ПРЕДИСЛОВИЕ

Настоящее учебно-методическое пособие предназначено для студентов экономических специальностей технических вузов.

Пособие ставит целью помочь студентам овладеть навыками устной речи на английском языке в сфере делового общения и знаниями в области менеджмента и экономики, усвоить лексический минимум по базовым разделам экономической тематики, ознакомить студентов с современными материалами по предлагаемым темам, развить навыки  беспереводного чтения.

Тексты составлены на базе современных аутентичных, источников с определенной адаптацией к уровню языковой подготовки обучающихся. Тексты снабжены тематическим словарем и элементарными упражнениями  лексического характера. Упражнения имеют целью закрепить лексику базовых текстов до уровня их активного использования в речевых высказываниях в процессе многократных повторений. Кроме того, после большинства текстов предлагаются диалоги на данную тему, заучивание которых также способствует развитию навыков устной речи, овладению речевыми клише и их практическому использованию  в деловых ситуациях.

Более того, пособие содержит и грамматический блок, основная цель которого систематизировать имеющиеся знания, развивать навыки и умения правильно употреблять грамматические структуры английского языка как в устной, так и в письменной речи. Грамматический блок состоит из теоретической и практической частей.

Теоретическая часть включает в себя ряд разделов, носящих тематический характер и отражающих основные грамматические категории английского языка. Тематические разделы расположены по принципу нарастания сложности, что позволяет не только прочно усваивать материал, но и способствует его дальнейшему закреплению. 

Практическая часть представлена сборником тренировочных упражнений, направленных на развитие коммуникативных навыков, на выработку и автоматизацию употребления различных грамматических структур, последующего употребления этих знаний при работе с англоязычными текстами. 

                                                          Unit 1

Text 1

Definition of Management

Management is based on scientific theories and today we can say that it is a developing science.

But knowledge of theories and principles doesn't provide practical results. It is necessary to know how to apply this knowledge. Practical application of knowledge in the management area requires certain abilities or skills. Here is an example:

Depending on its size, an organization may employ a number of specialized managers who are responsible for particular areas of management. A very large organization may employ many managers, each responsible for activities of one management area. In contrast, the owner of a sole proprietorship may be the only manager in the organization. He or she is responsible for all levels and areas of management.

What is important to an organization is not the number of managers it employs but the ability of these managers to achieve the organization's goals, and this ability requires a great skill.

In other words, management is the process of coordinating the resources of an organization to achieve the primary organizational goals.

MAIN RESOURCES
	Material resources
	Human resources
	Financial resources
	Informational     resources
	Organizational goals

	1
	
	2
	
	3
	
	4                             
	         5              
	


1.
Material resources are physical materials and the equipment used by an organization to make a product. For example, cars are made on assembly lines. These assembly lines and the buildings that house them are material resources.

2.
The most important resources of any organization are its human resources — people. Some firms believe that their employees are their most important assets. To keep employees content, a variety of incentives are used, including higher-than-aver- age pay, flexible working hours, recreational facilities, lengthy paid vacations, cafeterias offering inexpensive meals, etc.

3.
Financial resources are the funds the organization uses to meet its obligations to various creditors. A grocery store obtains money from customers and uses a portion of that money to pay the wholesalers from which it buys food. A large bank, borrows and lends money. A college obtains money in the form of tuition, income from its endowments, and federal grants. It uses the money to pay utility bills, insurance premiums, and professors' salaries. Each of these transactions involves financial resources.

4.
Finally, many organizations increasingly find they cannot ignore information. External environment — including the economy, consumer markets, technology, politics, and cultural forces — are all changing so rapidly that an organization that does not adapt will probably not survive. And, to adapt to change, the organization must know what is changing and how it is changing. Companies are finding it increasingly important to gather information about their competitors in today's business environment.

It is important to realize that these are only general categories of resources. Within each category are hundreds or thousands of more specific resources, from which management must choose those that can best accomplish its goals. Managers must coordinate this complex group of specific resources to produce goods and services.

Vocabulary

definition
                    определение

management
          управление, руководство, менеджмент

be based on
                    основываться (на)

base
                              основывать

scientific
                    научный

theory
                              теория

develop
                    развивать(ся)

science
                    наука

knowledge
                    знание

provide
                    обеспечивать, давать

apply
                              применять

application                      применение

area
                              область

require
                   требовать

certain
                   определенный

ability
                             способность

skill
                             мастерство, pl.—навыки

depending (on)               в зависимости (от)

size                                 величина, размер

employ
                   нанимать

a number (of)
          ряд, множество

particular
                    особый, специфический, конкретный

responsible                      ответственный

owner
                              владелец

sole
                              единоличный

proprietorship
         собственность

the only
                   единственный

level
                              уровень

achieve
                   достигать

goal
                             (конечная) цель

resource
                   ресурс

primary
                   основной, оптимальный

be concerned (with)       зд. заниматься (иметь дело с чем-либо)

financial
                  финансовый

human
                  человеческий, людской

physical
                  физический

equipment
                  оборудование

product
                  продукт, продукция

assembly line
        конвейер

house .
                  зд. размещать, вмещать

employee
                  работник, служащий

assets                             активы

content
                 довольный, удовлетворенный

variety (of)
                 ряд, множество

incentive
                 стимул, побудительный мотив

average
                  cредний

pay
                             зд. зарплата

flexible
                  гибкий

recreation
                  отдых

recreational facilities    места отдыха и  развлечений

lengthy
                 длительный

paid vacation
       оплачиваемый отпуск

offer 
                            предлагать

          inexpensive
                  недорогой
meal
                            еда
etc. = et cetera 
        и   т. д.

fund
                            фонд, зд. денежные средства

meet obligations
        выполнять обязательства

various                           различный

grocery store
        продовольственный магазин

obtain                                   получать

money                                   деньги

customer
                         покупатель (постоянный), клиент

portion                                  часть
wholesaler
                         оптовик
buy
                                   покупать
borrow                                  занимать

lend
                                   ссужать; давать взаймы

obtain
                                   получать

tuition                                  плата за обучение

income                                 доход

endowment
                        пожертвование, благотворительный взнос

grant
                                  субсидия; безвозвратная ссуда

utility                                   предприятие коммунального обслуживания

bill
                                  счет
insurance premium
    страховая премия
salary                                   заработная плата

transaction
                        (финансовая) операция

involve
                         зд. быть связанным (с)

finally
                         и наконец

increasingly
                         все более

ignore
                                   игнорировать

external
                         внешний

environment                         (окружающая) среда

consumer market
               потребительский рынок

rapid
                                   быстрый

adapt
                                   приспособиться

survive                                 выживать

          competitor
                        конкурент

generate
                         зд. возникать, появляться

within                                   внутри
important
                         важный
realize
                         осознать
specific
                         конкретный

choose                                  выбирать

accomplish
                         осуществить

complex
                         сложный

goods
                                   товар, товары

service                                  услуга
Exercises

I. Translate into Russian.

Employ managers; a number (of); a variety (of); management area; the only manager; the owner of a sole proprietorship; levels and areas of management; to achieve the organization's goals; a great skill; human resources; tangible (material) resources; primary goals; employee; assets; recreational facilities; lengthy paid vacation; meet obligations; money; obtain money; income; insurance premium; salary; consumer market; survive; competitor; accomplish goals; produce goods and services; grant; wholesaler; endowment; utility; utility bills; borrow and lend money; salary; practical results.

II. Find the English equivalents.

Научные теории; практические результаты; управлять деловыми фирмами; нанимать менеджеров; область (сфера) управления; владелец единоличной собственности; единственный; достигать организационные цели; большое мастерство; доход; основные цели организации; материальные ресурсы; служащий; оптовик; стимул; длительный оплачиваемый отпуск; занимать деньги; давать деньги в долг; оплачивать счета предприятий коммунального обслуживания; страховая премия; зарплата; (финансовая) операция; фонд; потребительский рынок; выживать; приспособиться к изменению; конкурент; осуществить цели; товары и услуги; активы; побудительный мотив; субсидия (безвозвратная ссуда); пожертвование (благотворительный взнос).

III. Fill in the blanks.


1.
Management is based on ... and today we can say that it is ....

2.
The owner of a sole proprietorship may be the only... in the organization.

3.
Management is the process of coordinating the resources of an organization to achieve the of the organization.

4.
Managers are concerned with four types of ....

5.
Material resources are resources.

6.
Human resources are perhaps the most... resources.

7.
To keep employees content, a variety of... are used.

8.
A large bank... and... money.

9.
External environment is changing so rapidly that an organization that does not adapt will probably not....

10.
Companies are finding it increasingly important to gather... about their....

11.
Managers must coordinate the complex group of specific resources to produce ... and .

IV. Translate into English.

1.
Менеджмент основан на научных теориях.

2.
Менеджмент—это процесс координации ресурсов организации для достижения организационных целей.

