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3 CEMECTP

3AO0AHVNA HA CEMECTP

MoBTopuTh 06LLMe cBefeHUs 0 rnarone (pasgen ‘Grammar Revision’):

+ WN3baBuTenbHoe HaknoHeHue (The Indicative Mood).
+ [JeiicTBuTenbHbIl 3anor (The Active Voice).

« BpemeHa 4eficTBMTENbHOTO 3a/0ra.

* DOpPMbI HENPaBUbHbIX FNaronoB.

Mpopa6oTaTe 1 YCBOMTb rPaMMaTMuecKuii  MaTepliuy
BbIMOMHNTL YNPaXHEHUS.

cemecTpa,

« BpemeHa rpynnbl Indefinite (The Present Indefinite Tense, The Past

Indefinite Tense, The Future Indefinite Tense).

MpountaTh 1 nepeBecTn TeKcTbl ypoKoB (I, I, I11), BblyunTs
06513aTe/IbHbI/i MUHUMYM C/I0B M0 yKa3aHUIO Npenojasatent.

.MoproToBUTL  MaTepuan no  AONONHUTENLHOMY  YTEHUIO

‘Additional Texts’).

MoAroTOBUTL YCTHBLIE TEMbI M0 YKa3aHUIO Npenojasatens.

. BbINOMHUTL KOHTPONbHYI0 paboTy Ne 3

(pasgen



YPOK |

HacTosiujee HeonpeseneHHoe Bpemst
(The Present Indefinite Tense)

O6pasoBaHue Present Indefinite Tense

1. Present Indefinite coBnagaet c gpopmoit nHpUHNTUBA (6e3 YacTuLbl to) BO
BCeX NnLax, Kpome 3-r0 NMya egMHCTBEHHOTO YMCNA, MPUHUMAIOLLEr0
oKoHuaHue -s: to work - 1(you, we, they) work, he works.

2. BonpocuTenbHasi hopma 06pasyeTcsi NPy NOMOW U BCIOMOTaTeNbHOMO
rnarona to do B HacTosiuem BpemeHu (do o BCeMyU NuLamMu, Kpome 3-ro
LA eANHCTBEHHOTO YMCNA, C KOTOPbLIM ynoTpe6nsietcst does) u opmbl
MHOUHNTMBA (6e3 4acTWubl t0) CMBICAOBOTO [Narona, npuyem
BCNOMOraTeNbHbli FNAron cTaBuTCs nepej noanexawum: Do they work?
Does he work?

3. OTpuuatensHas Gopma o6pasyercsi Mpu MOMOW U BCMOMOraTeNnbHOTo
rnarona to do B HacTosiuiem BpeMeHu (do u does), YacTulbl Not U GopMbl
WH(UHUTKUBA CMbICcNOBOro rnarona (6e3 yacTuubl to): | do not work, she
does not work.

YnoTpe6nenue Present Indefinite Tense

Present Indefinite ynoTpe6nsercs:

1 [ina BblpaxeHus [eficTBMA 06bIYHOrO, NMOCTOAAHHOTO, CBOWCTBEHHOTO
noanexaiiemy, T.e. AeiCTBUS, NPOMCXOAALLET0 BOOGLLE, @ HE B MOMEHT

peun:

He lives in Washington. OH XuBeT B BawmnHrtoHe
(nocTosiHHOE felicTBUE).

She speaks French well OHa XopoLwo roBopuT no-hpaHLysckn

(neficTBue, CBOWCTBEHHOR NOANEXALLEMY).

2. ins BeIpaXeHUs [elicTBUS, COBEPLIAIOLLEroCs B MOMEHT peun (BMecTo
Present Continuous), ¢ rnaronamu, He ynoTpe6naOWMUMNCA BO BPeMeHax
rpynnel Continuous (rnaronkl, Bbipaxalouyue 4yBCTBa, BOCAPUATUS U
YMCTBEHHbIe COCTOSIHUA: to see, to hear, to understand, to want etc.):

Idon’t understand this sentence. $1 He MOHVMAL0 3TOTO LLIOANOXKEHUS.
DonYtalk so loudly, I hear you well. HerosopuTe Tak rpoMKo, 51 CNlbILIY Bac
Xopowo



3. Ana BblpaxeHnus Gyayuiero feiictBus (Bmecto Future Indefinite) B
06CTOATENLCTBEHHBIX MPUAATOUHBIX MPEANOKEHUAX YCNIOBUS U BPEMEHM,
KoTOpble BBOAATCS coto3amu: if ecnm, unless ecnm ... He, dill, until go Tex nop
noKa... He, as S00N as Kak To/bKO, as long as noka, before npexae uem n 7.4.
B pyccKOM si3blKe B COOTBETCTBYIOW WX MPUAATOUHbIX MPEANOXKEHUsX
ynotpebnseTcsa 6yayLiee Bpems:

We shall send you the documents Mbl BbillAeM BaM JOKYMEHTbI, Kak
as soon as we receive them from TONLKO NONYUUM UX U3 JIOHOHA,
London.

Ifhe comes, I shall ask him Ecnun oH npugeT, A cnpowy ero 06 atom,
about it.

il

[ns BbipaxeHus 6Gyfyuiero fedcTBus: (Kak v HacTosiujee Bpems B
PYCCKOM fi3bIKE) C rnaronamu, 0603HavalouwumMu ABuUxKeHne: to leave
yeskartb, to start oTnpaBnsTees, to sail oTnaebiBaTe, to return
BO3BpawW|aThes, to arrive npuesxarkb, to go yX04uThb, ye3xaTb, to come
NPUXOANTL, MpuUedKaTb. B 3TOM Crydyae B aHINACKOM MPeANoXeHUu
(KaK 1 B COOTBETCTBYIOLIEM PYCCKOM) 06bIYHO UMeeTCH 06CTOATENLCTBO
BpEMeHN, yKasblBalollee Ha Gy ayujee Bpems:

Does he arrive on Monday? OH npuesxaeT B NOHeAeNbHUK?

The ship sails tomorrow. Mapoxoj yXoAnT 3aBTpa.

YnpaxHeHue 1. 3anonHuTe NPoONyckun, WUCNONb3ys NpaBUNbHYyl Ghopmy
rnarona.

1. How many languages (you/speak)?

2. What time (the banks/close) in Britain?

3.1lhave acarbutl (not/use) it very often.

4. Thisshop (open'at9.00 and (closelat *8.30 every day.
5. What (you/do)? I’'m a manager.

6. Where (your father/come) from? He (come) from Scotland.
7. George_____(not/go) to the cinema very often.

8.1 . (play) the piano, but I /_ (not/play) very well.

9.1don't understand the word “freight’i What .. (*freight ‘mean)?
10. How many letters (you/write) a day?

YnpaxHenne 2. Wcnonb3yiiTe faHHbie NPegnoXeHUs AN COCTaBNEHUS
BONpPocoBC HaunHaiiTe BONPOCLI CO CNOB B CKOGKAX.

1. Annaplays tennis. (How often?)

.1getup in the'morning. (What time / usually?)

. Alex works. (Where?)

. My car breaks down. (How often?)

. People do stupid things. (Why?)

. We discuss his projects. (When?)

2
3.
4
5.
6
7 .1go to the theatre. (How often?)



YnpaxHeHue 3. MpoynTaiiTe U nepeBegnuTe cnegylolnii TekcT. BoiGepute
HanGonee NOAXOAsILLEe U3 NPUBEAEHHBIX 3aTNaBU.

Travelling Abroad Problems That Business People Face
Doing Business In Europe 1 Didn’t Mean To Be Rude!
When In Rome... "Good Manners, Good Business

Nobody actually wants to cause offence but, as business becomes ever
more international, it is increasingly easy to get it all wrong. There may be a
single European market but it doesn’t mean that managers behave the. same in
Greece as they do in Denmark.

In many European countries handshaking is an automatic gesture. In
France good manners require that on arriving at a business meeting a manager
shakes hands with everyone present. This can be a demanding task and, in a
crowded room, may require gymnastic ability if the farthest hand is to be
reached. Handshaking is almost as popular in other counties including
Germany, Belgium, grid Italy. But Northern Europeans, such as the British and
Scaiidinaviansfare not quite so fond o fphysical demonstrations of friendliness.

In Europe the most common challenge is not the content of the food, but
the way you behave as you eat. Some things arejust not done. In France it is not
good manners to raise tricky questions of business over the main course.
Business has its place - after the cheese course. Unless you are: prepared to eat
if. silence you have to talk about something - something, that is, other than the
business deal which you are continually chewing over in your head.

Italians give similar importance .to the whole process of business
entertaining. In fact, in Italy the biggest fear, as course after course appears, is
that you entirely forget you are there on business. If you have the energy, you
can always do the polite thing when the meal finally ends, and offer to pay.
Then, after a lively discussion, you must remember the next polite thing to do
letyour host pick up the. bill.

Germans do not eiitertain business people with quite the same enthusiasm
as some of their European counterparts. The Germans are also notable for the
amountof formality they bring to business." As an outsider, it is often difficult to
know whether colleagues have been working together for 30 years or have just
met in the lift. 1fyou are used to calling people by their first names this can be a
little strange. To the Germans, titles are important. Forgetting that someone
should be called Herr Doktor or Frau Directorin might cause serious offence. It
is equally offensive rocall them by a title they do not possess.

In Italy the question of title is further confused by the fact that everyone
with a university degree can be called Dotlore - and engineers, lawyers and
architects may also expect to be called by their professional titles.

These cultural challenges exist side by side with the problems of doing
business in a foreign language. But the more you know of the culture of the

7



country you are dealing with, the less lilcelyyoy are to get imp difficulties. Itis
worth the effort. It might be rather hard to explain that the reason you lost the
contract was not the product or the price, but the fact that you offended your
hosts in a light-hearted comment over an aperitif. Good manners are admired:
they can also make or break the deal.

YnpaxHenue 4. OnpegenuTe, BepHbl NN AaHHble yTBepxaeHus. (Decide if
these statements are true or false, according to the text.)

1. In France you are expected to shake hands with everyone you meet.

2. People in Britain shake handsjust as much as people in Germany.

In France people prefer talking about business during meals.

Itis notpolite to insist on paying for ameal ifyou arein Italy.

Visitors to Germany never get taken out for meals.

German business people don’t like to be called by their first names:
Make sure you know what the titles of the German people you meet are.
Italian professionals are usually addressed by their titles.

9. A humorous remark always goes down well all over the world.

PN O AW

YnpaxHeHue 5. OTBeTbTe Ha CNeAyloLUyue BONPOChI.

1. Which o f the ideas in the text do you disagree with?

2. Whatwould you tell a foreign visitor about ‘good maimers’ in your country?

3. How much do you think international business is improved by knowing
about foreign people’s customs?

YPOK |1

Mpoweauwee HeonpeaeneHHoe Bpemst
(The Past Indefinite Tense)

O6pasosaHue Past Indefinite Tense

Past Indefinite npaBunbHLIX rnaronos obpasyetcs nyTem npu6aBneHus
BO BCeX MLax OKoH4YaHus -ed K opme MHpKUHUTMBA: to live - 1 lived, to
work - she worked, to expect - they expected.

Past Indefinite HenpaBWAbHBLIX rnaronoB o6pasyeTcd PasAUYHbIMU
Apyrumun cnocobamun: to speak | spoke, to begin - they began.
HenpasunbHble TNaroNbl PeKOMeHJyeTCs 3ayunBaTb B TPeX OCHOBHbIX
(opmax (cm. Tabnuyy B pasgene Grammar Revision).

. BonpocuTenbHash (OpMa KaK NpaBUbHBIX, Ta»: W HeNpaBUbHbIX
rnaronos o6pasyeTcsi Npu NOMOWM BCNOMOraTeNbHOTO rnarona to do B
npowepwem BpemeHn (did) u dopmbl MHGUHUTMBA (6e3 vacTuubl to)
CMBIC/IOBOTO [N1arona, MpuUYeM BCMOMOTaTeNbHbIA rnaron craBuTCs
nepeg nognexauum: Did they work? Did he speak?

=

~
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3. OTpuuaTensHas (opmMa Kak MPaBUIbHLIX, TaK W HeNpaBU/bHbIX
rnaronos 06pasyeTcs Npu NOMOULM BCMOMOraTeNbHOro rnarona to do B
npowepwem BpemeHn (did), uvactuubl not U GopMbl UHOUHUTUBA
cmbicnosoro rnarona (6es to), npudem not cTaBuTcs  nocne
BcnomoraTtensHoro rnarona: | did not work, she did not speak.

YnoTpebnenue Past Indefinite Tense

Past Indefinite cnyXuT NS BblpaxeHWs [eACTBUSA, COBepLUUBLIErocs
Wnv coBepwiaBlierocst B npownom. Pzst Indefinite nepeBoguTCs Ha pycckuit
A3bIK MPOLWEAW UM BPEMEHEM [/1arona Kak COBEPLWIEHHOr0, TaK u
HECOBEPLI EHHOTO BUAA, B 3aBUCUMOCTY OT CMbICNA NPEANOKEHUS.

Past Indefinite ynoTpe6nsercs:

1N BbIpaXeHWsi NPOWeJWEro AeACTBMS C TaKMMU 0603HAYEHUAMU
BpemMeHM, Kak yesterday Buepa, last week Ha npownoit Hegene, an hour
ago uyac Hasap, the other day Ha gHAX, on Monday B NoHejenbHUK, in
1995 B 1995rogy M T.n.:

The goods arrived yesterday. ToBapbl NpubbINK BYepa.
Thenegotiations ended lastweek.  MeperoBopbl 3aKOHYUNUCH HA NPOLLNOA
Hepene.

Bpems COBepUWEHNs AefiCTBUS MOXET GbiTb BbIDAKEHO MPUAATOUYHbIM

npeAnoXeHNem UNK NOAPa3yMeBaThCs:

He called when I was atthemeeting. OH 3BOHW/, KOrja st 6bINHa COBELLLAHNN.

I recognized him with difficulty. S ysHanero c Tpygom (nogpasymeBaeTcs:
KOTja Mbl BCTPETU/INCH).

Ans BblpaXeHns psfa nNpowejwnx AeACTBWA, nepesaBaembiX B Toii
nocnegoBaTeNbHOCTH, B KOTOPOI OHN MPONCXOZUNM:

The manager entered the office, MeHegkep Bowen B odyuc, cen3a cTon u
satdown athis desk and began Havan npocMaTpuBaTh YTPEHHIOI0 NOYTY,
to look through the moming mail.

~

b

[lns BbIpaXeHNst 06bI4HOT0, NOBTOPSIOLLEr0CS NPOLIEALWEro AeCTBUS:
Lastyear | spenta lotoftime travelling. B npownom roay s MHOro
nyTelwecTsoBan.

YnpaxHenue 1. MpounTaiiTe NpegnoxeHne 0 HaCTOAWEM W Hanuwute
npeanoXxeHue 0 NPOLIIOM.

Mpumep: Jim usually gets up at 7.30. - Yesterday he got up at 7.30.

1.Jim usually wakes up early. Yesterday moming ...

2. Jim usually walks to work. Yesterday ...



3.Jim is usually late for work. Yesterday ...

4.Jim usually has a sandwich for lunch. Yesterday ...
5.Jim usually goes out in the evening. Yesterday evening...
6. Jim usually sleeps very well. Lastnight...

YnpaxHeHne 2. 3anonHUTe MPOMYCKW TNaronamu a CooTBEeTCTBYMWei
thopme.

| hurt teach spend sell throw fall catch _buy cost |

Mpumep: 1was hungry, so | bought something to eat in the shop.

1. Tom’s father him how to drive when he,was 17

2.Don down the stairs this morning and his leg.

3. We needed some money so we. our car.

4. Lisa alotofmoney yesterday. She adress that $50.
5. James the ball to Suewho it.

YnpaxteHue 3. Baw Apyr BepHYNCS 13 M0E3AKM 1 Bbl PACCTIPALUINBAETE €r0 O Hell.
Mpumepbl: where / go?  Where did you go?
food / good? - Was the food good?
1. how long / stay there?
2. stay in a hotel?
3. go alone?
4. how / travel?
5. the weather / fine?
6. what/ do in the evenings?
7. meet any interesting people?

YnpaxHeHue 4. 3anonHuTe NpONYycKM Fnaronamu B COOTBETCTBYloujeit

dopme.
Bce NpeAnoXeHns - 0 NPOWNOM.

Mpumep: | (not/ go) to work yesterday because 1 (not/ be) very well.
I didn ‘tgo to work yesterday because | wasn'/very well.
1. We (not / eat) anything because we (not ()>e).hungry..,,
2.1 (not/ rush) because we Ynot/ be) iri a hurry. ~no
3. Jamie (not/ have) breakfast this morning because she (not/
have) time.,
4.She- + (not/ be) interested in the book because she ; (not /

understand) it.
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YnpaxHenue 5. CaenaiiTe nepeso/ cneaylouinx NpeanoxeHnii ¢ pycckoro
Ha aHTIMIICKUT, Bbly4YNTe BblieNIeHHbIe TNaroNbl U Npunarate/ibHble.

