIBHOI'O
KOMHBIOTepa? I/IHCTpYMeHTBI MOI'YT BapbHUpOBaThb, HO IIPOOCCC OCTACTCA OAHUM
n TEM XKC€:. IIJIaH, Ha6p0c01<, I'IepHOBOI\/i TCKCT, PpCAAaKTHPOBAHHUC, IICPCIICYATKA U
BBIYUTBIBAHUEC TCKCTA.

Plan first. Planning to write requires thinking about your audience and
purpose, gathering necessary information, and reviewing appropriate resources.
Plan your time and your place to write. Try to create an environment in which
you can focus. Research facts, figures, and missing details first so that your
draft can flow without interruption.

IIpexnae Bcero cocTaBiseTCs IUIAH. OTO IMPEAIOJaraeT OCMBICJIEHHUE
ayJUTOPUM U LI€JIM HAMUCaHHUs JOKyMeHTa, cOOp HeoOxoaumon HHopManuu u
YUYE€T BCETO0, UTO JJIs1 3TOr0o HykHO. Crutanupyure Bame BpeMs u mecto, rae Bel
Oyaere nucath. [lonbiTaliTech co3nath atMmochepy, B KoTopoil Bel cmoxkeTe co-
cpenoTounThes. [lorck HEOOXoAUMBIX (PAKTOB, HU(P, OTCYTCTBYIOIIUX JeTaliei
O0OBIYHO IPOBOJUTCS 10 COCTABJICHUS MPOEKTA TEKCTA JOKYMEHTA, TaK KaK HAIlU -
CaHWe YepHOBOT'O TEKCTa JOJIKHO MPOXOAUTH OECHpEensiTCTBEHHO.

The writing process doesn't always follow neatly progressive steps, but it
must begin with a plan. Then, you have choices. Some people outline first; some
write the draft. You may start with either, but must include both steps.

Hpouecc HalmnmCaHnud HAOKYMCHTAa HC BCCrJa BKJIHOYACT B cebs XOopo1ro
IMPpOAYMAHHBIC IIArv, MO4YTH 00s13aTEILHO OH HAaYMHAETCsA COCTaBJICHHEM IJIaHA.
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3ateM y Bac ecth BbIOOp. HekoTophle ntoau cHavajla NUIIYT HAOPOCOK, Apyrue
cpazy numyTt 4epHoBuk. C 4ero Haudath, OyJeT 3aBuceThb OT Bac, HO, Kak
MpaBUIIO, IPOIIECC HAMMCAaHUA BKII0YaeT 00a sTamna.

The content should be accurate, clear, and correct: grammar, punctuation,
spelling. It is important that each section contains only information pertinent to
it. It is necessary that each paragraph: (1) focuses on one topic; (2) is limited to
five or six sentences; (3) has most sentences in active voice; (4) each sentence
contains an average of 15 to 20 words. Ideas must flow logically. There should
be the following reference material on your shelf: a good English/ Russian
dictionary and a good Russian/ English dictionary; on line: a spell checker and a
grammar checker. Always remember the words of Samuel Johnson: «What is
written without effort is in general read without pleasure.»

CopepxxaHue JOKYMEHTAa JOJDKHO OBITh NPOAYMaHHBIM,
SCHBIM M TpPaMOTHBIM C€ TOYKHM 3pE€HUS TpaMMaTUKH,
MYHKTYyalluu, mpaBonucanus. BaxHo, 4ToObl B KaXXKJ10M pasjiese
cojJiepkanach TOJbKO MH(popManus no cymecTBy. Heo6xoaumo,
y10o0BI (1) B KaxaoM ab3alie packpbiBajiach TOJBKO OJHA UIES;
(2) Ob1m0 He Oonbmie 5—7 mpeanoxeHui; (3) OOJBIIMHCTBO
NpeI0XKEeHNUN ObIJI0 HATMCAHO B aKTUBHOM 3ajore; (4) Kaxoe
MpeUIoKEeHUue conepxkano B cpeaHeM 15—20 cnos. Bece Bamm MbIcau TOJKHBI
OBITH JTOTHUYECKHU CBsA3aHbI. [locTOsIHHO nepxuTe Ha Bamiei moigke HEOOXOMUMBIN
COPABOYHBIA MaTE€pPHUA — XOPOUIME AaHIJIO-PYCCKUM U PYCCKO-aHTJIUUCKHUU
clloBapu, a B Bamiem koMnbproTepe — OporpaMmbl, MPOBEPSIONINE TPABOMIUCAHUE
u rpamMmatuky. Bcerma momuute o crmoBax Camrosns Jlxoncona: «To, 4To
HamucaHo 0e3 yCUJIM, CKopee BCero OyJeT YuTaThCs 0€3 yA0BOJIbCTBUIY.