3.
Менеджеры занимаются четырьмя видами ресурсов: материальными, финансовыми, людскими и информационными.

4.
Наиболее важными ресурсами любой организации являются ее людские ресурсы.

5.
Для удовлетворения служащих используется ряд стимулов.

6.
Материальные ресурсы — это материалы, из которых изготовлена продукция, а также оборудование, используемое для ее производства.

7.
Финансовые ресурсы — это фонды, которые использует организация для выполнения своих обязательств перед различными кредиторами.

8.
Внешнее окружение, включая экономику, потребительские рынки, технологию, политику и культурные факторы, изменяется очень быстро.

9.
Организация, которая не приспосабливается к (adapt to) внешнему окружению, может не выжить.

10. Компании считают все более важным собирать информацию о своих конкурентах.

V. Answer the questions.


1.
What can you say about management in general?

2.
Why does a large organization employ many managers?

3.
What is important to an organization?

4.
Does the ability to achieve organizational goals require a great skill?

5.
What can you say about management as a process?

6.
What main resources are managers concerned with?

7.
What incentives are used to keep employees content? Why?

8.
How does an organization obtain financial resources? Give some examples.

9.
Is external environment including the economy, consumer markets etc. changing rapidly?

10.
What must an organization do to survive?

VI. Speak on the following.

1.
General definition of management.

2.
Material and human resources.

3.
Financial and informational resources.

Text 2
Being a Manager.
Being a leader is what management is all about. To be a good leader one has to have a fair amount of natural ability. Besides that there is a need for training and experience in the art of leadership. Probably the most important area of responsibility for business execu​tives is that of dealing with other people. This is what makes man​agement such a satisfying activity on the one hand, and a source of great frustration on the other hand when relation with people do not go well.
Whether dealing with people or furniture or construction prob​lems, the key task of managers is to make a good decision. To make the right decisions, management needs as much information about the problems to be resolved as can be gathered. Here is where statis​tical analysis, accounting, law, and data processing relate to the man​agement function. A skilful manager has to have enough general background in all of these areas to utilise them in decision-making.
Before management can function properly, the business must be formed and organized effectively. Since every business firm is a unique entity, each must be structured on an individual basis. Once the firm is properly organized for operations, its resources must be projected against risks. Managers have to be aware of the myriad risks that their business is vulnerable to and take whatever measures are necessary to protect it against economic losses resulting from mishaps. Therefore, in addition to being competent decision-makers, managers must be good organizers and protectors of their firm. A lot depends on the skill and abilities of the good manager. Employees count on them for their jobs, customers for good products and services, investors for profits on their investment. The responsibilities are heavy, but there is a great personal satisfaction from doing a good leadership job.
Exercises

I. Translate into Russian.

natural ability, experience, frustration, accounting, law, data processing, general background, unique entity,  individual basis, to project, to be aware of smth, myriad risks, vulnerable, measures, economic losses, profit, responsibility, satisfaction.
       II. Decide if these sentences true or false.
1. To be a good leader one has to have a fair amount of natural ability.
2. The less important area of responsibility for business execu​tives is that of dealing with other people.
3. The key task of managers is to find money for his firm.
4. Managers have to be aware of the myriad risks.

5. Nothing depends on the skill and abilities of the good manager.
 III. Ask different types of questions to the text.
IV. Write out the main ideas of the text.
Text 3
Levels of Management

Each organization can be represented as a three-story structure or a pyramid. Each story corresponds to one of the three general levels of management: top managers, middle managers, and first-line managers. At the basic level of this pyramid there are operating employees.

	TOP MANAGEMENT

	
	

	MIDDLE MANAGEMENT

	
	

	FIRST-LINE MANAGEMENT

	
	

	OPERATING EMPLOYEES


A top manager is an upper-level executive who guides and controls the overall activities of the organization. Top managers constitute a small group. They are generally responsible for the organization's planning and developing its mission. They also determine the firm's strategy and its major policies. It takes years of hard work as well as talent and good luck, to reach the ranks of top managers. They are president, vice president, chief executive officer, and member of the Board.

A middle manager is a manager who implements the strategy and major policies handed down from the top level of the organization. Middle managers develop tactical plans, policies, and standard operating procedures, and they coordinate and supervise the activities of first-line managers. Titles at the middle-management level include division manager, department head, plant manager, and operations manager.

A first-line manager is a manager who coordinates and supervises the activities of operating employees. First-line managers spend most of their time working with employees, answering questions, and solving day-to-day problems. Most first-line managers are former operating employees who, owing to their hard work and potential, were promoted into management. Many of today's middle and top managers began their careers on this first management level. Common titles for first-line managers include office manager, supervisor, foreman and project manager.

Operating employees are not managers. They are qualified and non-qualified persons working for the organization. For their labour or services they get salaries or wages. They represent the work force of the organization.

Vocabulary

represent
                                    представлять
store
                                              этаж
structure
                                    конструкция
pyramid
                                    пирамида
top manager
                                    высший менеджер (руководитель)

middle manager
                          менеджер среднего звена

first-line manager
                          менеджер первого (низшего) звена

basic
                                              основной

executive
                                    исполнитель

guide
                                               зд. руководить, управлять

overall activities
                          зд. общая, вся деятельность

constitute
                                    составлять

develop
                                    разрабатывать

determine
                                    определять

mission
                                    задача (цель), миссия
it takes ...
                                    зд. на это уходят...

hard work as well as
              упорная работа, а также

talent
                                            талант

good luck
                                  удача

rank
                                             зд. положение, ранг

title
                                             зд. положение, должность

associate
                                  связывать, иметь отношение (к)

vice president
                        вице-президент

chief executive officer (CEO)      главный исполнительный директор

member
                                  член

board
                                            совет директоров, правление

implement
                                  oсуществлять, реализовать

major policy                                 основная политика

hand down
                                 зд. разрабатывать, исходить (из)
operating procedure
            производственный процесс

supervise
                               зд. руководить, осуществлять контроль

activities
                                 деятельность

division manager                          руководитель подразделения

department head
                       начальник отдела

plant manager                              директор завода

productions procedure
             зд. производственная деятельность

operations manager
             директор производства, управляющий  

                                                     производством

operating employee                     работник-исполнитель 
                                                     (неуправленческого звена)

solve                                             решать

former                                          бывший, прежний

owing (to)
                                 благодаря, вследствие

promote
                                 продвигать по службе

career                                           карьера

office manager
                       руководитель отдела (офиса), офис-  

                                                     менеджер          
supervisor
                                 зд. инспектор, начальник

foreman
                                 мастер, бригадир

project manager
                       руководитель проекта

qualified
                                 квалифицированный

person                                          лицо (человек)

labour                                          труд
service                                         услуга
salary                                         заработная плата в виде оклада (обычно  

                                                    ежемесячная)

wage
                                  заработная плата (почасовая, сдельная)

Exercises

I. Translate into Russian.

Thrеe-story structure (pyramid); levels of management; first-line managers; middle managers; operating employees; responsible for; define policies; hard work; good luck; executive; chief executive officer; member of the Board; activities; supervise; supervisor; division manager; department head; plant manager; operations manager; foreman.

II. Find the English equivalents.

Высший руководитель (менеджер); руководитель (менеджер) первого звена; менеджер среднего уровня; исполнитель, служащий; исполнительный директор; генеральный директор; директор производства; директор завода; начальник отдела; руководитель подразделения; начальник; мастер; бухгалтерский учет; цель и задачи; товары и услуги; заработная плата (ежемесячная).

III. Translate into English.

1.
Существует три основных уровня управления (менеджмента): высший менеджмент, менеджмент среднего звена и менеджмент первого звена.

2.
Высшие менеджеры направляют и контролируют общую деятельность организации, они определяют стратегию и основную политику фирмы.

3.
Высшими менеджерами организации являются (are) президент, вице-президент, главный исполнительный директор и члены совета директоров (правления).

4.
Менеджер среднего звена реализует (осуществляет) стратегию и основную политику, спускаемые с верхнего уровня организации.

5.
Средними менеджерами организации являются руководитель подразделения, начальник отдела, директор завода и директор производства.

6.
Менеджер первого звена следит за деятельностью неуправленческих служащих и координирует ее.

7.
Менеджерами первого звена являются инспектор, мастер, руководитель отдела, руководитель проекта.

8.
Менеджеры первого звена работают с неуправленческими работниками и решают повседневные проблемы.

9.
Неуправленческие работники представляют основную рабочую силу организации.

IV. Answer the questions.

1.
What are the levels of management?

2.
What are the common titles associated with top management?

3.
What are the common titles associated with middle management?

4.
What are the common titles associated with first-line management?

5.
Who is at the bottom (нижняя часть) of the management levels?

Text 3

AREAS OF MANAGEMENT

An organizational structure can also be divided more or less horizontally into areas of management. The most common areas are finance, operations, marketing, human resources, and administration. Depending on its purpose and mission, an organization may include other areas as well — research and development, for example, or risk management.