Common verbs

spend $$$ (on) smth. Lastweek I spent $ 100 on food, and $ 20 on books.

pay (for) smth. 1paid $ 200 for my new desk. (= itcost me $ 200)
Where do | have to pay for these things?
cost My new desk cost me $ 200. ( - 1paid $ 200)
charge The mechanic charged me $ 50. (= asked me to pay $ 50
for the service he provided)
lend Could you lend me some money?
borrow Could I borrow some money?
waste (on) smth. Parents often think that children waste their money (=use
it badly) on sweets and other things that they don’t need.
save (up) for smth. I’'m saving up (= keeping some o fmy r*opey.wh?”!, nt
receive it) fee-anew bike. I should have enough by the end
oftheyear.
Adjectives
cheap reasonable quite very incredibly
expensive expensive expensive
-» ->
$

Money - notes and coins
The currency (= the type of money used in a country) in the United
Kingdom is called pound sterling. In America there are US dollars,
banknotes = notes: ten pounds, a ten pound note, 100 dollars, a 100 dollar bill
coins: fifty pence (we usually say 50p), a fifty-pence piece, 25 cents, a quarter

..i Importantwords and phrases

I can’t afford (= don’t have enough money) to go on holiday this year.
How much is that watch worth? (= What is the value of that watch?

= How much does it cost? = How much is it?)
It’s worth about $70. (= the value is$ 70 = it costs $ 70 = itis $ 70)
The cost of living (= how much people pay for things) is very high in places
like Sweden or Norway, but people still have a good standard of living ‘(=
the level of money and comfort people have).

1



YnpaxHeHue 6. UTo Bbl MOXeTe cKa3aTb B 3TUX CUTyauusa*? 3akoHuuTe
NPEANOXEHNS, HO He NCMONb3YITe NOAYEPKHYTHIX CNOB U (pas.
Mpumep: You want to tell a friend that a restaurant wasn’t cheap. The
restaurant was quite expensive.

1. You want to know the value o f your friend’s gold ring. How muchis...?

2. A friend wants to go to an expensive restaurant but you don’t have enough
money. | am afraid I .. - 1

3. You want to borrow some money from a friend. Could you ...?

4. You want to know how much a friend paid for her dictionary. How much ..

YnpaxHenne 7. Kak 6bICTPO Bbl CMOXeTe OTBETUTb Ha 3TW BONPOCHI?
3anuwuTe BCe 0TBEThLI (yes/ N0) 3a 0AHY MUHYTY, 3aTeM NpoBepbTe.

1. Isthe curtency in America called the dollar?

2. Is a five-pound note worth less than a fifty-pence piece?

3. Ifyou lend something to someone, do (hey borrow it?

4. 1fyou waste money, do you use it well?

5. Is ‘pound sterling” a currency?

6. 1fyou 'can’t afford’ something, do you have enough money forit? *

7. Does ‘costofliving” mean the same as standard o f living’?

8. If someone tells you a hotel is reasonable, is it very expensive?

YPOK 111

Byaylee HeONPeAeNEHHOE BpeMst
(The Future Indefinite Tense)

O6pasosaHune Future Indefinite Tense

1. Future Indefinite o6pasyeTcs npu nomouw,u BCNOMOraTeNbHbIX FNaronos
shall n will u popmbl UHGUHUTHUBA cMbicnoBOro rnarona (6e3 to). Shall
YNoTpe6nseTcs ¢ 1-M NMLOM eMHCTBEHHOTO M MHOXECTBEHHOTO Yncna,
a will ¢ octanbHbiMM nuuamu: | (we) shall work, he (she, you. they) will
work.

B BONpOCUTENbHOW (OpMe BCMOMOTaTenbHbI FNaron CTaBuTcs nepes
nognexauwum: Shall I (we) work? Will he (she, you, they) work?
OTpuuatensHas (opma 06pasyetcsi Npu NOMOWM OTPULATENLHON
4acTULbI NOt, KOTOpPas CTAaBUTCA MOC/e BCMOMOraTenbHoro rnarona: |
(we) shall not work, he (she, you, they) will not work.

~
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YnoTpe6neHue Future Indefinite Tense

Future Indefinite ynoTpe6nseTcs Ana BblpaxeHns 4eiicTBNSA, KOTOPOe COBEPLUMUTCS
vnu GypeT cosepwaTbesi B Gyayuiem. 3ro Bpems MOXeT 0603HauaTh Kak
O/JHOKpaTHOe, TaK 1 noBTopstoLLeecs geficTue. Future Indefinite nepeBognTCca Ha
PYCCKuii sI3bIK  GyAyU{UM BpEMeHeM [N1arona Kak COBEPLIEHHOTo, TaK U

H HHOTO BUAA., B TU OT 061 €r0 CMbICNIA NPEANIOKEHMS

We shall return to Moscow in a few days. MbI BepHemcst B MOCKBY uepes
HECKONbKO fHe.

She will be tired after work. OHa ycTaHeT nocne pa6oTbl.

They will have English lessons twice a week.  OHu 6yAyT 3aHUMaTbCA
aHINNCKUM [iBa pasa B HefeNio.

Hapsgy ¢ Future Indefinite 6yayLee aeiicTBUE BbpaXKaeTcs TakxKe NOCPEACTBOM:

1. Present Continuous pgns o6o3HauyeHusn 6Gyayuiero pgeiicTBusA, Korga
BbIPAXAETCS HaMepeHue COBEPWIMUTL AeACTBME WM YBEPEHHOCTb B €ro
coBepuieHNn:

They are leaving by the five o 'clock train. OHWM ye3xKa T NATUYacoBbIM
noesgom.

2. Present Continuous rnarona to go B COMETaHMM C MHPUHUTUBOM PYroro
rnarona:
I 'am going to send him a telegram. S nownto (cobuparck nocnatsb) emy

Tenerpammy.

3. Present Indefinite gns BblpaxeHus Gyjyuiero AeicTBWsA crnaronamu,
0603HaYAIO W UMY JBUXKEHNE:
The ship sails tomorrow. Mapoxoa yxoAuT 3aBTpa.

4.

Future Continuous Ansi BbIPaXeHUs JeliCTBUS HEANMTENLHOTO XapakKTepa,
HamepeHue COBEPLINTL AefiCTBIUE /1M YBEPEHHOCT B €0 COBEPLIEHNN:
I shall be writing to him tomorrow. $1 6yay nucaTb (Hanuwy) emy 3aBTpa.

3T cnocobbl  BbIpaXeHWsi  GyAyuwiero  AeicTBAS  OYeHb  4acTo
ynoTpe6nsalTCcA B pasroBopHoii peun BmecTo Future Indefinite
(B oco6eHHoCTM Present Continuous rnarona to go ¢ UHGUHUTUBOM). OHK
He YNoTpe6NATCA, KOrAa CoBeplIeHNe felicTBUS B Gyayuiem CTaBuTCS B
3aBUCUMOCTb OT BHEWHMX 06CTOATENLCTB, T.e. KOraa Gyayujee peiicTsue
06yCnoBNMBAETCS NPUAATOYHBLIM  NPEANOXEHMEM BPEMEHW, YCNOBUS,
NpUYnHBLI U T.4. B aTux cnyyasx ynotpebnserca Future Indefinite:

I shall send him a telegram, if I do not $1 nownio emMy Tenerpammy, ecnm He
receive an answer to my letter. nony4y 0TBETA Ha CBOE MUCLMO.
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YnpaxHeHne 1. 3anonHuTe nponycku B npeanoxenusax Il +
Heo6X0AUMBbIiA rnaron.

Mpumep: I'm too tired to walk home. 1 think I'll get a taxi.
1.1 feelabithungry. I think.  something to eat.

2. It’s too late to telephone Tom now. . himin jhe moming.
3. ‘It’s cold in this room.” ‘Is it? on the heating
4. ‘We haven’tgot any cigarettes.” ‘Oh, haven’twe? * ' andget some.”

5. ‘Did you write that letter to Jack?” ‘Oh, I forgot. Thanks for reminding me.
it this evening.”
6. ‘Would y ike tea or coffee?” * coffee, please."

YnpaxHeHue 2. Tenepb BaMm HYXHO ucnonbsosatk | think IM... uan | don’t

think I’ll.... MpoyTuTe CUTyaL N0 U HANULIKUTE CBOE NPeAN0oXeHMe.

Mpumep: It’s cold. You decide to close thewindow. | think] Ilclose the window.

It’s raining. You decide notto go out. 1don ‘Ithink| "1lgo out.

1. You feel tired. You decide to go to bed. |

2. A friend of yours offers you a lift in his car but you decide to walk. Thank
you, but.

3. You arranged to play tennis. Now you decide that you don’t want toplay.

4. You were planning to go swimming. Now you decide that you don’t want to

go-___

YnpaxHeHue 3. Bam HY)XXHO NpeanoXunTb cenatb 4To-a. BMecTo Toma.
Mpumep: Tom: Oh, I must do the washing-up.
You: No, its allright. I'lldo the washing-up.
1. Tom: Oh, I must get the dinner ready. You: No, it’sall light. I ____
2. Tom: Oh, I must do the shopping. You: No,____
3. Tom: Oh, I mustwater the plants. You: ____

YnpaxHeHne 5. MpounTaiiTe 1 nepeBeanTe CredyloUynii TekcT
Management In America: Do It My Way

Cultural differences between Japanese and American managers have
presented the biggest obstacles to Japanese companies investing i:i America.

A seminar for Japanese executives working in America was attended,by 25
men, nearly all of them in identical dark suits. Despite the room’s stifling
heating system, they resolutely refused to remove their jackets. Their coffee
break lasted exactly the scheduled 10 minutes. They did not ask any questions
until after they had got to know one another a bit better at lunch. They were
usually deferential and always polite.

A similar seminar for 25 Americans working for Japanese subsidiaries in
America included 8 women. Several of the men removed their jackets on
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entering the room. A 10-minute coffee break stretched beyond 2Q. minutes.
Participants asked questions and several aggressively contradicted' what the
speakers had to say.

According to Mr. Thomas Lifson of Harvard and Mr. Yosliihiro Tsurumi of
New York’s Baruch College the two main speakers on both seminars -
misunderstandings .between Japanese and American managers are possible at
nearly every encounter.-They can begin at the first recruiting interview. A big
American company typically hirespeople to fill particular,slots. Its bosses know
that Americans are mobile people, who have a limited commitment !o any
particular employer or part o f the country. As a result, jobs are clearly defined and
so are the skills needed to fill them. American firms hire and firealmost at will.

The assumptions (and the expectations) of the Japanese managers of
Japanese subsidiaries in America could hardly be more different. They value
people more for the skills they acquire after joining the company than for their
existing skills.

American managers rely heavily on a.pumber-packed memoranda and the
like. The Japanese colleagues prefer informal consultations which lead
eventually to a consensus. According to Mr. Tsurumi, they find comical the
sight of American managers in adjacent offices exchanging memos.

Confronted with a dispute between middl| managers, most Japanese
superiors refuse to become involved, expecting the managers themselves to
resolve the issue. The Americans conclude, wrongly, that their Japanese bosses
are indecisive or incompetent. Japanese managers do not share the American
belief that conflicts are inevitable'and sometimes help. They want to believe
that the employees form one big happy family.

YnpaxHeHue 6. HalguTe aHrnniickve 3KBUBANEHTbI ANS CNeAYIOUNX CNOB
M BblpaxeHuil, obpaujas BHMUMaHWe Ha WX ynoTpe6neHue B TekcTe.
BblyunTe nx.

cemMuHap ANns PyKoBOAALMX PABOTHNKOB HaHUMaTh

onpefgeneHHoe (0TBeAEHHOE) BpeMst YBONbHATHL

Ny4uweysHaTb Apyr Apyra (npno6peTaTh) HEO6XOANMbIE yMEHUA.
6bITb BEXIUBbIMA cnyxe6Has sanucka/u

OTAeNeHNe KOMNAHUK PYKOBOANTENL CPEAHEro 3BeHa/
YUacTHUK rnaBHoe J0/KHOCTHOE N1L0
B3aMMOHENOHUMaH e HaHumaTens / paboToaaTtens
WHTEPBbIO NPW NpuemMe Ha paboTy cnyxauwuit
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YnpaxHenue 7. OnpefenuTte, BepHbl N1 JaHHble yTBepXaeHus. (Decide if
these statements are true or false, according to the text.).

This text is about American companies in Japan.

Atone seminar the Japanese removed their jackets when they got hot.

The Japanese didn’t ask questions until after lunch.

Atanother seminar, some o f the Americans were not polite to the speakers.
Americans and Japanese are likely to misunderstand each other in any situation.
American employees are very loyal to their companies. *

Japanese companies are likely to recruit less experienced employees.

The Japanese rely less on meetings than the Americans.

Japanese managers send more memos than their American counterparts

10. Japanese managers solve problems without involving their boss.

CEND o s LN

KOHTPOJ/IbHAA PABOTA Ne 3

YnpaxHeHue 1. MepeBeguTe NUCbMEHHO CeAyl0LNiA TeKcT,
Directors And Managers, Secretaries

As arule a private company has only one director. A public company must
have ,at least two directors. Usually there is no upper limit on the number of
directorS a public company may have. The company's note paper must list
either all or none o f the names o fits directors.

A limited liability company or a corporation is headed by the board of
directors elected by shareholders. The directors appoint one of their number to
the position of managing director to be in charge of the day-to-day running of
the company.Jin large organizations managing director is often assisted by a
general manager. Some companies also have assistant general managers. Many
directors have deputies who are named deput)’ directors.

Directors need not be shareholders. They are responsible for the
management of a company’s affairs. They are not subject to any residence or
nationality restrictions.

Big companies have many managers heading departments. They are all
responsible to the managing director. Among various departmental managers
the following can be mentioned:

« sales manager
personnel / staffmanager
chiefmanager
district manager
producti on manager
sales and marketing manager
industrial engineering manager
etc.
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There are two types of secretaries: company secretaries and private
secretaries o f executives.

Every company, both in Great Britain and the United States, is required,
under the law, to have a company secretary? In the case of private companies
the directors are free to appoint any suitable person for this position. But in the
case of public companies the company secretary must be a properly qualified
person, a member of arecognized institute or association/He or she may be one
of the directors of the company.*But if the company has only one director, the
director cannot also be the secretary.

The company secretary is the chief administrative officer (CAO) of the
company. He or she is normally responsible for the company, to comply with

.company law. The correspondence of the company secretary is particularly
concerned with shareholders’ meetings, board meetings and various forms that
must be sent outside. »The company secretary may also deal with enquiries for
information concerning, other firms, although the accounts department often
handles these matters. Administrative questions cqme into the sphere of the
company secretary under instructions o f the board o f directors.

As to private secretaries of executives they are practically personal
assistants o f executives. A secretary answers telephone calls, receives messages
and makes telephone calls on the instruction o f her boss. A secretary also helps
in organization of meetings and conferences, entertainments of visiting
customers, suppliers and other associates of the firm. She also deals with all the
correspondence o f her boss. Secretaries write letters on making appointments or
travel arrangements, letters of introduction, congratulation or condolence,
invitations and replies to invitations. Secretaries use various office equipment,
like computers, fax machines, photocopying machines and others.

YnpaxHeHue 2. CNuWNTe BONPOCHI U AaiiTe NUCLMEHHbIV OTBET Ha HUX.
How many directors can a private company have?
And what about a public company?

Who heads a limited liability company?

How is managing director appointed?

What are his duties?

Who is general manager?

What do managers usually head?

What managers are there in companies?

What is the status o fa company secretary?

10. What is a private secretary responsible for'/
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YnpaxHenue 3. HailgnTe B TeKCTe M BbINULWINTE aHIMACKME IKBUBANEHTbI
QNS CNefyloLLMX CNOB U BbIPaXeHWii. BelyuuTe nx.

YacTHbIi pyKoBoauTeNb
06LLecTBEHHbI Tpe6oBaTb

BO3rNABNATH noaxoasuyuii

COBET AUPEKTOPOB LOMKHBIM 06pa3om
BbIGUpaTh KBannhuLMpoBaHHbI it
HasHauaTh NpUsHaHHBbI
[VpPeKTOp-pacnopsanTens rNaBHoe JO/KHOCTHOE N0
ynpaensiouni 3aHMMAaTbCA JaHHbLIM BOMPOCOM
ynpaensTb KOMNaHuei 3napTHep, KOMNaHbOH "
nognagarte Nof AeficTBME OTPaHNUEHNiE HasHauaTh BCTPedy

6bITh OTBETCTBEHHBIM Nepes Kem-/1. 3a co6onesHoBaHue

uTo-N. o6opygoBaHme

YnpaxHenue 4. 3anonHuTe MPoNycku rNarofamu B, COOTBETCTBYlOLLei
(opme.