How to Write Business Letters

On the job secretaries most often write short letters or fax-messages.
Businesspersons have always used powerful communication to achieve wealth
and position. The right message at the right time and place is a success. The
principles of good correspondence are 1) writing often and 2) responding
quickly. The keys to letter writing art still exist. If you wish to follow them, you
will see the improvement in your very next letter.

Kak nucartnb aej10BbI€ MHCHMA

Ha pabote cekperapu daimie BCero mUIIyT NUChbMa iKW (akcel. BoobOmie
JIeJIOBBIC JTIOJU BCETJa JOJKHBI OBLTM aKTUBHO OOIIATHCS MEXAY COO0O0U, 4TOOBI
JOCTHUYb OOraTcTBa W MOJOXKEHUS B obmiecTBe. [locnaTts WM moiayduTh HYXKHOE
cooO0meHre B HYXHOE BpeMsl M MECTO MOYTHU BCErJa JaBajio KJIOY K YCIeXy.
[IpuHIHIIBEI XOPOIIO HaJIAXKCHHOW KOPPECIOHJICHIIMU BKJIOYAIOT B ceOs mucaTh
4acTO W OTBEYaTh He3aMeIIUTEeabHO. J[0 CHUX TMOp CYHIECTBYIOT TpaBHIia
Hanucanus nuceM. Crnenys uMm, Bbl yBUAHTE Tporpecc yxe NpPH HANHUCAHUH
Bamero ciaenyroniero nucbsma.
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1. Begin from the end. Decide what you would like to happen as a result of
your letter. Want money? To sell something? A promotion? Summarize your
letter in a sentence. The best letters have a strong sense of purpose.

1.Haunute ¢ xoHua. Pemure, 4To JOKHO CIYyYUThCA Kak pe3yiabTaT Bamiero
nocinanus. Ber mpocute aener? Ilpomaere uto-nmu6o? Jlymaere o MOBBIIICHUH?
N3noxuTe cmpicn Bamero nucbma B OJHOM NPEAJIOKEHUNA. B XOpomux nucbMax
YCTKO IPOCMATPUBACTCA LCJIb UX HAIIMCAHU .

2.Put yourself in your reader's place. Therefore be friendly and nice. Never
write in anger. Your anger will evaporate: your letter will remain. Find ways to
turn negative statements into positive ones.

2.IloctaBpTe cebOs  Ha MecTo uyuTarens. IlosTomy mposBisiTe 100-
POXKCIATCIBbHOCTD. HHKOFI[a He IIMIINTEe B THeBe: Bam rHes HCIIaApUTCA, a
IIUCHbMO OCTAHECTCA. HaXOI[I/ITe CIIOCOOBI INPCBPATUTh HCTATUBHLIC YTBCPXKIACHHA
B MO3UTUBHBIC.

3.Write plainly. Keep your sentences short — one idea in each. Any sentence
longer than two typed lines is automatically suspect. Try to write the way you
talk.