	Finance
	-
	Operations
	-
	Marketing
	—
	Human resources
	—
	Administration
	
	Other (for example, Research and Development)


         A financial manager is primarily responsible for the organization's financial resources. Accounting and investment are specialized areas within financial management. Because financing affects the operation of the entire firm, many of the presidents of the largest companies are people who got their "basic training" as financial managers.

An operations manager creates and manages the systems that convert resources into goods and services. Traditionally, operations management is equated with the production of goods. However, in recent years many of the techniques and procedures of operations management have been applied to the production of services and to a variety of nonbusiness activities. Like financial management, operations management has produced a good percentage of today's company presidents.

A marketing manager is responsible for the exchange of products between the organization and its customers or clients. Specific areas within marketing are marketing research, advertising, promotion, sales, and distribution.

A human resources manager is in charge of the organization's human resources programs. He or she engages in human resources planning, design systems for hiring, training, and appraising the performance of employees, and ensures that the organization follows government regulations concerning employment practices.

An administrative manager (also called a general manager) is not associated with any specific functional area but provides overall administrative leadership. A hospital administrator is a good example of an administrative manager. He or she does not specialize in operations, finance, marketing, or human resources management but instead coordinates the activities of specialized managers in all these areas.

Vocabulary

Divide                         
делить

Common                      
общий, зд. обычный, традиционный

depending (on)
          в зависимости (от)

purpose
                    цель
mission
                    задача
include                        
включать
as well                         
также, тоже

research
                    исследование

primarily
                    прежде всего

responsible
                    ответственный

accounting
                    бухгалтерский учет

investment
                    инвестирование

affect
                              влиять (на)

entire                           
весь

basic training                   основное обучение

create
                              создавать

convert
                    преобразовывать

equate
                    ассоциировать, отождествлять

goods
                              товар, товары

technique                         зд. метод

apply (to)
                     зд. относиться (к)

like
                               как

percentage
                     процентное количество, зд. доля, удельный 
                                         вес

customer
                     покупатель, клиент, заказчик (постоянный)

advertising
                     рекламирование, реклама

promotion
                     продвижение, зд. товара на рынке

sale
                               продажа, сбыт, реализация

distribution
                     распределение, зд. распространение

be in charge (of)
           заведовать, быть ответственным (за)

engage (in)
                     заниматься

design                               зд. разрабатывать

hire
                                нанимать (на работу)

train
                                обучать

apprise                        
  оценивать

performance
                      зд. деятельность, исполнение

general manager
            генеральный директор

ensure                          
    обеспечивать

regulations
                        постановления, зд. положения 
                                            законодательства

concern
                        касаться, относиться (к)

employment
                        найм, занятость

provide
                        зд. снабжать, обеспечивать

overall
                        общий
instead
                        вместо этого
Exercises

I. Translate into Russian.

Organizational structure; purpose and mission; research; customer; development; accounting; goods and services; production of goods; percentage; customer; advertising; be in charge of; government regulations; hire; determine; appraise; guide; ensure; employment; salary; wage; labour.

II. Find the English equivalents.

Уровни руководства (менеджмента); развитие; правительственные постановления; научное исследование; покупатель (постоянный); рекламирование; работа по найму; процентное соотношение; заведовать; нанимать; обеспечивать; оценивать; разрабатывать; определять политику; управлять (руководить); осуществлять; решать.

III. Translate into English.

1.Самыми обычными сферами управления являются финансы, производственные операции, маркетинг, людские ресурсы и администрирование.

2.Заведующий финансами (finance manager) прежде всего отвечает за финансовые ресурсы организации.

3.Традиционно директор производства (operations manager) ассоциируется (is equated) с производством товаров.

4.Однако в последние годы управление производством относится к производству товаров и услуг.

5.Управляющий маркетингом (marketing manager) ответственен за обмен продукцией между организацией и ее постоянными покупателями (customers) или клиентами.

6.Управляющий людскими ресурсами занимается (charges in) наймом, обучением и оценкой деятельности работников.

7.Административный руководитель осуществляет общее административное руководство и он не связан с какой- либо конкретной функциональной сферой.

IV. Answer the questions.

1.What are the most common areas of management?

2.What is a financial manager responsible for?

3.What is an operations manager traditionally equated with and what are the changes in recent years?

4.What is a marketing manager responsible for?

5. What does an administrative manager coordinate?

V. Speak on the following.

1.
Levels of management.

2.
Areas of management.

Text 4

MANAGEMENT SKILLS

Effectiveness of a manager's activity depends on certain important skills. These skills can be divided into seven different categories: conceptual, decision making, analytic, administrative, communicational, interpersonal and technical.

1.
A conceptual skill is the ability of a manager to see the "general picture" of an organization. Managers must understand how their duties and the duties of other managers fit together to plan their activity in a proper way and get the required results. This skill is very important for top managers because it helps them plan "super goals" and develop proper strategies for the whole organization.

2.
A decision making skill is the ability of a manager to choose the best course of actions of two or more alternatives. A manager must decide the following:

1)
What objectives and goals must be reached?

2)
What strategy must be implemented?

3)
What resources must be used and how they must be distributed?

4)
What kind of control is needed?

In short, managers are responsible for the most important decisions which are required to carry out any organizational activity.

3.
An analytic skill is the ability to determine the most important problem of many other problems and identify the causes of each problem before implementing a proper action plan. This ability is especially important for top managers because they have to solve complex problems.

4.
An administrative skill is the ability of a manager to keep to the organizational rules specified for the production process, within a limited budget, and coordinate the flow of information and paper work in his group and in other groups.

5. A communicational skill is the ability of manager to share his ideas and opinions with other people both orally and in writing. This skill is a decisive factor of a manager's success. Some investigations show that top managers and middle managers spend approximately 80% (percent) of their work time in communicating with each other.

Thus, a communication skill enables managers to hold meetings, write clear letters and explanatory notes, make reports, etc.

6.
An interpersonal skill (psychological skill) is the ability to deal effectively with other people both inside and outside the organization. It is the ability to understand the needs and motives of other people. This skill is very important for a good psychological atmosphere for successful activity in the common work in future. If the interpersonal relations are good, a manager will be successful in getting a support in the development and implementation of organizational plans.

7.
A technical skill is a specific competence to accomplish a task. The lower is a manager's level in the organization, the closer is his/her connection with the production process. Thus first-line managers have the closest connection with the production process. They need high technical skills to provide technical guidance for the subordinates. Top managers don't need these skills as much as first-line managers but the knowledge of the technical sphere is useful for all the managers.

Vocabulary

1. A conseptual skill

skill
                             мастерство, навыки, способности, умение

activity
                   деятельность, работа

depend (on)
                   зависеть (от)

certain
                   определенный

divide
                             делить

conceptual
                 концептуальный

decision
                 решение

decision making
      принятие решений

communicational
      коммуникационный

interpersonal skill
      зд. мастерство, умение общаться с людьми, 
                                    психологическое мастерство

technical
                технический

ability
                          способность

duty
                          обязанность

fit together
                зд. согласовывать(ся)

proper                          соответствующий

way                              зд. образ

require                         требуемый; требовать

result
                           результат

super goal
                 сверхцель

develop
                 разрабатывать

strategy
                 стратегия
whole
                           весь, целый
2. A decision making skill
course
              курс
action
                        действие
alternative                 альтернатива
objective
             цель (часто краткосрочная)

implement
             осуществлять

distribute
             распределять

kind
                        ряд, вид

responsible
             ответственный

carry out
             выполнять
3. An analytic skill

determine
           определять

identify
           узнать, определить

cause
                     причина

action plan
           план действий
especially
           особенно
solve
                     решать
complex
           сложный
4. An administrative skill

keep (to)
                    зд. исполнять, придерживаться (чего-либо)

rule                                  правило

specify             
          устанавливать, предписывать

production
                    производство, продукция

production process  
процесс производства

act
                              действовать

within                              в пределах

budget                     
бюджет, смета

flow                 
          поток

paper work
                    бумажная работа

group
                              группа
5. A communicational skill

opinion
                      мнение
both ... and                         как ..., таки...

orally
                                 устно
in writing
                       зд. в письменной форме

decisive
                       решающий
success
                       успех
investigation
             исследование
spend (spent, spent)            зд. проводить
approximately
             приблизительно
percent
                       процент
communicate                      общаться
thus
                                 таким образом
enable                                 давать возможность

hold (held, held)
             зд. проводить

explanatory note
             объяснительная записка

report
                                 отчет, доклад
6. An interpersonal skill

psychological
            психологический

deal (with)
                      зд. взаимодействовать с

inside
                                внутри

outside
                      вне, за пределом

need
                                нужда

motive                               стимул

consequently
            следовательно

relation
                      отношение
get (got, got)
            зд. получать
support
                   поддержка
development
         развитие
7. A technical skill

competence
                   особый, специфический


accomplish
                   исполнить, выполнить

task
                             задача, задание

connection
                   связь

provide
                   обеспечивать

guidance
                   руководство

subordinate
                   подчиненный

sphere
                   сфера

Exercises

I. Translate these words and word combinations.

Important skill; decision making skill; interpersonal skill; objective; goal; activity; required results; interpersonal relations; interpersonal (psychological) skill; needs and motives; technical guidance; subordinate; psychological atmosphere; successful activity; support; implementation; investigation; production process; flow of information; ability; responsible; organizational rules; report; percent; production; action plan; solve problems; communicate; enable; choose; divide; distribute; carry out; hold a meeting.

