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INTRODUCTION / BBEAEHUE

ITonroroBka rpaMOTHBIX CITEIIMATMCTOB, BJAACIOLINX AEJIOBBIM MHO-
CTPaHHBIM SI3BIKOM, SIBJISIETCS OMHOM M3 BaXKHEHUIINX 3a1a4 Ipodeccro-
HaJIbHOU TTOATOTOBKU. JIaHHOE ITocoOMe TIpeTHA3HAYEHO IJIST CTYICHTOB,
00yJarouIMxcsl Ha HEJIMHTBUCTUYECKUX HAmpaBICHUSIX IMOATOTOBKU U
MPOIOJIKAIOIINX M3YJaTh aHTJITMUCKUI I3bIK. HecMoTpst Ha nMerormecst
MOCOOUS MO0 U3YYEHMUIO IeJIOBOrO aHTJIMIICKOTO S3bIKa, TaHHOE Mocodue
MMeeT HeKOTopble oTanuus. Ero cTpykTypa, TeMaTu4ecKoe coiepkaHue
1 METOIMYECKOe 00ecIedeHNe eIaloT ero MaKCMMaJIbHO I1e1ecoo0pas-
HBIM B MPUMEHCHWU IS M3YYCHUST aHTJIMICKOTO SI3BIKA CTYICHTAMU
HEsI3bIKOBBIX CIIELIMATIbHOCTEN B By3€; B KAaUeCTBE MaTepuajia B IOCOOUU
HCITOJIb30BaHbl ayTEHTUYHBIC aHIJIMACKNE TEKCTHI IeJI0OBOTO XapaKTepa,
3aTPOHYTH COBPEMEHHBIC aKTyaJbHEIC B JIEJIOBOM OOINEHUM TEMBI —
«[Touck paboTel», «IeaoBoit 3TuKeT», « MUMUIK KOMIaHUK» U JIp.

ITocobue otBevaer TpedboBaHussM PI'OC ToCHETHErO MOKOJIEHUS U
COBPEMEHHBIM 00pa3oBaTeJIbHBIM IIporpaMMaM, a Takke TpeOOBaHUSIM
KOMIIETEHTHOCTHOTO MOAX0/1a K O0yYEHWI0 MHOCTPaAHHBIM sI3bIKaM. I pyru-
MM CJIOBaMM, Y CTYAEHTOB (POPMHUPYETCSI CIOCOOHOCTh K KOMMYHUKAITH B
YCTHOI M TIMCBMEHHOM (popMax Ha PYCCKOM UM MHOCTPAHHBIX SI3BIKAX JIJIST
pelIeHus 3a1a4 MEXXITMYHOCTHOTO U MEXKKYJIBTYPHOTO B3aUMOJCHCTBUSL.

3adauu

1. Pa3BuTHEe HaBBIKOB MCITOJBb30BAaHUS IPaMMATUUECKUX KOHCTPYKIIUIA,
dpazeoornyeckux eIUHUIL U TeMaTUYECKON JIEKCUKU IO TeMaTUuKe
Kypca B OIIpeAeICHHOM CUTyalluK OOIICHMSI, OTBEYaIoIIeli ITpodeccu-
OHAJIBHBIM IIeJISIM COOECETHUKOB.

2. ®opMUpPOBaHNE HABBIKOB YCTHOM M TMCbMEHHON KOMMYHMKALIVU JJIsT
MOCTVKEHUS 11eJIM, BOZHUKAIOIICH B CUTYAILMSIX IEJIOBOTO OOIICHMS
IIPY OCYIIECTBICHUHN PO ECCUOHATBHOU AeSITCTbHOCTH.

3. PazBuTre ymMeHHUs MOMCKa 3HAUMMON MH(pOPMALIMU TIPU YTEHUU ay-
TEeHTUIHOTO TeKCTa MPpodeCcCUOHAIBHO OPUEHTUPOBAHHOIO XapaKTe-
pa, OTpaXKaroIero CUTyalnu MpodecCUOHATBHOM NeSITeTbHOCTH.

4. PazBuTvEe YMEHMSI BBIYJICHSTh BaxKHYI0 MHGOPMAIMIO MPU MPOCIy-
IIWBAaHUU YCTHBIX MOHOJIOTUYECKUX 1 TMATIOTUICCKUX TEKCTOB ayTeH-
THUYHOTO XapaKTepa, Colep:KaHe KOTOPBIX MMeeT MpodeCcCHOHATBLHO
OPUEHTUPOBAHHYIO HAIIPABJAECHHOCTD.
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5. CoBepIIeHCTBOBAaHNE HABBIKOB CAMOCTOSITEIbHOW pabOThl M HaBbIKA
paboThl CO CJIOBApSIMU, CITPABOYHMKAMU, UHTEPHET-pecypcaMu ISt
MoncKa HeoOXoaMMOoit MH(OpMaITUN.

6. 3HAaKOMCTBO ¢ HEKOTOpbIMU KommnoHeHTaMu ([oBopeHrne = Speaking)
MexayHapoaHoro TectupoBanust TOEIC.

Tpe6oBaHUA K YPOBHIO OCBOEHMSA COAepKaHUsA Kypca

B pesyabrate usydeHus1 Kypca CTyASHT J0KEeH
v’ 3Hamo:

— OCHOBHYIO JIEKCUKY JIeJIOBO chepbl O0IIEHNSI Ha aHTJIUIACKOM $SI3bIKe
B Pa3JIMYHBIX CUTyalUsIX B3AUMOMIEUCTBUSI;

— MnpaBuyia 00pa3oBaHMsl U HOPMbI UCMOJb30BAHUS U3YYEHHbBIX rpaM-
MaTUYeCKUX KOHCTPYKLIMI aHIIMICKOro sI3blKa, OOECIeuyrBarolInX
YCHELIHYIO YCTHYIO M TUCbMEHHYI0 KOMMYHUKAIIMIO;

v’ ymemo:

— MOHMMAaTh 3HAYeHHWEe B KOHTEKCTE M MCIOJIb30BaTh B peYu U3yYeHHbIE
JIEKCUYECKUE €TMHULIBI AaHIJIMIACKOTO $13bIKa, YCTOMUYMBBIE CJIOBOCOYETA-
HUS (CIOKHBIE HANMEHOBAHUSI, UIMOMBI, KJTUIIIE, (Dpa3oBbIe I1aroibl);

— U3BJIEKATb HEOOXOAUMYIO IJIsI TPO(PECCUOHATBHONI eI TeTbHOCTU UH-
dopmanMio Ha aHTJIMICKOM sI3bIKE MPU padoTe ¢ UH(POPMALIMOHHBIMU
WHTEpHET-pecypcamu, pecypcamu CMU;

— HCIIOIb30BaTh CJI0BApH, CIIPAaBOUYHYIO JINTEpATypy U pecypchbl MHTEepHeT
JIJIST COBEPILIEHCTBOBAHMSI HABBIKOB CAMOCTOSITE/IbHOM paOOThI M caMO-
pa3BUTHS (TTPOBEPKU TTPABUIBHOCTH YIIOTPEOICHS N3yIaeMbIX CJIOB);

— CTPOUTH AUAJIOTUYECKYIO 1 MOHOJIOTUUYECKYIO PeUb B MPOCTHIX KOMMY-
HUKATHUBHBIX CUTYALIUSIX AEJOBOTO OOIICHMS;

— COCTaBJISITh IEJ0BOE TMCHMO B COOTBETCTBMM C HOpMaMU O(UITAAITb-
HO-JI€JIOBOTO CTUJISI aHTJIMIACKOTO SI3bIKa;

v’ ¢n1adembv:

— HaBbIKAMU MPaBWIBLHOTO UCMOJb30BaHUSI T'PaMMATUYECKUX KOH-
CTPYKIUI U TEeMATUUECKOI JIEKCUKHU JIJIs1 TTOCTPOEHHS BbICKA3bIBAHUS
Ha aHTJIMIACKOM SI3bIKE;

— AQHIJIMACKUM SI3bIKOM B 00BbEME, HEOOXOAMMOM /ISl MOJIYYeHMSI U OLie-
HUBaHUS MHOPMALIMK U3 3apyOeKHBIX UCTOYHUKOB;

— HaBbIKAMU TOBOPEHHUSI C HCMOJb30BAHUEM JIEKCUKO-IPAMMATUYECKUX
CPENICTB B OCHOBHBIX KOMMYHUKATHUBHBIX CUTYALIMSIX I€JIOBOTO OOIIEHNS;
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— HaBbIKAMU ayIMPOBAHUSI C LI€JIbIO MOHUMAaHMUS IUATOTUYECKONH U MO-
HOJIOTUUYECKOH peuu B cpepe 1eJJ0BO KOMMYHUKALIWY;
— HaBBbIKaMU HaIMCaHUs IeJI0OBOTO MUChMA.

The purpose of the study guide / Lienb nspanus

O0GecneynTh Y4eOHO-METOAMYECKUMM MaTepuajaMu HU3ydaeMbIid
Kypc, 4T00bI chopMUPOBAThH MPOhECCUOHATBHYIO MHOSI3BIYHYIO KOMIIe-
TEHTHOCTB CTYJCHTOB ITOCPEICTBOM TPUOOPETEHMSI HABBIKOB MPOdheccu-
OHAJILHOTO OOIIIEHUST HAa MTHOCTPAHHOM SI3BIKE B IEJIOBBIX CUTYAIIHSIX.

The Structure of the study guide /
CTpyKTypa yue6HO-meTOgMYECKOro noco6ms

JlaHHOEe moco0ue COCTOUT M3 BBEACHMSI, METOAUUYECKUX PEKOMEH-
Jaluii ISl mperonaBaTesiss U CTYIEHTOB, OIMCAaHUST METOAUYECKOIo
obecreyeHMsT Kypca, BOCbMU MOIyJIEl ¢ TjioccaprueM K KaXIoMy MO-
Y110, TEKCTaMU Y 3alaHUSIMKU W TIPUJIOXKEHUI. B MpMToXXeHMSIX naHbI
paBWIbHBIE OTBETHI K 0JI0Ky camonpoBepkn Check yourself n Tadmm-
na oueHku pe3yiasratoB SELF-ASSESSMENT CHART, 6ank kiuiie
IIUIST HAITMCAHMS IEJIOBBIX MIMCEM Pa3HBIX BUIOB, CIIPABOYHUK O0OOPOTOB
peun 71T HEKOTOPBIX AEJIOBBIX CUTYAINIA, CITMCOK JOITOJTHUTEIBHBIX OH-
JIAH-PECYPCOB IS M3y4YalolnX JIeJIOBOM aHTJIMMCKUAN S3BIK, a TaKXKe
HECKOJIbKO (hoTorpaduii mo TeMe Kaxaoro u3y4aeMoro MOoIyJIst 1Jisl Tpe-
HUPOBKHU B X OITUCAHWM.

Kaxapiii Momyb HaUMHAETCS CO 3HAKOMCTBA € LIEJASIMU OO0yJeHus,
IUIAHOM 3aHATHS U ¢ hopMupyeMbIMK HaBbiKaMu (skills); manee ciaemyior
HOBbBIE CJI0Ba JJISI 3ay4MBaHUsI, YIIPAXKHEHUST HA UX 3aKpeIUIeHUEe U Tpe-
HUPOBKY YIIOTPeOJeHUsI B peyu, MaTepuall s padoThl ¢ TpaMMaThie-
CKUMH SIBJICHUSIMU, ayI10- ¥ BUAEOMATepUAIbI ISl OTPAOOTKHU U3ydeH-
HoTo 1 (hoTorpadus AT ONMCAHNUS B paMKaxX MOATOTOBKM KOMITOHEHTA
«JToBopenue» B coctane ak3ameHa TOEIC. B koHIIe Kaxk10ro MOIyJIs CTy-
IEeHTaM MpeajaraeTcss MHCTpYMeHT st camoripoBepku Check yourself.

Takum 00pa3oM, TPUMEHEHHBIN B JAaHHOM Y4eOHO-METOIMIECKOM
MOCOOMY KOMIUIEKCHBIN TIOAXO[ K TIPENCTaBICHUIO y4eOHOTO MaTepu-
ajia TI03BOJISIET OCYIIECTBUTH OINTHMAJIbHOE TUIAHUPOBAHUE Yy4eOHOTO
3aHATHS M CAMOCTOSITEJIbHOI paboThI CTYIeHTOB. Lleb aToro nuznanus —
00ecIeynTh YKa3aHHbII Kypc METONMYECKUMU MaTepuaiamMu sl padbo-
ThI Ha 3aHSTUSX, JUISI CAMOCTOSITEIbHON pabOThl M TTOATOTOBKM K MpaK-
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TUYECKUM 3aHATUSIM. Ba3oBbIMU g M3ydeHUS TPOodecCHOHATBHOTO
AHTJIMIACKOTO SI3bIKa SIBJIIIOTCS ITUCHMITINHBI «MHOCTpaHHBIN SI3BIK»
1 «KoMMyHUKaTHBHAs TpaMMaTUKa».

Methodological recommendations for teachers /
MeTtogunueckne pekomeHgauum ans npenogasarens

TTocobue npemycMaTpuBaeT MCHOJb30BAHUE TEXHOJOTUM Tpaaulu-
OHHOTO OOYYEHUS1, 3aKTI0YAIOIIEHCS B OpraHu3aliy y4eGHOro mpoiiecca
B By3€, OCHOBAaHHOM Ha MpakTUyeckux (popMax oOydyeHUsI, T. €. IpPaKTh-
YECKUX 3aHATHAX, CaMOCTOSITeJIbHOM pa60Te, MHIAWBUAYAJIbHBIX JOMall-
HUX 3aJaHUAgX. I/ICHOﬂbSy}OTCﬂ HarjasgaaHbI€, CJIOBECHLIC, IPaAKTUYCCKUEC
METOIbI O6y‘IeHI/I$I, a TaKK€ TBOPYECKUEC 3aaHUA 1 UTPOBLIC TEXHOJIOTUHA,
TaKMNE KaK 3aHATUC-NHTCPBLIO, 3aHATUC-INCKYCCHUA, 33HHTHC—6€CCI[3., 4qTo
noapasyMeBaeT paboTy B MUHU-TPYIIIAX, Mapax, yueOHbIe TUCKYCCUMU.

Humepaxmuenoie ghopmot

Paboma 6 napax

* CcOCTaBJI€HME KPOCCBOPAOB C HOBOI JIEKCMKOM, B3aMMHasl MpOBepKa
KPOCCBOPIOB IPYroi paboueii mapbl;
* COCTaBJICHUE W pa3bIIPbIBAHKE JMAIOTOB TI0 U3YYeHHBIM TEMaM;
* BBICJAYLUIMBAaHUE MTPE3EHTALMI IPYT Apyra, ONMMCaHue KAPTUHKH C T10-
CJIEAYIOLIMM aHAIM30M JOIYLIEHHBIX OIIKOOK.

Bce Buabl 3amaHuii BBITTOJHSIIOTCSI ¢ OTIOPOI Ha TIpeNCTaBIeHHBIC
B ITOCOOMM CXEMbI K 00pa3libl.

Paboma 6 epynnax

1. Jduckyccusa. Tlocne uzydeHus uHbOpMalMyd O MpaBUIaX y4yacTUs
B JIMCKYCCHUM B TIEPBOM MOJYJIE CTYACHTbI 3aT€M MPUMEHSIOT ITOJIyYeH-
HbI€ 3HAHUSI U MOZEIN. B IUCKyCCUU MOTYT yd4acTBOBAaTh OT 4 4eJIOBEK 10
BCEX CTYJEHTOB I'pyIIbl. [10AroToBKa K AMCKYCCHHM MOXKET BBITIOJTHSTHCS
B paMKax CaMOCTOSIT€JIbHOI pabOTHI.

2. Ponesas uepa. MoXHO peKOMEHI0BaTh IPOBECTU POJIEBYIO UIPY
B KOHIIE M3YYEHUsST TEMBI, C TeM YTOOBI aKTUBU3MPOBATh M €llle pa3 Ha
MPAKTUKE IPUMEHUTh U3YYEHHBIC JIEKCUKO-TPAMMaTUYECKUE SIBJICHUS,
KJIMIIIE, IT0JIE3HbIE BhIpaXKeHUsI. B Urpe MOryT y4acTBOBaTh BCE CTYAEHTHI
TPYMIIBbI, MO0 MOXHO pa3leuTh TPYITY Ha 1Be KoMaHabl. Heobxomu-
MO O3HAKOMUTBLCS C IPEIIOXKEHHBIM CLIEHapueM, TeMOM, MpobJeMoit
(BO3MOXHO, CTYIEHTBI CAMHU IIPEUIOKAT XOPOIIMI BAPUAHT), IIPUAYMATh
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KOHIICTIIIMIO UTPBI, PACIIMCATh TWAJIOTH, TTOJIUJIOTH; KeJIaTeIbHO NMETh
pekBu3UT. [1oAroTOBKA K UTPEe MOXKET OCYIIECTBIISITHCSI B paMKax caMo-
CTOSITEJIbHOU pabOTHI.

Hngopmayuonnvie mexnosoeuy TMOAPA3yMEBAIOT UCIMOJIb30BAHUE
KOMITbIOTEpa WJIM MHOTO YCTPOICTBA, TTOIKIIOUEHHOTO K ceTh MIHTepHeT.
B naHHOM mocoOuuM UCIIOIb3YyeTCsl 0O0JIbIIOE KOJMYECTBO COBPEMEHHBIX
ayTeHTUYHBIX MeauamMarepranoB. PekomMeHayeTcss MpoBOAUTh pabOTy C
ayIlo ayquTOPHO, IPOMUIPHIBAasI KaXI0€ ayIuo ABaXabl. Buaeo MOXHO
OCTaBUTH MIJII CAMOCTOSTEJIbHOI BHEAayTUTOPHOI paboThl. Takum obOpa-
30M CTYICHTHI, BBITIOTHSIS 3adaHMST K HEMY, CMOTYT IIpOCMaTp1BaTh BU-
JIe0 HY>KHOE KOJIMYECTBO pa3, IIpX HEOOXOAUMOCTH BKJTIOYasI CYOTUTPHI.

KpaTko cTpyKTypy THITOBOTO 3aHSTHSI MOXKHO IIPEICTaBUTD CIICIYIO-
muM obpazoM: 1. [TpoBepka 3amaHMil cCaMOCTOSTEIbHOI BHEAYTUTOPHOM
paboThI. 2. 3HAKOMCTBO C HOBBIM TJ10ccapueM. 3. YIpaxkHeHUs, HalpaB-
JIEHHBIE HA aKTUBU3AIINIO JIEKCUIECKUX €MHUIL, BXOISIIINX B TIIOCCAPUTA
Kypca. 4. YiipaXXHeHUs Ha TPEHUPOBKY YIIOTPeOJIEHUS B peYr rpaMMaTH-
YECKUX SIBICHU I, BXOISIIUX B COlepXKaHue Kypca. 5. 3a1aHus Ha YTeHUE.
6. YripaxkKHeHUsI JIJIs aBTOMAaTU3alM1 M3yYeHHOT O JIEKCMKO-TpaMMaTryie-
CKOro MaTepHuasa B peueBoii nesteJibHOCTU. 7. [TuchMeHHbIe 3agaHusl. 8.
HoBble 3amanus 1151 caMOCTOSATENbHOM BHEAyIUTOPHOI pabOTHI.

[IpenomaBaTens cam BOpaBe pellaTh, KaK OpraHM30BaTh HEKOTOPHIE
BUIBI pabOThI, B 3aBUCUMOCTH OT KOHKPETHOW TPYIIIBI CTYIEHTOB, UX
crocobHocteil. Hampumep, padboTy B ITape MOXKHO BBITIOTHSIT M B TPYII-
e, WIM NTHIUBUAYAIbHYIO pabOTy IMOPYYUTH IBYM CTYICHTAM.

The estimation of the students’ activity /
CucTeMa OLeHKN AeATeNbHOCTU CTYAEHTOB

IIpenonaBaTeb OLIEHUBAET KAU€CTBO U KOJMUYECTBO BBIITOTHEHHBIX
CTYACHTOM 3alaHuli (ayIUTOpHAs ¥ BHeAyIUTOpPHAs YCTHAsI paboTa olle-
HUBAETCs BO BPeMsl 3aHSITUS, BHEAyIUTOPHas MUCbMEHHas padboTa olie-
HUBaeTCcs MperoaaBaTeeM Iocje 3aHsATHS) U BbICTaB/sIeT Oalibl Ha 00-
pazoBarenbHOM noptajie TI'Y.

OlLieHKa IesATeTbHOCTH CTYIEHTOB (YCTHBIE U MTMCbMEHHBIE OTBETHI)
OCYIIECTBJSICTCSI B COOTBETCTBUM C OAIbHO-PEHTUHIOBOM CUCTEMON,
pa3MelIeHHO Ha oOopa3oBareabHOM moprajie TT'Y. OLeHKr T0BOISTCS
JIO CBEJICHUS CTYJIEHTOB U OTPaxKaloTcs B paboyeil BeAOMOCTH Mpernoja-
BaTeJIs1 Ha oOpa3oBaTenbHOM nopTane TI'Y.
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Texywuit Konmpoab OCYIIECTBIISIETCS B TEUEHNE CEMECTpa B BUJE YCT-
HOTO OMpoca CTYJIEHTOB Ha 3aHSTUSIX, a TAKXKE B BUJEe MTMCbMEHHBIX pa-
0OT MO U3YyYEeHHOMY MaTepHUally.

ITlpomencymounulii KOHmMpPoOAb OCYLIECTBIISIETCS B TIMCbMEHHOM BUJIE.
Bunamu npomeKyTOUYHOTO KOHTPOJIS SIBJISIIOTCS KOHTPOJIbHBIE paOOThI,
MPOBOAVMBIE TI0 OKOHYAHUM pabOThI HaJl TEeMAaTUUECKUM LIUKJIOM Ha 3a-
HSITHSIX TI0 TIPAKTUKE YCTHOH / TUChbMEHHOM PEeUn.

Cxembl oyeHueanus TeKylleil U MHAUBUAYAJbHON pabOThI CTYI€HTOB
M ITPOMEXKYTOYHOTO KOHTPOJIS IPeICTaBIeHBI Ha 00pa30BaTeIbHOM ITOP-
tane TI'Y.

Kpumepuu ouenusanus nesiTeIbHOCTU CTYAEHTOB (ITPOMEXYTOUYHbII
KOHTpOJIb) TpuBeaeHbl B «DoHIEe OLIEHOYHBIX CPEACTB» AUCLIUITINHBI,
KOTOPBI HaxomuTtcs Ha Kadenpe «Teoprs 1 mpaKThKa IepeBoaa».

Kputepun oueHnBaHunA TeKyLen 1 MHAUBUAYaNbHON
AeATeNbHOCTU CTYeHTOB

Bo BpeMs 3aHATHS IperiogaBaTeslb OLICHUBACT PE3YIbTaThl BBITION-
HEHMSI CTYIEHTOM 3aJaHMUi 110 CXEME «3aYTEHO» — «HE 3aUTECHO».

CTymeHT moyrydyaeT MaKCUMAaJIbHBIM 0aJUl 3a 3aHSITHE, €CJIM BBITION-
a1 70—100 % 3amaHuil ¢ OTMETKOM «3aUTEHO».