3.IIumute scHo. CocTaBisiiTe KOPOTKHE MPEITOKEHUSI — IO OJHON MBICIH B
KaXJI0M. HpennonaraeTc;I, YTO HHU OJHa (bpasa HC MOOJIDKHa IIPCBBINIATH OIBYX
CTPOUYCK IICHATHOI'O TCKCTA. CTapaﬁTeCB COXpaHATb B IINCbBMC CTHJIb Bamero
pasrosopa.

4.Decide what information is important and what is irrelevant. Chop out the
whole paragraphs if they do not contribute. In particular, pay attention on
adjectives as Voltaire wrote «The adjectives is the enemy of the noun.*

4 Pemute, kakas uHboOpMalus Ba)KHA, a Kakas He OYEeHb. BrluepkuBaiite
uenble ad3anbl, €CIM OHU HE CIyXaT 1eau. B yacTHocTH, oOpaiaiiTe BHUMaHue
Ha IMpuUJIaraTtCjibHbIC, TaAK KaK CIIC BOJ'IBTCp nmucal: «HpI/IJIaFaTeJ'IBHBIC — Bparu
CymCCTBUTCIIbHBIX).

5. Use active verbs. Be brave not to write «Your invoice has been
misdirected* instead of «I have misdirected your invoice. » Whenever you can,
use pronouns I, we, and you addressing your reader by name «Dear Ms White. »
The passive voice sounds rather wimpy.

5.ITonap3yiTECh I1arojaMu B akTUBHOM 3asiore. MelTe cMenocTh nucath: «S51
HampaBui Bam WHBOWC 1O HEBEpHOMY aJpecy» BMmecTo «Bam wHBOWC ObLI
HampaBJIeH MO HeBepHOMYy aapecy». OOpamasice k Bamemy dyuraremto
«YBaxaeMas MUCC Y auT», UCIIOJb3YUTE MECTOMMEHHUS «sI, Mbl, BBI» TaM, 1€ 3TO
yMecTHO. [TaccuBHBIN 3a70T 0OBIYHO HE BHYIIAET JOBEPHUS.




6.Check your grammar, spelling, punctuation, and style. Set up a clean,
logical format for your letter. Read the text aloud to yourself, or, better, to
someone else and ask him or her to look critically at your draft.

6.11poBepsiiTe rpaMMaTHKY, IPaBONUCAHUE, NYHKTYAIIUIO U CTHJIL. Bribepure
YeTKUM, MpoAyMaHHbI (opmaTt cBoero nuchbMa. [lepeunTtaiiTe TEKCT BCiayx cebe
WIHW JIy4dllle KOMY-HUOYIb HOPYyroMy U TIOMPOCHTE €ro HWIH €€ OTHECTHUCH
KPUTHYECKHU K BameMy 4epHOBHUKY.

7.End the letter with an action step. The last sentence of your letter should
suggest the reader's or your own next move like «If you have any problems,
please do not hesitate to call us at...».

/. 3aKOHYUTE MUChMO CJIOBaMH, NOOyXkjaalomumu K jaevctBusM. [locrnennee
npejjoxeHue Bamiero muceMma AOMKHO MpemnoiaraTh cieayromuil mar (Bam
unu Bamero uwutartens), Hanpumep: «Ecium BO3ZHMKHYT Kakue-TO MPOOJIEMBI,
3BOHHUTE HaM 0e3 KojebaHuil mo HoMepy TenedoHa...».

CAOBAPD 10 TEKCTY

Plan [Tnan

Outline Ha6pocoxk

Draft ITpoekT TekcTa TOKyMEHTa, YePHOBUK

Edit PenaktupoBanue

Rewrite ITepenucka, nepeneyaTka

Proofread BrruuteiBanue

Grammar I'pammatuka

Punctuation [Tynkryanus

Spelling ITpaBonucanue

Style Ctuib

Format dopmMmar, hopmaTrupoBaHue

Businesspersons HenoBeie mrogu. B Hacrosimiee BpeMs  IIPUHSATO
3aMEHATh BCE CJIOBA, UMEIOIINE B CBOEM COCTaBE CIOBO
men cioBoM Persons (postpersons, firepersons etc.)