1buy sell spend win lose waste pay find cost  give~|

1. My carwas five yearsold so | itand anew one.

2.1was very sad when | my watch in the street. It was a present from my
wife and it her a lot of money. Fortunately, somebody , it the
next day and took it to a Police Station.

3.1 over $ 2,000 for my computer, butitisn’t worth very much now.

4. My father me $ 50 last week but 14 most of it on a ticket for a
concerton rriday.

5. Last week somebody $ Im in a game on television. It was incredibly
exciting.

6. I'm afraid | my money on those CDs because | never play them.

YnpaxHeHnue 5. Mcnonb3ys Gyaylee HeonpejeneHHoe BpeM?:, cornacutech
n nooGewaiTe cpenatb Tpebyemoe.

Mpumep: A: Canyou clean the windows? B: Sure, I' 1iclean them today.
A: Do you promise? B: Yes.1 promise I'll clean them this afternoon.

1. A: Can you phone me later? B: Sure, tonight.
A: Doyou promise?-B: Yes, .

2. A: Can you repair the clock? B: Okay, tomorrow.
A:Do ?B:_____



3. A: Please don’ttell anyone. B: All right, lwon ttell anyone.
A: ? B:

4. A: Please don’tgo there. B: Don’tworry,
A ? B:

YnpaxHeHue 6. OTBerbTe Ha BONPOCHI, UCMO/b3Ys faHHbIE B CKOGKAX CNOBA.

Mpumep: When do you think he’ll arrive? (expect/ tonight)
I expect he "llarrive tonieht.

=

Whatdo you think she’ll say? (probably / nothing)

She'n

. Where do you think he’ll go? (expect/ London)

I

3. When do you think they’ll leave? (think / tomorrow)
|

4. How do you think we’ll get there? (expect/ by train)
I

5. When do you think we’ll be back? (think/ quite soon)
|

6. Do you think he’ll miss her? (I'm sure / very much)

Yes,

~
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4 CEMECTP

3A0AHNA HA CEMECTP

MoBTopuTh 06Uy Me CBefeHNA 0 rnarone (pasaen ‘Grammar Revision’):

« ConocTaBfneHne PyCcCKUX UM aHTNICKUX BPEMEH W3bABUTENLHOIO
HaKOHEHUS.

Mpopa6oTaTe W ycBOMTb TrpamMMaTU4eCKUil  MaTepuan CemecTpa,
BbIMOMHNTL YNPAKHEHNA.

* Bpemena rpynnbl Continuous (The Present Continuous Tense, The
Past Continuous Tense, The Future Continuous Tense).

+ Bpemena rpynnel Perfect (The Present Perfect Tense, The Past Perfect
Tense, The Future Perfect Tense).

Mpountath 1 nepeBecTn TeKcTbl ypokos (I, 11, 111, 1V), BblyunTh
06513aTe/IbHbI/i MUHMMYM C/I0B N0 yKa3aHuio npenogasatene..

.MoAroToBMTL  MaTepuan Mo  JOMONHWTENLHOMY uTeHnio  (pasgen

‘Additional Texts’).
MOATOTOBUTE YCTHBIE TEMbI 10 YKa3aHWK0 npenogasatens.

BbINONHWTL KOHTPONbHYIO pa6oTy Ne 4.
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YPOK 1

HacTosujee AnuTensHoe Bpems
(The Present Continuous Tense)

O6pasoBaHue Present Continuous Tense

1 Present Continuous 06pasyeTcsi Npy NoMow M BCNOMOraTeNbHOTO rnarona
to be B HacTosuem BpemeHuW (am, is, are) M (QopmMbl nNpuyacTus
HacTosiuwero BpemeHn (Present Participle) cmbicnoBoro rnarona: | am
working, he is working, we are working,

2.B BONPOCATENLHOW (hOpMe BCMOMOTaTeNbHbIi FNaron CTaBuTCs nepes
noanexawmum: Am | working? Is he working? Are you working?

3. OTpuuatensHas hopma 06pasyeTcsi NPy MOMOW M YaCTULbI NOt, KOTopast
CTaBuTCsA nocie BcnomoratensHoro rnarona: | am not working, he is not
working, we are not working.

YnoTpebnenune Present Continuous Tense
Present Continuous ynoTpe6nsercs:

1. ANs BbIP@KEHUS ANUTENBHOTO AeACTBUS, COBEPIIAIOLLErOCS B MOMEHT
pey
He is reading a book. OH 4YuTaeT KHUTY (ceiivac).
Sheis typing a letter. OHa neyataeT nucbMo (ceiiyac).

Mpumeyanue. CnegyeT MMeTb B BUAy, 4TO [Narofibl, Bblpaxaioline
4YBCTBA, BOCMPUATUS U YMCTBEHHbIE COCTOSIHUS He YNoTpe6nsiTcs BO
BpemeHax rpynnel Continuous. K 4ncny aTux rnaronos oTHocATes: to love
no6uTs, to like HpaBUTbCA, to hate HeHaBMAeTb, to want XoTeTb, to wish
>KenaTb, to see BUAETb, to hear cnbiwaTs, to feel yyscTBOBATS, to know
3HaTh, to understand NOHUMAaTh, to remember MOMHUTbL U HEKOTOPbie

apyrue.

2.[Ans  BbIpAXEHUS  [NMTENbHOTO  [eiiCTBWS, COBepllaluWerocs B
HacToAW M Nepuoj BPEMEHN, XOTA 1 He 0683aTeNIbHO B MOMEHT peun:
Thatfirm is carrying on negotiations 3Ta hupma BeieT neperoBopbl 0
for the purchase of ore. NOKynKe pyAbl.
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3. Ans BeIpaxeHus Gyayulero ANUTeNLHOTO AeiicTBus (BMecTo Future
Continuous) B 06CTOATENbCTBEHHBIX MPUAATOUHBIX MPEANOKEHUAX
YCNOBUA N BPEMEHW, KOTOpble BBoAATCA colosamu if, when, whilen 1.4.:
I'shall be reading the letter while $1 6yay 4MTaTh MUCbMO, B TO BPEMS Kak
you are writing your report. Bbl 6yAeTe NUCaTh OTUeT.

4. [ins 0603HaueHns Gyayuero 4eiicTBUs, KOTJa BbIPAXAETCH HamepeHne
COBEPWNTDL AEACTBIUE NN YBEPEHHOCTb B €70 COBEPLIEHUN.
He is taking his examination on Friday. OH cpaeT 3K3aMeH H NATHULY.
We are leaving by the 5 0’clock train. Mbl ye3)xaem NATUHACOBbIM M0E3J0M.

CoueTaHue Present Continuous rnaronato go ¢ MHQUHUTNBOM

Ansi BbIPOKEHUS HAMEPEHUS COBEPLINTL AeCTBME N YBEPEHHOCTU B ero

cosepwennn B Gypyuiem Hapsigy ¢ Present Continuous oueHb 4acTo

ynotpebnserca Present Continuous oT rnarona to go - 1 am (be is n 1.4.)

going - B coYeTaHWW C UHPUHMUTMBOM. | am going MMeeT B 3TOM cny4ae

3HAUeHNE COBUPAIOCh, HAMEPEH:

I am going to learn Frenchnextyear. $1 HamepeH U3yyaTb (hpaHLy3CKUii A3bIK
B Gyayuiem rogy.

We are going to ship these goods Mbl co6upaemcsi OTrpy3nThb 3TOT TOBap

by the next steamer. 6ANXKAILINM NaPOXOAOM.

VH(GuHMTUB nocnie Present Continuous rnarona to go MoXeT ynoTpe6nsTbes
B CTpajaTenbHOM 3anore:

He is going to be appointed manager ~ OH 6y/eT HasHaueH (ero cobupatTcs
ofthatdepartment HasHauYWTb)3aBefyioLL UM 3TOT0 OTAena.

YnpaxHenne 1. OnpegenuTe, B NpaBUIbHOM N1 BPEMeHN MCNOMb30BaHbI
noAYepKHYTble rnaroibl. BHecuTe ucnpaBneHUs W 3anuwinTe BepHble
NpeAnoxeHus.

MpuMep: | don’t know your telephone number. Right
Please don’tmake so much noise. 1study. Wrong -/ am studying.

Look! Somebody is climbing up the tree over there.
Can you hear those people? What do they talk about?
Argyou believing in God?

Look! That man tries to open the door o fyour car. -
The moon goes round the earth.

I’'m thinking it’s a good idea to leave early.-

Pm usually going to work by bus.

NG ReNe
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YnpaxHeHue 2. Micnonb3yiiTe rnaron B nNpaBWUibHOW BpeMeHHOW dopme
(present continuous / present indefinite).

Mpumepsbl: Please don’t make so much noise. | am studying (study).
How many languages does Bartspeak (Bart/ speak)?

1.1 (not/ belong) to a political party.

2. Hurry! Thebus (come). | (not/ want) to miss it.

3. We usually (grow) vegetables in our garden but this year we___
(not/ grow) any.

4. You can borrow my umbrella. | (not/ need) it at the moment.

5.-ataparty - lusually. (enjoy) parties but | (not/ enjoy) this one
very much.

YnpaxHenue 3. Pa6oTas B nape, cOCTaBbTe ANANOTN NO AAHHOI CUTYaL M.
Bbl B rocTMHNLe. OAMH W3 Bac - CyXalinii B NpUeMHOA,
APYToii - NOCTOANEL, KOTOPbI/i 3BOHWUT B NPUEMHYI ¢
BbICKa3biBaeT Npockoy.

Mpumep: -thereis no hot water
A: Hello. Reception. Can I help you?
B: Yes. There is no hot water in my room. Could you see to it, please?
A: Certainly. I’ll send someone straight away.

Asking people to do things: Could you help me, please?
Would you open the window for me?
Could you ....2 is one of the most common forms. You can safely use it in most

The television doesn’t work.

You’d like some tea in your room.

You want the telephone number o f the railway station.
You’d like to be woken at 6.30 in the moming.

You'd like to have breakfast in your room at 7.00.

YnpaxHeHue 4. Pa6oTas B nape, COCTaBbTe ANanoru no BbibpaHHoii Bamu-
CUTyayun. A OUeHb 3aHAT 1 eMy NPEACTONT MHOTOE CAenaTb,
B npeanaraet nomouyb.

Offering help:
1I’ll help you. (I dm offering to help you.)
Shall I help you? (I am asking ifyou would like me to help you.)
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Bbl MOXETe HauaTh ANanor ciedylouyum 06pasom:
A: Oh, there’s so much to do.
B: I'll help, if you like.
A: That’s great. Could you ...?
B: Yes, of course. Shall I ...?

« going on holiday (pack cases/ close windows / turn off the fridge etc.)
« cooking a large meqj (prepare vegetables i do the washing-up / lav the table etc.)
« vyour office is in chaos, the phone’s ringing and an important customer is coming.

YnpaxHenue 5. CienaiiTe nepesoj cnefylolMx NpeanoxeHnii ¢ pycckoro
Ha aHTINACKNIA, BbIYYNTE Bbije/IeHHbIe C/I0BA.

Work: duties, conditions and pay
What do vou do?
People may ask you about your job. They can ask and you can answer in
different ways:

What do you do? I’'m (+job) e.g. abanker/ an engineer/ a manager

What is yourjob? Iwork in (- place or general area) e.g. a bank /
marketing

Whgtdo you do fora living?  Iwork for (+ name o fcompany) e.g. Union Bank /
Nestle

Note: ‘Work’ is usually an uncountable noun, so if you want to use the
indefinite article you should say ‘ajob’, e.g. She hasn’t gotajob at the moment.
What does thatinvolve? (= What do vou do in your job?t

When people ask you to explain your work / job, they may want to know your
main responsibilities (= your duties / what you have to do), or something about
your daily routine (= what you do ever)' day / week). They can ask like tl

What does that (= your job) involve?

Main responsibilities

lam in charge of (= responsible for) all deliveries out o f the factory.

I have to deal with any complaints (- take all the necessary action if there are
complaints).

I run the coffee bar and a restaurant (= | manage it/ 1am in control ofit).

Note: W e often use responsible for / in charge of for pari o f something, e.g. a
department or some o f the workers; and run for control of.all o f something, e.g.
acompany or a shop.

I have to go to / attend {formal) a lot o f meetings.
1 visit / see / meet clients (= people I do business with or for).

24



ladvise clients (give them help and my opinion).

It involves doing quite a lot of paperwork (a general word we use for routine
work that involves paper e.g. writing letters, filling in forms, etc.). Note the -ing
form after involve.

Pav
Most workers are paid (= receive money) every month and this pay goes
directly into their bank account. It is called a salary. We express the same idea
using the verb to earn:
My salary is $ 60,000 a year. (= | earn $ 60,000 a year.)

With many jobs you get (= receive) holiday pay and sick pay (when you,are
ill). 1fyou want to ask about holidays, you can say:

How much holiday do you get? or How many weeks’ holiday do you get?
The total amount of money you receive in a year is called your in‘conie. This
could be your salary from one job, or the salary from two different jobs you
have. And.on this income you have to pay part to the government called
income tax.

Working hours

For many people in Britain, these are 8.30-9.00 am. to 5.00-5.30 p.m.
Consequently people often talk about a nine-to-five job (= regular working hours).
Some people have flexitime (= they can startan hour or so earlier or finish lafpr);
and some have to do shiftwork (= working’at different times, e.g. days one week
and nights the next week). Some people also work overtime (= work extra hours).
Some people are paid to do / work overtime, others are not paid.

YnpaxHenue 6. CoeAMHWUTe FNaronbl CneBa Co CAOBAMWU UAW (pasamu
cnpasa.

KaX/oe CN0BO UCNONb3YiTe TONLKO OANUH pa3.
earn overtime

work meetings
pay ashop
goto clients

deal with $ 500

run vincome tax

YnpaxHeHvne 7. HauuHas ¢ AaHHbIX (pas, nepenuwnTe NPeAnoXeHUs ¢
MCNONL30BAHUEM C/IOB M3 YNPaXHEeHUst 5. CMbICA NPeAnoXeHunii 4o/KeH
0CTaThCs MPEXHUM.

Mpumep: I'm a banker. I work in banking.
1. What do you do0 What’s ?
2 .1learn $50,000. My
3.1lam a chemist. | work for
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4.1 get$20,00# from my teachingjob and another $ 10,000 from writing.
My total

5. I'm responsible for one o fthe smaller departments. I'm in

6. Inmy job I have to look after and maintain all the computers n the building.
Myjob involves

YnpaxHeHue 8. 3To yacTb Gecefbl ¢ NpenojaBaTenem o ee paboTe. 3aaaiite
NponyuLeHHbIe BONPOCHI .

A ?

B: lusually startat 8.30 a.m. and finish at four p.m.

A ?

B: Yes, a bit. On certain courses | work until six o 'clock.

A ?

B: Twelve weeks. That’s one ofthe good things about being a teacher.
A: ?

B: No we don’t, I'm afraid. That’s one of the disadvantages o f being a teacher.
But I suppose money isn’t everything.

YnpaxHenue 9. OTBeTbTe Ha C/leAyHO U e BONPOCHI.

I. 1) What are normal working hours for most office jobs ;inyour country?
2) Can you name three jobs that get very high salaries in your country?
3) When you start paying income tax in your country, what is the minimum

amountyou have to pay?

4) What jobs often involve shiftwork? (Give at least two examples.)
5) Is flexitime common in your company or your country?

. Think about your own job. How many o fthe things from Exercise 5 do you do?
How is your work different? Can you explain your responsibilities and daily
duties in English?

26



YPOK u

Mpowepuee AANTeNLHOE BPeMsi 1 6y AyLLee ANNTENbHOE BPeMs
(The Past Continuous Tense and the Future Continuous Tense)

Oo6pasosaHue Past Continuous Tense

1. Past Continuous 06pasyeTcs Npy NOMOW U BCMOMOraTeNbHOrO raarona to
be B hopme npowegwero BpeMeHn (was, were) u (opMbl npuyacTus
HacTosiuero BpemeHu (Present Participle) cmbicnoBoro rnarona: | was

working, we were working.

B BoMpocuTenbHol (opMe BCNOMOraTeNbHbIA FNaron craBuTcs nepej
nognexau,um: Was he working? Were they working?

. OTpuuaTensHas opmMa 06pasyeTcsi NPy MOMOULM YaCTULbI NOt, KoTopast
CTaBMTCS MoC/e BCMOMOraTenbHoro rnarona: | was not working, we were
not working.