CTyneHT moJjiyyaeT CpelHuii 0all 3a 3aHsATHE, €CM BhITOTHMI 40—
69 % 3amaHUil C OTMETKOM «3a4TEHO».

CTymeHT IojyJacT MUHUMAaJIbHBIN 0aJIT 32 3aHSATHE, €CJTA BBITTOTHIT
1—39 % 3amaHuii ¢ OTMETKOM «3a4TEHO».

Kpumepuu ouenusanus ycmuuix 3a0anui
«3a4YTeHo»:

* CTYIEHT IIPUHUMAET aKTUBHOE YYaCTHE B 3aHATHUH, UCITOIb3YeT HOBYIO
JIGKCHKY ¥ TPAMMATHKY,

* JICKCMKO-TpaMMaTW4YecKre, (POHETUUECKNE OIMMOKM OTCYTCTBYIOT
MO0 TMPUCYTCTBYIOT B HE3HAYUTEJIBHOM OOBEME, KOTOPBIA He
MIPETISITCTBYET MOHMMAHUIO PEUM U IeI KOMMYHUKAIIAW;

* TeMa COOOIIECHUS peJIeBaHTHA CUTYalINN;

* CTYIEHT CJIeayeT MpaBujiaM o(DOpMJIEHHS 3aaHHOIO PEYEeBOTO KaHpa,
HCIIONIB3YeT MPEII0XKEHHBIC CXEMBI.

— 10—



«He 3a4Teno»:
CTYACHT HEe IPUHUMAET YJacTUs B 3aHSITUU, JTUOO 1O 00BEMY €ro BbI-
CKa3bIBaHUA HEJIb34 CYAUTh O TOM, HACKOJIbKO XOPOLLIO OH YCBOMJI HO-
BbIIl Marepual;
B peud MPUCYTCTBYIOT JIEKCUKO-TpaMMaThudeckue, (HOHETUYeCKue
OIIMOKU B 00bEME, KOTOPBII MPEMSTCTBYET MIOHUMAHUIO PEUU U LIeTU
KOMMYHUKALUH;
TeMa COOOICHUS He peJieBaHTHA CUTYallUU;
CTYIEHT He clefyeT mpaBwiaM O(GOpPMIEHUSI 33JaHHOTO PEueBOro
XKaHpa, HE UCITOJb3YET MPEMIOXKEHHBIE CXEMBI.

Kpumepuu ouenueanus nucomennoix 3adanui

«3a4TeHo»:
00BbEM MTMCbMEHHOTO COOOIIEHUS TOCTaTOUEH ISl TOCTUXKEHUS LIean
KOMMYHUKALIUU;
HCIIOJIb30BaHa JJEKCUKa U TpaMMaTuKa U3y4eHHOTO MOAYJISI B 00beMeE,
CBUJETEILCTBYIOIIEM O TOM, YTO MaTepuall yCBOEH;
HapylIeHUs] CTWIEBOT0 OMOpPMJIEHUS] peuyu OTCYTCTBYIOT JIMOO
MPUCYTCTBYIOT B 00beMe, He MPEMsITCTBYIOLIEM YCIEIIHON Ie10BOM
KOMMYHUKAIIUH;
JIGKCMKO-TpaMMaTU4YeCcKre, MyHKTyallMOHHbIE U opdorpapuyeckue
OLIMOKM OTCYTCTBYIOT JMOO TIPUCYTCTBYIOT B O0ObeMe, KOTOPhIiA He
MIPETISITCTBYET MOHUMAaHMIO TMChbMEHHOM pEeYN 1 eI KOMMYHUKAITNW
CTYACHT CJIeAyeT IpaBmiIaM opopMICHHUS 3aJaHHOTO peYeBOTo XXKaHpa,
KCIIOJIb3YET MPEITOXKEHHbBIE CXEMBI.

«He 3auteno»:
00bEM TMUCBMEHHOTO COOOILIEHUSI HE NOCTaTOYeH [JIs1 JOCTUKEHUS
LIeJIM KOMMYHUKALUU, T100 COOOIIEHUE OTCYTCTBYET;
He MCII0JIb30BaHa JIEKCUMKa M rpaMMaThKa M3Yy4eHHOro MOJIYJs, UTO
CBUJIETEJbCTBYET O TOM, UTO HOBBII MaTepuall He YCBOEH;
HapyIIeHUsI CTUIEBOTO 0OPMIICHUS PeUr TMPEISITCTBYIOT YCIEIIHOMN
JIeJIOBOIf KOMMYHUKAIIUU;
JIGKCMKO-TpaMMaTU4YeCcKre, MYHKTyallMOHHbIE U opdorpapuyeckue
OIIMOKN TPUCYTCTBYIOT B O0OBEME, MPEMSTCTBYIOLIEM MOHUMAHUIO
IMMCBMEHHOM pedn 1 11eTM KOMMYHUKAIINN;
CTYOCHT HE CIIeayeT IIpaBWiIaM OMOpPMIICHUS 3aJaHHOTO PEeYeBOTO
XKaHpa, He UCITOb3YET MPEMIOXKEHHBIE CXEMBbI.



Methodological recommendations for students /
MeToanyeckne peKomeHgaLun ANA CTYAEHTOB

1. O3HakoMBTECHh C TPeOOBAaHUSMM K KPUTEPUSIM M HOPMaM TEKYIIEro
KOHTPOJISI ¥ TIPOMEXKYTOYHOM aTTeCTallMU Ha TIEPBOM 3aHSITHUU.

2. Tak Kak 3a4eT (hOpMUPYETCS MO0 HAKOIUTEILHOMY PEUTHHTY B Teue-
HHUE ceMecTpa, cTapalTech MOCETUTh KaK MOXHO OOJibllie 3aHSATHIA;
mpu 3TOM IS (hOPMUPOBAHUS HMHOSI3BIYHOM KOMMYHMKATHUBHOM
KOMIIETEHIIMY Ha BEICOKOM YPOBHE U TTOIYIEHUSI MAaKCUMAaJIBHOTO KO-
JiMyecTBa 0ajjI0oB aKTUBHO y4acTBYMTe B MHAMBUAYaJIbHOI, MApHON,
TPYMIIOBOM M CaMOCTOSATENIbHOI padoTe. PerynspHo mmpocMaTpuBaiite
pe3yJbTaThl Ballieil paboThl Ha oOpa3zoBaTeabHOM nopTaie TT'Y, Takum
00pa3oM Bbl OyaeTe UMETh aKTyalbHYI0 MH(MOPMALIMIO O KOJIUYECTBE
0aJIIoB.

3. BHUMaTeIbHO 03HAKOMBTECh C IIEISIMU, TUIAHOM W (POPMUPYEMBIMHA
YMEHUSIMU M HaBbIKAMHU K KaXKIIOMY MOJIYJTIO.

4. CrapaiiTech BBIIIOJHSTH 3aJaHUS CaMOCTOSITCIIPHOM pabOTHI 3a IBa
rmpreMa (3a IBa Beuepa): cJIoBa M IVAJIOTH JIydllle YYUTh B ABA THS, YTO-
OBl OHM 3aKPEIMUJINChH B JOJITOBPEMEHHOM MaMSsITHU.

5. Ha 3aHSTHS TPUHOCUTE YCTPOICTBA C BHIXOIOM B MHTEpHET.

6. BHuMaTenbHO YMTaiTe MHCTPYKLMIO K KaXIOMY 3aJaHUIO Iepel
€ro BBITIOJIHEHUEM, U3y4unTe aaroput™ (Example) ero BbITIOJTHEHUS.

7. Ecnmn Ha 3aHATUM y Bac BO3HMKAIOT BOIIPOCHI, HE CTECHSIMTECH
3a/1aBaTh UX MPEIToIaBaTelIio.

8. B KoHIlle KaXmoro Momyis ISl Bac MpPeNCcTaBJeH WMHCTPYMEHT
st camornpoBepkn Check yourself. OTBeyaiite Ha 3aJaHUS 9TOTO pa3-
JleJia, CBepsIiiTe C MPUBEACHHBIMU MTPAaBUILHBIMU OTBETAMU U C TIOMO-
mblo Tabauubl oueHkU pedyiabratoB SELF-ASSESSMENT CHART
cIemaitTe BBIBOIBI O Ballleli TOTOBHOCTH K ITPOMEXKYTOUHOMY TECTHPO-
BaHUIO (TECTUPOBAHUIO 110 MoAY.10). [Tpy HEOOXOAMMOCTH TTOBTOPUTE
MaTtepuall, YTOObl IPY HAITMCAHUM KOHTPOJIbHON paOOThl IO MOAYJIIO
ITOJTYYUTh HAWBBICIITNIA OaJII.

9. I1pu BBHITIOJIHEHNN BHEAyOUTOPHOU CaMOCTOSITETEHOUM PabOThI MOXKHO
KpoMe 0003HAaYeHHBIX B CAMOM 3alaHUM MOIYJISI UCTOUYHMKA TOJb-
30BaThCs JOTIOJHUTEIBHBIMU pecypcamu cetu MHTepHeT, oHu TIpu-
BellcHBbI B KOHIIE ITOCOOUS TTox 3arojioBKoM Useful Links for Students
(K KaxXXI0#1 CChUIKE JaHO OTMMCaHue CoAepXKallerocs TaM MaTepuana).



Bce momynmu maHHOTO Y4eOHO-METOAMYECKOTO ITOCOOUSI MMEIOT
OUYCHb TTOXOXYIO CTPYKTYPY U COAepKaT IPUMEPHO OJMHAKOBHI HAOOP
yIpaxKHEHWUH ISl TPEHUPOBKU BCEX BUOB PEUEBOIA IESITETbHOCTH.

Umenue

st oOydyeHUsT 9TOMY BUAY TPUMEHSETCS TEKCTOLEHTPUIECKUN
TTOAXO/; 3aIaHusT IEJISATCST Ha TIPEeATeKCTOBBIE (paboTa C JIeKCUKOI), TeK-
CTOBbBIE (YTEHUE TEKCTAa HA OIHY M3 aKTyaJbHbIX I IEJIOBOIO aHIJINi-
CKOTO SI3bIKa T€M), ITOCIETEKCTOBbIE (KAK IIPABIJIO, OTBEThI HA BOIIPOCHI,
3aI0JIHEHUE TIPOITYCKOB, OOCYXIEHNE 3aTPOHYTHIX B TEKCTE ITPOOIJIEM).

CTyneHTaM MOXHO pPEKOMEHIOBAaTh HEKOTOPbIE CTPAaTeruu mJist
YCIIELHOTO BBIMOIHEHMS 3aJaHII JaHHOI'O pa3zesia U JUIsl IOATOTOBKU K
BBIMIOJIHEHUIO KOHTPOJBbHOU paboThl 1o uteHuto popmata TOEIC.

1. IMepen uTeHMEeM caMOro TEKCTa MPOYUTANTE BCE BOIIPOCHI K HEMY,
Jaxe Te, KOTOPbIe HAXOASITCS HUXKe, MOC/Ie TEKCTa, TAKUM 00pa3oM Bbl
OynmeTe 3HaTh, Ha KaKylo MH(OpMaIMIO 0OpaTUTh BHUMaHKE B IEPBYIO
ouepe/ib BO BpeMsI YTCHMUSI.

2. OOpalaiite BHUMaHUE Ha 3arojIOBOK: OH IIOMOTAET OIPEIeInTh
OCHOBHYIO TEMY TeKCTa, ITepBOe MPeUIOXKEeHNE KaXI0ro ab3ara 00bIYHO
CYMMMPYET OCHOBHYIO MJIEIO 3TOro ab3alia.

3. B TexcTe 00BIYHO BCTPEYAIOTCS U HE3HAKOMBIE CJIOBA, IOCTapaii-
TECh BBIBECTU MX 3HAUEHME, UCTIOJIb3Ysl JaHHbBIE IPUEMBbI;

* OIpeAenTe, K KaKOi 4acTU PeYyrd OTHOCHUTCSI 3TO CJIOBO (3TOT IpH-
€M IIOMOXET IIPU BBIMOJIHEHUH YIIPAXKHEHUI, KOIa HYy>KHO BCTABUTh
MPOITYIIIEHHOE CJI0BO);

* MonpoOyiiTe BHIBECTU 3HAYCHUE U3 KOHTEKCTA;

* BO3MOXHO, HE3HAKOMOE CJIOBO SIBJISIETCS MHTEPHALMOHAIbHBIM, TO
€CTh UMEIOIINM MOXO0XYI0 (hOpMY 1 3HAYEHUE C PYCCKUM SKBHBAJICH-
ToM (contract = KOHTPaKT);

* BCIIOMHMTE aHIVIMIICKME CJI0BOOOPA30BaTe/IbHBIC DJIEMEHTHI (OTpULIa-
TEeJIbHBIE MPUCTABKU, CY(DMUKCHI CYIIECTBUTEIBHBIX, TTPUIaraTeIbHbBIX
U T. 1.), TONpPOOYiiTe BHIBECTH 3HAYCHUE CI0BA, UCIIOJIb3YS 3TU 3HAHMSI.

4. [ToMHUTE, OTBET HA BOIIPOC K TEKCTY MOXKET ObITh BhIPAXKEH KakK OJI-
HUM CJIOBOM, TaK 1 LeJIbIM ITPEIOKEHUEM; CTapaiiTech yJIOBUTb CMBICIT.

5. BHumarenbHO usyunte npumep (Example) BBIOJIHEHUST JTaHHOTO
BUIA 3aJlaHusl, KOTOPBIi PUBEIEH IIepe] OCTAIbHBIMU BOIIPOCAMMU.



Ayouposanue
Opranu3anust paboThl CO 3BYJAIllUM TEKCTOM W CTpPATeTUM BBITTON-

HEeHUs 3aJaHUi TTOXOXKHU Ha Te, KOTOPbIC IIPUMEHSIOTCS IIPY YTEHUH, HO

MOXHO J00aBUTH €llle HECKOJILKO IMPUEMOB:

* HEKOTOpbIE CJIOBA B aHIIMICKOM SI3bIKE 3By4at rnoxoxe (leave — live),
HO MMEIOT pa3Hoe 3HaueHue M HamucaHue. ITocrapaiitech ¢ IOMO-
LIbI0 KOHTEKCTa BhIOpaTh MpaBUibHOE 3HaueHue. OCOOEHHO BaXXHO
B 3Bydalllell peur pasindaTh MPON3HOIIEHNE YUCIUTEIbHBIX (forty —
fourteen);

* mepe TeM Kak IPOCIYILIMBATh 3allMCh, [IOCTApPaiiTeCh HA OCHOBE MH-
dopmanny K 3a1aHUIO MMPEICTABUTh, O YeM MOXKET ITOMTH pedb B HEIl;

+ oOpallaiiTe BHUMaHKE Ha OTPULATE/IbHbIE KOHCTPYKILIMM B ayau03a-
MKUCH.

1lucomo

JlaHHBII BUI peUeBO NEATETLHOCTH TPEHUPYETCSI C TIOMOIIIBIO Ha-
MUCAHUSI TUTIOBBIX JEJIOBbIX MUCEM PA3HOTO BUA. BHUMATEIbHO U3yuu-
Te MHGOPMAIIUIO O CTPYKTYpE, CTUJIE, IPYTUX OCOOEHHOCTSIX NEI0BOTO
nucbMa. Bo Bpemst BBITTOTHEHUSI 3aJaHUsI CPAaBHUBATE CBOM BapuaHT C
o0pasiioM, cTtapaiiTech MCIOIb30BaTh CBOU HACTOSILIME JAHHBIE: UMSI,
TesnehoH, ropon mpoxuBaHus. He 3a0ynbTe 3aTeM MTPOBEPUTH CBOIO pa-
00Ty Ha HAJIMYME OLIMOOK.

ITosopenue

Kak npaBuiio, roBopeHue TPEHUPYETCs C TTOMOIIBIO YyJYacTUs B 1Ua-
Jiorax, IoJujorax, IMCKYCCUSIX, POJIEBBIX UTPaX, B ONMMMCAHUMU KapTUHKU
U TIPOBEIEHUY MPE3EHTALIAM.

BHuMartenbHO u3yynTe O0Opas3lbl BBHITOJTHEHUS TaKUX 3aJaHUiA;
MOJIb3YHTECh MOJEISIMU, CXeMaMU, KOTOPbIE MX COMPOBOXIAIOT; 00s13a-
TEJIbHO UCTIOJIb3YITE HOBBIE CJIOBA MOJIYJISI BO BpeMsl BBIMIOJTHEHUS 3a1a-
HUI HA TOBOPEHMUE.

Ayoumopnas camocmosmeavHas paboma
* BBITIOJIHEHHE HEKOTOPBIX MPEATEKCTOBBIX, TEKCTOBBIX U MOCIETEKCTO-
BBIX YIIPaXKHEHU (OTIpeiesisieT mpernoaaBaTesib);
* yJyacTue B IMCKYCCHSIX, POJIEBBIX UTPAX, AMAJIOTaX;
* BBITIOJIHEHHE HEKOTOPBIX BUIOB 33IaHUI B TTapax U rpyIinax (peieHue
KPOCCBOP/IOB);



omnrcaHue KapTuHku / ¢hoTorpadmu B COOTBETCTBUM C U3YYEHHBIMU
MOJIEJISIMU.

Bueayoumopnasa camocmoameavnas paboma
BBIITOJIHEHUE HEKOTOPBIX ITPEATEKCTOBbIX, TEKCTOBBIX U MOCIETEKCTO-
BBIX yIIpaxKHEHU (OIpeaessieT npernoaaBaTesib);
paboTa co cioBapsIMU M CIIPaBOYHMKAMM, B TOM 4YHUCJIEe C HHTEP-
HET-UCTOYHMKaMU (HarpuMep, padota Ha pecypce Quizlet);
HarucaHKe IeJOBBIX IIHCEM;
COCTaBJICHNE KPOCCBOPAOB C U3y4aecMOU JIEKCUKOIA;
3ay4MBaHUE IMAJOrOB, MOArOTOBKA K TUCKYCCUSIM, MPE3EHTALIMAM U
POJIEBBIM UIPaM;
MMPOCMOTP BUICO U BBITIOJTHEHUE 3aJaHUI K HAM;
MOATrOTOBKA OMMCaHUs KapTUHKM / (poTorpacduu;
BBITIOJTHCHME 3aaHU M3 OJIoKa 11T camonpoBepku Check yourself n
OlLICHKA Pe3YJIBTAaTOB.



READY! STEADY! GO!!!
CLASSROOM LANGUAGE

How do you spell that?

Raise your
hand. Ask
for help.

Match the words to the pictures

Can you say Look at page ten.

that again,

please? 4
ho Fill in the gaps.

Cau_ you Listen and
explain that i
practice.

again, please?

Check your i
answers. | = Answer the

questions.

Work in

e/ What is the English
pairs/ groups.

word for this?

How much time do
we have?




Explanation of Symbols / Yciioeubie 0603HaueHUA

Reading /
YreHue

Listening /
AynupoBaHue

S0

*

Writing /
ITucemo

N\,

Speaking /
ToBopeHue

Video /
Pa6ora c BuneodparmeHTOM

Go to Quizlet /
Pab6ota c onnaiiH-pecypcom Quizlet

Pairwork / Groupwork
PabGora B mapax / Pabora B rpymmax

Tasks for high level students /
3agaHust MOBBILIEHHOM CIOXHOCTH

Check yourself /
ITpoBepnb ceds

QECROO ¢

(Source: https://www.google.ru)
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Module 1. COMPANIES
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Learning objectives:

. Study and practise new vocabulary.

. Ask and answer questions about company activities.
. Introduce yourself and others.

. Write a letter of invitation.

. Describe a picture.

Module plan:

. New vocabulary: introduction and work on it.

. Text “National Companies”: reading and doing exercises.
. “An Ideal Company”: discussion.

. Greetings and Introductions: study and role play.

. Study how to describe a picture.

6.

Write a business letter of invitation.
Skills:
A student will be able to

— talk about what companies do;
— talk about his/her company;

introduce him/herself and others;

— describe a picture;

— write a business letter of invitation.
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Glossary 1.1 Read and translate the vocabulary for the module.

. advertising (n) — pekJiama
. banking services (n) —
. be based in (v)

. brokerage (n)

. cloud computing

. competitor (n)

. customer (n)

. deposit (n)

. develop (v)

10. employee(n)

11. employment (n)

12. hardware (n)

13. headquarter (v)
14.income (n)

15. influence (n)

O 0 9 N L A W N —

16. insurance (n)
17.1oan (n)

18. money transfers (n)
19. multinational (n)
20. offer (v)

21. operates in production (v)
22.provide (v)
23.rank (v)

24. retail (n)

25. selection (n)

26. software (n)
27.source (n)

28. specializes in (v)
29. subsidiary (n)

30. supplier (n)

o

practice on Quizlet:

PART 1I: https:

it.ly/2HwVEuL

Glossary 1.2 Please follow the links below to access some

PART 2: https://bit.ly/2FnDutB

g Ex. 1.3 Extra practice for early finishers. Work in pairs.

\a) Make up a crossword using at least 15 words from the Glossary.
\b) Swap your crosswords with another pair and do their crossword.
\c¢) Check your partner’s work for mistakes.

Example:
ACROSS:

1. A person, product, company, etc. that is trying to compete with others,
for example, by trying to make bigger sales in a particular market

(competitor).
2. ...




DOWN:
1. Someone who is paid to work for someone else (employee).
2. ...

Ex. 1.4 Read these descriptions of the companies. Complete their names.

National companies

@ The biggest national companies rank a high place in the world. They
are large suppliers of production. The biggest national companies
have a greater sphere of influence. For example:

" Google «»

AVTOVAZ

&) SBERBANK

1. This company offers the widest selection of banking services for retail
customers: from traditional deposits and various types of loans to bank
cards, money transfers, bank insurance and brokerage services. It provides
employment and a source of income for every 150th Russian family.

2. Thisis an American multinational technology company, it specializes
in Internet-related services and products that include online advertising
technologies, search, cloud computing, software, and hardware. Its main
competitor is Yahoo.

3. This northern European company operates in the retail market.
It specializes in low-price products, including furniture, bathrooms, and
kitchens.

4. This is an American multinational technology company
headgquartered in Cupertino, California, a suburb of San Jose, that designs,
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develops, and sells consumer electronics, computer software, and online
services.

5. This company produces nearly one million cars a year. It is based in
Russia, Togliatty and has more than 67,000 employees. 1t’s well known for
its Lada 4x4 (former Lada “Niva”).

Ex. 1.5 Complete these sentences with the words in bold in Ex. 1.4

1. Some companies make or goods.

2. Other companies or offer services.

3. If you in a particular product or service, it’s your main
activity.

4. If you work for a company, you are an .
5. If your head office is in a particular city, your company there.
6. If another company operates in the same market as you, it is your

Discussion “An Ideal Company”

Ex. 1.6 Please follow the link below to access some tips on how to organize
your ideas for a discussion: https://bit.ly/2HTs2eB

@ a) Work with a partner. Look at the criteria for an ideal company
and choose the five most important and the five least important.
My ideal company:
* has a female CEO
« gives six months’ paid maternity leave and one month paid paternity
leave

has a creche facility

has a good quality canteen

gives equal pay to women and men
gives employees a laptop computer and mobile phone for business and
personal use

* has opportunities for promotion and personal development
« awards bonuses and gives fringe benefits to employees
provides at least six weeks’ training a year



* has an annual staff party

* has a generous company pension scheme

« allows women with three children to retire at 55

* has a gym and sports facilities

* pays one-month extra salary to employees who have a new baby or who

get married

b) In pairs discuss the items and choose the five most and five least
important. Do you think it’s better to work for a large or a small company?