Summarize O0001aTh, PE3IOMUPOBATH

KOMMEHTAPUI

A. HpI/IBeIlI/ITe B COOTBECTCTBUEC TCPMHUHBI U UX ONIPEACICHUA

draft

edit
outline
plan
proofread
style

+® o0 OT




g. summarize

1. general description of something which does not give us all the details

2. giving a short written or spoken account of something

3. examining and making corrections to the text so that it is suitable for
publishing

4.the general way of presentation

5.a method of achieving something that you have worked out beforehand
6.an early version of a document
7.to read a text to find and mark mistakes

CJIOBAPbH 11O TEME

HMauoMaTHYeCKHe CJIOBA U BhIPasKeHHSI
Above-and-beyond-the-call-of- bonbie, gem TpeGyercs, A7 TOTO YTOOBI
duty cAeNaTh paboTy XOPOIIIO
Eagle eyes «OcTpbIit 17123 (3aMeuaTh BCE OMIMOKH)
Fall into CraTh 9acThIO CYIIECTBYIOIICH IPYIIIIBI,

IIOIIaCTh IIOA KaTCTOPHIO

Go public Crath JOCTOSIHUEM OOIIECTBEHHOCTH,
00Hapo/10BaTh, OMyOIMKOBATH

Go through channels CrnemoBaTh yCTaHOBJICHHBIM IpaBUjIaM

Go with the flow Mati o TeueHuto, BOCIIPUHUMATD BEIIIH,
KaK eCTh

Hurry up and wait Crienika He Hy)KHa, TTOCKOJIBKY 3a HEH

nocieayer 0e3aeicTre

Keep in line Jlep»aTh 94TO-TO Ha CBOEM MECTE

Loose ends HenponymaHHble HE3aBEpIICHHBIE
JeTaju

Make every word tell YOenuThes B TOM, 4TO Ka)10€ CIIOBO

CTOUT Ha CBOEM MeCTe U yOpaHbI Bce
HEHYKHbIE CJI0Ba

On the line PuckoBaHHBIH (CITOBO, BRIpAXKCHHE)




Spare

1o cymecTBy, HUYETO JUIIHETO

Sticky

TpyaHOYNTAEMBIN, TPYIHBINA IS
BOCIIPUATHS

Tightly written

Hanucauuslii c:xat0.0€3 JIUIIHUX CIIOB

Wrap up

MBICJIb O YEM-TO

[TonBecTH K BBIBOLY, «CBEPHYTH» HA

ITPAKTUKA

I. U3 YE€TBIPEX NMPEAJTI0KEHHBIX BADUAHTOB Bblﬁepl/lTe OJUH €¢ANHCTBCHHO

NnpaBUJIbHBIN:

1.Keep two pencils handy while proofreading.

(A)extra
(B)secret

(C) sharp
(D) near

2.Thomas Edison's office was always disorganized with books and papers.

(A)cluttered
(B)decorated

(C) sorted
(D) stacked

3.Technical books often have a word list at the end.

B dix

4.She was asked to give the gist of the assay in two sentences.

(A)plot -

(B)expertise

) ezt

(C) summary
(D) chore

5. Many of the characters portrayed by Clint Eastwood are laconic
types: strong men of few words.

(A)criminal

(C) strong .

(B)brief and to the point (D) wise

Kak ynpocTuth npeaJjiokeHust

[IpocTenimue MNpeano)XKeHUss COCTOAT U3 I[OJUJIEKAIIero,
MPSIMOTO JOIOJHEHHS U TOBOPAT O TOM, KTO 4TO AenaeT. Hanpumep:

The company sells goods.

ITognexamee ckazyemoe NpsIMOE AOIMOJIHEHUE

CKa3yemMoro W



Ol'[pe,ZIeJ'IeHI/I}I U 00CTOSATEILCTBA MOI'YT CTOATHL IEpE€a H HU3pCAKa 3a
CyILIeCcTBUTENbHBIM. Hanmpumep:

Take the above mentioned examples. Take the examples

mentioned above. Import trade is greatly affected by duties.