~

w

YnoTpe6nenue Past Continuous Tense

Past Continuous BblpaxaeT npoweawee JeficTBUe B npouecce ero
COBEPLIEHNS, T.e. HE3aKOHYEHHOE ANTEeNbHOE AelicTBUe. OHO NepeBoANTCS
Ha PYCCKMii A3bIK MPOLIEALI M BPEMEHEM F1aro/a HeCOBEPLIEHHOTO BUAA.
What was he doing at that moment? YTO OH AenanB 3aTOT MOMEHT?

Shewas writing the exercises when OH nucan ynpaxHeHns, Koraa s sowen
I entered the room. B KOMHATY.
In June that firm was carrying on B nioHe 3Ta hupma Bena neperoBopbl

negotiations for the purchase o f wheat, o nokynke nweHuubl.

ObpasosaHue Future Continuous Tense

1. Future Continuous 06pasyeTcsi Npu MomMouyu BCNOMOraTe/IbHOrO rnarona
to be B hopme Gyayujero Bpemenn (shall be, will be) u gpopmbl npuyacTus
HacTosuero BpemeHn (Present Participle) cmbicnoBoro rnarona: | shall be
working, He will be working.

2. B BOMpocuTeNbHOM hopMe NepBbiii BCNOMOraTeNbHbIi rNaron cTaBuTcs
nepeg nognexauwum: Shall we be working? Will she be working?

3. OTpuuatensHas hopma 06pasyeTcs NPy NOMOWM YacTULbI NOt, KoTopast
CTaBuTCA nocne nepsoro BcrnomoratensHoro rnarona: | shall not be
working, he will not be working.
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YnoTpe6nenue Future Continuous Tense

Future Continuous BblpaxaeT 6Gyayuiee peficTeue B npouecce ero
coBeplUeHNs, T.£. HE3aKOHUYEHHOE NIMTeNbHOE AelicTBre. OHO NepeBoANTCS

Ha PYCCKIii A3bIK By Ay um rnarona p 0 BMAa.

I'shall still be working atsix o’clock. $1 ewe6yay paboTaTb B LIECTb HACOB.

We shall be working when he returns. Mbl 6ygem pa6oTaTb, Korja oH
BepHeTcs.

He will be preparing for the OH 6y/eT roTOBUTLCA K 3K3aMeHYy

examination in May. B Mae.

YnpaxHenvne 1. Tonb3yacb ‘pacnucaHvwemM BuepalwHero AHA AHHbI

HaNWWNTe, YTO OHa Aenana B yKasaHHOe BPemsi:

1) 8.45 - 9.15 had breakfast 4) 12.45 - 1.30 had lunch
2)9.15 -10.00 read the newspaper * 5) 2.30 - 3.30 washed some clothes
3) 10.00 - 12.00 cleaned her flat. 6) 4.00 - 6.00 watched television

1. At9o’clock she was havine breakfast.
2. At9.30 .

3.At 11 o’clock

4. Atloclock

5. At3o’clock___j_.
6. At50°clock____ .

YnpaxHenue 2. Icnonb3/a gaHHble B CKOGKAX CNI0BA U BPEMeHHbIE (OPMb!
past indefinite / past continuous, cocTaBbTe NpeanoXeHUs.
Mpuwmep: (1/ fall / asleep when 1/ watch / television)
I fell asleep when I was watclnrgielevision.
1. (the phone/ ring/ when I/ have / ashower) The phone .
2. (it/ begin/ to rain when 1/ walk / home) .
3. (we/ see/ an accident when we / wait/ for the bus)

YnpaxHeHue 3. MpounTaiiTe u nepeBeanTe CAEAYIO LU TEKCT.
World paychecks: who makes what, where and why

An intriguing book, "Worldpaychecks: who makes what, where and why",
makes some interesting international comparisons. In Japan, for example,
teachers earn far less than factory workers, but in Denmark they :ire near the top
ofthe wages scale. A New York rubbish collector makes three times as much
as Indian army general. A German bus driver gets double the pay packet of a
British bus driver. In China some University teachers earn as much as
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govemmentgministers, but Chinese newspaper and television journalists are the
most poorly, paid ones in the world. And so on. !

In part, says the writer, this is because of the law of supply and demand.
New York rubbish collectors are well-paid because it is hard to find enough
people who wai?t to do the job, and in India generals do badly because everyone
(well, almosteveryone) wants to be a general. But other facts - whether having
acertain job makes you famous, for example - also make a difference.

It may interest you to know that the President of the United States earns
three times what the Prime Minister of Britain does, but that the. Prime
Ministers of India and China get only about 40 pounds a week. | leave you to
draw your own conclusions.

One of the other interesting bits of information in the book is that Britain
pays its civil servants (the people who are paid to help the government run
things like the tax system and the post office) more than America and most of
Europe. Don’task me who decides these things; no one asked for my opinibn.

YnpaxHeHue 4. OTBeTbTe Ha CNneayloLL e BONPOCHI.

=

True or false: in Denmark, factory workers earn more than teachers.

Who earns more, an Indian army general or a New York rubbish collector?

If a British bus driver earns 500 pounds a month, how much does a German
bus driver earn?

. Who earns more in China, university teachers or journalists?

Which is true:

a) alotofpeople wantto be New York rubbish collectors;

b) notmany people want to be New York rubbish collectors.

Do civil servants earn more in America or in Britain?

What should be the best paid jobs in your country? Why?

w N
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YPOK MK

HacTosiuee coBeplieHHoe Bpemst
(The Present Perfect Tense)

O6pasosaHue Present Perfect Tense

1. Present Perfect 06pasyeTcsi npu Nomow| BCNOMOraTenbHoro rnarona to
have B (opme HacTosuero epemenn (have, has) n popmbl npuyactus
npowepgwero BpemeHn (Past Participle) cmbicnoBoro rnarona: | have
worked, he has worked, we have worked.

. B BONpoCUTeNbHOW (opme BCMOMOTaTeNbHbIA FNaron cTaBuTCs nepej
nognexawyum: Have they worked? Has she worked?

. OTpuyatensHas Gopma 06pasyeTcs Npyu NOMOWM YaCTULbI NOt, KOTopast
CTaBMTCA nmocne BcnomoraTensHoro rnarona: | have not worked, he has

N

w

not worked.

YnoTpe6neHune Present Perfect Tense

Present Perfect ynoTpe6nsieTcs Ans BbIpaXeHUs AeiiCTBUSA, COBEPLINBLLIEToCs
K HacToslUleMy MOMeHTY, pesynbTaT KOTOPOro WMeeTCs Hanuyo B
HacToAleM BpemeHn. OHO MOXeT BblpaxaTb AediCTBME, COBEpPLIMBLIEECS
KakK HemocpeACTBEHHO Nepe/ MOMEHTOM peuu, Tak U B 6onee oTaaneHHoe
BpPEMSA B NPOLLINOM.

Has the secretary come? Mpuwen nu cekpeTapb?
(FoBOpAWEro MHTepecyeT pesynbTaT AeficTBMsi has come, re. oH xoueT
BbISICHUTb, 34eCb NN CeKpeTapb. OH MOr 6bl MO3ITOMY BbIPa3suTb CBOW
BOMPOC TaKxke Npegnoxexuem: Is the secretary here? 3aech nu cekpetapb?)

They have informed me ofthe OHM U3BECTUNUN MEHS 0 BPeMeHU
ofshipment o fthe goods. OTrpy3Ku ToBapa.

(FoBOPAW M XOUeT COOBWUTL, YTO eMY U3BECTHO BPEMsi OTIPY3KM TOBapa.
OH mor 6bl 3TO BbIpasuTb Takxe npeagnoxeHuem: | know the. time of

shipment o f the goods.)

Present Perfect ynoTpe6nsetcs AnA BbIPaOKEHM KaK OAHOKPATHOTO
[eicTBNA, TaK 1 AeiCTBNA, NOBTOPABLIET0CA HECKONbKO pas:
I have read this book twice. 1 NpoYUTan aTy KHUTY ABaXAbl.

Present Perfect 4acTo ynoTpe6nsieTcsi ¢ HapeunsiMm ever Korga-nn6o, never
Hukorpa, already y>ke, yet ewe, ce ¢ Tex nop, lately sa nocneaHee spems,
just Tonbko 4TO:




We haven’treceived any 3anocnegHee BpeMs Mbl He NoAy4anu ot
letters from him lately Hero nucem.
1havejust seen her 1 TONbKO YTO BUAEN ee.

Present Perfect Takxe ynoTpe6nsieTcsi ¢ CO030M since ¢ Tex nop Kak. B
aTom cnyuae Present Perfect ynoTpe6nsieTcst B rNaBHOM NPeANnOXeHUn, a B
NPUAATOYHOM MPeANOKEHNN, HAUNHAIOWEMCS C since, ynoTpe6nseTcs Past
Indefinite:

I'haven’t heard from them $1 He mony4Yan oT HUX U3BECTUIA

since they left Moscow. CTex nop, Kak oHU yexanu ns Mocksbl.

Present Perfect ynoTpe6nsietca BmecTo Present Perfect Continuous ¢
rnaronamu, He ynoTpe6isiowWMMuUcs Bo BpemeHax rpynnel Continuous. B
aTom cnyuyae Present Perfect nepeBOAWTCA Ha PYCCKMA S3bIK HACTOSWMM
BpeMeHEM:

I have known him for three years. §1 3Hal ero Tpu roga.

YnpaxHenne 1. Bbl nuweTe NMcbMo APYry, Co06uiasi HOBOCTU O MIOASX,
KOTOPbIX Bbl 06a 3HaeTe. Mcnonb3yiiTe JaHHble CNOBA U FN1Ar0N B HYXHON
hopme.

Mpumep: Phil / find anew job  Philhasfound a new job.

Dear Chris,

Lots ofthings have happened since | last wrote to you.
1. Charles/ go / Brazil

2. Jack and Jill / decide / to get married

3. Susanne/ have /ababy.

4. Monica/ give up / smoking [

5. George / pass / his driving test,

YnpaxHeHue 2. TlpounTaiiTe cUTyaluuio W, UCMONbL3Ys AaHHBIA rnaron,
HanuWnTe NOAXOAs L ee NPeANOKeHMe.
Mpumep: Jackieis looking for his key. She can’t find it (lose)
She hgs lost her key.

=

John’s hair was dirty. Now itis clean. He

Tom was 80 kilograms. Now he weighs 70. (Iose weight)

. The car has just stopped because there isn’t any more petrol in the tank, (run
outofpetrol)
Yesterday Bill was playing football. Now he can’t walk and his leg is in
plaster, (break)

(SN
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YnpaxHenue 3. 3agaiiTe BONPOCkl, UCMONb3Ys just U JaHHble B CKOGKax
cnosa.
Mpumep: Would yoii like something to eat? (no thank you / 1/ just/ have /
dinner)

1. Have you seen Richie anywhere? (yes |11 just/ see Ihim)
2. Has Ann phoned yet? (yes/ she/ just/ phone)
3. Would you like a cigarette? (no thanks 11/ just/ put/ one out)

YnpaxHeHue 4. CocTaBbTe NPeANOXEHNA, ncnonb3ys already.
Mpumep: Don’t forget to post that letter. | Ve already posted it.
1. Don’t forget to phone Ingrid.
2. Why don’tyou read the paper?, .
3. Shall I pay the waiter?.

YnpaxHeHne 5. CocTaBbTe BOMPOCKI, MCMO/b3Ysi JaHHbIE B CKOGKAX C0Ba.
Mpumep: (you ever/be Yto Italy) Have you ever been to Italy?

1. (youever /be/ to South America)___ ?

2. (you/ read / any English books) ?

3. (you/ live/ in this town all your life) ___?

4. (you/ ever/ speak to a famous person) ?

YnpaxHeHue 6. 3anonHuTe NPOMYCKW, MCMONb3ysi AaHHble B CKOGKax
rnaronel Bo BpemeHax present perfect/ past indefinite.
Mpumep: | have lost (lose) my key. Ican’t find il anywhere.
Did you see (you / see) the film on TV last night?

=

Jill__ (buy)anew car two weeks ago.

His hair is very short. He (have) a haircut.

Last night 1 (arrive) home at half past twelve. 1 (have) a bath
and It (go) to bed.

_____(you/visit) many museums when you were in Psris?

My bicycle isn’t here anymore. Somebody. (take)it

When (you/ give up) smoking?

1 (not/ eat) anything yesterday because | (not/ feel) hungry.
Why (Jim/ not/ want) to play tennis last Friday?

The car looks very clean (you / wash) it?

10. Brian: Hello, Susan. Is Alan here?

Susan: No, hej_ (go) out. L

Brian: Oh, what a pity! When exactly (he/ go) out?

Susan: About ten minutes ago. - *e

~

@
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YnpaxHenune 7. MpounTaiiTe n nepeseguTe Ha PYCCKNii A3bIK.

SALES DIRECTOR
ANGLO-TOURS is an expanding company
that has been in operation
for over 10 years.
Applicants for the post of Sales Director should be aged between 35-50, and
have considerable experience in sales and marketing in the UK iind abroad.
Salary £ 20,000
Write, giving details o fbackground and experience, to
Personnel Manager, ANGLO-TOURS,
232 Bristol Road, Ashford.

John Wigmore is being interviewed by Harriet Brown, the Managing Director
ofatour company. Mr. Wigmore has applied for the post o f Sales Director.

Ms Brown: Who do you work for now, Mr. Wigmore?

Mr. Wigmore: The National Bus Company.

Ms Brown: And how long have you worked for them?

Mr. Wigmore: I've worked for them for five years.

Ms Brown: How long have you been an area sales manager?

Mr. Wigmore: Eighteen months.

Ms Brown: And whatdid you do before joining the bus company?

Mr.Wigmore: | worked for a chain o fhotels as junior manager.

Ms Brown: The postyou've applied for involves alotoftravelling. Have you been
abroad much?

Mr. Wigmore: I've been to most of Western Europe, and I’ve been to central

Europe once, to Hungary.

Ms Brown: Why did you go there?

Mr. Wigmore: The hotel sent me to attend a conference.

Ms Brown: Isee. Have you ever organized a conference yourself?

Mr. Wigmore: Yes, | have. Why?

Ms Brown: Well, thisjob would require a lot o f organizing meetings and
conferences.

YnpaxHeHune 8. OTBeTbTe Ha BONPOChI N0 yNpaXHeHuio 7.

=

Is Mr. Wigmore still area sales manager for the bus company?

Does he still work for a chain of hotels?

Ms Brown asks: «Have you been abroad much? Have you ever organized a
conference yourself?» Is she interested in exactly when he did these things?
Oris she asking about his experience, some time in his life?
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4. 1fMs Brown wanted to know when Mr. Wigmore went to Hungary and when
he organized a conference, what would her questions be?

YnpaxHenue 9. OTBeTbTe Ha BOMpockl 0 cebe.

1. How long have you known your teacher?

2. How long have you lived atyour present address?
3. When did you move there?

4. How long have you had your present job?

5. What did you do before that?

Now ask your partner the same questions.

YPOK IV

Mpouwepuiee coBeplIeHHOE BPeMsi 1 Gy Ayl ee COBEPLIEHHOE BPEMs!
(The Past Perfect Tense and the Future Perfect Tense)

O6pasosaHue PastPerfect Tense

1.Past Perfect o6pasyeTcsi Npu MOMOWM BCMOMOTaTeNbHOro rnarona to
have B ¢opme npowegwero BpemeHu (had) u dopmbl npuyacTus
npoweawero BpemeHn (Past Participle) cmbicnoBoro rnarona: | had
worked, he had worked.

2.B BONPOCUTENLHOM (hopMe BCMOMOTaTeNbHbI FNaron CTaBuTCs nepes
nognexawyum: Had she worked? Had they worked?

3. OTpuuatensHas (opma 06pasyeTcss NpuU MOMOLLM YaCTULbI NOt, KoTopast
CTaBUTCA nocneBcnomorartensbHoro rnarona: | had notworked, he had not worked.

YnoTpebnenue Past Perfect Tense

Past Perfect ynoTpe6nsieTcst gns BbIDAXeHUs MPOWeEAWIEro AeiAcTBrp,
KOTOpOE yXe COBepPLIWUNOCL 4O OMPeAeNeHHOT0 MOMEHTa B Npow oM. Past
Perfect nepeBOAMTCS Ha PYCCKWiA SI3bIK MPOLIEAW MM BPEMEHEM rnarona
COBEPLIEHHOTO WM HECOBEPLWEHHOr0 BUAA B 3aBUCUMOCTM OT CMbICAA
MPeANoXeHNA.

We had shipped the goods by thattime. Mbl (y>e) oTrpy3unu ToBap K Tomy
BpeMeHU.

They informed us that they had chartered OHM cO06W NN HaM, YTO OHU

the ss. “Northern Star” for die transportation  3atpaxToBanu napoxoj “CesepHas

ofthe goods. 3Besga” AN NepeBO3KM TOBApOB.