II. Find the English equivalents for the following.

Эффективность; мастерство; мастерство принятия решений; производственный процесс; психологическое мастерство; цель; обязанность; стратегия; концептуальное мастерство; доклад (отчет); требуемые результаты; разрабатывать соответствующие стратегии; способность; курс действий; хорошая психологическая атмосфера; отношения между людьми; осуществление организационных планов; обеспечивать техническое руководство; подчиненный; делить; согласовываться); выбирать; решать проблемы; достигать; осуществлять; распределять; выполнять; давать возможность; проводить (собрание).

III. Complete the following sentences according to the text.

1.
Effectiveness of a manager's activity depends on 

2.
A conceptual skill is the ability of a manager to see 

3.
A decision making skill is the ability of a manager to choose the best course of actions of 

4.
An analytic skill is the ability to determine the most important problems and identify the causes of each problem before 

5.
An interpersonal skill is very important for 
6.
A technical skill is a specific competence to accomplish 

7.
First-line managers have the closest connection with 

IV. Translate into English.

1.
Мастерство человеческих отношений (психологическое мастерство) — это способность менеджеров эффективно взаимодействовать с другими людьми.

2.
Это мастерство имеет большое значение для хорошей психологической атмосферы в организации.

3.
Концептуальное мастерство — это способность менеджера представлять (see) «общую картину» организации.

4.
Концептуальное мастерство имеет очень большое значение (very important) для высших менеджеров, потому что оно помогает им планировать и разрабатывать стратегии для организации в целом.

5.
Административное мастерство — это способность менеджера исполнять организационные правила, (предписанные) для процесса производства.

6.
Аналитическое мастерство особенно важно для высших менеджеров, потому что они должны решать сложные проблемы.

7.
Менеджеры должны понимать, как их обязанности согласуются с обязанностями других менеджеров.

8.
Менеджеры ответственны за наиболее важные решения, требуемые для выполнения любой организационной деятельности.

V. Agree or disagree with these statements. Use the following phrases. 

That's wrong . 
                       Это неверно.

That's (quite) right.
            (Совершенно) верно.

That's not quite true to the fact.
   Это не совсем соответствует факту.

According to the text ...
             Согласно тексту...

1.
Effectiveness of a manager's activity depends on five different categories.

2.
A conceptual skill is the ability of a manager to choose the best course of actions of two or more alternatives.

3.
A conceptual skill is very important for top managers because it helps them plan "super goals".

4.
A communicational skill is the ability to understand the needs and motives of other people.
5.
An interpersonal skill is the ability to deal effectively with other people.

6.
A technical skill is a specific competence to accomplish a task.

7.
Top managers need technical skill more than (чем) first-line managers.

Supplementary reading

Text 5

Management Pioneers
Have you ever read any of the books written by Peter Drucker or Douglas McGregor?  Likely not.  In fact, you may not have even heard of these two men, although you probably will hear of them and read their ideas as you go further in your education. Peter Drucker, the author of several books is one of the outstanding thinkers today in the field of management education. Many men who aspire to be su

cessful managers read Drucker and other thinkers in the field such as Douglas McGregor. Don’t get the wrong impression. If you read every​thing Drucker has written, you will not necessarily be a good manager. His ideas are often rather general; usually he doesn’t get into the spe​cific tools and techniques that all  managers must   be aware оf. And much of what he writes is philosophical rather than “how to”. But Drucker and McGregor are not the first to have thoughts of manage​ment as a formal discipline to be learned and practiced.
The first great thinker in the modern-day field of management was Frederick W. Taylor. Taylor worked in the 1880s at the Midvale Steel Plant, a branch of the Bethlehem Steel Company located in Pennsylvania.
Taylor had many excellent ideas and it took the time to organ​ize and publish them. Some of his ideas are old-fashioned and out-of- date by today’s standards. However, many of them form the founda​tion for modern theory in the field of management.
In today’s management thinking we take for granted many of Taylor’s ideas. For instance, he was the first to maintain that man​agement as a group had a different economic role from that of the workers whom they directed.
Taylor believed that in any business the planning function should only be exercised by managers. The workers’ function was to follow the plans and orders developed by managers. In general we still follow this concept today, although the growth of unions has modi​fied it to some extent.
Taylor developed a so-called “science of management”, which enunciated a number of principles, tools, and techniques derived from careful studies of management situations. As it was pointed out ear​lier, most of today’s management training stems from the original ideas set forth by Taylor. As with any pioneer in a field, as time went on many of his concepts were challenged and some of them proved unworkable.
Text 6 
Primary Responsibilities of Management 
For any manager to know his responsibilities, he must have a clear picture of what the firm wants get done. In other words, man​agement’s responsibility is to develop and implement the goals of the owners. In a large corporation, these goals are jointly arrived at by the stockholders, the board of directors, and the chief officers of the cor​poration. Сlearly, the board оf directors makes the greatest input in setting goals. Once the major goals have been established, the ways of achieving them can be worked out. In laying plans to meet the ma​jor goals, various secondary objectives will begin to surface and these will have to be dealt with as well. For example, suppose a newly formed corporation determines as its primary goal that it wants to manufacture a light, durable, competitively priced surfboard. Once it has established the specifics of its primary goal, it must decide other questions leading to secondary goals. Such things as quantity to be manufactured, p lant I ocation, marketing s trategy, and sооn are examples of secondary goals. The example could be carried further by examining tertiary goals or even beyond that. For instance, under marketing'strategy, advertising may appear as a tertiary goal.
From the above brief example emerge two of the three most important responsibilities of management.
Determining what to produce and how to produce is part of the planning process of management. Planning, therefore, is the first ma​jor function of management. Once the product is decided upon and we arrive at the tertiary level, we are exercising the second major respon​sibility of management, that of organization. Organizatidfi ts the road​way along which the planning will be carried out.
These two responsibilities, planning and organization, are not enough for getting the job done. All three levels of management must be sure that all phases of operations are carefully supervised. Em​ployees must have proper incentives if positive results are to be ob​tained, and management must carefully observe and review each phase of operations.
This entire process is known as control; it is the third primary responsibility of management. An important part of control is the care​ful direction of all workers in each step of the operations process.
In the broadest sense, the primary work of managers in any business enterprise concerns planning, organization, and control of all functions of the firm to obtain the goals set forth by the owners. The range of activities encompassed in these responsibilities could fill vol​umes.
Text 7
            Point and Counterpoint: The Importance of Managers
The thought of being a boss someday is a glamorous thought for most people. After all, the manager has a nicer office than most workers and has a key to the executive washroom. If things go wrong, he can always find one or two subordinates to blame. On the other hand, if things go very well, he can stand up and take credit for being the captain of his ship. One can reason that management is very much like coaching. No matter how good or bad a coach you are, the ultimate success or failure of the team will depend on the abilities of the players. Being a good coach is knowing how to best orchestrate the talent of the team; and if the team has very little talent, the best coach in the world is not going to come out with a winning season. 
Therefore, to believe this line of reasoning, almost anyone who gets the job can succeed. The trick is to get the position in the first place. Once one obtains a management position, he can learn on everyone around him; and if they have the ability, he will succeed. The possible exception tо this theory would be someone in an area like sales management. In such a field, if sales don't rise, your managerial star begins to fall.
Even if you don’t do well as a manager, if you are lucky enough to work for a fairly large firm, they will “kick you upstairs”. This usually means that you are placed in a staff position, one in which you can do little harm to the firm’s operations. Being kicked upstairs usu​ally means a salary increase and a new, more impressive title, so you are that much better off than before. And now you have a lot less re​sponsibility.
Most experienced managers will say that all of the above rea​soning is pure bunk. Take the idea of a good coach or bad coach as an example. It is true that a good coach with a bad team will probably never have a winning season, but such a coach will probably have a much better season than a bad coach with a bad team.
A good manager, like a good coach, is someone with the training, experience, and know-how to make the best out of whatever combination of resources he has to work with. Because this is the ul​timate challenge to managers, being a successful manager is one of the most difficult jobs.
          Even experienced managers admit that unsuccessful col​leagues оften get кicked upstairs tо be exiled о ut оf о perations. I n wardly, however, these people are disappointed and depressed be​cause money and title are not enough to overshadow their inadequa​cies as management personnel. In fact, being kicked upstairs is a se​vere punishment to the sensitive individual because he recognizes his failure and knows that his fellow workers recognize it as well. Fur​thermore, he must continue to face these people day after day, and this is not an easy situation to adjust to.
Unit 2


Text 1 

DIFFERENT FORMS OF BUSINESS

A business may be privately owned in three different forms. Business in the USA may be organized as one of the following forms:

-
individual business (a sole proprietorship);  

-         general partnership; 

-
limited partnership;       

-         corporation; 

-
alien corporation.