Import trade is affected greatly by duties.

N36eraiite cioB, COeaMHSAEMBIX MEXay cobOo¥ mpemimoramu (prepositional
phrases):

The manager of the hotel = the hotel manager

The class in accounting methods = the accounting method class

I1. llepedpa3upyiiTe npensio:keHus, ypoCcTUB UX TaM, 1€
MOKHO.
You have come at a moment of opportunity for | need a new secretary.
The supervisor of the work team called a meeting.
Johnson & Johnson exports on a regular basis.
The market displays high volatility in price.
She stood in a line that moved slowly.
In Italy, we stayed at a hotel of four stars.
Our company built 8 stories of office building.
B cinenyromeil Tabnuie naHbl IpUMeEpPbl, KAK MOXKHO YIPOCTUTH
HCKOTOPBIC TUIINIHBIC KAHICIAPCKUC IITAMIIBI.

NoOgkowhE

BwMmecTo Yrorpebnsiire:
We regret to inform you We regret that; We are sorry that
In the event that If
In order to To; To review
In order that So (that)

Due to the fact that Because

For the purpose of To

In connection with With

It is clear that Clearly

Prior to Before

It is necessary to note Please note

With the result that Resulting in

In a number of cases Often, Frequently

I11. 3amomuuM, 4TO cileayOme CylIeCTBUTEIbHbIE

(HO He TOJILKO OHM) HUKOI/1A He U3MEHSKOTCS

U COTJIACYIOTCH C IVIaroJiOM TOJIbKO B ¢AUHCTBEHHOM YHCJIE.
Hanpumep:
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Work of many people makes the project a success. | need some stationery that is
on your drawer.

Advice Coget Machinery |MexaHH3MBbI,
MaIluHHOE
obopymoBaHue

Consensus Cornacue, Money JleHbru

COIJIACOBAHHOCTD
Credit JloBepue, Punctuation |IIyukryarws
HpU3HAHUC

Foodstuff [Mumesoit mpoaykr|Research HccnenoBanue

Information Nudopmanus Stationery  |Kannenspckue
NPUHAIISKHOCTH,
nucyas Oymara

Knowledge 3HaHUA Work PaGora

CocTaBbTe CBOM MPEJIOKECHUS C KAXKJBIM CYIIECTBUTEIbHBIM.
IV. CocraBiienue BonpocoB. UcnipaBbTe cjieyIolne BOMPOCHI:

1. You do think the idea is good?
2. How long you are going to stay in Russia?
3. When did they completed the report?
4. Where he is from?
5. Who does supervise you?
6. When the cafeteria will close?
7. Why they do want those figures?
8. Whom we can ask for advice?
.B

V. Benomuum BpEéMeEHaA rJjiaroJa. Hanummure MmepeBoa KAKA0Iro nNpeajioKCeHus.

1 am a secretary now. Present

1 have been a secretary since 1988. Present Perfect




He has been a secretary for six years.

Present Perfect

| was a secretary two years ago. Past

We were secretaries two years ago. Past

| had been a secretary for four years before | |Past Perfect
changed careers.

She had been a secretary for twenty years Past Perfect
before she retired.

I will be a secretary at Sigma when | pass the |Future

exam.

She will have been a secretary for six months
by the time her diploma is issued.

Future Perfect

VI. Ilo anajiorum 3anoJiHMTE NPOMYCKH

B 32/IaHHOM BpeMeHU Ui rJaroJia to Sign [moanmuceiBaTh):

They sign the contract.

Present

They all the contracts.

Present Perfect




John (always) contracts for his Present Perfect

company.

He  the contract at 10:00 a.m. Past

He it before | arrived at 10:30 a.m. |Past Perfect
The Smiths __ the contracts before the

attorney reviewed them. Past Perfect

I that contract after you leave. |Future

I it by the time you return. Future Perfect

JlIokyMeHTalusl WJIM HHCTPYKIMU o0O0bluHO mnumyTtcs B Present Simple,
HaIllpUMeEp:

These figures show...