O6pasosaHue Future Perfect Tense

1. Future Perfect o6pa3yeTcs Npu NoOMOWM BCNOMOraTefibHOro rnarona to
have B tdopme 6yayuiero BpemeHu (shall have, will have) i dopmbl
npuyacTus npowepawero spemeHn (Past Participle) cmbicnoBoro rnarona:
I'shall have worked, he will have worked.

. B BOMPOCMTeNbHO hopme NepBbliii BCNOMOTaTeNbHbIN FNaron cTaBuTcs
nepeg nognexauwum: Shall we have worked? Will you have worked?

. OTpuyatensHas hopma 06pasyeTcs Npy NOMOW M 4acTULbI Not, KOTopas
CTaBMTCA MOCNe MepBOro BernomoratenbHoro rnarona: | shall not have
worked, they will not have worked.

~

w

YnoTpebnenue Future Perfect Tense

Future Perfect ynoTpe6nsieTcsi Ana BblpaxeHus 6Gyayuiero peiicTeus,
KOTOpOE COBEPWIMTCA A0 OMpeAeNeHHOro MomeHTa B Gyayujem. Future
Perfect mepeBOAMTCH Ha pyccKnii si3blk GYAyuiuM BpeMeHeMm rjarona
COBEPLWIEHHOTO BUAA.

We shall have translated the Mbl (y>e) nepeBefieM cTaTbio K NATU
article by five o ’clock. yacam.

They will have shipped the goods OHMU yXe 0Trpy3aT ToBap, Korga
when your telegram arrives. npubypaeT Bawa TenerpamMma.

Future Perfect Takoke BblpaxxaeT npeagnonaraemoe npoweauiee: geiicteme.

You will have read in the newspapers Bbl, 10/KHO 6bITb, YUTANN B raseTax
about the conclusion o fthis agreement. 0 3aK/I0YEHUN 3TOTO COTNaLLeHUs.
The readerwill have observed an YutaTenb, BEPOATHO, 3aMeCU/ TEHEHLUIO
upward tendency in wool prices K MOBbILIEHWNIO LieH Ha WepcTb Ha

on the London market. NOHAOHCKOM PbIHKE.

YnpaxHeHue 1. 3anonHUTe NPONycKW, UCNONb3ys fAaHHble B CKoGKax

rnaronsl.

Mpumep: You went, back to your home town after many years and you found

that many things were different. - Most o f my friends were no longer there.
They had left (leave).

1. The local cinema was no longer open. It ____ (close) down.
2. My friend Kevin was no longer there. He (go) away.

3. Mr. Johnson was no longer alive. He _ _ _ (die).

4.1 didn’trecognize Ms Thompson. She _ (change) a lot.
5 Billno longer had his house. He;j (sell) it.
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YnpaxHcHue 2. CocTaBbTe NPeANOKEHUA, UCNONb3YN AAHHbIE CNOBA.
Mpumep: I wasn'thungry. (1/just/ have/ lunch) Jhad rust had lunch.

1. Jessie wasn't athome when | arrived, (she /just/ go/o u t)

2. We came to the cinema late, (the film / already/ begin)

3.linvited Brigitte to dinner last night but she couldn’t come, (she / already /
arrange/ to do somethingelse)

4.1 was very pleased to see Val again after such a long time. (I / not/ see/ her
for five years)

YnpaxHeHue 3. 3an0nHUTe NPONYCKM, UCMO/b3YS JaHHble INAroNbl.
Mpumep: Mr. And Mrs. Davis were in an airplane. They were nervous as the
plane took offbecause they (never/ fly / before) had never flown before.

1. The woman was a complete stranger to me. | (see/ her ! before).
Margaret was late for work. Her boss was very surprised. She (never /
be /Jatp / before).

~

3. Jane”~flayed tennis yesterday - at least she tried to play tennis. She wasn’t
very good at it because she (never / play / before).

4. 1t was Keith’s first driving lesson. He was very nervous and didn’t know
whatto do. He (never/ drive/ before).

YnpaxHeHue 4. Micnonb3yiiTe rnaronbl B NnpaBunbHoii opme (past perfect /
past indefinite).
Mpumep: Was Cynthia there when you arrived? - No, she had gone (go) home.
Was Cynthia there when you arrived? - Yes, but she mvent(go) home
soon afterwards.
1. The house was very quietwhen I got home. Everybody (go) to bed.
2. Sorry, I'm late. The car ., (break) down on my way here.
3. Ellen felt very tired when she gotto the hotel, so she (go) straight to bed
4. There was a car by the side of the road. It (break) down and the driver
was trying to repair it. Sowe _____ (stop) to see if we could help.

YnpaxHenune 5. MpounTaiiTe n NepeseanTe CReaylo Uil TEKCT.

It’s not what you say, but how you say it

Ralph Waldo Emerson’s view 150 years ago that 'no man should travel
until he has learned the language of the country he visits’ is reflected in the
boom of language learning for business travellers. A key to success is to do
business in the other person’s language.

But unless you can really cope in a language, it may be best to save it
for social chat. A little learning is dangerous, although a few phrases; say,
in Swedish, French or Spanish are always appreciated.
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Much more important, psychologists say, is your «non-verbal
behaviour» or body language. This must take into account different notions
of politeness, manners and social rituals! Actions speaklfeucler than words.
Saying the wrong thing, eye. contact, hand gestures, using first names, how
you eat and drink can be a minefield for the unwary.

You first need to know whether you are dealing with people from the
so-called «low-context» cultures, such as North America, Britain, Sweden,
Switzerland or Germany, who spell things out verbally, or «high context»
cultures such as France, Japan, Spain, Greece, Saudi Arabia, China and
South Korea, who communicate by nuance and implication and are less
dependent on the spoken word. For example, the Swiss and Germans like
to lay their cards on the table. Talking to a Frenchman or a Spaniard, what
is unsaid is often more important.

The handshake is probably the most common form of greeting in the
world* except in Japan. In Germany and Denmark you should nod your
head when you shake .hands as a gesture of respect*. Somebody who does
not know this maytmisinterpret,it as aggression. People in Mediterranean
countries sometimes tifT meir head back when they shake hands.
Northerners may take this for arrogance.5 Anglo-Saxons learn to look
people in the eye/l This is sometimes misinterpreted as aggressive or

«challenging behaviour by Orientals, for whom only an occasional glance
into the other person’s face is considered polite.

Visiting cards should never be shoved into the pocket. Receive them
with both hands: read, learn and inwardly digest the name antT status, arid
lay them out on the table in front of you.

People do business with whom they feel comfortable. It comes down to
sincerity and spontaneous good manners. If you are not sure.Jiowfo be
polite in someone else’s culture, then at least be polite in your own.

Keep sentences short jtnd simple, but avoid oversimplifying and pause
frequently. Avoid vague and imprecise expressions; look at the person with
whom you’re dealing - not the interpreter; look out for signs of confusion;
and keep eye contact when culturally appropriate. Finally, note that in the
Far East it is not much «read my lips» as «read my mind».

YnpaxHeHue 6. HaiiinTe B TeKcTe aHrIMACKNe IKBUBANEHTbI CMeayioL|ux
CNOB 1 BbIPAXEHWT, BblyunTe UX.

cBeTckas 6eceaa pykonoxatue

ncuxonor KUBaThb roNnoBoii

Hesep6anbHoe NoBefeHNe HenpasuNbHO NOHNMAaTL

A3bIK Tena npuHNUMaTh 3a

BEXNMBOCTL / BEX/NNBbIii noseaeHune

KOHTaKT B3rNs/08 4pesmMepHoe ynpoujerne
HN3KO-KOHTEKCTHbIE KYNbTypPbl nepesoaUNK
BbICOKO-KOHTEKCTHbIE Ky/bTyphbl NOAXOAAULWIA, COOTBETCTBYIOWL N
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YnpaxHeHue 7. Ponesas urpa.

Student A You have just arrived in London for the first time. You have come
for a holiday and to learn English. London seems a little strange and you need
to ask for help. These are some o fyour problems:

1. You need to change some travellers’ cheques, butyou don’t know where

to find a bank, or what time the banks open and close.

2. You need to buy some stamps and postcards.

3. You would like to buy a newspaper from your country.

4.Youwant to find a good English language school.
You meet someone who lives in London and who seems friendly,, so you ask for
information. Prepare what you are going to say. Add any other questions you
want to ask (e.g. about accommodation, shops, etc.).

Begin like this: Excuse me. Couldyou help me, please?
Student B You live in London and know it quite well. You meet a foreigner
who has just arrived, and who seems to have some problems. Look at the
information here and try to help him / her.

Barclays Bank High Street Post Office
Opening hours Opening hours
Mon-Fri9.30 - 3.30 Mon 9.00-5.30 Thurs 9.00 - 5.30
Closed all day Saturday Tues 9.00 =5.30 Fti9.00 -5.30
Wed 9.00 - 1.00 Sat9.00 -1.00
INTERNATIONAL SCHOOL Ranchman's Internationa!
Doyou wantto learn English NEWSAGENTS
from experts? For all newspapers. If we haven’t got it,
Come to 106 Dover Street, for tuition, we’ll getit! Alsosouvenirsand giftshop.
social programme and accommodation 174 Bank Street
or phone 491 2596 opposite the Police Station

STUDENT HOSTELS - We have good, cheap rooms for students. Single,
double, share from £ 33 aweek. Come and see us at 278 Tottenham Court Road

anytime day or night. Tel: 325 6789
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KOHTPONbHAA PABOTA Ne 4
YnpaxHerue 1. MUcbMeHHO nepeseanTe CeAy oLy nii TeKCT.

Companies And Money

Bookkeepers deal in taxes, castf flow, sales, purchases and different
business transactions of the company. Bookkeepers first record all the
appropriate figures in the books of original entry, or Journals. At the end of a
period, usually a month, the totals of each book of original entry are posted into
the proper page of the Ledger. The Ledger shows all the expenditures and all
the earnings of the company. On the basis o f all the_totals o f each account in the
Ledger, the bookkeeper prepares a Trial Balance. Trial Balances are usually
drawn every quarter.

The accountant’s responsibility is to analyze and interpret the data in the
Ledger and the Trial Balance. The accountant is to determine the.ways in which
the business may grow in the future. No expansion or reorganization is planned
without the help o fthe accountant. New products and advertising campaign” are
also prepared with the help o f the accountant.

Profit & Loss Statements And Balance Sheets

From the Trial Balance, prepared by the bookkeeper, the accountant
creates a Profit & Loss Statement and Balance Sheet.
A Profit and Loss Statement or a Profit and Loss Account shows the income or
loss o fthe company for die period. It may contain the following items:
« Sales
m+ Trading profit =
-« Depreciation
+ « Rentreceived
Interest paid
Profit before tax
e Tax
Profit after tax
Dividends
Profit retained
« Earnings per share
The accounts o f the Ledger which reflect the assets, liabilities and capital of the firm,
make up a Balance Sheet. This shows the net worth or book value o f the company.
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Auditors are usually independent certified accountants who review the
financial records of a company. These reviews are called audits. They are
usually performed at fixed intervals - quarterly, semi-annually or annually.
Some large companies maintain a continuous internal audit by their own
accounting departments. These auditors are called internal auditors.

Not so many years ago the presence of an auditor suggested that a
company was having financial difficulties or that irregularities had been
discovered in the records. Currently, however, outside audits are: a normal and
regular part ofbusiness practice.

Auditors see that current transactions are recorded promptly and
completely. Their duty is to reduce the possibility of misappropriation, to
identify mistakes or detect fraudulent transactions. Then they are usually
requested to propose solutions for these problems.

The Auditors review financial records and report to the management on the
current state of the company’s fiscal affairsin the form of Auditor’s Report or
Auditor’s Opinion.

YnpaxHerne 2. Moa4epkHUTe B NepeBefeHHOM Ha PYCCKUI A3bIK TeKCTe 1
BblyuuTe CNeyloU|ne CN0Ba U BblPaXEHUS .

YnpaxHenue 3. CnnuwmnTe BONPOCH! 1 JaiiTe NUCLMEHHBIA 0TBET Ha HUX.

1. Whose work in this sphere do you think is the most important in the
company?

2. What new facts have you learned from the text?

YnpaxHeHue 4. Kicnonb3yiiTe rnaronbl B NpaBUNbHON hopme (past
continuous / past indefinite).

1. George_____ (fall) offthe ladder while he (paint) the ceiling.

2. Last night 1 (read) in bed when suddenly | (hear) a scream.

3 _____ (you / watch) television when 1phoned you?

4. Alice (wait) for me when | (arrive).

5.1 (not/ drive) very fast when the accident (happen).

6.1 (break) a plate last night. | (do) the washing-up whenit____
(slip) out of my hand

7. Ben (take) a photograph o f me while I ___(not/ look).

8. We (not/ go) outbecause it (rain).

9. What (you / do) at this time yesterday?

10.1 (see) Carol at the party. She (wear) a really beautiful dress.
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YnpaxHeHue 5. 3afaiiTe BONPoCkl, ACMNoNb3ys faHHbIe B CKOGKAX CNOBA.
Mpumep: (you/ hear/ from Emily recently)
Have you heard from Emilv recently ?
1. (you/ read / a newspaper recently)
2. (you/ see / Edward in the past few days)
3. (you/ play / tennis recently)
4: (you/ eat/ anything today)
5. (you/ see / any good films recently)
6. (you/ have / a holiday this year yet)

GRAMMAR REVISION

3 CEMECTP

Ans BpemeHu NeicTBAA - HacTosLiero,
npoueawero v GyAyuLero - aHrAMACKWIA rNaron nMeeT cBOe0GPasHylo cUCTeMy
rnaronbHbIX BpemeH (Tenses). MnaronbHble BpeMeHaAeNATCA Ha YeTbIpe rpynnbi:

1. pynna “ " BpemeH (I inite Tenses). 3Ta rpynna
COCTOMT U3 HacTOALLero 0 Bp! (Present i
Tense), nps 0 Heonp 0 B! ( Past Indefinite Tense) n
6yayuiero 0 BP! (Future inite Tense):

Present Indefinite Past Indefinite Future Indefinite
I write letters every day. | wrote a letter yesterday. | shall write a letter
S nuwy nucbMa Kaxablii A nucan  (Hanucan) to-moirow. A 6yay
JeHb. nucbMo BYepa. nucatb. (Hanuwy)

nUcbMO 3aBTpa.

BpemeHa rpynnbi Indefinite ynoTpe6nsioTcs, B 0TNYMe OT BpeMeH ApYrux
rpynn, TONLKO ANs  KOHCTaTauuu HakTa COBepleHUs [elicTBUA B
HaCTOsALEM, Npowewem 1 6yayuiem, 6e3 yKasaH!s Ha ero 4AUTeNbHOCTb,
3aKOHUYEHHOCTb U 6e30THOCUTENBHO K KaKOMY-Nn60 Apyromy AedcTBuio u
MOMEHTY. B pycCKOM si3bIKe 3TUM BpPEMEHaM COOTBETCTBYKT BpemeHa
rnarona Kak HecoBepL EeHHOTO, TaK 1 COBEPLIEHHOTO BU/AA, B 3aBUCUMOCTY
OT CMbIC/IA MPEANIOKEHNS.

2. Tpynna “anuTenbHbiX” BpemeH (Continuous Tenses). 3Ta rpynna
COCTOMT W3 HACTOAWEr0 ANUTENbHOro BpemeHn (Present Continuous
Tense), npoweawero AnuTenbHoro Bpemenn (Past Continuous Tense) n
6yayuwero gnutenbHoro spemenn (Future Continuous Tense):
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Present Continuous Past Continuous Future Continuous
i am writing a letter (at | was writing a letter at | shall be writing a

the present moment). five o’clock. letter at five o ’clock.

A nuwy nuceMo (B Hac- 1 nucan NUCLMO B NATL A 6yny nucaTb

TOSAWMNIA MOMEHT). 4acos. nucbmo B naTb
uacos.

Bpemexa rpynnbl  Continuous ynoTpe6nsioTcA  ANA  BbipaXeHUs
ANNTENLHOTO AeiCTBUA, KOTOPOE Ha4anoch A0 ONPeeNeHHO]'© MoMeHTa B
HacTosllem, npoweawem U Gyyuiem U KOTopoe BCe elje CoBepluaeTcs,
coBepwanocb MM 6y/eT CoBeplWaTbcs B 3TOT MOMEHT. OHM onucbiBalT
AeficTBMe B Npolecce ero CcoBeplleHMs, Bbipaxas, Takum o6pasom,
He3aKOHYeHHOe .NnTenbHoe felicTBne. B pyccKoM A3biKe 3TUM BpemMeHam
COOTBETCTBYIOT BPEMeHa rN1aro/ia HecOBEPLIEHHOTO BUAA.