Share your ideas with another pair.

Example:

Second,
it’s important to have an annual
staff party, because

First,
it’s fair to give equal pay to women
and men, because they

a company should allow women

with three children to retire at 55,

because

— they had to work and grow up
children at the same time, so
they worked hard,

4

— it helps to build a team, — have the same position in a
— company,
— have equal qualifications,
3 —_
2
An ideal company
Third, 1 believe

an ideal company should give
equal pay to women and men,
have an annual staff party and
allow women with three children
to retire at 55.

Introductionl

Conclusion
In conclusion, an ideal company should have an annual staff party and
allows women with three children to retire at 55, because 2, 3, 4




Greetings and introductions

Ex. 1.7 Please follow the link below to watch a video about greetings and

introductions: https://bit.ly/2c5ShgWT

a) Listen to the useful language for greetings and introductions and
fill in the gaps in the table

Informal | Formal

How to introduce yourself

Hi. I am... Hello. I don’t think we’ve met. Let
me introduce myself. My name is...

Hello. My name is...

How to introduce someone else

What to say after introductions

How to greet someone you know

How to say goodbye

@ b) Listen to two dialogues, informal and formal.

Work in a group of three. Make up similar dialogues (formal and
informal), using your useful language notes, with your names, practise
them until you remember.

@ ¢) Role play the dialogues.



Ex. 1.8 Work with a partner. Talk about your company, using some or
all of these phrases (if you are a student, find information about any
company you like on the Internet).

It’sa(n) ... company / organization. Its main competitors are...

It’s a subsidiary of... Its head office is...
It makes / produces... It provides / offers...
It has ... employees It operates in...

It is based in... It specializes in...

Ex. 1.9 Work with a partner. Ask and answer these questions, for your
answers use information from Ex. 1.7.
1. Do you work for a multinational company?
2. Is it a new company?
3. What does it do?
4. Does it operate in many countries?
5. Where do you work?

Ex. 1.10 Work with a partner. Make questions about your partner’s
company using the prompts below.
Example: How old is the company ?

1. How old / company?

2. What products / company / specialize in?

3. What / its annual sales?

4. Where / its head office?

5. How many factories / have?

6. How many people / employ?

7. What / offer / its employees?

8. How / protect the environment?

Ex. 1.11 Work in group of three. Make up a dialogue. Start with
greetings and introductions. Take turns to ask and answer the questions
about your companies. Practise till remember. Role play the dialogue.



Describe a picture

Ex. 1.12 Please follow the link below to access some practice on how to

describe a picture: https://bit.ly/1H40ddO

Describe the picture using these verbs in the Present Continuous Tense.

In the picture I can see six people. It looks like a business meeting. The
woman in the middle is telling something to her partners. They are looking at
her, maybe she is a team leader. There is a laptop on the table and...



Writing a business letter

@ Ex. 1.13 Please follow the links below to access some information
&% about parts of a business letter: https://bit.ly/2r4sPzU

Read information about the structure of a business letter.

The main parts of a business letter
(BHewHAA cTpyKTYypa n opopmneHne AenoBoro nucbma)

3arosioBok nucbMa (The Letterhead)
Jara (The Date)
Anpec nonyyartesns (The Inside Address)
YkasaHue Ha KOHKpeTHoe Ju1o (Attention line)
BerynurtenbHoe o6pamienue (The opening salutation)
Yka3aHue Ha o61ee conepkanue nucbMa (The subject heading)
Texkct nucbma (The body of the letter)
3akutouuTesibHasg popmysia BexuinBocTH (The complimentary closing)
Bsok noanucu (The signature)
Ykazanue Ha npusiokeHue (Enclosures notation)

YkasaHue Ha paccblIKy konui (Copy notation)

@ Ex. 1.14 a) Read the letter and find the compositional parts of a
business letter.
COM ITERNATIONAL
Crossley House
Portsmouth
East Sussex Fn4 6LK.

1 Dear Mr Hayden
New Product — Invitation

2 We are delighted to introduce our new Model of “Millipage Pro” all-
purposes photocopier to you as you are a valued customer of our company.
For your information we have enclosed an illustrated catalogue giving full
description of the Model and covering our other products but feel that a
demonstration will give you more of an idea of its capabilities.
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3 We would therefore like to invite you to visit our stand at the annual
“British Office Equipment Exhibition” where the equipment will be set
up so that you can see the machine in operation. The Exhibition will be
held 15—19 June, 20175 in Golders Green. For those five days, we shall be
offering a 5 % discount on this model.

4 We hope that you will have interested in our invitation. Looking
forward to welcoming you to the Exhibition.

5 Sincerely yours
Sophie Bolan
Sophie Bolan
General Manager
Enc. Our New Catalogue

b) Read the letter again and answer the following questions.
1. Why is the person being invited to the exhibition?
2. What have they enclosed in the letter?
3. Where and when will the Exhibition be held?
4. What is the purpose of the exhibition?
5. What is the function of each section of the invitation? (1-5)

¢) Learn by heart these clichés from the letter.

Dear Mr YBaxkaeMblil TOCTIOANH. ..

We are delighted to introduce our
new...

For your information...

...we have enclosed ... giving full
description of the...

We would therefore like to invite you

We hope that you will have interested
in our invitation.

Looking forward to...

Sincerely yours,

Enc.

C yIOBOJBLCTBUEM MPEICTABIISIEM
Halll HOBBIH...

K Baiemy cBeneHu1O...

B mipummoxkeHUM K 3TOMY TTHCHMY
Bbl Haliggre..., B KOTOpoM Bbl
Haa€Te MOJHOE OMKCAHME. ..

ITo oT0¥i MpuYrHE MBI OBl XOTEIU
npuriacuth Bac...

Haneemcs, Hallle mpuriaiieHue
Bac 3aunTepecyer.

C HeTepreHUeM OXUIAeM...

C yBaxXeHUEM,

ITpunoxenue:




d) In which section of the invitation (1—5) could phrases a—e be used?
a. We look forward to seeing you there.
b. We would like to invite you...
c. May we take this opportunity to invite you to...
d. As you can see from the enclosed catalogue...
e. The event is taking place on the 31% November at the Crocus centre in
Sochi
e) Use the letter as a model and write an invitation to any event you like.

Check yourself 1

Choose the correct variant (Answer key p. 164).
1. Dear Mr —
a) Jloporoii mucrep
b) doporoii rocriognH
¢) YBaxaeMblit MUCTED
d) YBaxkaemblii rocrioguH

2. Sincerely yours —
a) MckpenHe Baiiu
b) C yBaxxeHUEM,
¢) Uckpenne Bai
d) Bcero Hamryuiero

3. theright of the picture I can see a man.
a) In
b) At
¢) On
d) By

4.  the middle of the picture there is a group of people.
a) In
b) At
¢) On
d) By
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5, At the bottom of the picture there is a man in an armchair.
a) sits
b) sit
c) to sit
d) sitting

6. Next to the table there are some businessmen. They anew
contract.
a) are discussing
b) discuss
¢) are discuss
d) discussing

7. We in the advertising of computer hardware.
a) start
b) based
¢) describe
d) specialize

8. A provides things that people want or need, often over
a long period of time.
a) customer
b) headquarter
¢) competitor
d) supplier

9. How much is the on your car?
a) insurance
b) headquarter
¢) rank
d) competitor

10. A sum of money that is borrowed and expected to be paid back.
a) a loan
b) money transfers
¢) retail
d) an income



11, A person or company that produces large amounts of goods is a...
a) retailer
b) manufacturer
¢) buyer
d) competitor

12. A retailer sells...
a) goods to the store owners.
b) goods directly to the public.
¢) raw materials to the manufacturers.
d) the goods or products at a lower price.

13. What do you do?
a) I develop software products.
b) I’'m listening to the news.
¢) I’'m not employed.
d) I’'m developing software products.

14. Which sentence is correct?
a) Often I am giving presentations in my job.
b) Often I am presenting
¢) Often I make presentations in my work.
d) I often give presentations in my job.

15. Someone who is paid to work for someone else.
a) employer
b) employee
¢) customer
d) buyer



Module 2. THE INTERNET

Learning objectives:
1. Study and practise new vocabulary.
2. Work out and discuss the measures to protect company data.
3. Review countable and uncountable nouns.
4. Write an instruction.

Module plan:
1. New vocabulary: introduction and work on it.
2. Text “How to Protect Your Sensitive Business Data”: reading and doing
exercises.
3. Watch the video about making a small business talk.
4. Study how to write an instruction.
5. Describe a picture.

Skills: A student will be able to
— talk about data protective measure;
— make a small talk in English;
— write an instruction;
— describe a picture using new words.



Glossary 2.1 Read and translate the vocabulary for the module.

1. access (V) 24. private (adj)

2. access to the Internet (n) 25. protect (V)

3. arrange staff training (v) 26. record (v)

4. avoid (v) 27. report to smb. (V)

5. browse (v) 28. research (v)

6. comprehensive list (n) 29. safeguard (v)

7. confidential (adj) 30. search engine (n)

8. data breach (n) 31. secure (V)

9. data protection requirements (n) |32. security cameras (n)

10. database (n) 33. security staff (n)

11. decision (n) 34. security system (n)

12. encourage (V) 35. sensitive (adj)

13. enormous (adj) 36. share (v)

14. ensure security (v) 37. store (V)

15. file (v) 38. substantial (adj)

16. hacker (n) 39. surveillance (n)

17. implement (v) 40. take automatic backups (v)

18. keyword (n) 41. technical problems (n)

19. online streaming (n) 42. theft (n)

20. password (n) 43. transfer (v)

21. personal data (n) 44. unauthorized (adj)

22. portable hard drive (n) 45. update (v)

23. prevent (v) 46. USB storage device (n)
47. virus (n)

Glossary 2.2 Please follow the links below to access some practice

55
Qﬂ on Quizlet:

PART 1I: https://bit.ly/2Fn3PrC PART 2: https://bit.ly/2r3C7v]

g Ex. 2.3 Extra practice for early finishers. Work in pairs.

a) Make up a crossword using at least 15 words from the vocabulary.
b) Swap your crosswords with another pair and do their crossword.
¢) Check your partner’s work for mistakes.

32 __



Ex. 2.4 Translate the sentences into Russian.

1. More banks are now installing surveillance cameras.

2. These lists follow current data protection rules and will not be based on
confidential information.

3. A computer virus is a program that is able to copy itself when it is run.
Very often, computer viruses are run as a part of other programs.

4. They’ve updated a lot of the entries in the most recent edition of the
encyclopedia.

5. Can you access the internet on your mobile phone?

6. Without money to invest in technology improvements, the agency continued
to rely on a paper-based filing system from the pre-computer age.

7. She’s put an enormous pile of papers on my desk and I haven’t got
a clue what to do with them.

8. Start by typing the name of the company into your search engine and see
what results come up.

9. “The depth and breadth of the bank account data breach is shocking,”
the governor said in the statement.

10. Members of the public were prevented from entering the building.

@ Ex. 2.5 What can a company do to secure its data? Make up a list
of your ideas. Work in pairs and compare your ideas. Work out an
instruction for keeping the company data safe.

Example:

DOES DONTs
Always... Never do...

Don’t...

1. What are the main steps that industry professionals recommend to

Ex. 2.6 a) Scan the text below and answer the questions:

companies?
2. What steps refer to employees?
3. What electronic devices are mentioned in the article?

b) Read the text again and fill in the gaps with the words from the table.
We live in a world where data is stored and accessed everywhere.
Enterprise mobility, the flood of personal devices, and the cloud have



transformed the way businesses operate, as well as the strategies they take

to ensure security.

avoid to transfer or share business access to
password usage USB storage backup software safeguard
devices
cause secure virtual Limit minimize
recordkeeping
system
a removable unit security system dependable theft

How to Protect Your Sensitive Business Data

Fundamental tips to protect your sensitive business data
The following are some of the basic steps and procedures that industry

professionals recommend that companies strictly implement in their
organization to 1 data breach.

1. Look at the usage of your 2 data.
Examine who has access to your confidential and sensitive business
data. Find out who has frequent 3 the information and who
infrequently accesses them.
Determine how your business data is being transferred or shared. There
are various ways that employeesuse 4 data: email, online
streaming, or through USB storage devices.

2. Create a comprehensive list of all data stored in your company.
Know where each type of data is kept, who has access to it, and how
often it is accessed.
Using this list, find out how the handling of the datacan 5 risks.
Tobesafe, 6 accessto the data to a few of your employees.

3. Streamline manual recordkeeping.
Arrange and store all paperwork and documents according to month.
Avoid paperwork when possible and insteadusea 7 that only
a few employees access.

4. Store data efficiently.
Use a central server to store critical data. Storing data on a single location
minimizes __ 8
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* 9  accessto the data to a few trusted employees. Implement
a secure way for these employees to access the data.
5. Back up the data.
* Use 10 toschedule and maintain automatic backups.

Take backups on a regular basis. To use less storage space and to make
the process quicker, back up only the information that has been changed.
» Keep backups secure as well.

* Backup yourdatato 11 , such as a portable hard drive, CD-
ROM, a DVD.
» Assign a 12 person in your company to secure backups

and to perform the backup procedures on schedule. He or she should
report to you regularly.
6. Provide better data protection.

» Use security software that prevents unauthorized useof 13 |

* Implement secure 14 to inhibit hackers from accessing your
data.

* Provide atight 15  at the application level and likewise at the
data level.

7. Make employees understand the need to protect confidential business
data.

Explain to the employees the value of keeping business data secure
and encourage themto 16 information rather than keep them
uninformed.

c) Work in pairs, compare your answers.

d) Work in pairs. Imagine you are setting up a company, which of

these steps would you like to use? Which are the most important you
think?

Ex. 2.7 Is the Internet useful or dangerous for business? Follow the link
https://bit.ly/2FoVGmM, read the text and discuss the usage of the Internet
in business in groups of three: pro and contra.

Ex. 2.8 a) Please follow the link below to watch a video about Small
talk method in Business English https://bit.ly/2HXTNT?7

b) Follow this link https://bit.ly/2KnvwQT, study the examples and
make up a small talk. Work with a partner, role play the dialogue.




Grammar corner

Ex.2.9 Nouns in English can be countable, for example keyword(s)
or uncountable, for example work. Complete the rules with the words
countable or uncountable.
1. nouns have a plural form (password — passwords).
2. nouns have no plural form (privacy — privacy).
3. Use How many? with nouns, and How much? with
nouns.
nouns and

4. Use Is there? with singular nouns, and Are

there ? with plural nouns.

Ex. 2.10 Work in pairs. Are the words in the list countable or uncountable?
Make up sentences with seven of them.

privacy access database

security data virus

theft keyword decision
comprehensive list security staff portable hard drive

Ex. 2.11 Fill in the gaps with How much? or How many?
...salt do you usually put in the soup?
...cups of tea shall I bring?
...films did you see?
...friends has he got?

...juice is there in the fridge?
...money did they spend?
. ...tomatoes are there in the bag?
. ...kilos of potatoes did you buy?
10. ...slices of cheese are left on the plate?

@ Ex.2.12 a) Follow the link https://bit.ly/2HCwURO , watch the

1
2
3
4,
5. ...free time do we have?
6
7
8
9

video and do exercises.

@ b) Take turns to ask and answer questions about your partner personal
possessions, using How much? / How many? / a few / few / little / a
little.



Writing a business letter

Ex. 2.13 In pairs discuss the following questions:
1. What activities might you give or receive instructions for at work (How
to do......)?
2. Do you ever receive instructions in writing?
3. Are instructions always easy to write or follow? Why / why not?

@ Ex. 2.14 a) Read this instruction.

How to print a document

To print a document, your computer needs to be connected to a
printer. Being able to print is not necessary in order to use Word, but if you
want to send a letter in the post or print out a poster, you’ll need to have
access to a printer.

This guide explains how to print a document in Microsoft Word 2010.
Earlier versions of Word may use slightly different steps.

You’ll need:

* A computer with Microsoft Word installed.
* A printer set up and connected to your computer.

Follow these step-by-step instructions to print a document from
Microsoft Word

Step 1. Open an existing Word document or start a new document and
type your text.



Step 2. Once you’ve completed your document and are ready to print,
click File in the top left-hand corner of your document.
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Step 3. Move down and click Print in the menu. This will bring up the
‘Print’ dialogue box.
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Step 4. Choose how many copies of your document you need.

O Copies: |1 |
Print
EL
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Printer o
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| Ready G
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D 1 Page Per Sheet -
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Step 5. Depending on your printer options, you can choose other
printing features such as whether you want to print all pages or only certain
pages. You can also change the orientation of the print from portrait to
landscape and tell your computer and printer whether you’re printing on a
certain size of paper. You’ll also see, on the right, a preview of your printed
document will look like.
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Step 6. When you’re happy with your settings, click Print. The
document will now start printing on your printer.
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b) Read this instruction. Try to guess: what is it for?
» Make sure you provide real instructions — explanations of how to build,
operate, or repair something.
* Write a good introduction — in it, indicate the exact procedure to be
explained, indicate audience requirements, and provide an overview of
contents.



» Make sure that you use the various types of lists wherever appropriate. In
particular, use numbered vertical lists for sequential steps.

» Use headings to mark off all the main sections and subheadings for
subsections. (Remember that no heading “Introduction” is needed
between the title and the first paragraph. Remember not to use first-level
headings in this assignment; start with the second level.)

» Use special notices as appropriate.

* Make sure you use the style and format for all headings, lists, special
notices, and graphics as presented in these chapters. If that’s a problem,
get in touch with your instructor.

Use graphics to illustrate any key actions or objects.
Provide additional supplementary explanation of the steps as necessary.
Remember to create a section listing equipment and supplies, if

necessary.

¢) Work in pairs. Describe the language you need to write the instruction.
This link might help you https://bit.ly/1BSKZzM

d) Think of the activity you might need to describe at work, write simple
instructions, but don’t say what the activity is (For example, “How to generate
a QR-code”, “How to shorten a long Internet-link”).

e) Exchange the instruction with a partner. Read your partner’s
instruction and try to guess the activity.

) Work together with another partner.
Describe a picture

Ex. 2.15 Describe the picture using the verbs in the Present Continuous
Tense and the Glossary from this module.
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Check yourself 2

0 Choose the correct variant (Answer key p. 164).

1. Try to the city centre. There is much traffic.

a) avoid

b) browse

¢) encourage
d) file

2. ‘I decided to spend the night the Internet’.

a) filing

b) browsing

¢) avoiding

d) encouraging

3. My parents
a) filed
b) avoided
¢) encouraged
d) browsed

4. All visitors please
a) secure
b) share

me when things weren’t going well at school.

to reception.



C) store
d) report

5. We the cost of the wedding between us.
a) shared
b) browsed
¢) encouraged
d) ensured

6. Police personnel should during the school examination
period.
a) prevent
b) ensure security
¢) take automatic backups
d) protect

7. is a computer program which finds information on
the Internet by looking for words that you have typed in.
a) Access to the Internet
b) A comprehensive list
¢) A search engine
d) A hacker

8. of the children can read or write at the age of 4.
a) Little
b) A few
c) A little
d) Few

9. She was my sister and I looked after her.
a) little
b) a little
c) few
d) a few

10. The got names and e-mail accounts of the company’s
one million customers.
a) keyword
b) hacker



C) access
d) password

11. It increases the risk of to the system and information
resources.
a) data breach
b) security system
¢) unauthorized access
d) technical problems

12. When writing instructions, avoid using pronouns and
verbs.
a) auxiliary
b) irregular

¢) main
d) modal
13. Thisis a P - N
. LR el
a) portable hard drive e - 4
o | LR
b) safeguard o 7

c) store

~aaaw
d) input data '

14. Our new computerized system will soon be fully

a) avoid

b) implemented
¢) encourage

d) prevent

15. It is not the first data of a national scale, but is certainly
one of the largest.
a) safeguard
b) surveillance
¢) theft
d) hacker



Module 3. TROUBLESHOOTING

PROBL Eng SOLVED

Learning objectives:
1. Study and practise new vocabulary.
2. Learn to handle conflicts at workplace.
3. Learn to give advice on troubleshooting.
4. Write a letter of advice.

Module plan:
1. New vocabulary: introduction and work on it.
2. Text “Handling Conflicts”: reading and doing exercises.
3. Listening.
4. Speaking
5. Writing a letter of advice.

Skills: A student will be able to
— use the English language in handling conflicts;
— give some advice on troubleshooting;
— identify different types of workplace conflicts.
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Glossary 3.1 Read and translate the vocabulary for the module.

. agreement (n) — corJialeHue
. annoyed (adj)

. argument (n)

. arise (V)

. arrogant (adj)

6. attitude (n)

7.be in charge of something (v)

whn A W N =

8. be responsible for something (v)
9. be tempted to do something (v)
10. blame somebody for something
v)

11. boundaries (n)

12. bully (n)

13. castigate (v)

14. consistent (adj)

15. deal with (v)

16. favouritism (n)

17. find out (v)

18. get in somebody’s shoes (v)

19. give somebody a cold shoulder
v)

20. go wrong (v)

21.
22.
23.
24,
25.
26.

hamper (n)

handle a conflict (v)
hostile (n)

hurt (v)

infuriated (adj)

involve (v)

27. irritated(v)

28. issue (n)

29. jump to a conclusion (v)
30. keep silence (v)

31. make a decision (v)

32. mediator (n)

33. move things forward (v)

34. occur (V)

35. perception (n)

36. personnel (n)

37. possess (qualities of character)

. prejudice (n)

. resolve disputes (v)

. separately (adv)

. set aside (v)

. set up a meeting (v)

. sit back (v)

. stimulate (v)

. stressed (adj)

. stressful (adj)

. subordinate (v)

. suggestion (n)

49. take something into account (v)
50. take something into
consideration (v)

51.
52.
53.
54.
55.

talk down to somebody (v)
treat somebody like... / with (v)
troubleshooter (n)

undercut (v)

unfair (adj)

56. union representative (n)

57. unpleasant (adj)

58. win somebody’s trust (v)

59. win-win scenario (n)




e Glossary 3.2 Please follow the links below to access some
Qﬂ practice on Quizlet:
PART 1I: https://bit.ly/2HY3jpy PART 2: https://bit.ly/2r4tIyW

@ Ex. 3.3 Extra practice for early finishers. Work in pairs.

a) Make up a crossword using at least 15 words from the vocabulary.
b) Swap your crosswords with another pair and do their crossword.
¢) Check your partner’s work for mistakes.

@ Ex. 3.4 Discuss the following questions with your teacher:

1) What qualities does a mediator or troubleshooter have to possess?

2) Disagreement is a type of conflict. In what ways can it make meetings
and negotiations more effective and productive?

3) Tell about a conflict that was handled well.

4) Tell about a conflict that was handled badly.

Ex. 3.5 Fill in the gaps with the appropriate prepositions from the box.
Mabke up sentences with these phrases.

to in for

with aside down

1. be responsible...

2. be guilty...

3. blame somebody...

4. calm...

5. talk... ... somebody

6. pay no regard... something / ...something
7. deal...

8. set...
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Grammar corner

Ex. 3.6 Complete the table with the correct form of these words.