The table below indicates...

When the user presses Shift-Command T, a screen appears, and the user then
selects the tab settings that appear on the final document.

HaszBanue paznena ¢ nepeBogom Conepxanue pazaena

Time period: OTYeTHBIN MTEePHO.T;: 3a KaKoii mepuo;y
BpeMeHU Bbl
OTYUTHIBACTECH

Purpose: Lenu u 3agaum: Urto ObLJIO cliesiaHo 3a

OTYETHBIN MEPUO]T

Key issue: OcHoBHbIE pe3yabTarhl: | KiroueBsie TEMBI,
KOTOPBIE BBIHOCSITCS B
OTYET

Actions taken: [TpuHSITHIE MEPHI: Onucanuie MPUHITHIX MEP
C YKa3aHUEM CPOKOB U
PUYUH

Actions scheduled: Kanennapusiii ian:  |B kakoi
OCJIEI0BATEIBHOCTH
PUHUMAJIICH MEPHI




Request or [TpocbObI vt Bamu npocs6b1 min
recommendations: PEKOMEHTALINH: PEKOMEHIAlUU Ha
OCHOBaHUHU UH(pOPMAIHH,
U3JI0KEHHOM B OTYETE

OueHb BaXXKHO TOHUMATh Pa3sHUIy MeXy BpemMeHamu Present Simple u Present
Continuous:

Jane is reviewing your report. ceifuac

Jane reviews all reports. BCeraa

Sarah is following the required JUISL TAHHOTO TIPOEKTa
procedure.

Sarah follows the required procedures. |1 Bcex mpoeKToB,
BOOOIIIE

VII. Orpeaakrupyiite cjeayrouue npeaioKeHus, BbIOMpasi U3 BApDMAHTOB B
CKOOKax:

1. We (need, are needing, have needed) this report for a long time.

2. Ann (prepares, prepared, had prepared) it last week, but (forgot, had
forgotten, forgets) to send it to Mr. Stone.

3. Mr. Stone (reviews, is reviewing, has reviewed) all the reports in our
office.

4. This afternoon Mr. Stone (reviews, has reviewed, had reviewed) most of
the support material.

5. Now he (asked, has asked, is asking) for Ann's report. Tell Ann to send it
immediately.

MoaajabHbIe IJ1aroJjbl

VIII. Hanumure nepeBo CjaeIyrIUX NPeaIoKeHn:



N

- The secretary should listen to her supervisor._

w

- The trainees must attend every session.

=Y

- This vague language must cause confusion, there is no doubt about it.

a1

- May | take you to lunch to celebrate my promotion?

1. The department could not meet the project deadline.

Should will can  must might
1. Possibility: Maria ask for that promotion.
2. The writer's prediction or advice about her asking: Maria__~ ask

for that promotion.
3. A demand that she ask: Maria ask for that promotion.
4. A belief that the action will surely take place: Maria

for that promotion.
5. A belief that she is able to ask: Maria ask for that promotion.

Ipensoru

TInenmoru. KOTODRIE OTHOCATCS K MECTV

[Ipensor |llosicHeHue ITpumep
Tun yupexaeHus In an insurance company
Cdepa nesrenpHOCTH In insurance

On: 3amava On processing claims

Konkpernoe yupexaenue |At Dependable Insurance

X. lIpumepsbl ynoTpedIeHHst APYTHX MPeIoros (mepepeuTe YCTHO CJIey0IHe

NMPEeAJIOKCHUA, oﬁpamaﬂ BHUMAaHHUEC HA BbBIJICJICHHBIC npezmorn):

1. All the information that you need in the report.

2. | wish | had some facts concerning the legal contract.
3. Who spilled coffee on the annual report?

4. Please send the report to Sonia.
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9.

According to this report, we need more accountants.

The report was accidentally left inside the car.