          Individual business (a sole proprietorship) is owned by one person.   

A general partnership has several owners. They all are liable for debts and

they share in the profits. 

          A limited partnership has at least one general owner and one or more other owners. They have a limited investment and a limited liability. 

A corporation is owned by people called stockholders. Stockholders usually have certificates showing the number of shares which they own. The stockholders elect a director or a board of directors to operate the corporation. Most corporations are owned by a few stockholders. Other corporations are owned by many stockholders who can buy and sell their .shares. Usually they have little, interest in management of the corporations.

  Alien corporations are the corporations of foreign countries, Аll the corporations have to receive their charters from the state authorities. The charters contain all the powers of the corporation. Many corporations try to receive their charters from the authorities, like the state of Delaware, though they operate in other states. They prefer the state of Delaware because the laws are liberal and the, taxation is rather low. Such corporations, which receive their charters from an outside state, are called foreign corporations.

All the corporations require a certificate to do business in the state where they prefer to operate.      

Vocabulary

 an individual business           индивидуальное частное предприятие

 to operate                              управлять, заведовать (фабрикой, отделом 
                                                и т. п.)

 a sole proprietorship              индивидуальное частное предприятие

 a stockholder                          акционер; пайщик, владелец акции


a general partnership                 полное товарищество, товарищество с 

                                                  неограниченной   ответственностью

a share                                       акция; доля, пай

          a limited partnership                 коммандитное товарищество с                    

                                                            ограниченной ответственностью

           a board of directors                  правление директоров 
                                                            (акционерного общества)
           a corporation                            корпорация, акционерное общество

          an interest                                  доля (в чем-л.) ; участие в прибылях; 
                                                             участие в капитале;

          an alien corporation                    иностранная корпорация

          a profit                                        прибыль,  доход, польза

          an owner                                     владелец, собственник,  хозяин

          a charter                                      устав, право, привилегия, льгота


          a certificate                          письменное удостоверение, свидетельство, 
                                                             сертификат

          taxation                                      налогообложение, обложение налогами 

Exercises: 

I. Answer the questions: 

1.What forms of ownership are there in the USA?

2.What are different ways that business can be privately owned?  

3.What kind of business is likely to be a sole proprietorship?

4.Who can be owners of a general partnership, a limited partnership, a

corporation, an alien corporation?

5.Where do many corporations receive their charters from the authorities?

6. Why do corporations prefer to receive their charters in the state of Delaware?

II.  Choose the necessary word and put it in the sentence     


1. Small ...are very often service industries.


2. Less than 20 percent of European business is ... 

3.  ... is only a small part of all business receipts.


4. Business may be privately owned in the forms, such as ...

 (a sole proprietorship, a corporation, a partnership, businesses, a sole  proprietorship, a limited partnership, a general partnership, etc).

III. Translate into English.

 Управлять,  пай, правление директоров, индивидуальное частное предприятие, прибыль, налогообложение,  доля (в чем-л.),  устав, свидетельство, собственник, акционер, иностранная корпорация.      

IV. Read, translate and dramatize the dialogue.


Jim:    Hi, Alice, How are you?

Alice:  Fine, as usual, thank you, Jim. What about you?


Jim:    I am OK. I am glad to see you.


Alice: So am I. Are you in a hurry? 


Jim:   No I'm not. We have some time to talk.

Alice: Good. Can you give me a piece of advice? 

Jim:   Well, I’ll try if I can. 

Alice: I’m thinking of starting my own café business. I am good at cooking.

Jim:    It might be a good idea. Are you going into business by yourself?

Alice:   Exactly. I'd like to have a cafe with my name on it, where I can make the decisions alone and            where I can control the profit.

Jim:    If you go into business alone it is called a  sole proprietorship. There is no need to consult partners or a board of directors.

Alice:  Yes. I can hire and fire a new employee. I can have my vacation when I want.

Jim:    But you have a  risk, don't you?


Alice: What do you mean?


Jim:  The most important risk is that you have an unlimited liability. You are responsible for your business debts.

Alice:   So, if the business fails I have to declare bankruptcy, do I?

 Jim:  Yes, you do. You can lose your personal assets. You will not receive tax benefits a partnership or a corporation can also receive.

Alice:  Thank you very much for your advice.

Text 2

SOLE PROPRIETORSHIP

A partnership is an association of two or more persons to carry on a business for profit. There is a limited partnership and a general partnership. You can form partnerships in fields such as medicine, law, accounting, insurance and stockbrokerage. Limited partnerships are a common form of ownership in real  estate, bit prospecting, quarrying industries, etc.

A partnership has more advantages than the sole proprietorship. It is easy to form and often receive tax benefits from the government. A partnership has some disadvantages too. One is unlimited liability. It means that each partner is responsible for the whole business. Another disadvantage is that partners may disagree with each other. 

A sole proprietorship is the most common from of business in many western countries. For example, more than 80 per cent of all business in the USA are sole proprietorships. But it is evident that sole proprietorships do not do the greatest volume of business. In the USA they account for only 16 percent of all business receipts. A sole proprietorship is common in service industries such as laundromats, beauty shops, different repair shops and restaurants.

Vocabulary

a service industry                 индустрия обслуживания
a repair shop                         ремонтная мастерская

volume                                  объем, величина, размер

a laundromat                        прачечная самообслуживания


          a quarrying industry             добывающая промышленность

a beauty shop                       салон красоты
oil prospecting                     разведка на нефть
an accounting                       учет, калькуляция,  бухгалтерское/счетное 
                                             дело

tax benefit                            налоговая льгота

stockbrokerage                     биржевая игра

an insurance                         страхование
Exercises: 

I. Answer the questions:


1.
In what professional fields can partnerships be established?


2.
In what professional fields can sole proprietorships be established ?

3.
What advantages do partnerships have?   

4.
What disadvantages do partnerships have?       

II. Choose the necessary word and put it in the sentence:


1.
Partnerships often receive ...from the government.

2.
Partnerships can bring much ... to the partners. 

3.
A disadvantage of... is the responsibility for the whole business.        

4.
A sole ... is the most common in..., …, … .

(proprietorship,  service industries, laundromats,  different repair shops,

restaurants, beauty shops, tax benefits, profits, partnerships).

III. Translate into English:

Разведка на нефть, страхование, бухгалтерское/счетное дело, размер, салон красоты, прачечная самообслуживания, добывающая промышленность, налоговая льгота, биржевая игра, индустрия обслуживания, ремонтная мастерская.

    III. Read, translate and dramatize the dialogue: 

Maurice:   Good morning, Susan. I haven't seen you for a long time!

Susan:      Good morning, Maurice. I have been very busy. I went into business with my friend.

Maurice:   Really? How is it going?


Susan:     Fine, thank you. We get along very well, and the shop is attracting more and more customers.

Maurice:  It sounds good. How many partners are there in your business? 

 Susan:     There are two of us. My friend's background is accounting.  She is very good at bookkeeping.

Maurice:   And you?   

 Susan:     I guess, I am rather good with customers. I enjoy selling things.

Maurice:   Wel1, it sounds interesting. I believe you do not run many risks in your business. 

Susan:     I suppose any business can be risky. As partners we are both liable.

Maurice:   Did you both put the same amount of money into your business?