Noun Adjective Opposite
1. patience patient
2. calmness Nervous / furious

3. credibility

4. consistency

5. formal
6. sympathy
7. creative

8. enthusiasm

9. weakness

10. emotion

Ex. 3.7 Use one of the adjectives or its opposite to fill in the gaps.
1) She gets very irritated if subordinates are late for meetings. She is very

2) He is good at thinking of new ideas and using imagination to produce
something unusual. He is a very person.

3) She never shows fury, enthusiasm, dissatisfaction or disappointment
during a negotiation. She is totally .

4) He always accepts his business partner’s suggestions. He is

5) She told him she was feeling very bad, and all the boss asked was “Wi]l
you be able to meet the deadline?” How can he so ?

6) She likes people to feel relaxed and comfortable during a negotiation.
An atmosphere is significant, in her opinion.

@ Ex. 3.8 Discuss the following questions:

1. How do conflicts affect the atmosphere at work?

2. Who should resolve the conflicts between the employees: workers
themselves or senior managers?

3. Imagine you are a manager. Will you talk to both sides of the conflict
separately or arrange a ‘face-to-face interrogation’?



Ex. 3.9 Read some tips about handling conflicts. Which of the following
does not appear in these texts?

1. Reasons why people have conflicts

2. Ways and strategies to resolve conflicts

3. How you should behave when handling a conflict

4. How to prevent conflicts

5. How to preserve peaceful atmosphere at work afterwards.

Article A

Listen to all sides first, separately, so you can understand each person’s
points of view and feelings. Then set up a meeting. Don’t jump to any
conclusions before you go in.

— People often think about what they want done to the other person.
Instead, you should make people think about what they need from the
other person and what they can offer the other person to help move things
forward.

— When you handle conflict, don’t think of it as fighting a battle, but
as a service you can offer your employees. Make sure you are consistent in
how you handle conflict across the organisation.

— Trynot to talk down to people. Don’t be arrogant. Managers sometimes
begin treating people like naughty school kids, but that doesn’t work.

— You need to check what stimulates and encourages employees.
Sometimes an issue just starts to appear, but it’s got deeper roots.

Article B

— Explore what is happening like someone who really wants to move
things forward, not like an investigator. Go in, ask some questions, find
out what’s happening, if possible, from both sides of the argument. Win
people’s trust early on.

— Treat people with respect. Take into account other peoples’ ideas and
interests. The best way to do that is to listen to what they’re explaining and
to try to get in their shoes.

— Try to develop a win-win scenario. You want both people to go
away happy and for it to be good for the organisation. There must be no
favouritism.

— What you really wish people to tell you is three things: what’s
happening, their perception of what’s going wrong, and what can be
improved.



— Managers shouldn’t jump to conclusions. Sometimes a person will

come to see them to say they have an issue with someone and they decide
what they are going to do without checking with the other person. There

are two sides to every story.

Ex. 3.10 Match the words from the articles to their meanings. Then
discuss the five tips and rank them in order of usefulness.

1. Jump to conclusions

a) not to change your attitude;
always behaving or happening in a
similar, usually positive, way

2. to be consistent

b) to talk to someone in a way
that shows you think they are not
intelligent or not important

3. to move things forward

¢) to make progress with something
that you have planned to do

4. to talk down to somebody

d) to guess the facts about a
situation without having enough
information; to make a decision too
quickly

5. favouritism

e) try to be in the same situation
as someone else, especially an
unpleasant situation

6. to get in somebody’s shoes

f) unfair treatment of one person or
group in a better way than another

7. to handle g) an important subject or problem
that people are discussing

8. issue h) an angry discussion with
someone in which you both
disagree

9. argument i) a situation or result that is good
for everyone who is involved:

10. win-win j) to deal with, have responsibility

for, or be in charge of:




@ Ex. 3.11 Work in pairs.

a) Tell your partner about the most useful tips in your own words.
b) Are there any tips in the articles which you do not agree with?
¢) How do employees often deal with conflicts in Russia?

Ex. 3.12 (Track 10.3) A union representative meets a general manager.
The representative is annoyed and irritated because the firm’s personnel
are no longer allowed to use the firm car park. Listen to the conversation
and respond to the following questions. (Market Leader [DnexTpoHHbBII
pecypc] : Pre-Intermediate Market Leader: Business English Coursebook
Audio CD. — [Bb. m.] : Pearson Longman, 2007).
a) What is the general manager’s first suggestion to sort out the problem?
b) Why does the union representative reject the suggestion?
c) What agreement do they finally come to?

Ex. 3.13 Complete the sentences with the missing words
1. We’ve got to do something about it. OK, this?
we keep five spaces for staff. And it’s

first come, first served?

2. Look, Tracy, I what you’re , but
it just isn’t possible any more.
3. OK, Tracy. What if we help towards the cost? We
be able to pay, say, 30 per cent.
4. There is another . How about if the staffpark

their cars in the car park near the station?

Ex. 3.14 (Track 10.1) Eileen Carroll is Deputy Chief Executive of the
Centre for Effective Dispute Resolution, an organization which helps
to resolve business conflict. Listen to the first part of the interview.
What causes of conflicts in firms does Eileen mention? (Market Leader
[DnextpoHHblii pecypc] : Pre-Intermediate Market Leader: Business
English Coursebook Audio CD. — [b. \.] : Pearson Longman, 2007).
a) Complete the extracts below.

1. expectations about what a contract can deliver
2. lack of when expectations are not being met
3. badly or not at all
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4. a change in

5. change of structures.

b) (Track 10.2) Listen to the second part of the interview. What are the
three essential components that help her resolve business disputes? (Market
Leader [Dnextponnsrii pecypc] : Pre-Intermediate Market Leader:
Business English Coursebook Audio CD. — [b. Mm.] : Pearson Longman,
2007).

Ex. 3.15 Work in pairs. Which of the following points are good ways of
handling conflicts in a meeting? Give reasons for your answers.

. Smile a lot.

. Sit back and appear relaxed.

. Avoid eye contact.

. Stop the discussion and come back to the problem later.

. Keep silence for a long time.

. Speak quietly and slowly.

. Say “I see what you mean”.

. Concentrate on the problem, not on personalities.
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. Tell a joke or say something humorous.
10. Do not look hostile.

@ Ex. 3.16 Try to handle the situations below. Discuss with your teacher.
What will you do if:

a) you see employees having an argument?

b)a colleague bullies or castigates you?

c¢) you see a colleague stealing something?

d)your boss never takes into consideration your opinion?

) your boss often asks you to work overtime?

Ex. 3.17 Work in groups. Role-play a conflict situation and try to
handle it using the phrases below.

Useful language
Calming down
I understand what you are saying.
I can see your point of view.
Well I see / know what you mean.



Why don’t we come back to it later?
Let’s have a break and come back with some fresh ideas.
You don’t have to worry about...
Creating solutions

A compromise could be?

How about if...

What if...

Let’s look at this another way.
Another possibility is...

Closing a negotiation

Let’s see what we’ve got.

Let’s go over the main points again.
OK, I think it cover everything.
Can I go over what we have agreed?
We’ve got a deal.

NOTE! Avoid imperative sentences when resolving a conflict. The sides might
feel threatened and the agreement definitely wouldn’t be reached.

Ex. 3.18 What are other reasons for workplace conflicts to occur?
There are four types of conflicts which may take place at work. To
find out what they are, divide into four groups. Each group needs to choose
one conflict type, explain what it means in their own words and dramatize
a situation involving such a conflict. The task of the audience is to suggest a
solution to the conflict.
Responsibility Unclear
When it is unclear who is responsible for what area of a project or task,
conflict can occur. Territorial issues arise when decisions are made that
appear to cross boundaries of responsibility. To prevent this from happening
it is imperative that the roles and responsibilities of all the players are
spelled out clearly and agreed upon by everyone involved before the project
is started.
Conflict of Interest
Sometimes personal interests and goals don’t fit the goals and expectations
of the organization. In this case the individual may be tempted to fight for
his personal goals, creating a conflict situation that will hamper success of
the project.
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Not Enough Resources

Competition for resources, including money, time and materials, will cause
the teams to undercut each other, leading to conflict between departments
or other work groups. Valuable resources need to be distributed fairly
among all the groups. Starting out a project with a clear picture of the
resources available will help prevent some of this conflict.

Interpersonal Relationships

The personalities of the people play an important part in conflict resolution.
Often the conflict is a result of interpersonal relationships where the parties
to the conflict are unable to resolve personal issues with each other. It is not
always easy to set aside personal prejudices when entering the workplace,
but it is important to recognize what those prejudices are and deal with
them before conflict arises.

Writing a business letter

Ex. 3.19 You’ve got an email from a firiend who is complaining on
uneasy relationships at his / her workplace. In your reply:
» respond with sympathy
« analyze the situation, define the type of the conflict / clarify the reasons
* suggest a solution

...What is even worse, I don’t understand what’s going on here! There are
eight people in my office, but I am obviously the one who does everybody’s
work! They always ask me to give them a hand in this and that, and I agree,
naturally! You know, I expect they will do the same for me one day... Anyway,
1 soon got tired of this and I tried to tell it to everybody. You know, the result
was disappointing... When I last tried to say that I’ve got enough work, the
manager told me that it was a bad idea for a newcomer to give colleagues a
cold shoulder. Now she controls me more than the others and always talks
down to me. Every time I see her I feel depressed. She’s so arrogant... 1
really don’t know what to do, actually.




DESCRIBE A PICTURE

EX. 3.20 Describe the picture using the verbs in the Present Continuous

Tense and the Glossary from this module.

Check yourself 3
Complete the sentences with the appropriate words (Answer key
p. 164).
1. Don’t . There might be a simple explanation —

perhaps, she has been delayed.
a) come to conclusions

b) hurry with conclusions

¢) jump to conclusions

d) take fast conclusions

2. Bridget will if she keeps being consistent.
a) win their trust
b) deserve their belief
c¢) get their interest
d) get their sympathy



3. Employees should be treated as equals, and employers shouldn’t
to them.
a) talk rudely
b) speak angry
¢) talk down
d) be proud

4. He will criticise you one day and praise you the next. How can
anyone be so
a) impatient
b) inconsistent
¢) too emotional
d) enthusiastic

5. negotiations are good for the both sides. They help
establish long-lasted and stable relationships.
a) win-lose
b) lose-lose
¢) lose-win
d) win-win

6. His colleagues had and stopped speaking to each other,
so he brought them together to discuss the problem.
a) a quarrel
b) an argument
¢) an issue
d) speech

7. The Sales department is with changes to its training
programme.
a) moving forward
b) moving back
¢) going ahead
d) going on

8. She showed to our new employee and always made
concessions to him.
a) pleasure

jb) oy



¢) admire
d) favouritism

9. A conflict of responsibility  when it is unclear who should do
what.
becomes
occurs
¢) launches
d) comes

10. My bossisreally  these days because of the budget cuts, so
the atmosphere in the officeis |, you know.
stressful, annoyed
annoying, stressed
¢) annoyed, stressful
d) stressed, annoyed

11. What can I tell you about Jane? She is really __ patient, while her
secretary is much more  emotional.
a) dis, un
b) un, im
¢) in, dis
d) im, un

12. Why  we return to this later? We have much more serious
things to discuss.
a) don’t
b) need
¢) mustn’t
d) not

13. If you continue treating people ~ fools, you’ll ruin all the
good relationships you’ve made at work.
a) to
b) as
c) like
d) for



14.  we go on or you want this point cleared once again?
a) Need
b) Might
¢) Shall
d) Let’s

15. Haven’tyou __ adecision yet? Will you stay in this department
or not?
a) chosen
b) made
¢) found
d) solved
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Module 4. PRESENTING A NEW PRODUCT

Learning objectives:
. Study and practise new vocabulary.
. Ask and answer questions about presenting a new product.
. Learn to give a formal presentation.
. Learn to write a description of a new product.

Module plan:

. New vocabulary: introduction and work on it.
. Text “Presentations to Propose a New Product”: reading and doing

exercises.

. Give a formal presentation.
. Write a description of a new product.
. Describe a picture.

Skills:
A student will be able to

— talk about ways to present a product;
— give a formal presentation of a new product;
— write a new product description.



Glossary 4.1 Read and translate the vocabulary for the module.

1. accurate (adj) 29. in conjunction with (prep)
2. admit (v) 30. interrupt (v)

3. allow (v) 31. market potential (n)
4. at the end of (prep) 32. market trial (n)

5. at their convenience (phrase) 33. merit (n)

6. build credibility (v) 34. particular (adj)

7. claim (n) 35. permission (n)

8. competing products (n) 36. pie chart (n)

9. concentrate on (v) 37. pitch (v)

10. contribute to (v) 38. practical (adj)

11. demonstrate (v) 39. proof (n)

12. distributor (n) 40. propose (V)

13. divide into (v) 41. release form (n)
14. drawback (n) 42. relevant (adj)

15. easel (n) 43. reliable (adj)

16. elevator pitch(n) 44. review (v)

17. ensure (v) 45. sample (n)

18. excellent (adj) 46. succinct (adj)

19. experiment with smth (v) 47. sum up (V)

20. field trial (n) 48. taste (v)

21. flip chart (n) 49. testimonial (n)
22. focus on (V) 50. the findings (n)
23. good quality (adj) 51. top-end (adj)

24. graphics/ graphs (n) 52. user-friendly (adj)
25. hand out (v) 53. valuable (adj)

26. hand-made (adj) 54. various (adj)

27. highlight (v) 55. video footage (n)
28. in brief (phrase) 56. youngster (n)

Glossary 4.2 Please follow the links below to access some

%
practice on Quizlet:

PART 1I: https://bit.ly/2HyReYB PART 2: https://bit.ly/2r6YsbY


https://quizlet.com/234039535/module-4-presenting-a-new-product-part-2-flash-cards/?new

g Ex. 4.3 Extra practice for early finishers. Work in pairs.

a) Make up a crossword using at least 15 words from the Glossary.
b) Swap your crosswords with another pair and do their crossword.
¢) Check your partner’s work for mistakes.

@ Ex. 4.4 a) Read this text and answer the questions:

1. What are the ways to pitch a new product?

. How do you understand the phrase “to speak for itself”?

. What kinds of charts are being described?

. Why should an elevator pitch be short?

. What is necessary to do before using video footage in your follow-up
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presentations?

(@)

. What do you need to distribute written presentations for?

7. If you are trying to pitch a product to a distributor, what might you do?

8. How do you understand the proverb “The proof of the pudding is in the
eating”?

Presentations to Propose a New Product

There are lots of ways o pitch a new product. You can present a market
study complete with pie charts and statistics and deliver it like a lawyer in
a courtroom trial. You can show a video of people sampling your product
in a field trial. Or you can hand out samples and let the product speak for
itself. Whatever presentation method you choose, it’s important to pitch
your product with enthusiasm and make sure you can stand behind your
claims so you build credibility for your next pitch.

Elevator Pitch

An elevator speech is a quick, clear description you can use if someone
asks you about your product at a party or in an elevator. It should be short
enough to deliver during a typical elevator ride — around 30 seconds. Make
it clear and succinct and include the key information you want the person
to take away from your presentation.

Testimonials

Conduct a market trial and invite people to sample your product. Ask
for permission to videotape them and record their comments. Ask them
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to sign a release form giving you permission to videotape them, then use
their comments and video footage in your presentation as proof of your
product’s market potential. Use their testimonial statements as quotes in
other presentations.

Written Presentations

Written presentations allow you to include detailed findings using text
and graphics. Distribute written presentations in conjunction with a live
presentation or hand them out separately zo allow the audience 7o review
the information at their convenience.

Scientific Analysis

Present the findings of your market study to a group using graphs and
tables on flip charts, PowerPoint and posters displayed on easels. For one
or two people, create a portfolio to present your findings. The presentation
will have a professional feel, and the facts and figures will lend credibility
to your claims. Know your audience and highlight relevant arcas. For
example, if you are trying to pitch a product to a distributor, show him a
geographical analysis of competing products and distributors to demonstrate
that there is profit potential.

Prototype

A famous proverb says “The proof of the pudding is in the eating” — so
hand out samples and let the product speak for itself. Let your audience
taste food or experiment with an object. If you’re pitching a toy, invite your
audience to bring youngsters to the presentation and let them play with it.
Ensure you have all necessary — a power source, napkins and a beverage —
whatever it takes to create a positive experience.

b) Work with a partner. Make up a dialogue about presenting a new
product. Role play the dialogue.

Ex. 4.5 a) Complete these sentences with the words in the box.

distributes release form permission video footage
A pie chart samples in conjunction pitches
with
1. Training materials, including ofthe training course in English

and Russian are posted on the project website.
2. Samantha the story to the editor of a San Francisco magazine.



3. Well, I’m not allowed to give out that type of information without a
signed .

4. He took the car without

3. a way of showing information about how a total amount
is divided up, consisting of a circle that is divided from its centre into
several parts.

6. The company manufactures and computer equipment
worldwide.

7. The leaflet was produced the Government.

8. She brought in some of her work.

b) Make up sentences with some of the other words in bold from the text.

¢) Swap the sentences with a partner. Take turns to translate and check
@ the sentences.

Grammar Corner

Ex. 4.6 Follow the link https://bit.ly/2idNoW3 Review information
@ about comparatives and superlatives. Work with a partner. Fill in the
gaps with a comparative and superlative form of the adjective in bracket.
1. The age group with _ (low) number of internet users is the 65+ age
group.
2. Sending and receiving emails isn’t (popular) as searching
for information on goods and services.
3. Womenare (interested) than meninlooking ted information.
4. It’s (common) for Internet users to access the Internet from
work than from home.
5. (important) reason why Internet users do not use the
Internet more is that they don’t have time.
6. Sales of travel, accommodation, and holidays aren’t (high) as
sales of films, music, and DVDs.

Ex. 4.7 a) Work with a partner. Write the comparative and superlative
forms of the adjective from the Glossary.
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b) Work in groups of four. Choose four famous brands or their products,
compare them using the adjectives:

Good, bad, easy, important, particular, strong, buying, positive,
various, negative, valuable, excellent, domestic, practical, reliable,
stylish, top-end, fashionable, economical, dynamic, creative, off-the-peg,
industrial, hand-made.

Ex. 4.8 Work in pairs. Take turns to describe different products you
have or use (mobile, clothing, PC, tablet, etc).

Example: My new mobile isn’t cheap, but it has a good quality camera
and it’s very stylish.

GIVING A PRESENTATION

@ Ex. 4.9 a) Follow the link https://bit.ly/2]wG56Q
a) Listen to the recording and complete these notes.

1. The topic of this presentation is
2. How many parts is the presentation divided into?
3. What is the third part about?
4. How long will the presentation be?
5. When will the presenter be happy to answer the questions?
6. What are the key factors in the writing itself?
7. What types of errors do you need to check for?
8. If it’s a very important email, what are the three things you could do
while checking for errors?
b) Work with a partner. Match 1— 18 to a—h to make complete sentences
from the listening. Then listen again and check your answers.
1. I’'m going to show you... a) how to write first rate business
2. First, we are going to... emails in English
3. Then, we’ll look at... b) about five minutes
4. And finally I ‘1l run you through...|c) at the end of the presentation.
5. My talk will take... d)consider preparation
6.1’d be happy to answer your|e)preparation phase
questions... f) the reader
7. Let’s begin with the... g) checking your email




8. First...

9. Then...

10. Ok, now turning to...
11. To move on to...

12. To turn to the checking process...

13. Also...

14. So, to conclude...

15. So, that’s the end...

16. Do you have...

17. Are there any more...

18. Well, thank you very much...

h)let’s think about what you check
for

i) the writing phase

j) let’s think about

k)I'd like to summarize the main
points.

1) check your people and purpose
again

m) writing style, always be polite

n)the writing itself

0)any questions?

p)you need to know exactly why you
are writing

q) questions?

r) for your attention.

s) of my presentation

Ex. 4.10 a) Follow the link https://bit.ly/2HzNohA, watch the video

and fill in the table.

No Part of a presentation

Useful language
(choose 2—3 phrases)

1 |Beginning: Greetings

— Good morning
— Good evening, ladies and gentlemen
— Good afternoon

2 |Beginning: Introduction

12 |The End




c) Follow the links https://bit.ly/2HWWYe6 and https://bit.
ly/2FoZ7Kh and write a presentation connected with your specialization
using the information above and give it to your partner orally.

Describing visuals

Ex.4.11 a) Describing a graph. Follow the link https://bit.
ly/2jdWMZV and fill in the table

Verb Synonyms Prepositions

. fall from
to

decrease

increase . rise
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b) Follow the link https://bit.ly/2r8kydl and fill in the table with some
useful language for describing a graph.

Verb Adverb A noun phrase

rose steadily a steady rise

¢) Describing a part chart. Follow the links https://bit.ly/2r6rDf3 and
https://bit.ly/2HTHXJIZ and work out the useful language for describing a
pie chart. Find two corresponding charts in the Internet, make up a description
and present it to your teacher next class.




Writing a business letter

Ex. 4.12 A description of a product. Please, follow the link and study
&% information about writing a description of a product https://bit.
ly/2HVKBDI

a) Read this example description. Match the paragraphs of the description
(a—d) to the parts of these general formula (1—4).
1. Product name
2. 1-2 intro sentences
3. Bulleted list of features
4. Brief closing

a. I hope you enjoy the quality and eco-friendly properties of your
(Brand X) beeswax candle! If you have any questions, please feel free to
contact me

b. Benefits of beeswax:

A natural, renewable resource

Longer lasting than traditional wax candles

Emits no harmful fumes when burning. In fact, beeswax is a natural
deodorizer and air cleaner

Your natural (Brand X) pillar candle:
* Is made from pure beeswax from Southwestern US bees
* Burns clean and bright
* Is drip-less and smoke-less
* Measures 3" across and approximately 6” in height
» Has a cotton wick
* Weighs approx. 1 pound
« Isshipped in shredded recycled paper for protection

c. Handcrafted (Brand X) Natural Beeswax Candle

d. Enjoy the warm glow of this 6" tall beeswax candle. Candles make a
perfect gift for any occasion, as well as a warm, inviting addition to your home.

b) Look at this description and complete the I and the 2" columns of
the table with information about the product. Work out the functions of these
benefits in the third column.

What is the product? Benefits Functions




¢) Answer the questions about that description:
1. What is the verb tense form in it?
2. Are there any comparatives or superlatives?
3. Does this description make you want to buy the product?

d) Work in pairs and discuss the following questions:

1. What is your favourite possession / device? Is it new?
2. When and why did you buy it? What do you like most about that thing?
3. Compare that thing with the one of some other brand.

e) Using the above information write a description of this thing.

suddenly, now, announcing, introducing, amazing, sensational,
revolutionary, miracle, magic, quick, hurry, compact, user-friendly,
unique, practical, economical, stylish

Describe a picture

Ex. 4.13 Describe the picture using the verbs in the Present Continuous
Tense and the Glossary from this module.