After 15 years, she is still in search of the perfect assistant.
The meeting is scheduled for 5:30.

Jim comes to us from Sun Corporation.

10. Your role in our company's success was invaluable.
Bri0epuTe npaBUJIbHBIN NPEIJIOT U3 MPEII0KEHHbIX B CKOOKAX:

W N

XIl.

Exports grew (at, to) $4M (in, on) July 1999.

Harry and | divided the workload (among, between) us.

Expenses for petrol are shared equally (among, between) the six members
of the staff.

4. Most of Mike's data falls (under, within) three main categories.
5. I received an important phone call (about, during) the budget.

6. Mark interrupted us several times (from, during) the meeting.

7.
8
9.
1

| have been on this project team (since, from) last week.

. Our new brochure was created (by, from) Anthony.

The company cafeteria is (to, like) a four-star restaurant.

0. We want to familiarize you (of, with) our capabilities.
B lleJIOBOI/I pedn M INHUCBME€ YacTO0 INIPUXOAUTCHA MOJbB30BATLCA TakK

HasbiBaeMbiMu uHpuHUTHBaMU ueiau (Infinitives of Purpose). 3a s>rumu
rjaarojamMu Bcerga cieayer HHPuUHATHB. CocTaBbTe HW 3aNMIIATE CBOM
NpeUI0KeHHsI, HCTIOJIb3Y CJI0BA B JIEBOii KOJIOHKeE.

CnoBo ¢ mepeBoomM [Tpumep

1

2

Agree (cormamartbest)  |She agreed to accept the

proposal.

Appear(okassiBathesi) | The client appears to be

solvent.

Attempt (mbiTaThes) Don't attempt to negotiate

with him.

Be able (moun, ymers) IS your trainer able to operate

the computer?

Consent (cornamarecsi) |He consented to lead the

team.




Decide (pemrats) The manager will decide
when to add staff.

Fail (e cMoub) Sheila failed to pass the
interview.

1 2

Forget (3a0bITh) Please don't forget to

schedule the appointment.

Hope (magestbes) We hope to sign that contract.

Knows (how) (3uats,  |Your secretary knows how to

KaK) fill out that form.
Understands (how) George understands how to
(TToHUMATh, KaK) deal with them.

Allow (1103BOJISITB) The agreement allows us to

open a second office.

Convince (yoexxnmats)  [Her proposal will convince
the manager to increase our
budget.

Encourage (mody>xaats) |{Good managers encourage
staff to help each other.

Want (xoTeTb) Everyone wants my secretary
to get organized.

YciaoBHbBIE PeII0KEHUS
XI111. Boi0epure npaBu/ibHYI0 (popMy rJ1arosia u3 npeajioKeHHbIX B CKOOKaX.

If I (was, were) your superior, | could give you credit.

| wish I (was, were) the project manager.

Marie (was, were) the office manager before the reorganization.

When Laura accepted the promotion, she (was, were) ready for a change.
If he (was, were) an accountant, he would help us with the report.

If she (was, were) the candidate, she could win the interview.

When I introduced my sister to my boss, she (was, were) only 19.

. IlepeBeauTe caeayronue npeaioKeHus: M3 NACCUBHOIO 32JI10Ia B AKTHUBHBII:

SNoorwNE

X



8. Our recommendations were proposed last Tuesday.

9. The decision has not been made by the management yet.

10. Reports will be investigated promptly by the personnel manager.
11. A slight rise in temperature was recorded by the research team.
12. Their arrangements have been made for hundred people.

13. Sales was increased by 10 percent by our regional office.

IlepexoaHbie cjioBa
[Tepexomubie cioBa (Transition words) kak Obl COeIMHSIOT MEXAy coOoi Bariu

MBICTU U TIO3BOJISIFOT YHMTATEI0 JIETKO MEPEXOJUTh C OJHOW TEMBbI Ha APYTYIO.
X MOXHO HCHOJIB30BaTh B Mpeaeiax OJHOro abzama, Ju0O0 OHU MOTYT
COCNUHATH ab3ambl W pas3fensl B OoJiee JUIMHHBIX JOKyMeHTax. B Tabmuime
MPHUBOISTCSA HanmOojee pacnpoCTPAaHCHHBIE MEPEXOAHBIC CIOBA M PACKPBIBAIOTCS
uX QYHKIIUH.