 Susan:     No, we didn't invest the same amount of capital. But I think we have combined our resources very well. I think it is good for both of' us.
Text 2

INDIVIDUAL OR SOLE PROPRIETORSHIP
The individual or sole proprietorship is the oldest and simplest form of business organization. As owner or proprietor, you have com​plete control over the conduct and management of your business. You alone are accountable for all business activities and their conse​quences. You assume the business’ profits and are liable for its debts. You and the business are one and the same. The sole proprietorship is the most common form or organization for small businesses, par​ticularly in the early stages of their development.
Advantages of Sole Proprietorship
· Ease of organization and control. A sole proprietorship is both simple and inexpensive to create and dissolve. It can be brought into existence with the minimum of legal formalities and terminated just as readily. Start-up costs are minimal - usually they are con​fined to registering your business name with the appropriate au​thorities and obtaining the necessary licenses.
· Maximum freedom for the owner/proprietor. The operation of the business is coordinated in the mind and actions of a single in​dividual. You are literally your own boss. If the business is not suc​cessful you are free to dissolve it. And if the business does well, you can have a strong personal sense of accomplishment.
· All profits to the owner.  If the business does well you will reap the benefits оf your  effort; nо оne will share in the profits оf the business. You work for yourself and determine your own destiny. In addition, if your business should incur a loss during its early stages, that loss is deductible from any other income you may have.
Disadvantages of Sole Proprietorship
· Unlimited liability. Since the business and the proprietor are not recognized as being separate by law, you can be held personally liable for all the debts of your business. That means you may have to satisfy business debts with personal assets such as your house and car if the business is unable to meet its obligations. You may be able to protect some personal assets by putting them in your spouse’s name before starting your venture but there is no real guarantee against domestic breakdown.
· Limited ability to raise capital. The business’ capital will be limited to what you, as the owner, can personally secure. This is typically less than $50,000 unless substantial security is available. With a sole proprietorship you are not in a position to share owner​ship with others who could contribute additional funds needed by the business.
· Limited resources and opportunity. A sole proprietorship usu​ally holds limited opportunity and incentive for employees, as it is not a form of ownership conductive to growth. One person can only do so much and may not have all the skills and knowledge necessary to run all phases of the business, employees may have to be hired to perform these tasks. The life of the business in a proprietorship is limited to the life of the proprietor. If you should die, become ill, or encounter serious personal problems, your business is immediately affected, and unless other provisions are made, your business will die with you. This could lead to a forced sale of the business’ assets by your beneficiaries, perhaps at a substantial loss.
Vocabulary

individual or sole proprietorship – индивидуальное предпринимательство
proprietor – собственник

accountable – ответственный
consequences – последствия
start-up costs – начальные затраты
to dissolve – распускать, расторгать, аннулировать
obligations – обязательства
Exercises: 

I. Answer the questions:


1.
What is individual or sole proprietorship?
2.
What are the advantages of sole proprietorship?   

3.
What are the disadvantages of sole proprietorship?       

II. Choose the necessary word and put it in the sentence:
1. You assume the business’ …  and are liable for its … .
2. A sole proprietorship is both simple and inexpensive to … and … .
3. If the business is not suc​cessful you are free to … it.
4. With a sole proprietorship you are not in a position to … owner​ship with others who could … additional funds needed by the business.
5. The life of the …  in a proprietorship is limited to the life of the … .
III. Retell the text.
         Unit 3
Text 1
Franchising

Franchising is a form of business in which a product or service may be provided by people or firms who have obtained a licence from the originators or owners of that product or service.

A franchise agreement is drawn up in which the rights of the two parties are set down. The parties to the agreement are:

a) the franchisor — usually the person or firm who develops a new product or service under licence;

b) the franchisee — the person or firm who buys the license granting the right to provide the product or service.

The franchisor will have tried the product out by piloting it for a reasonable trading period before selling it to potential franchisees. The franchisee is provided with a total package for marketing the product, including thе product's name and logo, any patented processes, accounting procedures, marketing strategy and training services. The franchisee has to raise capital to pay the franchise fee, find suitable premises, equip them according to the franchisor's house-style, buy or lease equipment, and market the product to the standard specified by the franchisor. The franchisee is not employed by the franchising company, but has to establish and operate his own business. The fees are to be paid to the franchisor throughout the term of the franchise, usually as a royalty, for example a fixed percentage (typically 10%) of weekly takings.

Advantages

Franchising provides the opportunity of developing business without having large capital sums. For the franchisee it:

a)
enables people to go into business with limited risk and outlay,

b)
insures that the product or service has been thoroughly tested and marketed before the franchise has been approved,

c)
provides a well-known brand name and image, and large-scale advertising back-up,

d)
requires less capital than other forms of business start-up,

e)
provides continuing back-up support and advice during the period of the franchise agreement.

Vocabulary

to provide  - обеспечивать, снабжать

to obtain - получать, доставать, приобретать

licence -лицензия

to pilot  - пробовать, экспериментировать

fee - сбор, пошлина, взнос

premise - помещение, здание

to enable - делать возможным, уполномачивать

to equip - оборудовать, оснащать

outlay  - затраты, расходы, издержки

back up -  зд. запасной вариант, резервная программа

to lease - брать или сдавать в аренду

royalty - зд. плата за право пользования патентом

Exercises: 

I. Translate into Russian:

Licence, to lease, fee, to obtain, outlay, to provide, to pilot, to equip, back up, to enable, premise, royalty, owner, agreement, develop, potential, to establish, limited.

   II. Translate into English:

Издержки, помещение, сдавать в аренду, резервная программа, приобретать, пошлина, плата за пользование патентом, обеспечивать, делать возможным, оснащать, экспериментировать, лицензия. 

III. Are these sentences true or false?

1) Franchising is a form of business in which a product or service may be provided by people or firms who have obtained a licence from the originators or owners of that product or service.

2) A franchise agreement is drawn up in which the rights of one party is set down.

3) The franchisor is the person or firm who buys the license granting the right to provide the product or service.

4) The franchisor will have tried the product out by piloting it for a reasonable trading period before selling it to potential franchisees.

5) The franchisee is  employed by the franchising company.

         6)  Franchising provides the opportunity of developing business with having large capital sums.

         7) Franchising enables people to go into business with limited risk and outlay.

         8) Franchising requires more capital than other forms of busi¬ness start-up.

IV. Answer the questions:

1) What is franchising?

2) What are the parties to a franchise agreement?

3) What is a franchisor?

4) What is a franchisee?

5)What should the franchisor do before selling the product to potential franchisees?

6) Is the franchisee employed by franchising company?

7) What are the advantages of franchising?

Text 2
Advantages of Franchising 

Franchising is one means for you (the franchisee) to go into business for yourself, but yet at the same time also be part of a chain, with the support of an established company (the franchisor) behind you. These can enable you to compete with other chains through the use of a well-known trademark or trade name. In addition, the franchisor may provide you with assistance in such areas as site selection, equipment purchasing, national advertis​ing, bookkeeping, the acquisition of supplies and materials, business counselling and employee training.
As a franchisee you will have the opportunity to buy into an established concept with reduced risk of failure. Statistics show that a typical franchisee has an 80 percent chance of success. Several fac​tors may explain this result. First, your risk is reduced because you are supposedly buying a successful concept. This package includes proven and profitable product or service lines, professionally devel​oped advertising, a known and generally recognized brand name, the standardized design or construction of a typical outlet, and a proven and market-tasted operating system. Second, you are often provided with training for your new job and continuing management support. You have the ongoing assistance of a franchisor, who can afford to hire specialists in such areas as cost accounting, marketing and sales, and  research and development. These are important assets usually not available to the small, independent businessperson.
As a franchisee you may also be able to take advantage of the lower cost of large-scale, centralized buying. You may be able to pur​chase supplies at a reduced cost, since the franchisor can purchase in bulk and pass the savings along. You may also have access to financ​ing and credit arrangements that would not otherwise be available to an independent business. Banks and other lending institutions are usually more willing to lend money to a franchisee who has the back​ing of a large, successful franchisor than they are to a completely in​dependent business.
A franchisee has the opportunity to acquire a proven system which has already been developed, tasted and refined, with all of the bugs already worked out. This allows you to avoid a lot of the start-up problems typically associated with starting an independent business.
Text 3

Disadvantages of Franchising
While franchising has a considerable number of advantages, there are also several disadvantages of which you should be aware. One of the principal complaints is the degree of control which franchi​sors exert over their franchisees. W hile you will be an independent businessperson, in effect you do not have complete autonomy and must operate within the operating system as defined by the franchisor. You are usually in a subordinate position to the franchisor and must abide bу the оften extremely rigid terms and сonditions о f the franchise agreement. All franchise contracts give the franchisor an open right to terminate the contract or the right to terminate upon breach of the agreement. As a result, you may find yourself in a weak bargaining position.
Franchisees also have certain reporting obligations to the franchisor and may be subject to frequent inspection and consultant supervision. To fit comfortably into such an arrangement, you must accept the necessity of such controls. These restrictions, however, may be unacceptable to some individuals. You must seriously assess your personal suitability for the role of franchisee.
Another disadvantage of franchising is that the cost of the ser​vices provided to you by the franchisor is based on your total sales revenue. Thtfse costs can amount to 10 percent or more of your total revenue or an even larger share of your profits. A related complaint is that the markup which the franchisor may add to the products you must buy from them can increase your operating costs, particularly if equally good products could be purchased elsewhere at lower prices. While you might initially feel that your operating costs are likely to be lower as a result of the franchisor’s central purchasing program, it may not become apparent until later that you are actually paying a huge markup on the materials, equipment, and supplies you acquire.
Acquiring a franchise is not necessarily a license to print money. Besides an initial franchise fee, you will probably also have to make periodic royalty p ayments and advertising contributions based on a percentage of your gross revenues. Even with these expendi​tures, you still run the risk of not achieving the expected sales, and thus the profit, which the franchisor stated was possible.
It should also be remembered that, as a matter of fact, the benefits available through franchising have not always materialized. Franchisors have not always supplied the services they promised or truthfully disclosed the amount of time and effort the franchisee would have to commit to the franchise. Termination policies of many franchisors have given franchisees little or no security in many cases.
                                                                Unit 4

                                                             Marketing

                                                                Text 3

An overview of Marketing

Marketing is the process of identifying the goods and services that consumers need and want and providing those goods and services at the right price, place, and time. Businesses develop marketing strategies by conducting research to determine what products and services potential customers think they would like to be able to purchase. Firms also promote their products and services through such techniques as advertising and personalized sales, which serve to inform potential customers and motivate them to purchase. Firms that market products for which there are always some demand, such as foods and household goods, often advertise if they face competition from other firms marketing similar products. Such products rarely need to be sold face-to-face. On the other hand, firms that market products and services that buyers will want to see, use, or better understand before buying, often rely on personalized sales. Expensive and durable goods-such as automobiles, electronics, or furniture-benefit from personalized sales, as do legal services such as the provision of insurance policies or tax preparation.