3. pynna “coBepleHHbIX” BpemeH (Perfect Tenses). 3Ta rpynna coctouT
M3 HacTOsWero COBEepWeHHOro BpemeHn (Present Perfect Tense),
npoweawero coepweHHoro BpemeHn (Past Perfect Tense) u 6ygyuiero
coBepleHHOro BpemeHn (Future Perfect Tense):

Present Perfect Past Perfect Future Perfect
I have written the letter. | had written the letter I shall have written the
a (yxe) Hanucan by five o’clock. S (yxe) letter by five o’clock.
nuceMo (K HacTosiujemy Hamucan nucbmo K natu S (yxe)  Hanuwy
vacam. nuceMo K ST
vacam.

MOMEHTY).

BpemeHa rpynnbl  Perfect BblpaxaioT [eficTBUMe, COBeplIEHHOE K
onpeseneHHOMY MOMEHTY B HacToslleM, npowegwem unu 6yayuiem, B
PYCCKOM  f3blKe 3TUM BpeMeHaMm COOTBETCTBYIOT BpeMeHa rnarona
COBEPLIEHHOTO MM HECOBEPLIEHHOTO BWAA, B 3aBUCMMOCTM OT CMbICNa

NpeanoxeHns.

4. Tpynna “coBeplieHHbIX ANUTeNbHbIX BpemeH” (Perfect Continuous
Tenses). 3Ta rpynna COCTOUT W3 HACTOSWEr0 COBEPLIEHHOTO
ANUTENBHOTO  BPEMeHU (Present  Perfect Continuous Tense),
NpoweawWero CoBEPLWEHHOr0 ANUTeNbHOTo Bpemenn (Past Perfect
Continuous Tense) n 6yayuiero COBePWEHHOro ANNTENLHOTO BPeMeHN
(Future Perfect Continuous Tense).
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Present Perfect Past Perfect Continuous Future Perfect
Continuous Continuous
I have been writing the 1 had been writing the | shall have been
letter for an hour. § letter for an hour when writing the letter for an
nuwy nucemo (yxe) 4ac. he came. A nucan hour when she comes.
nucbmo (yxe) vac, £ 6yay nucaTb
KOrfa OH npuwen. nucbMo  (yxe)  uac,
KOT/ja OH NpugeT.

Bpemena rpynnbl Perfect Continuous ynoTpe6nsioTes 4ns BbIpaXeHNs AINTENbHOTO
[AelicTBISA, HAUaBLLET0Cs 10 OMpe/AeNeHHOr0 MOMEHTA B HaCTOsLEeM/NpoLLeALIEM U
Gy/yllem M ANMBLIETOCH W3BECTHbIA Mepuoj BPeMeHW, BK/IOYas 3TOT MOMEHT.
BpemeHa 3Toii rpynnbl MOTYT BblpaxaTb [INTeNbHOE AeiicTBIe, N)X>A0/mkaBLueecs
M3BECTHbIi MepUOJ BPEMEHM W  3aKOHUMBLUEECH HEMOCPeACTBEHHO nepea
onpeaeneHHbIM MOMEHTOM B HACTOsiLIEM, NpoluealweM unm Gyayuiem. B pycckom
A3bLIKE3TIM BPEMEHaM COOTBETCTBYIOT BPeMeHa F/1aro/1a HeCOBEPLUIEHHOT0 BUAA

Takum o06pasom, aHrAWACKWIA rnaron WMeeT AnA  BblpaxeHus
HacToAWero, npowejwero v Gyayuiero BpPemMeHW B. U3bABUTENbHOM
HaK/IOHEHUM efiCTBUTENLHOTO 3a/107a 12 FNaro/ibHbIX BpEMeH.

Kpome 3Tux opM uMelTcsi ueTbipe (OpMbI “Gyfyliero BpemeHn B
npowegwem” (Future in the Past) - 6yayujee HeonpejeneHHOe B NpoLlejLIem
(Future Indefinite in the Past), 6ygyujee gnuTensHoe B npowegwem (Future
Continuous in the Past), 6yayuiee coBeplieHHoe B npowepwem (Future Perfect
in the Past) n 6ygyujee coBeplieHHOe AnWTenbHoe B mpolwefwem (Future
Perfect Continuous in the Past). 3Tu opMbl, B 0TANYMe OT 06bIYHBIX HOpM
6Gyayuiero cnyxar ans Beip GyAyLLero He M0 OTHOLIEHMIO K
MOMEHTY peun, a K MpolejWemMy MOMEHTY, T.e. ANsi BbIDAXeHUs GyAylLero
[elicTBUR, 0 KOTOPOM Peyb WA B NPOLL/IOM.

®opmbl Future in the Past

Indefinite Continuous Perfect Perfect
Continuous
I said that J | said that 1 1 said that 1 I said that |
should write . a should be writing a should have should have been
letter to him. letter at 5 o’clock. written the letter writing the letter
by 5 o’clock. for an  ho-ur

when he came.
A ckasan, uto A A cKasan, u4To H ckasan, u4T0 A cKasan, uTo A

Hanuwy emy 6yay nucatb  (yxe) Hanuwy (yxe) 6yay nu-
nncb-mo. NUCLMO B 5 4acoB. NMCbMO K MATM caTb 9TO MUCh-
yacam. MO uac, Korpa

OH npugeT.
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3 Bcex rnaronbHbiX BpeMeH TONbKO ABa, a UMeHHO Present Indefinite
n Past Indefinite saBnsloTCA npocTbiMU thopmamu, T.e. obpasyloTcs 6e3
BCMOMOTaTeNbHbIX FNaroNos (1 T TONLKO B yTBEPAUTENbHOI dopme). Bee
OCTaNnbHbIe BpEMeHa ABNAITCA CAOXKHLIMUA (Gopmamu, T.e. o6pasylTcs ¢
NOMOUYbI0 BCMOMOTATeNbHbIX F/1aroos:
1. Future Indefinite (eguHcTBeHHas cnoxHas dopma us rpynnei Indefinite)
obpasyeTcs C NoMOWbl BCNomMoraTenbHbix rnaronos shall n will n
(OpMbI MHQUHUTUBA CMBICNIOBOTO FNAroNa.
BpemeHa  rpynnbl  Continuous  o6pasylTcs ¢ NoMOUibI0
BCNOMOraTeNnbHOro rnarona to be u opMbl NPUYACTUs HACTOALLErO
BPEMEHN CMbIC/I0BOTO rNarona.
Bpemena rpynnbl Perfect 06pasyloTcsi ¢ MOMOLUYbIO BCMOMOraTeNnbHOMo
rnarona to have ¥ (OpMbl MPUYACTUS NPOWEAWEr0 BpPeMeHu
CMBICI0BOTO rnarona.
4. BpemeHa rpynnbl Perfect Continuous o6pasyloTcs ¢ NOMOLLbIO 3peMeH
rpynnel Perfect BcnomoraTensHoro rnarona to be u popmsl npuyactus
HaCTOSL|Eero BPEMeH! CMbIC/I0BOTO FNarona.

~

@

5.Bce opmbl  Future in the Past o6pasylTcs  aHanoru4yHo
cooTBeTCTBYloW UM (opmam Future c 3ameHoii shall u will dpopmamn
should n would.
Ta6nuua BpemeH rnarona to write B U3bsABUTENILHOM HAK/IOHEHNN
[eiicTBUTeNbHOrO 3an0ra
Indefinite Continuous Perfect Perfect
Continuous
Present | write | ara writing 1 have written 1 have been
A nuwy A nnwy A Hanucan (nu- writing A nu-
can) wy
Past I'wrote 8 nucan |was writing I had written I had been
(Hanwucan) A nucan A Hanucan (nu- writing
can) S nucan
Future | shall write I shall be writing A Hanuwy I shall have
A 6yay nucate A 6yay nucaTb been writing
(Hanuwy) A 6yay nu-
catb
Future 1should write I should be I should have 1should have
InThe 9 6ygy nucatrb  writing written been writing
Past (Hanuwy) A 6yay nucaTe S Hanuwy A byay nu-
catb
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Tabnuuya HenpaBUbHbIX FNAroaos

Infinitive - UHQUHUTUB

Past Indefinite »npowepwee HeonpejeneHHoe BpeMs
Participle Il - npuyacTve NpoweaLWwero BpeMeHmn
Participle | * npuyacTue HacTosALLero BpeMeHun

Infinitive Past Participle Participle | Mepesog
Indefinite rrl.- bk —

1 to be was. were been being 6bITh

2. to beat beat beaten beating 6uTh

3.to become  became become becoming CTaHOBUTbLCS

4. to begin began begun beginning HauuHaTb (cs)

5. to bet bet bet betting AepxaTb napu
6 1Tbea 06
3aknag

6. to bid bid bid bidding npegnaraTb
ueHy,
npuKasbiBaTh,
Tpeo.

7. to bite bit bitten biting KycaTb, 0TKYC

8. to bleed bled bled bleeding KPOBOTOUUTH,
MCTeKaTb Kp.

9. to blow blew blown blowing ayTe

10. to break broke broken breaking nomatb

11. to bring brought brought bringing MNPUHOCUTL

12. to broad- broadcast broadcast broadcasting nepegasaTb Mo

cast paawo, Bewars

13. to build built built building cTpouTh

14.to burn burnt burnt burning ropeTh, Xeub

15. to buy bought bought buying nokynaTb

16. to catch caught caught catching NOBUTb,
noiimate

17. to choose  chose chosen choosing BbI6upaThb

18. tocome came come coming npuUXoanTL

19. to cost cost cost costing CTOUTL

20. to cut cut cut cutting pesaTb

21.todo did done doing AenaTb

22. to dig dug dug digging PbiTh, KONaTb

23. to dive dived dived diving HbIPATL

AmME dove

24. to draw drew drawn drawing TawmnTh;

pucoBate
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. to dream

. to drink
. to drive
. to eat

. to fall

. to feed

. to feel
. to fight

. to find
. to fit

. to fly
. to forbid

. to forecast

. to foresee
. to foretell
. to forget
. to forgive
. to freeze

. to get

. to give
. to go

. to grow
. to have
. to hear
. to hide
. to hit

. to hold
. to hurt

. to keep

dreamed
dreamt
drank
drove
ate

fell

fed

felt
fought

found
fit

flew

forebad
forbade
forecast

foresaw
foretold
forgot
forgave
froze

got
gave
went
grew
had

heard
hid

held
hurt

kept

dreamed
dreamt
drunk
driven
eaten
fallen
fed

felt
fought

found
fit

flown
forbidden

forecast

foreseen
foretold
forgotten
forgiven
frozen

got
given
gone
grown
had

heard
hidden

held
hurt

kept
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dreaming

drinking
driving
eating
falling
feeding

feeling
fighting

finding
fitting

flying
forbidding

forecasting

foreseeing
foretelling
forgetting
forgiving
freezing

getting
giving
going
growing
having
hearing
hiding
hitting

holding
hurling

keeping

meuTate,
npeacTaBnATL
nmTs
Be3Tu, exaTb
jectb
inagate
KOpPMUTE,
cHabxaTb
4yBCTBOBATH
6opoTbes,
apatscs
HaxoauTh
nogxoaun»,
COOTBETCTBOBAT
b,FOAUTECS
netateb
3anpewjats,
He N03BONATHL
npeAcKassiBaTh
,npean.
npeasuaeTh
npeAcKasbiBaTh
3a6blBaTh
npowars
3amMopaxusarh
3amep3ateb
nonyuate,
CTaHOBUTLCA
nasatb
naTh, exath
pactu,
BbIpalwuBaTh
nmeThL
cnblwaTh
npsTare,
CKpbIBaTh (cs)
yAapsaTL,  no-
nagate B uenb
nepxatb
6oneTb, npuuu-
HATL 60N1b
XpaHnTh,
nepxatb



54. to know
55. to lead

56. to learn
57. to leave
58. to lend

59. to let

60. to light
61. to lose

62. to make
63. to mean
64. to meet
65. to mistake
66. to overco-
67. to overhear
68. to over-
sleep

69. to pay

70. to plead
71. to put

72.to prove

73. to quit

74. to read
75. to reset

76. to rewrite
77. to ride

78. to ring

knew
led
learnt
learned
left

lent

let

lit

lost
made
meant
met
mistook

overcame

overheard

overslept
paid
pleaded
AmE pled
put

proved

quit

read
reset

rewrote
rode

rang

known
led
learnt
learned
left

lent
let

lit
lost
made

meant
met
mistaken

overcome

overheard

overslept
paid
pleaded
pled

put
proved
AmE
proven
quit

read
reset

rewritten
ridden

rung
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knowing
leading
learning
leaving
lending
letting
lighting
losing
making
meaning
meeting
mistaking

overcoming

overhearing

oversleeping

paying
pleading

putting

proving

quitting

reading
resetting

rewriting
riding

ringing

3HaThL
BECTM

yunTees,
y3HaBaTh
noknjate,
ocTaBnATh
fAaBaTh B3aiMbl
no3BoNATL
3aKuUraTe
TepsTh
fenate,
co3paBaTh
3HAUNTD, UMETL
B BUAY
BCTpeyatb (cs)
ownbatbea
npeogonesats,
nobexpaaTb
nogcnywnsate
HeuasHHo
_ycnblwars
npocnate,

nnatuTh
npocuThb,
yMONsATh
KnacTb,
CTaBUThL
[OKa3blBaTh

npekpaware,
nokuaaThL
unTarth

BHOBb
ycTaHaBnnBaTth
nucatb 3aHOBO
nepenucebiBaTh
e3quTh
(Bepxom)
3BOHUTS,
3BEHETH



79.

80.
81.

98.

to

to
to

. to
. to
. to

. to

. to

. to

. to

. to
. to

to

rise

run
say

see
sell
send

set

sew
sink
shake

shine
shoot
show
shut
sing
sit
slide
sleep
sow

spill

99. to speak

100. to spend

101
102
103

104. to strive

105

106

107

. to spread
. to stand

. to steal

. to swear

. to sweep

. to swim

108.to take

109. to teach

set

sewed
sank
shook

shone
shot
showed
shut
sang
sat

slid
slept
sowed

BrE spilt
AmE spilled

spoke
spent

spread
stood
stole
strove
strived
swore

swept
swam

took
taught

risen

run
said

seen
sold
sent

set

sewn
sunk
shaken

shone
shot
shown
shut
sung
sat

slid
slept
sowed
sown
BrE spilt
AmE
spilled
spoken.
spent

spread
stood
stolen
striven
strived
sworn

swept

swum
taken
taught
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rising

running
saying

seeing
selling
sending

setting

sewing
sinking
shaking

shining
shooting
showing
shutting
singing
sitting
sliding
sleeping
sowing

spilling
speaking
spending
spreading
standing
stealing
striving
swearing
sweeping
swimming

taking
teaching

nogHUMaThCs,
BCTaBaTh
GexaTtb
cKasatk,
roBoOpuUTH
BUAETL
npopasatk
0TNpaBnsATh,
noceinath
nomeuate,
KnacTb

wuTe

nagarth, CHIX.
TpscTH,
noxumare
CBETUT, CUATH
cTpensith
noKasbIBaTh
3aKpblBaTh
nete

cBAeTh
CKO/Mb3UTL
cnate
pacnpocTpaH.
cesTb,:laces.
nponueare,
pacnneck.

roBopuTH
TpatuTL, npo-
BOAUTL Bpemst
pacnpocTpas.
cToATh

KpacThb,
cTapatbcs,
CTpeMUTLCS
KNACTBCS;
pyratbcst
BLITUPATD,
nogmerats
nnasatb

6patb, B3ATb
yuuTb, 06yyath



110. to tear tore tom tearing pBaTh (cA),

yapanarts

111. to tell told told telling cKasaThb,
pacckasbiBaTh

112. to think thought thought thinking AymaTb

113. to throw  threw thrown throwing 6pocaTb

114. to under- understood understood understanding noHumaTh

stand

115. to under- undertook undertaken undertaking  npeagnpeHumart

take b

116. to upset upset upset upsetting oropyatb, Ccpbl
BaTb (MnaHbl),
ONpoKNALIBaTL

117. to win won won winning nobexpaaThb,
BLINIPbIBATL

118. to wear wore worn wearing ofesath,
HOCUTL

119. to wed wed wed wedding BCTYnaTb B

wedded wedded 6pak,BeHYaTb-

cs

120. to write ~ wrote written writing nucaTb

4 CEMECTP

CoNoCTaBNeHNePYCCKUX U aHTNNIACKUX BpEMEH
N3bABUT @NbHOTO HAKNOHEHNs!