XV. CocTraBbTe npeaioKeHHus ¢ OJHUM H3 CJIOB B

KaKJI0W KATErOpUH.

Ykazanue Ha

CnoBa

Mecro: Near, nearby, here, where, wherever, next to, adjacent
to

Bpewms: Now, then, meanwhile, later, before, after, since

ITocnenoBarensuocth:  |Next, first, second, last

AKIICHT: Indeed, in fact, certainly, clearly, of course, naturally

CMelienue aKkiieHTOB:

Yet, however, but, although, nonetheless, on the
contrary, in contrast, on the other hand, nevertheless

CpaBHeHue:

Similarly, just as, as though

Niumroctpanus:

For example, for instance, to illustrate

IToka3aTe npuunHy 1

Consequently, because, therefore, as a result, if/ then

pe3ynbTar:

[TonBecty K Therefore, in conclusion, in summary, finally, in
3aKJIIOUECHUIO: other words

Jlo6aBUTH: Moreover, in addition, too, also, besides, additionally

XVI. Hanumure nuchbMo0, HCIOJIL3YSl MOAXOASIIME CJI0BA U3 NMPEACTABIEHHBIX

HUMKE:




Dear (Sir/ Mr. Smith/ Mr President)*:

With %(relation / reference / connection) to our telephone *(dialogue/ chat/
conversation) | am “(enclosing/ posting/ including) our latest catalogue. |
S(shall/ will/ would) be grateful ®(that/ if/ when) you ’( may/ should/ could)
come to see us on Wednesday 5th June at 11.00 a.m. to discuss our business. If
this date is not "(correct/ comfortable / convenient) | would ‘'(want/ like
/appreciate) "'(if/ whether/ when) you could give me a ring.

If you have any further "(problems / questions/ inquiries) please do not
'2(pause / delay / hesitate) to "}(connect / contact/ correspond) us again.

In the meantime, 1 **(look / expect / wait) forward to "(listening / hearing
/ seeing) from you.

'®(Regards/ Yours faithfully / Love)

A. l.c;2.9;3.b;4.1;5. d; 6.a; 7.e.
1. 1.(D);2.(A);3.(D);4.(C);5.(B).

1. 1. opportune moment; 2. hotel manager; 3. regularly; 4. price volatility; 5.
slow-moving line; 6. four star hotel; 7. 8-storey office building.



IV. 1. Do you think the idea is good? 2. How long are you going to stay in
Russia? 3. When did they complete the report?

Where is he from? 5. Who supervises you? 6. When will the cafeteria close?
7. Why do they want those figures? 8. Whom can we ask for advice?

VIIl. 1. have needed; 2. had prepared, forgot; 3. reviews; 4. has reviewed;
Is asking.
IX. 1. might; 2. should; 3. must; 4. will; 5. can.

XI. 1. to, in; 2. between; 3. among; 4. under; 5. about; 6. during; 7. since; 8.
by; 9. like; 10. of.

1. were; 2. were; 3. was; 4. was; 5. were; 6. were; 7. was.

1. We proposed our recommendations last Tuesday. 2. The management has
not yet made the decision. 3. The personnel manager will investigate the
reports promptly. 4. The research team recorded a slight rise in temperature.
5. They have made arrangements for hundred people. 6. Our regional office
increased sales by 10 percent.

XVI. 1. Mr.Smith; 2. reference; 3. conversation; 4. enclosing; 5. would; 6.
if; 7. could; 8. convenient; 9. appreciate; 10. if; 11. questions; 12. hesitate;
13. contact; 14. look; 15. Yours faithfully.
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