Check yourself 4

Complete the sentences with the appropriate words. (Answer key
p. 164).
1. The  shows that the number of working mothers is increasing.
a) graph
b) proof
¢)top-end
d) sample

2. We can meet to discuss this further your convenience.
a)in
b) on
c) at
d) after

3. The research focused men under thirty.
a)in
b) on
c) at
d) about

4. I was wrong — | it.
a) ensure
b) taste
¢) interrupt
d) admit

5. I was trying to work but the children were me.
a) ensuring
b) admitting
c) tasting
d) interrupting

6. Smoking to his early death.
a) ensured
b) contributed
¢) admitted
d) tasted



7. The plan is to change the radio station’s style:

more music.

a) sum up

b) divide into

¢) in brief

d) in conjunction with

8. The purpose of a conclusion is to

essay.
a) sum up

b) in conjunction with
¢) divide into

d) in brief

9. A girl was
a) handing out
b) summing up
¢) dividing into
d) building credibility

10. The designers

a) experimented
b) focused

¢) concentrated
d) contribute

11. Thanks very much

a) about
b) of
c)to

d) for

12. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph

, less talk and

the main points of an

leaflets at the station.

with new ideas in lighting

listening.




13. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph

14. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph

15. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph
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Module 5. TELEPHONING AND CONTACT MAKING

Learning Objectives:
. Study and practise new vocabulary.
. Master phone etiquette.
. Practise giving and receiving information.
. Write a letter of enquiry.
. Develop formal language skills.

S N R R

Module Plan:
. New vocabulary: introduction and work on it.
. Text “Email Structure”: reading and doing exercises.
. Writing a letter asking for information.
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. Speaking: acting out a phone conversation.

Skills: A student will be able to
— enquire information by email;
— make and receive phone calls;
— give information on the phone.



Glossary 5.1 Read and translate the vocabulary for the module.
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9.

10.

11

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

. actually (adv)

. appreciate (v)

. asap (adv)

. assistance (n)

. asterisk (n)

. attachment (n)
. available (adj)
. bad line (n)

body of a letter (n)
brackets (n)

. call back (v)

catch (=hear) (v)
close/complimentary line (n)
comma (n)

commonly (adv)
confirm (v)

contact somebody (v)
contents (n)

decimal (n)

dot (n)
enclosed/enclosure (n)
encrypted message (n)
enquiry (n)

figures (n)

folder (n)
formal/informal register
forward a message (v)
further (adj)

hash (n)

hear from somebody (v)

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
5L
52.
53.
54.
55.
56.
57.
58.
59.
60.

hesitate (v)

hold on a line (v)
hyphen (n)

icon (n)

inbox (adj)

look forward to (v)
outbox (adj)
particular (adj)
postpone (v)
prompt reply (n)
put somebody through (v)
receive (V)

regards (n)

reply (v)

request (n)

require (v)
response (n)
salutation (n)
semicolon (n)
send (v)

slash (n)
snail-mail (n)
speak up (v)

spell (v)

subject line (n)
take a message (v)
the line is engaged (v)
underscore (n)
unavailable (adj)

within reach (adv)
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Glossary 5.2 Please follow the links below to access some
practice on Quizlet:

PART 1I: https://bit.lv/2HWnlkd PART 2: https://bit.ly/2jel.ZPc

g Ex. 5.3 Extra practice for early finishers. Work in pairs.
a) Make up a crossword using at least 15 words from the Glossary.

b

) Swap your crosswords with another pair and do their crossword.

¢) Check your partner’s work for mistakes.

@ EX. 5.4 Questions for Discussion:

L.

How do you communicate with your friends / family / group mates /

colleagues / boss?

. How often do you have to contact people by phone? By email? Which
do you use more frequently?

. Do you prefer to make a phone call or send an email when you first get
in contact with somebody?

. Who should start a phone conversation — a caller or a person who is

getting the call?

5. How do you start an email — are there any special greeting phrases?
Ex. 5.5 Match the icons with their meanings:
1 2 3 4 5 6 7 8
) ! b= 0 | & | & | W
a. unread message
b. attachment
c. encrypted

d. read message

€

f.

g

. folder
high importance
. contact

h. deleted items



Ex. 5.6 Find definitions for the following words:
forward (verb)
* inbox

* subject
* outbox
reply to all
. here you can find all letters you have received

. send a letter you received to a third person
. send your reply to all addresses quoted in the letter
. what the message is about

o o o6 o

. here you can find all your previously sent emails

Ex. 5.7 Work in pairs. Make up definitions for three of the words in
Ex. 5.5. Take turns to guess the words of your partner.
e.g.: A: A file which you can send along with an email.
B: Is it an attachment?

@ Ex. 5.8 Discuss with the class.
* What is a snail-mail letter? Do you ever send letters by post?

» Which parts does a typical letter have? An email?

Do you agree with the following statements? Why / why not?
* Emails are usually shorter than snail-mail letters.
* You can always use slang and smiles in an email.
« It is better to send an email if you want a quick reply.
» Emails don’t have to be structured like letters.

Ex. 5.9 Read the text. Does the text say anything about the statements
from Ex. 5.8?

Email structure

One of the advantages of emails over normal ‘snail-mail’ letters is that
they are quick and direct. We send an email for a particular purpose and we
expect a fast response or immediate action. For emails — whether formal
or informal — to be more effective, it is a good idea to give them a clear,
logical structure.

Subject Line: This should be short and give some specific information
about the contents of your message.



Salutation: As in letter-writing, the salutation can be formal or
informal, depending on how well you know the person you are writing to.

(D) — aformal form of address, also used when first contacting
a person.
2) — less formal.

Opening sentence: this is used to explain why you are writing.
3) — more formal introduction to say why you are writing.
4) — friendly, informal way to say why you are writing.

Conclusion: This is where you tell the reader what kind of response, if
any, you expect.

®) — friendly ending, used in formal or informal
correspondence.
(6) — informal ending to indicate a reply is necessary.

Close: Like the salutation, this can vary from formal to very informal.
7 — most commonly used close.
8) — friendly, informal close.

EX. 5.10 Fill in the gaps in the text with the following examples:
» Looking forward to your reply
* Dear John
» Hope to hear from you soon
 All the best / Best
« Just a quick note to
* I’m writing to
* Dear Mr, Mrs, Ms...
* Regards / Best Wishes

Ex. 5.11 Add more examples from the list to these categories:
Dear Sirs, ...
Yours faithfully, ...
I am writing in reply to your letter from...
Please, contact me if you need any further information.
Nice to hear from you.
Yours truly, ...
I look forward to your early reply.
Feel free to write me if you have any questions.



There are different kinds of emails depending on their purpose. One of the
reasons to contact somebody is to ask for information. It is better to use formal
register when making the first enquiry.

Ex. 5.12 Look at these sentences from an email requesting information
about the English courses. Match the parts of the sentences and put them in
the correct order:

1. I am interested in... a. your brochure or information about
2. I look forward to... the paying terms?

3. Could you please send me...  b. the Economist of 10 July.

4. I saw your advert in... ¢. hearing from you soon.

d. your English courses.

Ex. 5.13 Find informal equivalents for the sentences 1—6 below:

1. I would appreciate a prompt  a. [ am sending you ... in attachment.

reply. b. Thanks for your email.
2. Could you please send me...?  c. I’m sending you...
3. ’'m pleased to send you... d. Please answer asap.

4. Thank you for your enquiry. e. Can you please send me...?

5. Do not hesitate to contact us  f. Let us know if you need any more
if you require further assistance. help.

6. Please find enclosed...

Grammar corner

Here are several ways to switch to formal register in your writing:
» use modal verbs can / could instead of imperatives:
Send me the information about your courses, please / Could you send
me the information about your courses, please?

use would like instead of want:

I want to enroll for your courses / I would like to enroll for your courses
avoid contractions

I’d... / I would...

You’re... / You are...



Ex. 5.14 a) Match the following words with their formal equivalents:

inform reply concerning learn

obtain require appreciate prompt

b) Replace the words in italics with their formal equivalents from the box:
1. We need all the information you have about this project.
2. I’m looking forward to your quick answer.
3. I have found out that you provide English courses for foreign students.
4. Can you tell me about the dates of the meetings?
5. I would be glad if you contacted me as soon as possible.
6. Can I get your brochure by post?

Ex. 5.15 Make the following letter look more formal:

Hi!

Just a quick note to say that I really want to enroll for your English
courses! Is it possible to get a TOEIC certificate after finishing the
course? Send me your brochure asap, please.

Can’t wait for your answer!

Writing a business letter

Ex. 5.16 a) Read the advert of Kaplan English School. Does it provide
enough information for a learner? Make a list of questions you might
ask the advisor.

W%

Kaplan English School at Seattle’s Highline College

Best for peaceful and relaxing location that’s within reach of both skiing and
the city bustle

99 % students recommended

Why choose our English school in Highline College, Seattle?

Learn English in a quiet suburban area, only 30 minutes south of Seattle,
and study on the beautiful Highline College campus which is one of the
most diverse college communities in the United States.

We offer 5 language levels with flexible start dates, accepting new
students every Monday!

98 % of Kaplan Highline students get accepted into Highline College




AVERAGE AGE OF STUDENTS

24 years old

MAXIMUM CLASS SIZE

15 Students

NATIONALITY MIX

40 nationalities attended this school last year
Contact us!

International Student Advisor, UK

+44 (0)20 7045 5000
student_advisor@kaplan.inc.com

b) Work in pairs. Choose formal register and exchange the emails based
on the advertisement.

Student A: write an enquiry to ask for more details about the advertisement.
Include the following parts of an email:
* salutation
* opening sentence
* request to send you a brochure
* conclusion
* close

Student B: write a reply. Include the following parts:
salutation

» opening sentence (thank student A for the email)

note that the brochure is enclosed

conclusion
* close

Ex. 5.17 You will listen to three people calling the company Micah
Information Systems. Listen to three dialogues and write down the
callers’ names. Which of the conversations are formal / informal? Do the
people know each other?
(English for telephoning [Daexmponnoui pecypc] : Oxford English for
telephoning : Coursebook Audio CD. — [b. m. ] : Oxford University Press, 2007)

Conversation 1 Conversation 2 Conversation 3




Ex. 5.18 Listen again and complete the dialogue below:
A: Micah Information Systems. Sylvia (1)
B: Hello. (2) John Ellis from Retex Plc. Could I speak to
JorgSeide, please?

A: (3) Mr. Seide is in a meeting. Can I take a message?
B: Yes, please. Could you ask him to call me (4) ?
A: (5) . ... Does Mr. Seide have your number?

B: Actually, I don’t think he does. It’s...

A: That’s great. OK, Mr. Ellis, I'll tell Mr. Seide you called.
B: Thanks very much, Sylvia.

A: You’re welcome. (6)

B: Bye.

Ex. 5.19 Match the numbers of the phrases from the above conversation
with their functions:
a. finishing the conversation
b. introducing yourself when you call somebody
c. giving ‘bad’ news
d. leaving a message
e. starting the phone conversation
f. saying yes

Ex. 5.20 Match the parts of the phrases from a phone conversation:

1. Could I speak to... a. a message?

2. Could you tell me... b. when she is coming back?
3. Shall I put you... c. through to Mr. Wilson?

4. Can I take... d. Mr. Wilson, please?

Ex. 5.21 Which of the answers below can be used for the sentences above?
A. Yes, please.
B. That would be great.
C. My name is Jane Grey.
D. I’m afraid he’s out of the office at the moment.
E. Yes, you can.
F. Sure, no problem.



Ex. 5.22 Which of these phrases are formal? Informal?

* Can I speak to Mr. Wilson?

* Thanks.

* Hold on a moment.

* Sorry, but he’s not here right now.
* Sure.

* Could you please hold?

* Thank you.

» Certainly.

* I’m afraid, he’s out at the moment.
* Could I speak to Mr. Wilson, please?
When the conversation is informal it is possible to have a small talk before you

get to the point.
— Hi, Mark. This is Angela.

— Oh, hi, Angela. How are the things going?

— Fine, thanks. What about you?
— Just sorting things out, as usual.

— Right. Listen, I’m actually calling to ask you about...
You can use the phrase in bold to switch to the reason you are calling.

Ex. 5.23 Find one incorrect sentence in each block:

a. Giving your name

1. Sandra Anderson speaking.

2. It’s Sandra Anderson here.

3. This is Sandra Anderson from
ABC ltd.

4. There is Sandra Anderson on the
phone.

b. Making connection

1. Shall I put you through to him?
2. Could you please hold?

3. Please hang on around for a
moment.

4. Just hang on a moment while |
put you through.

¢. Getting through to the right
person

1. Could I speak to George Baker,
please?

2. I’d like to talk to George Baker
right now.

3. Is George here at the moment?
4. I"d like to speak to George Baker,
please.

d. When the person is not available
1. I’m afraid George isn’t available
at the moment.

2. Can I take a message?

3. Would you like to call back later?
4. You better try calling later.
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Which phrase in block a. do you use when you answer the phone?

Which phrase in block c. is informal?

Which of the phrases in blocks b. and d. are requests? Offers?

Sometimes you have to give ‘bad’ news on the phone (refuse a request or
explain that somebody is unavailable at the moment). There are some rules

which you need to follow to sound more polite:

« always give the reason

» He’s out of the office / She is in a meeting

* do not use the word ‘no’. Use I’'m afraid/I’m sorry, but... instead

* I’m sorry, but I can’t meet with you on Wednesday.

« offer to take a message from the caller / think of a way to solve the
problem

+ Shall I take a message for him? / Why don’t we meet on Thursday?

Ex. 5.24 a) Think of the way to give the following news to the caller:

a. — Hi! Do you remember that we are meeting tomorrow at ten?
(But you have to postpone the meeting with your colleague because you
have to write a report for your boss).
b. — Good afternoon! Can I speak to Ms. Arrows, please?
(But your colleague Ms. Arrows is not in the office, she is on the conference
in another city).
c. — Hi! Listen, can you send me the figures from the report you did on
Friday? I really need them.
(You need some time to find the figures the caller needs).
d. — Hi, Jim, it’s Jeremy here.
(But Jim doesn’t work in this office any more, he’s moved to another
building of the company).
e. — Hi, this is Angela. I’'ve got your email, but I haven’t found the
attachment.
(You forgot to attach the document).

b) Work in pairs. Role-play the situations.



Ex. 5.25 a) Visit the BBC Learning English website to watch the video
about communication skills: https://bbc.in/2dJUwWVB, answer the
Jfollowing questions:
1. What is the name of the company Anna works for?
2. Who is Paul? What are the names of Anna’s two other colleagues?
3. Which problem does Anna have at work?

b) Choose the correct variant to complete the phrases Paul uses to
comment on Anna’s work:
1. I’m a little bit annoyed / concerned / embarrassed about something.
2. I think you need to work out / on / with your telephone manner.
3. Perhaps you shall / need / should think about being a bit more polite to
clients.

¢) Use these phrases to give yourself an appropriate feedback on your
dealing with English.

Ex. 5.26 Work in groups. Watch the video once again. Give Anna a
morve detailed feedback on her phone manners:
e.g.: I think Anna should use more formal language: for example, use could
instead of can...
or write Anna’s lines in a more polite manner:
e.g.: Good afternoon, Tip Top Trading, Anna’s speaking...

Ex. 5.27 Match the symbols with their equivalents:

l.@ a) asterisk

2. % b) hash sign
3.. ¢) hyphen
4.\ d)semicolon
5./ e) underscore
6. - f) at

7. g) slash

8. * h)open / close bracket
9. # i) back slash
10.() j) per cent
11.: k) dot / point
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Ex. 5.28 Match the symbols with their functions:
1. This symbol is used in every email address.
2. This symbol is pronounced differently in decimals and email addresses.
3. This symbol often indicates the number.
4. These symbols are used to indicate the borders between the words in an
email address.
5. Another word for this symbol is star.

Note the difference in comma and point usage in English and Russian:

Russian English
3,14 3.14
1000 1,000

When you have to give precise information on the phone (names, numbers
etc.), it is necessary to pronounce everything slowly and loudly. However,
misunderstanding is quite possible due to bad connection or other kinds of
obstructions. Here are some useful phrases to ask for correction:

— Can you spell that, please?

— Can you repeat that, please?

— Sorry, was that...?

— I’m sorry, can you speak up, please?

— I didn’t quite catch that.

— Sorry, did you say...?

Ex. 5.29 Practise giving information on the phone.

a) Work with your partner. Choose any of the cards below and fill in
the gaps with names, figures etc. Take turn to dictate the information to
each other. Do not look at each other faces while dictating. Write down the
information you hear. Then exchange your notes to check the information.

The titles of the five books you The names of five Japanese,
recently ordered on Amazon.com: | Italian and Swedish interns who
are arriving on Friday:

[ N O R S
[ N O R S




The answers to your maths home | The results of the survey you

task: conducted among the teenagers in
your city:

1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

The weather forecast for the next | The results of a game or match
five days: you’ve watched on TV recently:
1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

b) Now choose two of these cards and act out a spontaneous conversation.
You and your partner should not discuss the details of your phone
conversation!

Ex. 5.30 Look at the call structure below. Follow this scheme using the
phrases from this unit. Make up a name for yourself, your company
(if necessary) and person C. Think of the information you will use to leave a
message.
Act out the conversation sitting back to back with your partner!
Student A is getting the call, Student B is calling:
A: Introduce yourself.
B: Introduce yourself. Ask to connect you with C.
A: Cis not available at the moment. Offer to take a message for him / her.
B: Leave a message: the information C needed.
A: Repeat to check the information.
B: Add that you will have to postpone the meeting.
A: Confirm getting the message. Have a small talk.
B: Respond. Say good bye.
A: Respond.



Check yourself 5

Complete the sentences with the appropriate words. (Answer key
p. 164).
1. “Best regards!” is one of the most common examples ofa  in
an email.
a) salutation
b) heading
¢) conclusion
d) subject line

2. ’'m looking forward  your prompt reply.
a) to receive
b) receive
¢) receiving
d) to receiving

3. The phrase ‘Can I talk to Mr Lambert?’ is an example of ...
a) a request
b) an offer
¢) a permission
d) a suggestion

4. If you want to find out some details about a person / organization,
you may send a letterof
a) interest
b) enquiry
¢) order
d) complaint

5. Donot __ to contact us if you need further information about
our courses.
a) feel free
b) wait
¢) hesitate
d) intimidate



6. — Shall Iputyou  to Ms Santos?
— Yes, that would be great.
a) on
b) back
c¢) through
d) away

7. Which is the best way to make a formal request?
a) I need to talk to Mr Werner.
b) I must talk to Mr Werner.
¢) When will I talk to Mr Werner?
d) Could I talk to Mr Werner?

8. Weusetheword ©°_ ’fordecimalsand _ for email addresses.
a) dot, comma
b) semicolon, point
¢) point, dot
d) dot, at

9. We use the phrase ‘Can you speak up, please?’ to ask the person...
a) to repeat the information
b) to speak more slowly
¢) to make a pause
d) to speak louder

10. Another word for ‘close’is .
a) salutation
b) complimentary line
¢) attachment
d) subject line

11. The phrase ‘The line is engaged’ means that...
a) the person you need is talking to somebody else on the phone
b) you need to use another phone number
¢) the person you need has problems with the phone
d) you’ve dialed the wrong number



12. How do you start a conversation when you receive a phone call?
a) It’s [name] here.
b) [Name] speaking.
¢) I’m [name], now speak.
d) There’s [name] here.

13. Which of these words has a different meaning?
a) answer
b) enquiry
) response
d) reply

14. What does the ‘paper clip’ icon stand for in email system?
a) unread message
b) spam
¢) attachment
d) high priority

15. How do you best start a formal letter if the receiver is unknown?
a) Dear Sirs,
b) Dear Mr(s)!
¢) Whom this letter concerns...
d) To a receiver.



Module 6. FUTURE TRENDS

Learning Objectives:
. Study and practise new vocabulary.
. Practise making predictions.
. Learn to estimate prospects of projects.

AW =

. Practise writing grant proposals.

Module Plan:
1. New vocabulary: introduction and work on it.
2. Text “The Next Frontier for Ambitious Entrepreneurs: Space”: reading
and doing exercises.
3. Listening: space tourism.
4. Speaking: funding a startup project.
5. Writing a grant proposal.

Skills: A student will be able to
— talk about the future plans;
— give esteem to prospects of projects;
— discuss new technologies and ways of using them;
— compose a grant proposal.



Glossary 6.1 Read and translate the vocabulary for the module.

1. angel investor (n)

2. application (n)

3. be confident (v)

4. be eager to do something (v)
5. be likely to (v)

6. be motivated by something (v)
7. become a success (V)

8. beneficial (adj)

9. benefit (v/n)

10. brainstorming (adj)
11. breed (n)

12. budget cuts (n)

13. business associate (n)
14. business incubator (n)
15. challenge (n)

16. currently (adv)

17. customer (n)

18. desire (n)

19. do research (v)

20. donate (v)

21. enjoyment (n)

22. entrepreneur (n)

23. explosive growth (n)
24. found (v)

25. fund (v/n)

26. graduate student (n)
27. grant proposal (n)

28. have potential (v)

29. highlight (v)

30. high-profile (adj)

31. initial stage (n)

32. inspire (V)

33. invest in (V)

34. launch (n)

35. limited (adj)

36. major (adj)

37. odds (bookmaking) (n)
38. pharmaceuticals (n)

39. predict (v)

40. prediction (n)

41. profit (n)

42. promising (adj)

43, return on investment (n)
44. revenue (n)

45. satellite (n)

46. significant amount (n)
47. specialize in (V)

48. start up (v)

49. start-up (n)

50. succeed (v)

51. supplier (n)

52. support (v/n)

53. take risks (v)

54. team up with somebody (v)
55. tinker with something (v)
56. venture (v/n)

57. venture capital (n)

58. venture capitalist (n)

59. vision (n)

60. well-detailed (adj)




§ Glossary 6.2 Please follow the links below to access some
practice on Quizlet:

PART I: https://bit.ly/2Jw4CZK  PART 2: https://bit.ly/2JAAJI2

@ Ex. 6.3 Discuss the following topics in class:
1. Do you ever take risks to reach your goal? What was the last time

you had to risk something?

2. Why do people invest in risky business projects? What are they hoping
to get?

3. Which of the following industries are riskier to invest in? Add more
examples to the list.

« fast food

* pharmaceuticals

< IT

clothes production

space exploration

Ex. 6.4 a) Make nouns from the verbs in the table. Which of the verbs do
not change their form?

verb noun (a thing) noun (a person)
invest (1) investment (2) investor
venture 3) —
donate 4) donator
fund fund/(5) —
benefit (6) —
start up @) —
found 8) )
support (10) supporter

b) Put the words from the table in the sentences in the correct form:
1. Their company donated $2,000 to the Children of the World Fund.

2. If you want to your money in a promising project, you should
first ask experienced businesspeople for advice.
3. Thank you for the great

stage was of big help for us.

you provided: your advice at this
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4. They were the of the company: they started it, they built it,
they provided the ideas and everything.

5. It can be quite hard for a young business to get at the initial
stage: people are usually not ready for risky investments.

Ex. 6.5 Find the odd word in each line. Why is it different from the
others? Use the dictionary to find out:
1) funding / investment / donation / financing
2) branch / industry / sphere / place
3) profit / capital / benefit / return on investment
4) fund / start up / set up / launch

Ex. 6.6 Match the following words with their definitions:
1. a business venture
2. a venture capital
3. a venture capitalist
4. an angel investor
5. an entrepreneur
6. return on investment
a)a person who invests in a business venture mainly to get profits in the
future.
b)a founder or an owner of a business.
c¢) a person who invests in a business venture mainly to support the idea of
a company or an entrepreneur.
d)a benefit from an investment of a business.
e)financing that investors provide to startup companies and small
businesses that may have potential.
f) a start-up or a small company which may have revenues in the future.