B pyCCKOM SI3bIKe FN1aro/ibl HECOBEPLIEHHOTO BUAA UMEIOT TPYU BPEMeHM:
HacTosiuiee, npowegwee v Gyayujee CAOXHOE (8 unTalw, s uutan, s Gyay
4MTaTk); FNaro/ibl COBEPLWEHHOTO BUAA UMEIOT ABa BPEMEHU: Npoliejuwee u
byayuiee npocToe (A npouuTan, s npoumTaln). Kaxpoe u3 3aTUX BpemeH,
YNoTpPe6nsisicb €  PasNNYHLIMU  OTTEHKaMM 3HAYeHUs, nepefaeTcs B
aHIINACKOM SI3bIKe HEe OAHWM, a HECKONbKUMU TNaronbHbIMIA BpeMeHamu.
Mpu nepesoge PycCKNUX BPEMEH Ha aHTIMIACKMIA A3bIK CriefyeT onpegenuTs, B
KaKOM 3HAUeHUM [JaHHOE BPEMS yNOTPEG/IEHO B PYCCKOM MPef/1 0XKeHMN.

1. HacTosAulee Bpems - A YTalw.
]. A yuTalo raseTbl Kaxablii eHb I read newspapers every day

(06bIYHOE AeiicTBUE). (Present Indefinite).

49



2. A ynTalo rasety ceiivac 1am reading a newspaper

(anuTenbHoe geiicTeue, (Present Continuous).
COBEPLIAKLLEECSH B MOMEHT peyn).

3. 1 uuTal rasery yxe 4ac I have been reading the newspaper
(anvTenbHoe gelicTeue, coBepliaio- foran hour (Present Perfect Conti-
ujeecs B MOMEHT Peyu, ¢ yKasaHuem, nuous).

KaK 07110 0HO COBepLIaeTcs).

W. Mpowepauiee Bpems -8 4nTan, A npountan

1. 9 yuTan (NpoumTan) aTy KHUTY. 1 have read the book.
A mory pacckasaTb Bam ee I can tell you its contents
CopaepxaHue (Present Perfect).

(npowepuee aeiicTeue,
Pe3ynbTaT KOTOPOro Hanuuo
B HAaCTOALIEM BpEMEHM).

2. 51 unTan (npoumuTan) aTy cTaTbio I read the article yesterday
Buepa (aeiicTBue, coBepluMBLIEECA (Past Indefinite).
B UCTEKILEM OTPe3Ke BPeMeHN).

3. 51 uuTan (NnpounTan) 3Ty cTaThio, I had read the article before he came
A0 TOTO KaK OH npuwen (aeiictaue, (Past Perfect)
COBEpIINBLIEECS 40 OMPEAENIEHHOTO
MOMEHTa B POLU/IOM).

4. 9 unTanrasety, Korga o npuwen Iwas reading the newspaper when
(AnuTenbHoe geiicTBMe, coBepaslueecs he came (Past Continuous),
B ONpe/JeneHHbIi MOMEHT B NPOLINIOM).

5. A unTanraseTy yxeuac, korgaoH npuwen 1lhad been reading the newspaper
(anuTenbHoe aeiicTBMe, coBeplUaBLIeecs for an hour when he came
B ONpe/je/eHHbIi MOMEHT B NPOWIOM, C (Past Perfect Continuous).
yKasaHuem, Kak ;07110 OHO COBEpPLIANoCh).

111. Byayuiee Bpemsi - 5t 6yly UnTaTb, i NpO4UTAD

1 A 6ygy uuTaTb (Npo4mnTaln) aTy cTaTbio Ishall read the article tomorrow
3aBTpa (gencTeume, koTopoe copepwutes  (Future Indefinite).

B 6yayuiem).

2. 91 6yAy uMTaTb 3Ty CTaTbio, KOTa OH I'shall be reading the article
npuaet (AnuTenbHoe AeiicTBUe, KoTopoe when he comes
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6y/eT coBeplaTbCA B onpeAeneHHbl i (Future Continuous),
MOMEHT B byayuiem).

3. yXenpouuTaio 3Ty CTaThblo, KOTAa OH I'shall have read the article
npuaeT (geficTene, KOTOpOe CoBEPLUINTCA when he comes
[0 ONpeeNeHHOro MOMeHTa B Gyayiiem). (Future Perfect).

Pycckoe 6Gyayujee BpemMs B NpWAATOYHbIX MPEANOKEHUAX BPEMEHU W
YCNOBNA  BbIPaXaeTcsi B aHIMIACKOM A3biKe (HOPMaMi HacTosulero
BpeMeHN:

Korpa (ecnn) A npoymnTalio 3Ty cTaTblo, When (if) I read the article, I shall
f/am ee BaM. give it to you

(Present Indefinite).
Mocne TOro Kak s MpoYmnTa 3Ty cTatblo,  After | have read the article, | shall
Afam ee Bam give ittoyou

(Present Perfect).

ADDITIONAL TEXTS

3 CEMECTP

A Manager’s Day-to-day Activities:
Symbols O fSupport For Innovation

I. Be careful of your mundane actions. Do your office routines, wheth
you are in the executive suite or the supervisor of the seven-person accounts
receivable department, exhibit the “saw the top offthe damn thing” attitude that
you are asking of others? Or are you inconsistent? Do you encourage people to
bypass functional barriers and deal directly with their counterparts in other
functions, but then get bent out of shape when someone does tliis and gets you
in hot water with a fellow vice-president? Do you encourage cutting the
paperwork to speed the pace of action, but continue to spew out twenty-three
memos per day?

Do you applaud when someone scrounges computer time, breaking a little
china, and succeeds in speeding up a project? And do you continue to applaud-,
or at feist shrug it off-if the effort fails and it toms out that the scrounged
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computer time means a delay in receiving a 275-page report you've anxiously
been awaiting because the president wants it?

The new rules for innovation that these prescriptions propose controvert
most conventional wisdom. You, the boss, must live up to them-especially the
small, but symbolically significant, ones.

2. Behave with purposeful impatience. I believe in civility - most of the
time. But not when itcomes to an exercise like this: “We need three more days
to get the computer run on the cost buildup from the division controller’s office;
they’re tied up with the corporate monthly operating review " Don’t put up with
it. Ever again.

That is, you must make it clear that people are paid to beat down
functional barriers - preferably by building solid relationships ir ever)/ function.
They are not being paid to guard turf and process “cover your tail” memos up
and down the organisation.

So the answer to the plea for “three more days” is: “Uh-huh. Well, you've
got forty-five minutes to get the numbers; that’s when the presentation starts”.
Or: «You've been involved with this project for eleven months. You should
know the numbers we need from memory». Or: «Fine. We’ll sit here in the
boardroom and wait. Anybody know a good carry-out restaurant?»

It is essential-today more than ever-not to put up with traditional excuses
that come from the victory of boardroom-brand ¢ y and functional primacy
over taking action.

3. You went innovation? Just ask for it. A bank president called a two-
day meeting at a remote location to work with his top forty officers on some
strategic issues. The group trundled off at one point for a «breakout session»,
where teams traditionally get together to noodle over some key issue, coming
back with a vague report about «the important parameters -) This time the
president’s guidance was unconventional: «You’ve got two hours to come up
with big savings, without layoffs.... See you in 120 minutes.» They did retum-
and with the savings. A significant share o f the ideas were implementable. One
group brought $700,000 back to the table, and exceeded that brash target in
practice.

At Milliken’s four-day annual retreat for top managers, 1've seen groups of
twenty from disparate businesses wrestle with a /ToTty issue for two hours,
knowing they had to come up with a lengthy action list, to be implemented-and
reported on-in 30 days. They unfailingly do it. No one says, «But my boss is not
here, I can’t commit our group to that» It's your job as a senior manager, says
Milliken, to know what you can and can’t commit to and you’d better be able
to offer a lot, or you and your boss are both going to be in hot water. Little time
is spent on nuances, less on bureaucratic bickering. The issue is: «We’re going
to crack this nut,» and toat’s that. They quickly go around the table; each
participant has a minute or two to discuss her or his idea-and to propose a 30-
day action plan, such as «Meet wito X at plant Y and shorten this step in the




paper processing. Due date 3/18/87/» The meeting chairman nods quickly, the
item is duly recorded, and on they go: «Fine. ... Okay, Dave, What does the
New York sales office have to say about the new product sample preparation
process?» Bang. Bang.

It may sound impossible. I couldn’t believe my own eyes at first. But I've
seen it at Milliken four years running, and at a number of other firms as well. It
can be done.

4. Seek out and celebrate the innovators. There are mavericks who do
the impossible in support departments such as MIS-for instance, a software
code writer who finishes what’s typically a month-long debugging task in a
weekend. It turns out that although he’s in North Dakota, he has scrounged
computer time from a little-used mainframe in Barcelona, then cajoled a couple
ofvendor people into helping out, too.

Somehow, you must develop routines that aid you, as boss, in hearing
about him. It’s not easy, since he generally works from midnight until 10 a.m.
in a hidden comer o fa faraway building. Once he surfaces, call immediately (or
fly in) and make a fuss over his herculean effort. (One California bank
executive gives awards to persons who tell her about innovators that are almost
equal to those she gives the innovator per se. It’s a great strategy for unearthing
unsung starts in faraway places.)

5. Establish a Hall of Fame in every unit-and insist that it be full. And
though big annual innovation awards are desirable, a month is probably the
longest you should go without some sort of award. Even on-the-stop awards
should be more or less formalized. Give all managers an informal quota. I don’t
favor a rigid target like «four per month.» But I do recommend that you
carefully track the results and cajole those who seem to be reluctant to give out
such awards: «No innovations in purchasing again this month, 1see. Could that
be right, John?» Or include in the monthly operations review a brief
«Innovation Report) that lists the innovations, innovators, and innovators’
bosses; the repeated absence of any executive’s name adds to the pressure on
him/her to produce.

I've seen all of these management spurs to innovation in action. They
are individually powerful, and collectively dynamite. However, they require
a thoroughgoing penchant for innovation and close attention to its
outcroppings-on a day-to-day basis.

25 Factors That, Reinforcing One Another, Induce Flexibility
1. Thevisible presence of new, flexible competitors.

2. Visible display of the exploding array of new products.
3. Good competitor analysis available to all.



4. A belief that new market creation is the premier business success
strategy.

5. A beliefthat any product can be constantly improved.

6. Constant measurement of customer satisfaction.

7. Customer (supplier and distributor) visits by everyone; us to them, them
to us.

8. An environment that encourages numerous “small starts” and instant
pilot tests of everything.

9. Encouragement to fight NI1H (not invented here) and "swipe™ ideas from

anywhere.

10. Support for somewhat eccentric champions at all levels who may break
the rules; praise o f risk-taking supporters of champions.

11. skill training and constant retraining; training in jobs in other
functions; training in problem-solving techniques (cause and effect
analysis).

12. Involvement in a "pay for performance™ plan.

13. Membership on a self-managing team, responsible for most of its own
support activities such as budgeting and capital planning.

14. A chance to be a team leader.

15. Removal of bureaucratic impediments.

16. Removal of humiliating rules.

17. Provision of an attractive (clean and peppy) work environment.

18. Constant rewards and celebrations for small accomplishments.

19. Guaranteed employment.

20. Middle managers who encourage, constant front-line contact among
functions.

21. Senior management in touch within the line; strong, demonstrated top
management support for the front line.

22. Encouragement to “be the best” and "be unique™ on some important
performance dimension.

23. Supervisors (and others) who are promoted on the basis of their ability
to create an exciting work environment.

24. Everyone evaluated on what/how much they have changed / improved.

25. Basic business forecasting and evaluation systems that emphasize trust,
fairness, and integrity.

Getting a Job: The Process of Marketing Yourself

Getting ajob is usually a lengthy process, and it is exactly that- aprocess
that involves careful planning, implementation, and control. You may have
everything going for you: a respectable grade point average (GPA), relevant
work experience, several extracurricular activities, superior interpersonal and

ication skills, and ated leadership qualities. Despite these, you
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still need to market yourself systematically and aggressively; afier all, even the
best products lie dormant on the retailer’s shelves unless marketed effectively.

The process of getting a job involves the same activities marketing
managers use to develop and introduce products into the marketplace. The only
difference is you are marketing yourself, not a new product. You need to
conduct marketing research by analyzing your personal qualities (performing a
self-audit) and by identifying job opportunities. Based on your research results,
select a target market - those job opportunities which are compatible with your
interests, goals, skills, and abilities - and design a marketing mix around that
target market. You are the «producb>; you must decide how to «position»
yourself in the job market. The price component of the marketing mix is the
salary range and job benefits (such as health and life insurance, vacation time,
and retirement benefits) that you hope to receive. Promotion involves
communicating your product message to prospective employers through written
correspondence (advertising) and job interviews (personal selling). The place
element focuses on how to reach prospective employers, such as job interviews
at the campus placement center or direct contact by letters or in person.

Careers in Marketing: The diversity of marketing opportunities is
reflected in the many types of marketing jobs, ranging from purchasing to
marketing research to public relations to product management. The growing
concern with marketing in many nontraditional organizations - such as
hospitals, financial institutions, the performing arts, and government - has
added to the numerous opportunities offered by traditional employers such as
manufacturers, retailers, consulting firms, and advertising agencies. Most of
these marketing careers offer the chance to work with interesting people on
stimulating and rewarding problems. Comments one product manager, «I love
marketing as a career because there are different challenges ever}/ day.»

4 CEMECTP
The Birth of Management Ideas

Knowledge about management today can itself be considered to be the
result of a long and continuing innovative process. The actual practice of
management can be traced back to early recorded history. In fact, ancient
history contains a number o f monumental examples o f management in practice.
For instance, the Sumerians ran ancient Mesopotamia with the help to temple
corporations, communities in which priests and scribes kept track of legal and
economic transactions though an elaborate system of records written on clay
tablets. The Egyptians built an extensive irrigation system and major buildings,
as well as the famous pyramids. Hammurabi developed a sophisticated legal
system, the Code of 282 Laws, to help him rule Babylonia. The Romans
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controlled their extensive empire through a carefully devised system of four
geographic divisions, which were further subdivided into dioceses and then provinces.
These achievements represent early examples o finnovative practices in management.

While these management accomplishments were 5» significant that they
are remembered today, they provided very limited information about how to
actually manage. For example, noted management consultant and writer Peter
Drucker has argued that the best managers in history are the ones who managed
the building of the pyramids. Although these managers had major time
constraints, limited transportation facilities, and few scientific resources, they
still managed to build one of the great wonders of the world. Yet the Egyptians
told us very little about their management methods. Thus there is a major
difference between practising management well and adding to knowledge about
the field o f management so that others also can learn to manage.

Although examples o f management practice go back several thousand years,
the development of management as a field of knowledge is much more recent.
Much of the impetus for developing management theories and principles grew out
of the industrial revolution, which spawned the growth of factories in the early
1800s. With the proliferation of factories came the widespread need to co-ordinate
the efforts o flarge numbers o fpeople in the continual production c f goods.

Job Enrichment

Job enrichment is the process of upgrading lhe job-task mix in order to
increase significantly the ial for growth, 1t, responsibility, and
recognition. The concept of job enrichment was pioneered by Frederick
Herzberg, whose work during the late 1960s highlighted the importance of the
content of jobs as a significant force in motivation. Job enrichment increases
job depth, the degree to which individuals can plan and control the work
involved in their jobs. For example, U.S. Shoe traded traditional assembly lines
for amodular approach at its 11 Ohio and Kentucky factories. Each module has
ateam of nine workers who switch tasks, decide among themselves about how
to meet quality and productivity goals, and receive bonuses for meeting or
exceeding them. The company has become the first U.S. shoemaker in a number
ofyears to exportwomen’s fashion footwear to European countries.

To guide job enrichment efforts, job design researchers Richard Hackman
and Greg Oldham have developed the job characteristics model* According
to the model, motivating through the design of jobs involves providing five
corejob characteristics:

* Job characteristics model - a model developed to guide job enrichment
efforts that include consideration of core job characteristics, critical
psychological states, and outcomes.
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ies that

-

. Skill variety is the extent to which the job entails a number of activ
require different skills.

. Task identity is the degree to which thejob allows the completion o fa major
identifiable piece o fwork, rather than just a fragment.

. Task significance is the extent to which the worker sees the job output as
having an important impact on others.

. Autonomy is the amount of discretion allowed in determining schedules and

work methods for achieving the required output.

Feedback is the degree to which the job provides for clear, timely

information about performance results.

The more that these core characteristics are reflected in jobs, the more

motivating thejobs are likely to be.

N

w

IS

o

Job Enlargement

If the ranks o f the middle managers are to be seriously thinned, much of their
knowledge, information, and responsibility must by pushed down to the lower-level
workers. In fact, it is a principle of the new capitalism to push down control and
responsibility to the lowest possible level, closest to the actual products, services, and
customers o f the business. This, however, requires workers now who can learn and
adapt quickly, think for th Ives, take r ibility, make isi and
communicate what they need and know to leaders who coach, supply, and inspire

them.