Vocabulary

potential customer (n) - потенциальный клиент
advertising (n) - реклама, рекламирование

sale (n) - продажа: обмен товаров и услуг на деньги, в противоположность товарному  бартеру        
durable good (n) - предметы длительного пользования

Exercises:

I. Answer the following questions:

1. Is marketing the process of advertising the goods producers manufacture?

2. Why do businesses develop marketing strategies?

3. How do businesses develop marketing strategies?

4. What field of business is engaged in determining what products and services potential customers would like to buy?

5. Using what techniques firms also promote their products and services?

6. How can potential customers be motivated to purchase products?

7. Do firms that market products for which there are always some demand such as household goods often advertise their goods?

8. What products rarely need to be sold face-to-face?

9. What kind of companies often relies on personalized sales?

10. Sale of what kind of goods usually benefit from personalized sales?

11. Why some companies do legal services such as the provision of insurance policies or tax preparation?

II. Choose the necessary word and put it in the sentence.         

1.
How easily you are persuaded by....

2.
... is often aimed at the young.

3.
Are all this items for ....

4.
I like this coat, but it is not in the ....

5.
Business is bad. I haven't made a ... all week.

6.
This magazine is on ... every Thursday.

7.
What is the ...price?

8.
This stock will be cleared at a reduced price during the summer ...

            (advertising, sale, goods)

III.  Are these sentences true or false?

1. Marketing is the process of identifying the goods and services that

consumers need.

2. Doing research develops marketing strategies.

3. Businesses develop marketing strategies by increasing the production level.
4. Advertising and personalized sales are frequently used marketing techniques.

5. Market research motivates potential customers to buy goods of certain company.

6. Market research's goal is to determine what products and services potential customers want to buy.

7. Firms also promote their products and services through Internet.

8. Firms that market products that are always in demand often advertise.

9. Luxury goods are rarely needed to be sold face-to-face.

10. Products and services that buyers will want to see or better understand before buying often rely on personalized sales.

IV. Make a dialogue using these words and word combinations:

Marketing - goods and services - right price - marketing strategies - conducting research - potential customers - to promote products and services - advertising -personalized sales - to market products - to face competition from other firms - to market similar products - provision of insurance policies - tax preparation.

V. Translate into English:

1. Маркетинг - это система методов и средств продвижения товаров от производителя к потребителю.

2. Он уже много лет работает в отделе маркетинговых исследований крупной производственной компании.

3. Успешная работа компании зависит глубоких маркетинговых исследований.

4. Реклама сигарет и спиртных напитков запрещена на телевидении.

5. Она является директором крупной рекламной компании.

6. Компании, продающие продукты питания и предметы домашнего обихода на которые всегда имеется спрос, вынуждены рекламировать свою продукцию из-за постоянной конкуренции на рынке данной продукции.

Text 2
Gathering Primary Marketing Data
Most marketing research is concerned with either introducing new products or services or evaluating proposed marketing methods. As a result, the information needed is often not available from secon​dary sources, and primary data must be collected. There are two basic types of data-gathering devices: the survey and observation.
Survey: In a survey, data are collected by questioning indi​viduals who are thought to have the desired information.
Questions may be asked in person or in writing. A mailed questionnaire, personal interview, or telephone interview are the three usual types of surveys. Of the three, the telephone interview is the newest to be widely used.
The development of the WATS (wide-area telephone service) line by the Bell System has made the telephone interview a desirable canvassing method for many companies. The company pays a fixed rate to use one or more lines to a given zone of the United States.
Using a WATS system, a few interviewers can conduct a large number of surveys quickly from one central location. This reduces the number of interviewers needed and the corresponding traveling ex​penses. It is also made for easier training and closer supervision of the interviewers. Unfortunately, from the researcher’s point of view, it is increasingly difficult to get accurate information from surveys. In some cases, people are unwilling or unable to answer correctly. Many times the interviewer copes with resentment of the invasion of privacy inherent in the survey process.
Observation: When data are collected by observation, the re​searcher asks no questions. Observations may be made of informa​tion such as industry reports, of objects such as the number of tents in a campground, or of people and their activities. Examples range from noting the reaction of a customer to different colours of packages to counting the number of people or autos that pass a certain point which is being considered for a possible store location.
Criticisms: Market-testing a new product is under criticism for several reasons. It is expensive (a major test can cost $1 million), de​lays introduction of a new product (more than a year in some cases), and tips off the competitors. A few companies are skipping test mar​keting of some products, while others are trying to shorten the proc​ess.
Unit 3

Text 1

BANKS

       Banks are organizations that carry out the business of banking, taking deposits and then using those deposits to make loans. In essence, a bank aims to make a profit by paying depositors a lower rate of interest than the rate the bank charges borrowers. In accounting terms, deposits are considered liabilities (because they have to be repaid), and loans are considered assets.

Banks in most countries are supervised by a central bank, such as the Bank of England in the United Kingdom, the Bundesbank in Germany, the Federal Reserve System in the United States and Central Bank in Russia.

There are many different types of bank, and the banking structure varies from one country to another. Banks can fall into the following categories:

Retail banks are often referred to as commercial banks. In addition to conventional banking services, such as the provision of chequing accounts, they deal in foreign exchange, issue credit cards, provide investment and tax advice, and sell financial products such as insurance. In the United Kingdom the biggest retail banks (by assets) are Barclays Bank, National Westminster Bank, Midland Bank, Abbey National Bank and Lloyds Bank.

Merchant or investment banks act as intermediaries between investors and pate or public concerns seeking medium to long-terms funds, often acting as underwriters for an issue of shares. Increasingly they have played a fundamental role in advising on mergers and acquisitions, and on management buy-outs. In the United Kingdom, some of the longest established and best-known merchant banks are still privately owned.

Building societies were set up in the United Kingdom to take deposits in order to provide long-term loans (mortgages) to homebuyers. They are owned by their members (those who have deposited money with or borrowed money from them).

Savings Banks were set up with the aim of attracting small savers. They resemble retail banks in the services they provide.

Credit unions are the equivalents of savings banks, and are run as a cooperative nonprofit-making organization. Credit unions are widespread in the United States. France's biggest bank, Credit Agricole, is essentially a federation of more than 3,000 credit unions.

Universal banks are those, such as Germany's Deutsche Bank, Dresdner Bank, and Commerzbank, which do everything that the above types of banks do.

Vocabulary

checking account                1) специальный счет, с которого снимаются   

                                                деньги по   чекам клиента;             

                                            2) счет, позволяющий в любой момент                

                                                 вносить и   снимать деньги (до 
                                                 востребования)

rate of interest                  процент, процентная ставка, норма процента 

liabilities                           задолженность

          assets                                актив (баланса)

retail bank                        банк, занимающийся обслуживанием мелкой 
                                         клиентуры

underwriter                       гарант размещения (займа, акций и т.п.)

issue of shares                  выпуск акций
          intermediary                     посредник
merger                               слияние, объединение 
                                         (коммерческое, промышленное)

acquisition                       1) получение; 2) приобретение (действие); 
building society               жилищно-строительное общество

          management buy-outs        выкуп права на управление

 Exercises:
       I. Translate into Russian. 

    Assets,    merger,   rate of interest,    underwriter,       liabilities,          acquisition,  checking account,       building society,        issue of shares,     management buy-outs,       retail bank,           intermediary.       

      II. Translate into English:   

Посредник, актив, гарант размещения, выпуск акций, процентная ставка, задолженность, выкуп права на управление, жилищно-строительное общество, сбор, коммерческое слияние;  банк, занимающийся обслуживанием мелкой клиентуры.                                               

III. Fill in the blanks:

1)Banks are organizations that carry out the business of banking, taking … and then using those deposits to make … .

2) A bank aims to make a …  by paying depositors a lower …  than the rate the bank charges borrowers.

3) In accounting terms, deposits are considered …  and loans are considered …. .