Ex. 6.7 Complete the following text with the words from Ex. 6.6 in their
correct forms:
Theterm 1 nowdescribes anyone who invests his or her money
ina_ 2 . They can include professionals such as doctors and
lawyers; business associates such as executives, suppliers and customers;
and evenother 3 . They may be motivated by the enjoyment
of helping a young business succeed.
4 usually invest other people’s money; their major motive



is 5 . They are seldom interested in early-stage of a business.
They are rather companies than individuals.

Ex. 6.8 Find synonyms to these words in the text from Ex. 6.7:
* partners
« funds
* clients
* start-up
 goal
* rarely

@ Ex. 6.9 a) Discuss the following questions before you read:
1. What major aerospace organizations and companies do you
know? Where do they get funding from?
2. What is a satellite? Do you know any companies that specialize in
satellites?

b) Read the text about space start-ups and answer the following
questions:
1. Who are the astropreneurs?
2. What do companies NewSpaceGlobal and Space Angels Network do?
How are they connected with space industry?
3. Which skills does a young astropreneur like Ward need to launch a
business?

The Next Frontier For Ambitious Entrepreneurs: Space

There’ll be 10,000 private space companies started in the next decade.

Eric Ward, a graduate student at MIT, has always wanted to work in
the aerospace industry. After earning a degree in mechanical engineering,
Ward worked for NASA and Lockheed Martin Aeronautics. But over
the last decade, he’s watched a new generation of companies like Virgin
Galactic, Blue Origin, and SpaceX enter the space game.

The success of these high-profile companies has inspired other
entrepreneurs — or astropreneurs — to their own space businesses. New
Space Global, a firm that tracks the private space industry, hasseen explosive
growth in the market. Over the last five years, it’s gone from tracking 125
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space companies to over a thousand. “We expect fo be at 10,000 in the next
ten years”, says Richard Rocket, New Space Global’s CEO.

Ward wants to be part of this new breed of space startups. Over the
last year he’s been tinkering with the design of a rocket that will send small
satellites into orbit.

With his engineering background, Ward has the technical skills
to develop a rocket, but e will need a significant amount of capital
investment to launch it into space. This is why he is at MIT’s Sloan School
of Management, learning the skills he needs to launch a business.

Fortunately, there are investors eager to pour funds into startups like
Ward’s. For instance, there’s the New York-based Space Angels Network
that invests in early stage space startups. The group receives hundreds of
applications from startups every year, and invests in about 5 % of them.
There are also space incubators that help astropreneurs go from an idea to
a business plan.

That’s not to say that it will be easy. Ward expects it to be the biggest
challenge of his life. He’s been brainstorming names for his new company
and recently, he settled on Odyne Space. “She’s the Greek goddess of
pain”, he says.

Ex 6.10 Define the following words from the text:
* space incubator
* significant
* breed
* tackle problems
* brainstorm

Ex. 6.11 Find the odd word in each line:

1. launch: a business, a satellite, a rocket, a letter.
2. provide: the funding, the money, a service, a company.
3. invest in: a project, a challenge, a business, an idea.
4. earn: a degree, a prize, a salary, a reputation.

Ex. 6.12 Are the following statements about the text true or false?
1. Ward is still studying at MIT.
2. New Space Global is a new space start-up.
3. Only 5 per cent of all space start-ups get funding from the government.



4. There are many companies that would like to invest in space start-ups.
5. Ward thinks that launching his own business will be easy.

@ EX. 6.13 Discuss the following topics in groups:

1. What are the typical ways for young entrepreneurs in the sphere
of hi-tech to get funding and start their own business in your region? In
your country?

2. What industries get the most support in your region?

Grammar corner

Ex. 6.14 Study the following sentences:
Ward thinks that he will need to learn business skills to launch his own
company.
There will be over 10,000 new space start-ups in 10 years.
What are these sentences used for: a. predictions b. future plans?

Ex. 6.15 Here are some of the other phrases to predict future. Range
them from the most certain one to the most uncertain:
a. They will definitely be a success.
b. They might well get the funding.
c. He probably won’t send us the required documents on time.
d. In 100 years people might develop faster space crafts.
e. This idea could bring him enormous profit.

Ex. 6.16 Make up short predictions about the following topics:
. The economical situation in the world.
. The weather in our city next week.
. Your life and career in 20 years.
. Space exploration.
. Your chances to get ill this month.
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Space Tourism

Ex. 6.17 You will listen to a tourist industry investment specialist,
talking about space tourism. (Business Start-Up 2 [DieKTpOHHBIN
pecypc] : Pre-Intermediate Business Start-Up 2 : Coursebook Audio CD. —
[b. M. ] : Cambridge University Press, 2006)
a) Choose the correct answers for questions below:
1. When will the first space tourism companies appear?
a. in 5 years
b.in 15 years
c. in 50 years
2. What should be the price of the tickets?
a. over five hundred thousand dollars
b. under fifty thousand dollars
c. over two hundred thousand dollars
3. What is the main condition for space tourism companies to become
successful?
a. interesting trip
b. cheap tickets
c. safety

b) Listen again and fill in the gaps in these sentences:

a. You know, if a flight costs fifty thousand dollars, I think
there’ll be a lot of .

b. I think it has to be a real space trip. If it’s too , then people
won’t be

c. If the first company is , a lot of others will

¢) What do you think about space tourism industry ? Will it be successful?
Why/why not?



Grammar corner

Ex. 6.18 Study the following examples:
If tickets cost over five hundred dollars, very few people will buy them.
If somebody shows that it’s possible, that’// be the start.
They won’t be successful if they continue to sell at this price.
Which grammar tense is used in the if-clause? Which is used in the main
clause? When do we need to use the comma?
We use this type of conditional sentences when we want to say that something
will / won’t happen under certain conditions. It is important to use correct
tenses in both parts of the sentences.

Ex. 6.19 Match the parts of the sentences using the correct tense:

1. people (buy) this product a. they (work) hard on their

2. they (be) a success strategy

3. 1(go) to the cinema b. you (continue) to miss the

4. you (not pass) this exam classes

5. we (avoid) the energy crisis c. we (use) solar and wind power
6. I (finish) the project d. I (have) enough free time

e. they (be sure) it is safe
f. I (start) working on it right now

Ex. 6.20 Here are the odds Las Vegas bookmakers made up for different

projects of Mars exploration. Work in groups. Choose one project and
explain how likely they are to succeed. Together with other groups range these
projects.

Project Vegas Odds Comments

1. SpaceX 5:1 “They have the desire and the
funds.”

2. NASA 80:1 “If it weren’t for the budget
cuts, NASA would be the
favourite.”

3. The Mars Society 9:1 “No other group has as well-
detailed a plan.”

4. European Space 300:1 “They teamed up with Russia to

Agency launch a Mars orbiter mission in
2016, but even with help, I don’t
see Europe being the first.”

5. Russia 60:1 “It’s clear that Putin is serious.”




Ex. 6.21 Watch a FutureTech video dedicated to new gadgets on

Youtube.com: https://bit.ly/2jgW4l.u What are the benefits of these
devices? Will they be very popular in the future? Choose any which you liked
the most and explain your choice to the rest of the group.

Ex. 6.22 Funding a Startup Project

Work in groups of three or four. Each group presents a business idea
concerning the student’s life at your university. It can be a gadget, a web
application or a new service.
The groups present their ideas in front of the class. Each presentation should
include:
a. introduction: We would like to present a new device...
b. description of a project: This device helps students to be on time for their
classes...
c. future prospective: We think this idea will be successful, because...
The rest of the group can ask questions and give feedback. At the end of this
activity the students can choose the best / the most interesting / the most
unusual idea.

Ex. 6.23 Writing a Grant Proposal

Write a grant proposal for the contest describing the idea of your group.
Dear Committee Members,
Please find our enclosed proposal for a grant.
Our plan is to...
We would like to launch a product...
We have done our research and are confident that such a project will have
benefits in the future.
We currently have the funds to..., but our resources are limited. This grant
would be very beneficial to us, as it would allow us to...



Check yourself 6

Complete the sentences with the appropriate words. (Answer key
p. 164).
1. Which of the following sentences is the most uncertain?
a) The project will definitely be a success.
b) The project might be a success.
c¢) The project is likely to be a success.
d) The project is certain to be a success.

2. Every start-up needstofindan __ whowould _____ the project.
a) investment, supporter
b) invest, supporting
¢) investor, support
d) investing, supports

3. They might complete the project, ...
a) If there will be enough investment.
b) After there will be enough investment.
c¢) If there is enough investment.
d) After there is enough investment.

4. We expect to get return on investment...
a) after 5 years
b) until 5 years
¢) in 5 years
d) over 5 years

5. Which of these words has a different meaning?
a) funding
b) profit
c) revenue
d) benefit

6. Which of these words is the closest in meaning to the word ‘business
associate’?
a) partner
b) investor
c¢) donator
d) customer
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7.1f1 __ tonight,I  to finish the report.
a) won’t go out, won’t have time
b) go out, won’t have time
c¢) don’t go out, don’t have time
d) don’t go out, have time

8. Which of the following predictions is grammatically incorrect?
a) There will be no gas and oil resources in 500 years.
b) We are likely to get some profit from this project.
¢) They might to succeed in getting the grant.
d) I won’t have to work every day when I’'m 30.

9. Which of these verbs goes with the noun ‘challenge’?
a) begin
b) face
c) fight
d) succeed

10. Which one of the following services does a business incubator not
provide?
a) helping to make up a business plan
b) introducing the project to potential investors
¢) providing the space for meetings
d) manufacturing the company’s products

11. The number of companies working in this sphere is ___ annually.
a) increasing
b) getting better
¢) multiplying
d) jumping

12. Find the sentence with an incorrect verb / noun collocation:
a) They are going to launch a new product.
b) He’s earned a degree in programming.
¢) Their idea will definitely increase our economics.
d) We do not provide the catering service.
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13. Which prepositions go with the following verbs: specialize, be eager,
invest?
a) at, in, for
b) in, for, to
¢) in, to, in
d) at, to, for

14. I’ll call this projecta____ only if they manage to make their way
to the global market.
a) successful
b) success
¢) succeeding
d) succeed

15. Which of these sentences refers to arrangements, not predictions?
a) I hope we’ll get the sum we need as soon as possible!
b) This company is going to go bankrupt.
c) We are meeting with our partners next week.
d) I think we’ll have the same strategy next year.
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Module 7. MANAGING TIME

Learning objectives:
1. Study and practise new vocabulary.
2. Learn how to plan your time effectively.
3. Write a respond to a letter giving information.

Module plan:
1. New vocabulary: introduction and work on it.
2. Text “Multitasking — Time-Waster or Time-Saver?”: reading and doing
exercises.
3. Discussion and a role play.
4. Work on video.

Skills: A student will be able to
— comment on questions about spending and managing his / her time;
— give tips on how to plan his / her time effectively;
— accept and propose a solution;
— reject a proposal.
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Glossary 7.1 Read and translate the vocabulary for the module.

. accept a solution (v)
. according to (prep)
. agenda (n)

. agree on a date (v)

. allow time (v)

. apologise (v)

7. board of directors (n)
8. budget figures(n)

9. cancel (v)

10. confirmation(n)
11. consequence (n)

AN L AW =

12. consider options (v)

13. cover a subject (V)

14. do a research (v)

15. draw up budget (v)

16. dwell on something (v)

17. estimate cost (v)

18. find a solution to the problem
)

19. finish work on time (v)

20. forecast sales (v)

21. give somebody half an ear (v)
22. have enough time to do
something (v)

23. in advance (prep)

24. inconveniences (n)

25. intend (v)

26. interrupt (v)

27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

41

keep within (v)

make an appointment (v)
meet the deadline (v)
multitasking (n)
negotiate conditions(v)
overspend budget (v)
perform a task (v)

plan one’s schedule (v)
prepare (v)

propose a solution (v)
rearrange (v)

report (V)

require (v)

respond to (V)

. run a meeting (v)
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.

similar (adj)

speak (talk) on the phone(v)
spend time doing something(v)
stick to budget (v)

stock (n)

submit a report (v)

switch to something (v)

take measures (V)

target (n)

unexpected (adj)

52
on Quizlet:
PART 1I: https://bit.ly/2HAsyuz

Glossary 7.2 Please follow the links below to access some practice

PART 2: https://bit.ly/2r22phc
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https://quizlet.com/207103761/module-7-managing-time-part-2-flash-cards/

Ex. 7.3 Discuss the following questions in pairs:
1. Do you agree with the statement: “People don’t have enough time
in the day”? Give reasons for your answer.
2. Do you organize your working day well?
3. Do you have many interruptions at work?
4. Do you usually finish important work on time?
5. How do you feel about people who are constantly late?
6. How do you feel about people who are constantly early?

@ Ex. 7.4 Answer the questions 1—3, compare your answers with your
partner’s.
1. What percentage of employees read email when talking on the phone?

a) a third b) more than half ¢) more than three quarters

2. Multitasking means “the ability of a person to do more than one thing at
the same time”. Does it allow you to work more quickly and effectively?

a) Yes b) No ¢) Occasionally

3. What’s the worst thing about workers who multitask?
a) They are sure that they are the best.
b) Actually, they don’t listen.
¢) These people make a lot of mistakes.

@ Ex. 7.5 Read the text and discuss your responses.

MULTITASKING — TIME-WASTER OR TIME-SAVER?

Imagine that you hear the sound of fingers on a keyboard on the other
end of the mobile phone. During a Tuesday IT department meeting your
colleagues have their heads down, planning their schedules for the week.
At home, your wife or husband is responding to emails while helping their
children with their home tasks.

Nowadays, most of people have learnt to multitask because they realise
they don’t have enough time to have everything done. 50 % of employees
think they are required to work on too many tasks at a time according to
a research by the Family and Job Institute. Another study by WorkCom,
a provider of worker assistance programmes says that 60 % of employees
spend time reading emails while speaking on the phone and 15 % make to-
do lists during presentations, conferences or meetings.
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People have to meet deadlines but does multitasking really help find
a solution to the problem of finishing everything on time. Not really if you
believe the researchers. People suppose that they save time by doing several
tasks at once but studies show that the brain is much less efficient while
performing similar tasks, such as listening and reading. And each time they
switch to another task they have to allow time for brains to adapt to the new
and unexpected situations.

Probably, the worst thing about employees who are good at multitasking
is the feeing and understanding that they are only giving you half an ear.
That’s why, next time you ask a person to repeat something because you
are reading your messages and not listening to him or her, just remember
one thing: «you’re wasting time, both yours and the person’s».

EX. 7.6 Underline the suitable words in italics.

1. If a person saves / wastes time on something, he or she doesn’t use their
time well.

2. Before a person plans / meets his or her schedule, he or she needs to
know the deadline.

3. While preparing a presentation, a person should allow / spend time to
practise it.

4. If you have enough / on time to do everything, you’ll meet your deadline
/ task.

@ Ex. 7.7 Make up your own sentences with the following expressions.

* ontime * allow time
* spend time * have enough time
* save time * waste time

Ex. 7.8 Make a list of advice on how to run a successful meeting using the
words and phrases from Ex. 7.6 and 7.7.

Ex. 7.9 a) Read the following advice on how to run a successfil meeting and
fill in the gaps with appropriate words or phrases. Compare these ideas with yours.
1. Plan_ your meeting in advance, so you know exactly what
questions and subjects you want to cover.
2. Don’t wait until the meeting begins to tell participants the agenda.
time by sending it to your colleagues or subordinates in
advance.
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3. Start your meeting

4. time getting everyone’s opinions on the important
problems.

5. For each question, decide who will take the necessary measures and
what the is.

6. Don’t time dwelling on questions and issues that aren’t on
the agenda.
7. If you don’t have to discuss the relevant subjects,

agree on a date for a new meeting.
b) Discuss your ideas with a partner.

Ex. 7.10 Match the verbs in italics to the nouns. Make up sentences
" ysing the expressions you formed.

consider collect Sforecast do
estimate
. . estimate... cost
2. research
3. sales
4. options
5.0 information

Ex. 7.11 Match the verbs in italics to the nouns in bold. You are
encouraged to make as many combinations as possible. Example: write a plan.

write  rearrange meet arrange a a plan a budget
schedule
keep implement |a meeting a a report
. prepare .
within deadline

Ex. 7.12 Fill in the blanks with nouns from Ex. 7.10 and 7.11.
Recently we decided to open a new subsidiary in Boston. First of all, I
arranged a __meeting (1) with the finance department to talk about the

project. We prepared a (2) with details of the various costs involved.
Then we collected (3) about possible locations for the new subsidiary.
We considered two (4) — one near Symphony hall and the other near

Copley Square. After doing some more (5), I wrote a (6) for the
board of directors. Unfortunately, we made a mistake when we estimated
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the  (7)asthe exchange rate changed, and so we didn’t keep within our
_____(8). We overspent by almost 18 percent. We had to rearrange the
(9) for moving into the building because the office was not redecorated in
time. The board of directors was unsatisfied because we didn’t meet the
_____(10) for opening the subsidiary by 17 June. It finally opened in July.
However, we forecast  (11) of at least $600,000 in the first year.

7 Ex. 7.13 a) Cross out the verb which does not combine with the noun in
each group.
1. to draw up
to-catt
to overspend
to stick to
2. to cancel
to implement
to arrange
to reschedule
3. to decrease
to stick to
to evaluate
to implement
4. to finish
to submit
to keep within
to check

b) Complete the following sentences with these word combinations:
1. Specialists __ estimate __ the value of the deal at 25 million dollars.

2. We have to the for Monday because the
CEO is busy all day Friday.
3. My moss in annoyed because I haven’t quite my sales
yet, and he expected it two weeks ago.
4. We constantly on our goods, SO we can prove
that they are the safest on the German market.
5. Her team was able to meet all the deadlines and to the

that was allocated to the project.

¢) Make up 10 sentences with some of these phrases.
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Ex. 7.14 What actions and steps can you take to solve the following
problems?

a) arriving for a meeting on time

b) planning your schedule for the whole week

¢) meeting deadlines

d) multitasking

e) being interrupted by the phone

USEFUL LANGUAGE:
Introducing the problem:

There is / We have a problem with......
Basically, ......

Negotiating conditions:

What ifwe did ...?

Could you do...?

Would you agree to do...?

Would it be OK if ...?
Responding:

Yes, that would be possible / great.
[ think we could do that.

Sorry, that wouldn’t be acceptable.
Describing advantages:

That would allow us / you to ...

Ex.7.15 Work with a partner. Student A is a supplier of hardware.
Student B is a computer producer. Role-play a phone conversation
using the instructions below.
A.Describe your problem: Hardware (Version 3.1) ordered not in stock.
Propose solution: send Version 3.3.
B.Accept solution. Ask if A can send it by Thursday.
A.Reject proposal. Give reason: final test on Version 3.3 not in stock until
this Friday.
B.Propose solution: delivery by Tuesday of next week if same price as
Version 3.1 ($40).
A.Reject proposal. Propose unit price of $50 for Version 3.3 (usually $60).
B.Accept or reject proposal.
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Ex. 7.16 Work in pairs. Discuss the following questions:

1. What do you take into account when you plan these things?
* avacation
* aspecial family occasion, for example, wedding anniversary?
 an ordinary working day
* your career

2. Which of the following do you use to plan your day or week? Which

do you prefer? Why?
= Desk or pocket diary
= Electronic organizer
= Memory
= Asking someone to remind you
= Notes stuck on fridge

@ Ex. 7.17 Discuss these statements with your teacher:
1. If you make a plan, you should stick to it.

2. Making lists of things to do is a waste of time.

3. You should plan your career from an early age.

Ex. 7.18 Imagine that you have to make an appointment. Make up and
act out a dialogue.

Ex. 7.19 Describe the picture and give as many details as possible. Use
the Present Continuous Tense and the vocabulary for this module.
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Ex. 7.20 (Track 64) a) Listen to two conversations. What do they have
to do in each conversation? (Business Result [ Daexmponnstii pecypc] :
Pre-Intermediate Business Result : Coursebook Audio CD. Audio CD 2. —

[b. m.] : Oxford University Press, 2009).

b) Match 1-7to a—g

l.assoon __d)
2. before

3. within

4. when you

5.on

6. by

7. right

a) Monday

b) have time

c) away

d) as possible

e) a week

f) Friday

g) the end of next week

Ex. 7.21 Work in groups. Take turns to ask for the things in 1—6 using
@ the words in brackets.
1. Today is 16"" March. You want a reply by 19" March. (within)

2. 1t’s 10.00 a.m. You want to see the presentation today. (by)

3. It’s Monday. You need confirmation of the meeting Wednesday evening.
(end)

4. It’s 5™ April. You want the budget figures within 2 weeks. (before)

5. It’s Tuesday. You want to check the report now! (right)

6. Today is Wednesday. You want to have a meeting the day after tomorrow.
(on)

Ex. 7.22 (Track 65) a) Hans Peter Berg works for a machine tool
producer. He is speaking to one of his suppliers. Listen and answer the
questions. (Business Result [DncxTpoHHEI pecypc] : Pre-Intermediate
Business Result : Coursebook Audio CD. Audio CD 2. — [b. M.] : Oxford
University Press, 2009).
— What is the problem?
— What is the first solution?
— What is the disadvantage of the first solution?
— What is the second solution?
— Who will pay?
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b) Match the beginnings of the following sentences to their endings from
listening.

1. Basically, c) a) pay the extra cost

2. Yes, that would b) could do that

3. Would you c)we’ve got a lorry drivers’ strike

4. Sorry, that wouldn’t d)with delivery

5. We have a problem e) be possible

6. Would it be OK f) send the lorry to pick them up

7. What if g) get the parts to the factory on time.

8. I think we h)be acceptable

9. Would you agree to i) if we send them by train

10. That would allow usto ___|j) we transported them by train to the
border?

¢) Match the expressions to their functions:
a) describe the problem?
b) propose solutions to the problem?
¢) mention the consequences of a solution
d)ask if someone can assist you?
e) agree to a solution?
f) reject a solution?

Ex. 7.23 Watch the following video: https://bit.ly/2Fv1DPa
Answer the questions:

1) What are the top time management methods you can use to improve
your work life balance?

2) What should your aim be when deciding on time management methods?

3) What do you choose when dealing with time management?

Grammar coner

Talking about future plans

= Some verbs like expect, look forward to, anticipate, hope and plan
automatically refer to the future, these verbs can be used in either the
simple or continuous form.
1 look forward to meeting her soon.
I'm looking forward to meeting her soon.
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We hope to find reliable suppliers.
We are hoping to find reliable suppliers.
They plan to attract more people to the police force.
They are planning to attract more people to the police force.
= We often use be going to talk about definite plans and intensions.
We are going to launch a new project next month.
We are going to sign the contract next week.
What are you going to do this weekend?
= We can also use the present continuous to talk about definite plans
and arrangements.
We are seeing next Tuesday at 2 p.m.
They are leaving for Paris tomorrow.
She is giving me a lift to the airport on Friday.

EX. 7.24 A salesperson is talking about the end-of-year bonus. Complete
the conversation with verbs in italics.

hope expect plan
I'm ..o to get a bonus the end-of-year, but I haven’t met all my
targets, so I’'m a little nervous. My colleague Richard has met all her targets
and he is ......... to get a good bonus. He is already ............... to go on an
expensive vacation abroad and has got a lot of travel brochures.