Workers must now take responsibility, usually in teams, for whole and
meaningful tasks which they understand and seek to improve. Furthermore, they
must interface with technical information (e.g. statistical quality control
devices) and sophisticated ies (e.g. s, tel lications,
robots). Gone then - except, again, in the backwaters of the old capitalism - are
workers hired from the neck down and simply told what to do.

Thus far we have canvassed an ‘ideology, a vision of a world in the
making. The Teal” world is, o f course, much more complex.

The changes we have surveyed above offer the greatest challenge: how to gain
the full loyalty and trust of newly empowered workers so that they will throw
themselves heart and soul into the work of the company in very risky times. In a
hypercompetitive, fast-changing environment workers must be ‘eager to stay’, but
also ‘ready to leave’ if the business is failing or even if it must innovate new projects
that no longer require the core competencies o f the current workers. This is a hard
situation, indeed, within which to motivate people. Leaders can scarcely achieve this
motivation by trying to assert top-down control over their newly empowered
workers. Newly empowered workers won’t tolerate being ordered around and, in any
case, it is not motivating. However, they can hardly be allowed to work (act, believe,
and value) against the interests o f the business, its leaders, and its shareholders.
What, then, ensure trust, loyalty, and full *over the top’ commitment?
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GAMES

3 CEMECTP

The Present Indefinite Tense: 1) Piling up a sentence

2) Changing sentences

3) Controversial statements
The Past Indefinite Tense: 4) Chain story

5) Damaged property

6) Three-picture story
The Future Indefinite Tense: 7) Interrupting the story

8) Jumbled sentences

9) Delphic dictionary

Piling up a sentence

Present Simple (or another tense); vocabulary review.
Procedure: Start by telling the students something you like, for example: | like
pop music. Then ask a student to recall what you like, and add a ‘like” of his or

her own: (The teacher) likes pop music. I like watching television. Another
student adds a further item: (The teacher) likes pop music. Alex likes watching
television, I like ice cream. ..and so on, with each student adding something,

until the chain becomes too long to remember.

Variation: Instead o f ‘I like...” the basic sentence might be ‘I hate...” or ‘I want
tobuy...” or ‘“Yesterday I...", or ‘When we are all millionaires, I will...", or ‘1fwe
were given a single wish, | would...". By choosing the appropriate basic
sentence, this activity can be used to practice a tense or structure that has been
leamt recently.

Changing sentences

Practice o f sentence patterns.
Procedure: Choose a simple sentence pattern, which can be based on a
grammatical structure you have recently leamt. For example, if you have been
studying indirect objects, take a sentence like: She wrote a letter to her sister.
Then students invent variations, either by changing one element at a time: She
wrote a letter to her husband. Or by changing as much as they like, provided
they maintain the original pattern: The pilot sent a signal to the aiiport. See
how many variations they can make in two or three minutes.
Variations: You may have pattern tables to guide students, in the composition of
correct sentences. They look something like this:
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often the floor

We never eat meat

People sometimes siton chairs

Children always play with dolls
Dogs usually chocolate
seldom balloons

Students are usually expected to make sensible sentences like: Children
sometimes play with dolls. For a quick, entertaining variation, tell the students
to make ridiculous combinations: Dogs often sit on chocolate. Or, more
seriously, to substitute elements o f their own to make true sentences: | never eat
meat

Controversial statements

Discussion o f controversial topics.
Procedure: Write up two or three controversial statements, or proverbs, on the
board (there are some examples in the BOX). Each student writes down "agree’
or ‘disagree’ or ‘don’t know’ for each item. Invite them to compare their
answers in pairs or threes. Then find out what the majority opinion on each is,
by vote. Ifyou have time, discuss them.

BOX: Controversial statements
Beauty is only a matter of taste.
Punishment never does any good.
People work better ifthey are paid more.
A woman’s place is in the home.
Boys and girls should have the same education.
A country gets the government it deserves.
Teaching is basically a matter of explaining things properly.
Married people are happier than unmarried people.
Love means never saying you’re sorry.
Everyone is basically selfish.

Chain story

Narration: use o f the past tense.
Procedure: Begin telling a stoiy. This can be the first few lines o fa story from your
coursebook, or improvised, or you can invite a student to start Then, going round the
class, each student has to add another brief ‘installment’ to the story.
Variation: Before you start, ask each student to choose a word. It can be an item
of vocabulary recently learnt, a verb in the past tense, or freely chosen. Then
each ‘installment’ has to include the word the student has chosen.




Damaged property
Guessing; using the pasl tense and passives.

Procedure: Present a brief description of a piece of property that is damaged: a
watch that has stopped, for example, or a suitcase with the handle missing. You
need to have in your mind the reason for the damage; the students try to guess what
itis. Allow ‘narrowing-down’ questions (“Did ithappen because o fcarelessness?”)
and give hints (“It happened while I was cooking...”) to maintain pace and ensure
the students’ ultimate success in guessing. The successful guesser can suggest the
next damaged item. It is best if the items can be genuine, with genuine histories -
yours or the students’. Or use the examples in the box.

BOX: Damaged property

1. A watch that has stopped (dropped into the soup while I was cooking).

2. A suitcase with the handle missing (a thief tried to steal it, | pulled it back
and he got away with the handle).

3. An umbrellawith the hole in it (someone’s lighted cigarette fell on it).

4. A book with some pages tom out (took it camping and urgenty needed paper
to light a fire).

5. Jeans that are tom and faded (done on purpose to be more fashionable).

6. A squashed cake (the youngest member o fthe family sat on it ata picnic).

7. A broken window (a tree fell onto it during a storm).

8. A hole in the roof (a small meteor fell through it).

Three-picture sitory
Oral fluency and imagination.

Preparation: Select three magazine pictures which are large enough to be seen
by the whole class. The first one should show one or two people in a setting.
The second and third ones should be of an object, a situation or an event. The
second and third ones do not need to show the people in the first picture.

Procedure: Display the first picture. Ask the students to call out anything they
want to say about it. Your role is to stimulate observation and invention and
then to gather the suggestions and to put them into story form. As the students
offer more ideas, you add them to the story, continually retelling it from the
beginning. After a few moments, you can display the second picture and later
the third. As you see your five minutes coming to an end, ask the students to
suggest a conclusion. Try to retell the completed story before the time is up.
This is anexample o fhow the story might begil

You: (Showing the first picture) What do you want to tell me about this picture?
Student: There are two people.

You: Yes. Anything else?

Student: It’s a man and awoman. They are lovers.

You: What are their names?



Student: Walter and Samantha.

You: Good. Where are they? What time is it?

Student: It’s evening. It’s dark. It’s perhaps in the country or a park.

You: Whatshall we say?

Student: The country.

You: (Assuming a story-telling style) Well, it was late in the evening. Walter
and Samantha didn’t know where they were; it was so dark. They thought they
must be in the country. (Showing the second picture) What do you want to tell
me about this picture?

Student: It’s a car. It’s going very quickly.

You: It was late in the evening. Walter and Samantha didn’t know where they
were; it was so dark. They thought they must be in the country. Suddenly they
saw a car. Itwas travelling very quickly, etc.

Interrupting the story
Listening and asking questions.

Procedure: Tell the students that you are going to begin a story and that they should
try to stop you saying more than a few words by asking questions. For example:
You: In two days...
Student A: Which day will it be?
You: It’ll be Friday.
Student B: Will itbe in the moming or afternoon?
You: Afternoon. Anyway, | will...
Student C: What time will it be?

etc.

Jumbled sentences

Forming grammatical sentences.
Procedure: Pick a sentence out of your coursebook, and write it on the board
with the words in jumbled order:

early the | week to during have to go sleep

The students work out and write down the original sentence:
I have to go to sleep early during the week.  Or
During the week I have to go to sleep early.
If there is time, give a series of similar sentences, and the students do as much
as they can in the time. You can use this activity to review a grammatical point,
taking the sentences from a grammar exercise.
Variation: Dictate the jumbled sentences instead of writing them up; the
students write them down as you dictate and then suggest the solutions orally.
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Delphic dictionary
Reading and discussing.

Preparation: You need at least one copy of an English-English dictionary for
this activity.
Procedure: Ask the class to list on the board, from their own experience, some
typical student problems. For example:
« having enough money
+ deciding what to do in the future
+ managing to do all the college work and have a good social life
« relating to a ‘difficult’ person in the family
Show the dictionary to the class and ask a student to help you. They must put
the dictionary on the desk, close their eyes, let the. dictionary fall open at any
page, spin their forefinger around in the air and then let it fall randomly on the
open page of the dictionary. They should then read out the word and its
definition to the class. Ask the class to suggest how the word and definition
could be the basis o fadvice for a student who has the first problem.

For example, ‘having enough money’:
A student lets the dictionary fall open, spins her finger round and drops it on
*macaroni’. She reads out, ‘Italian pasta (= food made from flour mixed with
water) in the shape of thin pipes, cooked in boiling water.” Another student
says, ‘She’s so poor that she must eat macaroni every day.” /mother student
says, ‘She works in an Italian restaurant in the evenings to make some money.”
Variation 1: If there are enough dictionaries in the classroom, let the students
work in groups or pairs, first noting down their problems and then giving and
discussing advice.
Variation 2: Use a dictionary of proverbs or a dictionary of idioms. Less
effective but possible, ask the students to use any list of langoage items, for
example, in their student books.
Note: You might like to tell the students about the oracle at Delphi in Greece. In
Delphi there is a very old Greek temple, built around 2,500 years ago, which
was very famous because the people in the temple, the priestesses, gave advice.
People came from all over Greece to get advice from the priestesses. However,
the advice was never clear. One king went for advice: he didn’t know whether
he should begin a war or not. The priestesses told him that ifhe went to a war a
great kingdom would be lost. He thought, ‘Good, 1will go to war and win!’ He
went to war and lost his own kingdom!



4 CEMECTP

The Present Perfect Tense: 1) What has just happened?
2) Find someone who...

Errors: 3) Correcting mistakes
4) Hearing mistakes
Vocabulary: 5) Jumbled words

6) How many things can you think ofthat...?
7) Categories

W hat has just happened?

Use ofthe present perfect to describe something that has just happened.
Procedure: Write a series of exclamations on the board - not more than ten
(there is a selection to choose from in the BOX). In pairs or groups, students
choose an exclamation, think of an event which might have caused someone to
say it, and write down a briefdescription o f the event, using the present perfect.
For example, they might choose ‘What?’, and write:

Someone hasn’t heard clearly what was just said.

Then they choose another and do the same again. After two minutes, invite
students to read out their sentences without identifying the exclamations that
gave rise to them; the rest o f the class guess what the exclamations were!

BOX: What has just happened?

Oh! Oh? Congratulations! 1'm sorry! Great! What?
No! Thanks! ~ Welcome! Nevermind! Hello? Oow!
Uh... Goodbye! Thank goodness! It’s a deal! Ofcourse! Ha!
Bye! Bad luck!  Good for you! Sure... When? Hi!

Find someone who...

Questions and answers; getting to know each other.
Preparation: You need a set o f cards, one card for every student in your class,
looking something like this:

FIND SOMEONE WHO FIND SOMEONE WHO
m has (be) to Italy m has (be) to Germany
mhas (cry) in amovie theater m hasnever (go) to an Italian restaurant
I has never (be) to the dentist m has (fall) in love at first sight
»has (eat) chicken recently Lhas (ride) a horse
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FIND SOMEONE WHO FIND SOMEONE WHO
has (be) to France has never (have) a cat or a dog
has (kiss) a cat has (study) German
has (chew) gum today has (bill) a bird
has never (smoke) a cigarette has never (meet) an American
FIND SOMEONE WHO FIND SOMEONE WHO
has (spend) a month in a hospital has not (be) to the Black Sea
has never (eat) eggplant has (go) to a Chinese restaurant
has (go) scuba-diving has (send) e-mail in the last week
has (be) on TV has (shoot) a gun
FIND SOMEONE WHO FIND SOMEONE WHO
has (play) ice hockey has (read) anovel 3y Tolstoy
has (be) to New York has (drink) Coca-Cola today
has never (be) abroad has (have) a cold in the iiast month
has never (drink) cappuccino has (study) Spanish
FIND SOMEONE WHO FIND SOMEONE WHO
has (be) in a cave has (have) a headache this week
has (see) somebody famous in person has (go) skydiving
has (have) a nightmare in the last week has not (fly) on an airplane
has (see) a ghost has (paint) a picture

[N
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Procedure: Distribute the cards to the students and give them a moment to read
the information. The object o f the game is to identify all the people described in
the cards. To do this, the students must move around the room asking each other
questions, then pool their knowledge.

Correcting mistakes
Identifying and correcting mistakes in English, to encourage monitoring
by students their own mistakes.
Procedure: Write up a few sentences on the board that have deliberate mistakes
in them. If you wish, tell the students in advance how many mistakes there are
in each sentence. With their help, correct them. There are some examples of
possible sentences in the BOX, or, better, use (anonymous!) examples taken
from their own written work.
Note: It is important to stress the fact that the sentences initially presented are
unacceptable, and to make corrections on the board so that the students are left
with the'image o f the correct sentences at ht end o f the activity.
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BOX: Correcting mistakes

1.He love her very much. 7. Why you look at me like that?

2. They maked a cake for thier mother. 8. You must to tell my!

3. Wich one you prefer? 9. They will come, isn’t it?

4.1  notknow where to go. 10. This one is gooder then that one.
5. Were is the girl go? 11. The flowers was in the garden.
6. Yesterday | am very ill. 12. She asked me where am I going.

Hearing mistakes

Listening comprehension with quick reactions.
Procedure: Tell or read the story that is well known to the students (it can be
one they have recently worked on in class), introducing deliberate mistakes as
you do so. When they hear a mistake, students put their hands up, call out the
correction, or note down the mistake.

Jumbled words
Vocabulary and spelling practice.
Procedure: Write on the board words the students have recently learnt, or ones
they have difficulty spelling with the letters in jumbled order. It is best to have
the words all associated with one given theme. For example, you might give an
elementary class a set o f words like:
gdo, sumoe, tea, ibdr
and tell them these are all animals. In the time given they work out as many as
they can o f the answers:
dog, mouse, cat, bird

How many things can you think of that...?
Vocabulary revision.

Proo<>riiiro: In groups, students try to think of and note down as many things as
they can that fit a given definition and that they know in English. For instance,
you might tell them to think of as many items as they can that are small enough
to fit into a matchbox. After two or three minutes, pool all the ideas on the
board, or have a competition to see which group can think of the most items.
See the BOX for more ideas for definitions.

BOX: How many things can you think o f that...?

... arebigger than you are? ..areround? ..makeanoise? ..work on electricity?
...are made o f paper i wood / glass? ...have handles? ...you can use to siton?
m_have handles? ..are rectangular? ...people enjoy looking at?.
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Categories
Listening comprehension of isolated words.

Procedure: Ask the students to draw two or three columns on paper, and give them a
category heading for each. Forexample, food and drink, sad and happy. Then dictate
a series o fwords which can fit into one of the categories. They have to write a cross
or tick in the appropriate column for each word you dictate. For ready-to-use
examples, see the BOX. Note thatyou will need to note down the crosses yourselfas
you dictate the words in order to check the results

Variation: For a more difficult and time-consuming exercise, sludents actually
write out each word in its appropriate column.

BOX: Categories

Food, drink: tea, apple, bread, coffee, cake, water, egg, meat, beer, milk, potato,
chocolate, rice, pasta, orangejuice.

Animals, objects: dog, pencil, chair, elephant, door, man. lion, book, table,
horse, cat, donkey, television.

Big, small: elephant, mouse, matchbox, flower, house, mountain, pencil,
cigarette, CD, sea.

Round, square: sun, book, blackboard, ball, window, door, moon, television,
floewr, house, ring, wheel, desk.

Land, sea, air: cloud, earth, rain, fish, tree, wave, fog, sky, field, ship, road,
wind, mountain, swimmer.

Sad, hapnv: smile, tears, laugh, miserable, tragedy, cheerful, pleasure,
depressing, fortunate, celebration, weep, amusing, mourn, joke, delight.

Superior, inferior: servant, queen, master, chief, subordinate, commander, slave,
assistant, captain, prince, follower, head.

66



BUBENNOTPA®UNYECKUI CMIUCOK

1.ToppgoH E. M., Kpbinosa W.M.. FpammaTuka COBPEMEHHOrO
aHrnuiickoro assika. M., 1986.

2. Kavanosa K. H., M3pannesny. E. E. MpaKTuyeckaa rpammaTnka
aHrnmiickoro asbika. M., 1990.

3. Wesenesa C. A., Ctoros B. E.. OCHOBbI 93KOHOMUKM 1 6u3Heca. M.,
1999.

4. Murphy R. English Grammar In Use. Cambridge University Press, 1997.

5.Ur P. Grammar Practice Activities. Cambridge University Press, 1988.

6.Ur P., Wright A. Five-Minute Activities: A Resource Book Of Short
Activities. Cambridge University Press, 1994.

67