Ex. 7.25 Rewrite the sentences using the verbs in brackets.
Example: She wants to get a promotion. (hope)

She is hoping to get a promotion.

1. We are going to visit the exhibition. (plan)

\7a\

3. We are going to launch a new educational programme in October.

(IRIENA) ...
4. They will beat their competitors before long. (hope)



Ex. 7.26 a) Look at Justin Morrison’s diary for next week. Then complete
the conversation between Jennifer and Justin’s secretary. It is now Friday 11".

Monday 14 Thursday 17
a.m. visit Nissan factory a.m. Athens
p.m. meet German visitors p.m.
Tuesday 15 Friday 18

a.m. give talk on advertising (9—10) |a.m. Athens
p.m. prepare departmental meeting |p.m.

Wednesday 16 Saturday 19
a.m. departmental meeting a.m. Athens
p.m. to Athens p.m. back from Athens

Jennifer: Hello. I’d like to make an appointment to see Justin Morrison
on Wednesday afternoon.

Secretary: I'm afraid Mr. Morrison is ...........ccceeeeeevvvnnnnnnns then. And
he’SNOt ..o, until Saturday.

Jennifer: Right. How about Monday?

Secretary: He’s tied up all day Monday. Would Tuesday suit you?

Jennifer: Tuesday? Fine. What sort of time?

Secretary: Well, Ne’s .......uvvvveeeeiiieeeeeieieiienin, till 10.00, but he couldn’t
seeyouafterthat. Otherwiseintheafternoonhe’s.............ccccoovvvvvvvcieeennnn. ,
but I’m sure he could fit you in.

Jennifer: Two o’clock would be great.

Secretary: Two. Right. I’ve made a note of that and I’ll call you back to
confirm the appointment.

Jennifer: Thank you very much.

@ b) Make up and role-play your own dialogue similar to this.
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Writing a business letter

Ex. 7.27 Vanessa receives this e-mail from Geneva informing her about
some changes. Complete the e-mail with words in italics.
are leaving sending cannot has to have to seeing
From: Eric. James@lindcom.se

To: murphyvanessa@freemail.hu

Dear Vanessa,

Thanks for......... sending........... the schedule.

Unfortunately, we .................. change our plans owing to unexpected
problems here at head office. We .................... leave on Thursday 20 as we
intended. Instead, we .................. for Budapest on Friday 21 on the same

flight, and returning to Geneva on the Sunday morning.

The performance evaluation is relevant — we want to have at least three full
hours for that. The negotiations with Mr. Ralphs ........................ be after
that, either later in the day or the day after; see which is more convenient.
Apart from that, feel free to make any other changes you like.

I apologise for the inconveniences this may cause you.

Looking forward to ........................ you soon.

With best wishes,

Eric

Ex. 7.28 Write a letter of request or apology using some words and
& phrases from Ex. 7.27 and following the example:
Hogarth Tenants’ Association
10 Gilligan Road
Bristol
BS99 5TS
Ms Davina Manson
Our ref: FUNDG6/05
Department of Parks
Bristol City Council
277 Winning Road
Bristol
BS99 2BR
26 May, 2015
Dear Ms Manson,
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Proposed Garden Project

As you are aware from our last meeting, the Hogarth Tenants’ Association
is keen to establish a garden area in the gap site created by the demolition
of the garages.

I am writing to inquire whether the City Council would be able to provide
any funding for this venture or if there are any grants available for such a
scheme.

The tenants’ committee has assembled a group of volunteers to undertake
this project but would welcome advice on how best to set about the task.
Would it be possible for someone from the Parks Department to attend our
next meeting to give the team the benefit of their experience?

I look forward to hearing from you.

Sincerely,

Sonia Turley

Housing Officer

Check yourself 7

Complete the sentences with the appropriate words. (Answer key
p. 164).
1. I’m very good at . (= working on several things at once).
a) network
b) delegating work
¢) multitasking
d) saving time

2. The interviewer asked her if she is good at

(= getting things done at the required time).
a) preparing schedule

b) meeting deadline

¢) performing tasks

d) agreeing on dates

3. It’s important to carefully.
a) waste time
b) plan your work schedule
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c¢) spend a lot of time travelling
d) have enough time

4. This train always arrives
a) on time
b) ahead of
¢) behind
d) over time

5. You should
a) save
b) spend
c¢) allow
d) have

yourself time to take a break every day.

6. Multitasking isn’t very effective and productive. It’s just time.

a) saves

b) allows
c) arranges
d) wastes

7. If you don’t have
contact us.
a) enough
b) many
¢) lots
d) some

8. Our company has to
a) overspend
b) keep within
¢) stick
d) prepare

9. My secretary will phone to
a) agree
b) accept
C) rearrange
d) made

time to plan your perfect holiday,

a tight budget.

the appointment.
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10. You can a lot of time allowing us to organise
everything for you.
a) provide
b) offer
c) waste
d) save

11. I’m afraid I’ll have to our meeting on Tuesday.
a) make
b) pass
¢) cancel
d) disorganize

12. We are to hearing from you.
a) expecting
b) planning
¢) hoping
d) looking forward

13. We our suppliers next Thursday.
a) will visit
b) are visiting
¢) going to visit
d) visited

14. When are you going to talk to your boss about your business trip?
1 him tomorrow morning.

a) am meeting

b) will meet

c¢) shall meet

d) going to meet

15.1 dinner with a customer on Friday.
a) having
b) eat
¢) am eat
d) am having
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Module 8. EMPLOYMENT AND CAREER

Learning objectives:
1. Study and practise new vocabulary.
2. Discuss questions about employment and career.
3. Develop strategies for a successful job interview.

Module plan:
. New vocabulary: introduction and work on it.
. Text “Career advice”: reading and doing exercises.
. Work on video: watching and doing exercises.
. Role play “At a job interview”.

D AW N =

. Case study “Recruiting and retaining staff: problems”.

Skills: A student will be able to
— take part in a job interview;
— talk about progress made;
— give advice on how to improve career;
— write a CV.
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Glossary 8.1 Read and translate the vocabulary for the module.

1. applicant (n) 30. improve career (v)

2. application form (n) 31. make a fortune (v)

3. apply for a job (v) 32. make a living (v)

4. appoint (v) 33. make a progress (V)

5. appointment (n) 34. make sure of (v)

6. attend to (v) 35. maternity leave (n)

7. availability (n) 36. move ahead in career (v)
8. be in charge of (v) 37. My job involves + Ving
9. be made redundant (v) 38. notice period (n)

10. be responsible for (v) 39. part-time job (n)

11. broaden skill (v) 40. perk (v)

12. career break (n) 41. previous(adj)

13. career move (n) 42. recruitment (n)

14. career opportunities (n) 43, referee (n)

15. commitment to (n) 44. salary (n)

16. complain to smb. / about smb. |45. shortlist (n)

or smth. (v) 46. skilled (adj)

17. confirm (v) 47. succeed in + Ving

18. CV (n) 48. take a break (v)

19. deserve (v) 49. take a decision (v)

20. do a training course (v) 50. take time off (v)

21. earn (v) 51. top-quality specialists (n)
22. establish (v) 52. unsuitable (adj)

23. evaluate (v) 53. urgent (adj)

24. experienced (adj) 54. vacancy (n)

25. extra qualifications (n) 55. wage (n)

26. fire (colloquial) (v) 56. work flexitime (v)

27. full-time job (n) 57. work overtime (v)

28. get a promotion (V) 58. working hours (n)

29. get sacked (v)

Glossary 8.2 Please follow the links below to access some
practice on Quizlet:

PART 1I: https://bit.ly/2HyhJx] PART 2: https://bit.ly/2Kolxwb
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https://quizlet.com/207100803/module-8-employment-and-career-part-2-flash-cards/

@ Ex. 8.3 Discuss these questions in pairs:
* Are you ambitious?
* What are the ways to improve your career?
= What companies would you like to work for?
= What ways to find a new job do you know?
= Would you like to work for yourself?

@ Ex. 8.4 Which of the following spheres would you like to work in?

1. Finance

2. Administration and personnel
3. Research and Development
4. Design

5. Management
6. Sales and marketing
7. Buying

8. Production

9. Human Resources
10.1T

Ex. 8.5 Work in groups. What should a person do to get ahead in his /
her career? Choose the most significant tips from the list below.

. Change companies often

. Use charm and charisma with superiors

. Attend all conferences and meetings

. Be creative, energetic and hard-working at all times

. Be the last employee to leave work

AN N AW~

. Find an experienced and skilled person to give your help and
advice

~

. Study for extra qualifications
8. Do a degree
9. Work on profitable projects

Ex. 8.6 a) Match the phrases below to their right meanings. You are
supposed to use a good dictionary.
1. Career break ¢
2. Career opportunities
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3. Career plan
4. Career move
a) ideas, expectations and hopes for your future career
b) chances to start or succeed in your career
¢) a period of time when you choose not to have a job, for example
because you want to travel or take care of your children
d) a change that you make in order to get a better job or to have better
success in your job

b) Make up your own sentences using the phrases above.

¥ Ex. 8.7 Fill in the gaps with the verbs in italics.

make take have decide offer

1. Talented employees in big and successful multinational companies ...
have........ brilliant career opportunities if they are willing to travel.

2. Some workers ............. a career break to so something adventurous like
jumping from an aircraft using a parachute.

3.0ne way to .....cccuvveeen a career move is to join a small but quickly
developing firm.

4. Some firms............... career opportunities to the long-term unemployed
or to people without formal qualifications.

5. Ambitious people often ........... on a career plan while they are still at
school, college or university.

Ex. 8.8 a) Look at the clusters of words below. Cross out the noun or
phrase which doesn’t go with the verb in each cluster.

1. Make progress

a fortune
atratning-course

a report

a living

2. Get a promotion
sacked

progress

an eight-to five job

a raise

3. Earn a bonus

a full-time job
money

50 thousand dollars
perks

4. Do a research

a mistake
ajob
your best
a survey
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5. Take a pension 6. Work flexi time

a break anti-social hours
late retirement overtime

time off an office job

a decision clockwise

b) Complete the sentences with the suitable form of a word collocation
1. You are exhausted. You should ..... take a break.
2. George is 57, but he does not want to .................. . Actually, he is taking
on more work.
3. Whenyou............... , you can arrange your own schedule, so this is very
convenient when you have children.
4. Jane is quite ambitious and diligent. She does not wish to be a journalist

all her life. In fact, she plans to ................ very soon.

5. A university lecturer hasto ............ in his or her specialist area.

6. In addition to his salary, he will ................ For achieving monthly
targets.

Ex. 8.9 a) Match these phrases with the appropriate prepositions.

1. To be in charge d)
2. To be responsible

3. Look

4. To make sure
5. To complain
6. Wait

7. deal

a) after

b) for

¢) that

d)of

e) with

f) for

g) about / of

@) b) Make up sentences using these phrases.

Ex. 8.10 a) Complete the interviewer’s questions with the words in italics.

contact  working  moving

send let start sharing

1.CouldI..... confirm.... your contact details?

2. Could you .......... me have your previous employer’s details?
3. Would you mind ................ our appointment to Wednesday?
4. Couldyou ............. in three weeks’ time?

5. Could you............ me as soon as possible?
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6.
7.
8.

Would you mind .............. at weekends?
Would you mind .................... an office with five other employees?
Couldyou .............. a copy of your CV and cover letter?

b) Match the candidate’s answers to the interviewer’s questions

a) Not at all, as long as it’s in the afternoon.

b) Sure. I’'m ready to start as soon as you like.
¢) Yes. I’ll let your know my decision by Thursday, if that’s all right.
d) Certainly. I’ll put copies in the post as soon as I can.

e) That’s fine, as long as it’s non-smoking area.
f) Well, actually, they are all included in my CV.
g) How often would that be?

Ex. 8.11 Fill in the gaps with the appropriate form of the words in italics.

Be in charge  deal look involve  be responsible  make sure

1. Mark Smith works for IT department. His job ... involves .........
developing new software and installing different computer systems.

2. Tatiana Anisimova works as a receptionist. She ......... after visitors,
answers the phone and takes messages.

3. Chris Spenser works for Administration and Personnel. He ........
with staff problems, as well as with training and recruitment.

4. Adam Miller is our Quality Control Inspector. He ............. for
monitoring our goods and trying to improve their quality.

5. Michael Thompson is our Maintenance Engineer. He checks our
equipment regularly and ............ of all repairs.

6. Stephen Jones is our Security Officer. He.....ooooeeeee.... that our
staff and premises are protected against crime.

Ex. 8.12 Underline the correct word or phrase in italics.

1. My nephew gets a wage / salary of 16.000 pounds a year.

2. The perks / bonuses of this job include the firm car, free breakfast and
dinner in expensive restaurants and a mobile phone.

3. Please bring a copy of your CV / application form when you go for your
job interview.

4. If you want to appoint / apply for the job, you should write to the firm.

5. She was made fired / redundant when the plant closed down.
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6. John left his post / vacancy at the firm when he was invited to work for
another company.

7. Susan is an experienced / trained doctor; she has worked for several
hospitals since she graduated from university.

8. Mary is a part-time / full-time teacher — she only works 10 hours a week.

Ex. 8.13 Explain the meanings of the words and phrases from Ex. §8.12.
Make up your own sentences using these words and phrases.

Ex. 8.14 Fill in the blanks with the appropriate words.

Career advice for senior managers

Senior managerswho ___a) (1) a promotion often deal with many

issues when they have more authority, power and responsibility.

This is partly because everyone expects them to perform to extremely

high (2). In addition, many of their 3)

and colleagues are always ready to castigate any serious mistake they may
4).

What advice can we give to young managers? Firstly, they should have
(5) in their own skills and abilities. If they are not sure

that they can achieve results and succeed, they are less likely to perform

competently. They should also (6) their progress regularly.

Secondly, they should (7) themselves ambitious goals so that

through commitment to the firm and hard work they can in fact

(8) them sooner than is expected of them.

That is how they can (9) both personal and professional
success.
1. |a) get b) take ¢) earn
2. |a) quality b) level ¢) standards
3. |a) superiors b) chefs C) secretaries
4. |a)do b) make ¢) show
5. |a) strength b) confidence ¢) belief
6. |a) evaluate b) test ¢) improve
7. |a) set b) make ¢) find
8. |a) reach b) move ¢) work
9. |a) grow b) achieve ¢) demand

— 125 —



@ Ex. 8.15 a) Discuss these questions in pairs.

1. What measures help when trying to move ahead in your career?

2. What advice can you give to somebody who plans to get ahead in their
career? Make a list of five to 10 points.

b) Scan the article to find out if any of the tips you have listed in Ex. 8.15
are mentioned. Which tips does the author of the article give? Which tips
are the most useful, in your opinion?

Ten ways to improve your career

Perfection Finance, a leading staffing and recruiting services firm,
offers the following tips for getting ahead in your career.

1. Make a list of your priorities and outline your tasks for the day. Write
down your short- and long-term aims, evaluate your progress frequently
and stay concentrated.

2. Are you really present? You may physically be at work, but are you there
mentally?

3. Learn how to work through others. Delegating tasks is an important skill
to master at any level.

4. Always search for chances to broaden your skills. For example, you can
attend professional development seminars.

5. Communicate with colleagues. This will help you learn about what’s
happening in other departments.

6. Create your own aims. Determine where you want to be professionally
and what skills you need to reach that aim.

7. Be comfortable with being uncomfortable. Accept challenges that make
you try something new.

8. Be clear about what you want. If you believe you deserve getting a
promotion, ask for one.

9. Have a rest and relax. Attending to your personal life and doing things
that make you happy will help your performance at work.

10. Look for satisfaction. If you’re disappointed by your current career,

seek ways to transform your job into more of what you wish. If this does
not solve the problem, maybe it’s time to search for a new position.
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If you follow these tips, you will significantly increase your opportunities
to earn more money, get promoted sooner and move ahead faster,” says Mr
Milton, President and Chief Operating Officer of Perfection Finance.

Ex. 8.16 Decide which tip each of the following sentences could be added to.

a) There is also a brilliant way to network with influential people. — Tip 2,
3or4

b) Each day, take measures that bring you closer to that target. — Tip 5, 6 or 7

c¢) If your boss refuses, ask him or her what results and goals you need to
achieve in order to qualify for one. — Tip 6, 7 or 8

d) It will also establish you as a team member within the firm. — Tip 5, 9
or 10

e) Focus on every single task that you perform. — Tip 1, 2 or 3

f) You may discover a secret talent or a hidden passion. — Tip 2, 7 or 9

Ex. 8.17 Match the verbs to the nouns or phrases to form expressions used
in the text.

1. to reach d) a)a skill

2. to evaluate b)in one’s career
3. to master ¢) a promotion
4. to get ahead d)a goal

5. to deserve e) one’s progress

Ex. 8.18 (Track 4) What questions could an interviewer and an

applicant ask at a job interview? Now listen to the conversation and write
down the interviewer’s questions and the candidate’s questions. (Enterprise
4 [DnextponHHbiit pecypc] : Intermediate Enterprise 4: Coursebook Audio
CD. Audio CD 1. — [b. M. ] : Express Publishing, 2008).

Ex. 8.19 Work in pairs, act out a job interview using key expressions
from the box below. Start as in the example:

Example:
Interviewer: Hello, Ms. Dutton. Thanks for coming. Please, sit down.
Candidate: Thank you, sir.
Interviewer: Firstly, where did you see the advert for this position? ... etc.
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Key expressions:
I’d very much appreciate...

Could you tell me...?

Would you be able to...?

Would you mind if / +Ving?

Could I confirm your contact details?

Can you speak any other foreign languages?

Could you tell me more about your present / previous job?
Would you let me know your decision as soon as possible?
When can you start?

T use it a lot in me current job.

I can let you know next Monday.

Yes, the address is the same but my e-mail has changed.
I’m currently / was responsible for + Ving.

My notice period is two months.

Ex. 8.20 (Track 27) a) Natasha Pieroni is the HR Manager of an

engineering company. She’s talking to Ben Coulson ? The Project Manager.
It’s Friday 16 June. Listen and fill in the gaps in the report (Business Result
[Daexmponnsuii pecypc] : Pre-Intermediate Business Result : Coursebook
Audio CD. Audio CD 1. — [b. m.] : Oxford University Press, 2009).

Task Date
Ben and Natasha to shortlist Already done
applicants
Natasha to ring applicants to Early (1)
arrange job interviews
Ben to read all CVs 2)
Job interviews to take place 3)

Ben to confirm availability for job |By (4)
interviews

Natasha to prepare detailed job %)
description

Ben to speak to MD about salaries |(6)
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b) Listen again and match 1—8 with a—h to make complete sentences.

1. Leave it __ withme ...running out.

2. We’ve already ...the salaries issues?

3. I emailed themtoyou ...with me

4. I’ve been very short of time | ...shortlisted twenty candidates

5. Time’s ...finished the job description yet?
6. Can you deal with ...with recruitment?

7. Have you ...this week.

8. Where are we ...last week.

Ex. 8.21 Which phrases in Ex. 8.20 have the similar meaning to the
Jfollowing?
a) What progress have we / you made?
b) The work is / isn’t finished.
c)I'll doit.
d)Can you do it?
e) It’s urgent.

Ex. 8.22 Please follow the link below to access some tips on how to
behave during a job interview: https://bit.ly/2FrQIFL
Respond to the questions provided.
1) What do you need to talk about if the interviewer asks you to tell about
yourself?
2) What is the interviewer looking at when asking you the question: “What
are your strengths?”
3)What is the best way that you can answer the question: “What are
your weaknesses?” What aspect should you give when answering this
question?
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4)What does the interviewer want to know when asking the question:
“Where do you see yourself in five years from now?” What would the
best answer to this question be?

5) What is the interviewer looking at while asking the question: “What do
you know about our company?” Why are many people usually let down
when responding to this question? What is the best way that you can
reply to this question?

6) What answer will the interviewer be impressed with when asking you the
question: “How well do you handle change?”

7)What is the reason under the question: “Do you work well under the
pressure?” What is the best way to answer this question?

8) What is the reason behind the question: “How do you make important
decisions?

Ex. 8.23 a) Please follow the link below to access some tips on what to
talk about yourself during a job interview: https://bit.ly/2FpXf3V
Answer the questions.

1) What are the top words for talking about yourself?
2) What words are you supposed to use when describing what you can do?
3) What words can you use when explaining what you did at your last job?

b) Make your own sentences using the new words mentioned by Benjamin.

Ex. 8.24 Work in groups. Which questions are not acceptable in a job
interview and why?

1. Have you ever had any conflicts with your boss?

2. Why did you leave the last job?

3. Why did you choose your present career?

4. What have you enjoyed the most in your present job?

5. What have you learnt in your present job?

6. How have you changed in the last ten years?

7. Where did you see the advert for this position?

8. Could you tell me about your qualifications?

9. What sort of diploma do you have?

10. What does your partner do?

11. Could you tell me about any relevant experience you have?

12. Have you brought your CV with you?

13. What will the working hours be?
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14. What salary could I expect?
15. When could I expect to hear from you?

Ex. 8.25 Decide if an applicant or an employer does the following things.
Who....

— is shortlisted for interview?

— goes for an interview?

— offers you the post?

— write and update their CV?

— ask for the names of referees?

— applies for the job?

— advertises the post

— fills in an application form

— looks through the applications?

USEFUL LANGUAGE:
Asking about progress
Where are we with...?
What about...?

Have you done... yet?

Describing progress

We’ve already done...

We haven’t done / prepared ... yet.
We succeeded in + Ving

I did it last week.

Saying something is urgent
Time’s running out.
We’ve very short of time.

Describing who will do what
Leave it with me?
Can you deal with that?
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Ex. 8.26 Work with the partner. It’s Wednesday 10 May. Miranda is
asking Liam if he has done different tasks. Role-play their conversation,
using the notes below, phrases from Listening and Useful language.
Example:
Miranda — report — finish it?
Where are you with the report? Have you finished it?
Miranda: CVs — read them?
Liam: Read all weekend — all excellent applicants.
Miranda: Salaries issues — speak to MD?
Liam: Not yet — no time at conference last Thursday.
Miranda: Tomorrow morning? Urgent!
Liam: OK. Interviews next week. Not arranged dates.
Miranda: No, need to know your availability.
Liam: Sorry — busy. Will confirm by lunch. Prepared job description?
Miranda: Yes.

Ex. 8.27 Work with a partner. Make a list of what you have and haven’t

done at work / study this week. Then take turns to ask your partner
about progress on his/her list. If you haven’t done something, ask your partner
to do it. You are supposed to use phrases from USEFUL LANGUAGE.

Grammar corner

Present Perfect

Form

Positive: have / has + past participle form. I have (I’ve) finished my work.
He has (He’s) written three letters today.

Negative: have / has + not + past participle.
They haven’t done the work this week. The post hasn’t arrived yet.
Questions:
— Put have / has before the subject.

Have you seen the new Production Manager? Where has she been today?
— To give a short answer to yes / no questions in the present perfect, use the

subject + has / have or hasn’t / haven’t.
Have you seen that report yet?
Yes, I have. / No, I haven’t.
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Has the HR Manager seen the CVs?
Yes, she has. / No, she hasn’t.

Use

1. To talk about past actions where the time includes the present.
She’s made three presentations today / this week / this month.

2. To describe progress in a list of things to do, we use already and (not) ...
yet?
Have you rung that supplier yet?
No, I haven’t had time (yet).

3. To ask someone about general experiences in his / her life, we use ever.
Have you ever worked abroad?

4. Use the present perfect to talk about actions which started in the past and
are continuing now.
I’ve conducted negotiations for 10 years (and I still conduct them now).

5. For past actions where the time doesn’t include the present, use the past
simple.
[ haven’t given him a lift to the office today, but I gave him a lift there
yesterday.

Ex. 8.28 A customer service manager is describing the situation in his
department. Complete the text with the present perfect form of the verbs in
brackets.

This month hasn’t been (be) a very good one for me. Four more members
of my team (tell) me that they are leaving the company. Three of them (not
/ find) another job yet, but they say that the pressure of work (become) too
much for them. It’s true that there (be) a big increase in their work this
year because three other customer service assistants (already
/ leave) the department and we (not / recruit) anybody to
replace them. I (ask) my boss several times if we can employ some new
people for the team, but each time he (say) that we need to reduce our
salary costs. But I know we (lose) some business because we (not / have)
enough people to deal  with customer calls.

The situation can’t continue like this. I (not / made) a final decision on
this yet, but I’'m thinking of leaving the company myself.
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Ex. 8.29 Choose the correct answers from the words in italics to complete
questions 1—8. Then match them with responses a—h.
1. Did you read / Have you ever read this article about unemployment last
week?
2. Did you see / Have you seen the new Paris exhibition yet?
3. Have you ever / Did you yet applied for a job?
4. Have you had / Did you have any work experience when you joined this
firm?
5. Has / has he made many calls today?
6. Have / Did all the applicants come for the job interview yesterday?
7. Have you received / Did you receive a bonus in the last 5 months?
8. Have you learnt / Did you learn a lot in your last job?
a) No, never
b) No, I haven’t. Our results haven’t been very good.
¢) Just two or three this morning.
d) Yes, I did. I did several jobs when I was a student.
e) No, I didn’t. I didn’t have much responsibility, so it was boring.
P Yes, it was very well-written. 1
g) Just two people weren’t there.
h) No, I haven’t had time.

Case study

Ex. 8.30 You work for an international organization that employs 600
people. It has recently dealt with problems recruiting and retaining staff.
1. Read about some of the issues the organization had and what it has done
in the last seven months.
2. Take turns to discuss the problems and the progress made / then make
an action plan of what the organization needs to do next.
Student A
Look at the situation with the recruitment process seven months ago and
the progress made.

Seven months ago Progress made

Jobs were advertised in the national |Had one meeting to discuss issues
newspapers every two months
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Seven months ago Progress made
Hundreds of applications Talked to a company about an
e-recruitment package
Many applicants were unsuitable  |Agreed on the budget

Cost of advertising was very high
Only one-part time HR manager

Student B
Look at the situation with the retaining staff seven months ago and the

progress made.

Seven months ago Progress made
78 % of employees — women under [Now 25 % — men
35
Average length of stay in Extended full pay for women on
organization — 17 months maternity leave to 20 weeks
Benefits — 22 days paid holidaya |Increased holiday to 27 days a year
year
Full pay for women on maternity
leave for eight weeks

Ex. 8.31 Describe the picture and give as many details as possible. Use

the Present Continuous Tense.
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Writing a curriculum vitae (CV)

v, EXx. 8.32 a) Discuss the following questions with your teacher:
1. Have you ever written a CV in English?
2. What information should you include in a CV?
3. How long should a CV be?

b) Match the headings a—fto sections 1—6 in the CV.
a) Education
b) Additional personal skills
¢) Personal information
d) Objective
e) References
f) Work experience

1

Experienced and ambitious business professional seeking a challenging
new project management role.

2

First name: Tyler

Surname: Jones

Address: 4 Impasse Guéménée

Ile de France

Paris

Phone number: +33 153 09 20 21

Mobile: +33 735 68 00 42

3

September 1999 — June 2000

Executive MBA, Graduate School of Business, Prague
Principle studies included: Financial Accounting,
Business Ethics and Public Policy, Risk Management,
Economic Analysis for Managerial Decisions, Global
Human Resource Management, IT and Business, Cost
Management Strategies, Negotiating

September 1996 — June 2000

BA Economics and Law, University of Leicester, UK
Modules studied: Economics of Law, Constitutional and
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Administrative Law, Company Law, Macroeconomics, International
Finance and Trade, Economics of Human Resources.

4

October 2006 — present

Project Director, GAS Holdings, Rue d’Alembert, Paris Responsible for
designing and implementing projects for company development within
central- Europe.

July 2001 — October 2006

Assistant Management Consultant, CM Training LTD, London
Responsible for selection of new marketing suppliers.

August 2000 — July 2001

Entry Level Consultant, CM Training LTD, London

Responsible for the development of all competency based performance tools
and responsible for the recruitment of internal applicants.

5

Languages spoken: German (C1 level, both speaking and writing), Spanish
(B2 for speaking, A2 for writing).

Advanced proficiency with the Microsoft Office Suite (Word, Excel,
Outlook Express, PowerPoint, and Access). European Driving licence — clean.
6

Available upon request

c) Write your CV following this sample.

Check yourself 8

Complete the sentences with the appropriate words. (Answer key
p. 164).
1. During an interview, you may be asked to describe how you
a difficult situation.
a) dealt
b) dealt with
¢) decide
d) improve
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2. He was for hiring and dismissing.

a) responsible
b) in charge
¢) make sure
d) deal

3. If you take the decision to leave a job it’s called “quitting” — When
your boss takes that decision because of something bad that you’ve done,

»

it’s called “being

a) sack
b) promoted
¢) increased
d) fired

4. Could you tell me a little about your
a) latest
b) past
c) previous
d) finished

5. I was impressed with the last
our firm.
a) candidation
b) applicant
c¢) Potential employer
d) Potential employ

6. He brought some extra copies of his
a) CV
b) covering letter
¢) email
d) application

7. After finishing my last job, I took some
a break) to examine my career goals.
a) overtime
b) flexitime
¢) time off
d) holiday
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8. She took the to find out a little bit about the company.
a) possibility
b) break
c) time
d) opportunity

9. I see from your form that you have had two different
jobs in the last 4 years.
a) business
b) resume
¢) application
d) candidate

10. She would be very interested in for that job.
entering
joining
applying
working

11. He got a to earn some extra money.
a) full-part job
b) part-time job
¢) add job
d) odd job

12. For many people job satisfaction is more important than a
a) high salary
b) competition
¢) small wage
d) get promoted

13. Employees are allowed up to three weeks unpaid a year
a) vacation
b) break
c) stop
d) rest
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14. Time when you are not hired, perhaps while travelling or looking
after young children is called
a) career ladder
b) career prospects
C) career move
d) career break

15. A series of promotions towards more senior post is called
a) career plan
b) career opportunities
c¢) career ladder
d) career move
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MepeBOIY C JINCTA TEKCTa JEJI0BOTO MMChMa CTYIEHTOB SI3bIKOBBIX (ha-
KYJIBT€TOB BY30B : AuC. ... KaHm. med. HayK / K.A. Kacatkuna. — To-
absatTH, 2000. — 217 c.

. Kocc, E.B. Akrtyanuzaumst copepkaHusi oOy4eHHUsT IEJTOBOMY MHO-
CTPaHHOMY SI3BIKY KaK MHCTPYMEHT (DOPMUPOBAHMUS HMHOSI3BIYHOMI
KOMMYHHMKATUBHOI KOMIIETCHIIMU B HesI3bIKOBOM BYy3e / E.B. Kocc //
A3UMYT HayYHBIX UCCIIEOBAHMIA: TIeAaroruka u ncuxonaorus. — 2017.
—T.6.—Ne1(18). — C.92-95.

. Business Result [DaekTtpoHHbIil pecypc] : Pre-Intermediate Business
Result : Coursebook Audio CD. Audio CD 2. — [Bb. m.] : Oxford
University Press, 2009. Atops! : David Grant, Jane Hudson, Robert
McLarty.

. Enterprise 4 [DaekTpoHHbIli pecypc] : Intermediate Enterprise 4:
Coursebook Audio CD. Audio CD 1. — [b. m.] : Express Publishing,
2008. ABtopni: David Grant, Jane Hudson, Robert McLarty.
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Internet resources

. EnGadget. HoBocTHOe oHailH-u3naHue [DeKTpOHHBIN pecypc]|. —
Pexxum moctyma: www.engadget.com — 3ari1. ¢ 3KpaHa (jaTa obparie-
Hug 10.11.18).

. FastCompany. OgulmaabHbIii caliT AEJ0BOr0 M3AaHUS [DIEKTPOH-
HBII pecypce]. — Pexxum moctyma: https://www.fastcompany.com — 3ar.
¢ aKpaHa (gata obparenus 10.11.18).

. Investopedia. OHnaitH-3HUMKIONIEANS] (PUHAHCOB Y MHBECTUPOBAHUS
[DnexrponnsIit pecype]. — Pexxum moctyna: http://www.investopedia.
com — 3arJ. ¢ akpaHa (n1ata obpaiieHus 10.11.18).

. TheBostonGlobeMagazine. OduiimanbHblil caiiT 1e10BOTO U3JaAHUS
[DnexrponnsIit pecype]. — Pexxum moctyna: http://www.bostonglobe.
com/magazine — 3arJ. ¢ 3KpaHa (mata oopameHust 10.11.18).

. TheBusinessInsider. OduLinanbHbIli CaiiT AeJI0BOro u3gaHus [Dnek-
TpOoHHBIN pecypc]. — PexuMm mocrtyma: http://www.businessinsider.
com/ — 3arJ. ¢ 3kpaHa (gaTta oopamenus 10.11.18).

. 25 Ways to Improve Your Career Today. CtaThs 0 TOM, KaK JOCTUYb
KapbepHOIo pocTa [DIeKTpOHHBIN pecypc|. — Pexxum moctyma: http://
www.financialhack.com/25-ways-to-improve-your-career-today/  —
3ar. ¢ aKkpaHa (nata oopaieHus 10.11.18).

. MacMillan Business. Ctpanunia opuumnaibHOTO caiiTa U31aTebCTBa
C KOJIJIEKIIMel CChUIOK Ha oOydarolire pecypchbl [DeKTpOHHBIN pe-
cype]. — Pexum moctyma: http://www.businessenglishonline.net/ —
3art. ¢ akpaHa (nara oopamieHust 10.11.18).

. How to Protect Your Business Data. CtaTbs 0 3a1iute Hu(ppoBbIX JaH-
HBIX [DJeKTpOHHBIN pecypc|. — Pexxum nmoctyma: https://blog.cloudhq.
net/how-to-protect-your-sensitive-business-data/ — 3ari. ¢ sKpaHa
(mata obpatenus 10.11.18).

. Presentations to Propose a New Product. Cratbst 0 cniocobax mpe-
3eHTallM HOBOTO IIPOAYKTa [DIeKTpOHHBIN pecypc]|. — Pexum mo-
cryma:  http://smallbusiness.chron.com/presentations-propose-new-
product-48475.html/ 3arn. ¢ akpaHa (naTta oopatieHus 10.11.18).
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Supplement 1

Check yourself answer key

No Test 1 | Test2 | Test3 | Test4 | TestS | Test6 | Test7 | Test 8
1 d a c a b b ¢ b
2 b b a @ c € b a
3 c c c b © b d
4 a d b d b © a @
5 d a d d c a c b
6 a b b d c a d a
7 d c a © d b a ©
8 d d d b c c b d
9 a a b a d b c @©
10 a b c a b d d
11 b c d d a a c b
12 b d a a b ®© d a
13 a a c d b b
14 d b c b c b a d
15 c b @ a € d @

Self-assessment chart
13—15 points. You have passed the test perfectly well and have achieved
excellent results. You’re on the mark. Obviously, you have made progress.
Keep up the good work.
10—12 points. You result is quite well. You haven’t made many mistakes
but still you should work harder. Be more attentive and accurate when
doing tasks.
7—10points. Your result is satisfactory but you should be more diligent and
responsible. You should make a serious effort to succeed in doing the test.
0—6 points. Unfortunately, you have failed the test but you shouldn’t get
upset and give up. Figure your mistakes out. Try to do your best not to
make the same mistakes again next time. Force yourself to move ahead.
Don'’t be afraid of difficulties.
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Supplement 2

Clichés Reference

IIncemo-npockda (Letters of Request)

We thank you for your letter of the
... enclosing ... ...

We request you to keep us informed

of... ...

We should also be obliged if you
would advice us by cable of...

bnaropapum Bac 3a Baie
MMUACHMO OT ..., B KOTOPOM...

Mpe1 npocum Bac aepxkatb Hac
B Kypce...

Takzke Mbl ObUIM ObI OJ1arogapHHI,
eciu 661 Bl cooO1mam Ham
TeJIEeTPaMMOI O...

ITucbmo-3aka3 (Letters-orders)

We have a general interest in...
We should be glad fo receive brief
details of...

In particular we are contemplating
the purchase of...

The ... we require should have
roughly the following main
characteristics

MBI 04eHb 3aMHTEPECOBAHBI B...
MBI ¢ yIOBOJIBCTBAEM MOTYIMITN
OBl MTHGOPMALIUIO O...

MBI HaMepeHBI IPUOOPECTH. ..

..., KOTOpoe HaM TpedyeTcs,
JOJIKHO UMETh MPUOIU3UTETHHO
CJIeIyIOIe OCHOBHBIC
XapaKTepUCTUKMI...
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IMucemo-npurnamenne (Invitation letters)

It would give us great pleasure if
you and your wife could join us for
dinneron ..., at...

... We thank you for your letter of
the...

We have carefully considered your
proposal and are pleased to advise
you that...

We should also agree fo...
We shall be glad to meet ... and ...

and discuss with them...

We suggest that the visit of our
representatives should take place
about...

If this time is convenient for you,
kindly let us know the...

MbI ¢ 6OJIBIIUM YI0BOJILCTBUEM
npuriamaeMm Bac Ha yXUH B ...,
B ...4dcos.

Bripaxkaem Bam GaromapHocTh 3a
IMUCHMO OT...

MpbI TIIATENIbHO M3Yy4YnIu Balire
TIpeIIOKEeHNE U paIbl COOOIINTD
Bawm, uTo...

Takzke MBI COIJIACHBL...

MbI ObLIM OBI OYEHB Pajibl
BCTPETUTHCA TAMC ... U ..., U
00CYyIUTh C HUMHU...

Mp&l nipenoiaraeM, 4To Hallu
MPEICTaBUTENIN IIPUOYIYT
MPUOIU3UTENBHO...

Ecau manHOe BpeMsI SIBJIIeTCS
s Bac ynoOHBIM, OynbTe 100pHI,
COOOIIINTE HAM...
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Supplement 3

Useful language for speaking tasks
Presenting a story of a company

When making a presentation of a company’s timeline you should
always pay the biggest attention to the structure of the text your listeners
will hear. Having neatly done slides is only half the business, because even
a good design and special effects cannot make your audience listen to a
very long, dull or unstructured text. Here are some of the important things
you need to keep in mind when making a text for your presentation:

* Decide whether the events are arranged chronologically or in a more
‘creative’ order of appearance.

Highlight the most important ‘milestones’ only and avoid adding too
much excessive information.

» Use special words and phrases to mark the beginning of each new stage

of your narration. This story began in...
1t all started in...
First...
Next...
Then...
After that...
Finally, ...

Giving feedback

Criticizing is a very important business communication skill used
either to show admiration by the other’s performance or to encourage
them to improve it. It is a good idea to ‘wrap’ your criticisms into a couple
of compliments to make it sound more polite.
I’'m really impressed.
I'm a little disappointed.
You've done a great job.
Do you think it would be better to...?
1 think it would be a good idea to...
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Explaining
Can you explain...
Can you tell me why...
Why...
What happened...
Well, ...
Let me explain.
Let me tell you why...
Here’s what happened:
There’s a (good) reason for this:
The reason is...
I'm sorry. I can’t tell you that (right now).
Can [ get back to you on that?
I'll explain (a little) later.
We’ll come to that later.
We’ll get to that in a few minutes.
Can we save that until later?

Apologizing
I’'m sorry.
I made a mistake.
Please accept my apologies.
I’'m sorry. I didn’t mean to...
(I’'m) sorry. I didn’t realize that...
That’s okay.
No problem.
Prefacing bad news
I’m sorry (I have) to tell you this, but...
I hate to tell you this, but...
1 don’t know how to tell you this, but...
1 have some bad news.
(Formal) written apologies
We regret to inform you that...
Regretfully, ...
Unfortunately, ...
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Business Introductions
Informal
This is my boss, Mr. Stratford.
Jared, this is my secretary, Barbara.
Good to meet you.
Nice to meet you too.
I'd like you to meet my co-worker, Collin Beck.
Collin, this is Susan Palmer.
Nice to meet you.
My pleasure.
Have you met, Jason?
Jason, this is Teresa.
Hi, I'm Jill Watson.
I don’t believe we’ve met. I'm Greg.
Formal
I'd like to introduce you to my dear friend, Mrs. Pleasant.
Allow me to introduce myself/my colleague, Ms. Winters
Let me introduce you to my colleague, Dean Richards.
Mr. Richards, this is David Porter from Aerospace Inc.
How do you do?
How do you do?
1t’s a pleasure meeting you.
Important body language to remember: Smile, eye contact, firm handshake.

Welcoming Visitors

Welcoming

Welcome to Cando Enterprises.
Welcome to London. I’'m John Taylor.
Meeting someone you don’t know

1.

A: Patricia Murphy?

B: Yes.

A: Hi, 'm Kevin Chen of Myotex Industries. Welcome to Taiwan.
2.

A: Are you Mr. Blanks?

B: Yes, [ am.
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A: 'm Jane Placid. (We talked by telephone.) Welcome to Sydney. It’s nice
to meet you in person.

B: Nice meeting you too.

A: How was your flight?

B: Okay, but very long.

3.

A: You must be Ms. Terius.

B: That’s right.

A: It’s a pleasure to meet you. I'm Brad Wilson. Welcome to Suntech.
B: Thank you

A: Did you have any problem finding this place?

B: No, your directions were very clear.

Company Description
What company do you work for?
Which company are you with?
Who do you represent?
I work for ABC Company.
I’'m with ABC.
I represent (the) XYZ (company).
What is the name of your company ?
Where are you located?
The name of our company is...
Our company is located in...
Our headquarters is in...
What (type of business) do you do?
What business are you in?
We are in the computer business.
We’re in computers
We sell...
We produce...
We manufacture...
Our major products are...
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Invitations

Informal:

Would you like to...

We’re going to... . Would you like to come along?
There’s a... . (tonight). Would you like to go?
How about (V + ing)...?

Do you want to...?

I wonder if you would like fo...

1 was wondering if you would like to...

Formal:

I’d like to invite you fo...

If you have time, Id like to invite you...

Would you like to join us for (event) at (time)?
We’d be glad to have you accompany us...

We’d be delighted / honored to have you as our guest at...
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Useful Links for Students

. Business English pod. Pecypc, comep:kaiimii moakacThl U ayauoMa-
Tepualbl [DIIeKTPOHHBIN pecypc]. — Pexum moctyma: https://www.
businessenglishpod.com/about-bep/about-business-english-pod/  —
3ari. ¢ aKpaHa.

. Business English Lesson Categories. Pecypc, comepaiiuii moje3Hble
(bpasbl 17151 pa3HBIX IEJTOBBIX CUTYaIUi [ D1eKTpOHHBI pecypc]|. — Pe-
KuM noctyna: http://www.talkenglish.com/speaking/business/basics.
aspx — 3ariL. ¢ 9KpaHa.

. English for Business and Work. Pecypc, comepxkauniuii JgeKCHuKYy,
JIMAJIOTU U CTaTbU Ha pa3Hble TEMBI 10 1eJIOBOMY aHITUMCKOMY SI3BIKY
[DnexTponHbIil pecypc]. — Pexum moctyna: http://esl.about.com/od/
englishforbusinesswork/ — 3ari. ¢ akpaHa.

. Business English Free Resources And More. Pecypc, comepxa-
MM BRIPAXKCHMST VTSI PA3IMIHBIX cpep IeTOBOrO OOIICHMS, TTPAKTH-
YecKue 3aJlaHusT Ha OTpabOTKY M 3aKpeTuIeHUe JIEKCUKHU, TpPaMMaTHUKN
U TTUCbMEHHBIX HaBBIKOB [ DIeKTPOHHBIN pecypc]|. — PexxuMm mocrtyma:
http://www.businessenglishresources.com/31-2/student-section/  —
3ari. ¢ 3KpaHa.

. British Council. Pecypc, comepxXaluii mOIKacTbl, BHIEOMa-
Tepuajibl U CTaTb Ha IMMPOKHUI CIIEKTP IPOodeCCHOHANIBHBIX TeM
[Dnexrponnsbrit pecypc]. — Pexum goctyma: http://learnenglish.
britishcouncil.org/en/business-and-work/ — 3ar. ¢ akpaHa.

. Learn English Today. Pecypc, comepxammii MOJIE3HYIO JIEKCUKY,
(bpaszbl ¥ TEPMUHBI, UCTTOIB3YeMbIe B IEJIOBOIA cpejie, yIpaxkHeHWs Ha
OTpabOTKY JIEKCUKU W UTPOBBIC 3alaHUs [DIIEKTPOHHBIN pecypc]. —
Pexxum moctyma: http://www.learn-english-today.com/resources.html
— 3arJ. ¢ aKpaHa.

.BBC Learning English. Pecypc, coaepxamuii MyJbTUILIAKA-
LIMOHHBIC (DMIBMBI Ha OTPa0OTKY U 3aKPEIICHNS HaBBIKOB OOIICHUS
B oduce [DnekTpoHHBIN pecypc]. — Pexmm moctyma: http://www.
bbc.co.uk/learningenglish/english/features/english-at-work — 3ari. ¢
SKpaHa.
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Business Letter
1. Make-up of a Business Letter. YuyeOHble MaTepuaibl ¢ caiiTa epeBoji-
qyyKa ¥ IperoaaBatess anrauiickoro s3bika FO.H. Illep6akosa [Dinek-
TPOHHBIN pecypc]|. — Pexkum moctyma: http://e-repa.ru/files/bbec/be-

commerce-unit-01.pdf — 3ar. ¢ akpaHa.

2. How to Format and Write a Simple Business English Letter. CtaTbs o
CTPYKTYpe U TIpaBUIaX COCTABJICHUSI IEJIOBOTO MUChMa [ DIeKTPOHHBI
pecypc]. — Pexum mocrtyna: https://www.thoughtco.com/business-
letter-basics-1209018 — 3arJ. ¢ aKpaHa.

3. Best Sample Resume. Business Letter. Pecypc, conepxariuii

CTaThbW W MaTepuayibl 1O BEAECHUIO JEJIOBOM MEPEenMCcKU Ha aHTIUM-
CKOM $I3bIKe [DIIeKTpOHHBI pecypc]. — Pexkum goctyna: http://www.
bestsampleresume.com/letters — 3ari. ¢ 9KpaHa.
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Photo bank

Module 1. COMPANIES
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Module 2. THE INTERNET
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Module 3. TROUBLESHOOTING
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Module 4. PRESENTING A NEW PRODUCT
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Module 5. TELEPHONING AND CONTACT MAKING
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Module 6. FUTURE TRENDS
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Module 7. MANAGING TIME

BUSINESS
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Module 8. EMPLOYMENT AND CAREER
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