4) Retail banks are often referred to as …. banks.
5) Building societies were set up in the United Kingdom to take …  in order to provide long-term loans (mortgages) to …. .

6) …. are the equivalents of savings banks, and are run as a cooperative nonprofit-making organization.

7) Credit unions are widespread in …. .

     IV. Answer the questions:

1.
What does banking business consist of?

2.
What are the aims of banks?

3.
What are the types of banks?

4.
Describe the activities of different types of banks.

Text 2

THE ENGLISH COMMERCIAL BANKS

The English Commercial banks have branches in all major towns. The owners are the shareholders. They are all organized on the joint stock principle and are registered public companies. The Chairman and Board of Directors are elected by the ordinary shareholders at the Annual General Meeting. The Board is concerned with the over all policy of the bank. The board appoints a Managing Director, who is directly responsible to them and a  member of the Board.

       The essence of a bank's activities is the collection of deposits through current accounts and deposit accounts and the use of these funds to provide loans or funds for investments. The current account is drawn upon by cheques and standing orders. The deposit account is more in nature of a saving account. The bank must use the funds wisely to make a profit. Funds must be available for depositors to withdraw when they wish to do so.

At the end of each business year the director recommends and the Annual General Meeting decides how much of the profit should be distributed to the shareholders as dividends, and how much should be retained in the business. In preparation for the Annual General Meeting a bank publishes its Report and Accounts. These must be sent to each shareholder. From the published accounts shareholders can easily determine the total profit of the bank, how much it has earned and how much is available for distribution.

Vocabulary

a shareholder                                   акционер, держатель акций  

a chairman

                          председатель
a cheque                                           чек
a board of directors                          правление,  совет директоров
a managing director                         управляющий директор
a standing order                               вексель, чек
total profit                                        общая прибыль, доход

distribution                                       распределение (доходов)

 a current account                             текущий счет
an annual general meeting     ежегодное общее (генеральное) собрание
an over-all policy                            генеральная (общая) политика

    Exercises:

I.
Answer the questions:

1. Who owns the English commercial banks? 

2. How does a bank start?    

3. Who chooses the Board?


4. What is the Board's task?    

5. Who hires the employees?

6. What are the bank's main activities?

7. How are the profits distributed?


8. How are the shareholders informed?

II. Choose the necessary word and put it in the sentence: 

1. The ordinary shareholders elect the....

            2.The Board appoints a…

3. Shareholders can determine the ... of bank from the published ....   

4. This bank is asking ten....



5. Their company takes a long-term ...from the ....                    

(commercial bank, total profits, loan, per cent interest, managing director, accounts, chairman and board of directors).       

III. Read, translate and dramatize the dialogue:

Student:    Who really owns the bank?


Banker:     The stockholders own it.

Student:    Are the members of the board of directors stockholders?     

Student:    The board hires the president and the vice-president to manage 

                  it, doesn't it?   

Banker:     That's right. Along with the cashier, the tellers and the clerical   workers.   

Student:    I think most of your work has to do with checking and saving   

                  accounts and making loans.

Banker:    Yes. But we invest money too.

Student:    Do you divide all the profits among the stockholders?     

Banker:    Not all of it. The stockholders receive regular dividends. But some of our earnings are held  in reserve accounts.
   

Student:    I suppose that would be necessary.


Banker:    Here's a copy of our last published statement. You see, the reserves are shown here as a surplus and undivided profits.

Student:   Thank you very much for the useful information.

Banker.    It is a pleasure. Good bye!       

Student:    Goodbye!

Text 3

MONEY AND ITS FUNCTIONS

The main feature of money is its acceptance as the means of payment or medium of exchange. Nevertheless, money has other functions. It is a standard of value, a unit of account, a store of value and a standard of deferred payment.    

The Medium of Exchange

Money, the medium of exchange, is used in one-half of almost all exchange. Workers work for money. People buy and sell goods in exchange for money. We accept money not to consume it directly but because it can subsequently be used to buy things we do wish to consume. Money is the medium through which people exchange goods and services.

In barter economy there is no medium of exchange. Goods are traded directly or swapped for other goods. In a barter economy, the seller and the buyer each must want something the other has to offer. Each person is simultaneously a seller and a buyer. There is a double coincidence of wants.

Trading is very expensive in a barter economy. People must spend a lot of time and effort finding others with whom they can make mutually satisfactory swaps. Since time and effort are scarce resources, a barter economy is wasteful.

Money is generally accepted in payment for goods, services, and debts and makes the trading process simpler and more efficient.

Other Functions of Money

Money can also serve as a standard of value. Society considers it convenient to use a monetary unit to determine relative costs of different goods and services. In this function money appears as the unit of account, is the unit in which prices are quoted and accounts are kept.

To be accepted in exchange, money has to be a store of value. Money is a store of value because it can be used to make purchases in the future.

Houses, stamp collections, and interest-bearing bank accounts all serve as stores of value. Since money pays no interest and its real purchasing power is eroded by inflation, there are almost certainly better ways to store value.
Finally, money serves as a standard of deferred payment or a unit of account over time. When you borrow, the amount to be repaid next year is measured in money value.

Different Kinds of Money

Golden coins are the examples of commodity money, because their gold content is a commodity.

     A token money is a means of payment whose value or purchasing power as money greatly exceeds its cost of production or value in uses other than as money.

A $10 note is worth far more as money than as a 3x6 inch piece of high-quality paper. Similarly, the monetary value of most coins exceeds the amount you would get by melting them down and selling off the metals they contain. By collectively agreeing to use token money, society economizes on the scarce resources required to produce money as a medium of exchange. Since the manufacturing costs are tiny, why doesn't everyone make $10 notes? The essential condition for the survival of token money is the restriction of the right to supply it. Private production is illegal.

Society enforces the use of token money by making it legal tender. The law says it must be accepted as a means of payment. In modem economies, token money is supplemented by IOU money. An IOU money is a medium of exchange based on the debt of a private firm or individual.

A bank deposit is IOU money because it is a debt of the bank. When you have a bank deposit the bank owes you money. You can write a cheque to yourself or a third party and the bank is obliged to pay whenever the cheque is presented. Bank deposits are a medium of exchange because they are generally accepted as payment.
Vocabulary

the means of payment                               средство платежа 

medium of exchange                                 средство обращения 

a standard of value                                    мера стоимости 

a unit of account                                       единица учета 

a store of value                                         средство сбережения 

          a standard of deferred payment                средство погашения долга                

                                                                            (отсроченный платеж)    

a barter economy                                      бартерная экономика
          to swap                                                      обменивать, менять
to hand over in exchange                          передать, вручить в обмен
a double coincidence of wants           двойное совпадение потребностей
a monetary unit                                        денежная единица
          to remind of                                             напоминать
to be worthless                                         обесцениваться
an interest-bearing bank account      счет в банке с выплатой процентов
to pay interest                                          приносить процентный доход

to erode                                                    зд. фактически уменьшать

hard currency                                        твердая (конвертируемая) валюта 

soft currency                                           неконвертируемая валюта 

invariably                                                неизменно, постоянно

commodity money                                  деньги-товар

token money                                         символические деньги (дензнаки)

inch                                                         дюйм (2,54 см) 

to melt down                                           расплавить 

tiny costs                                                 мизерные затраты 

legal tender                                             законное платежное средство 

to supplement                                         дополнять

IOU money                                             деньги, долговое обязательство

IOU сокр. от I owe you                         я вам должен (форма долговой   

                                                               расписки)

bank deposit                                           вклад в банке

Exercises:

I. Give Russian equivalents to the following:

1.
exchange labour services for money;

2.
you must hand over in exchange a good or service;

3.
a double coincidence of wants;

4.
exchange labour services for money;

5.
you must hand over in exchange a good or service;

6.
a double coincidence of wants;

7.
spend a lot of time and effort;

8.
make mutually satisfactory swaps;

9.
a barter economy is wasteful;

10.
commodity generally accepted in payment for

            goods;
11.
prices are quoted and accounts are kept;

12.
its purchasing power is eroded by inflation;

II. Fill in the gaps with the words and expressions from the text:


1. The crucial feature of money is its acceptance as … or ....

2. People buy and sell goods ... for money.

3. In a barter economy goods are traded directly or … other goods.

4. People must spend a lot of ... finding others with whom they can make mutually ....

5. Society considers it convenient to use ... to determine ... of different goods and  services.            

6. The unit of account is the unit in which prices are ... and ... are kept.

7. Money is a store of value because it can be used ....

8. When you borrow, the amount to be repaid next year is measured in ....

9. To use a commodity money, society must either ... other uses of that commodity or devote ... to producing ... of the commodity.

10. A token money is a means of payment whose ...as money greatly ... its cost of  production or value in uses other ....

11. By ..., society economizes on the scarce resources required to produce money as ....

12. The essential condition for the survival of token money is ... to supply it.

13. Society enforces the use of token money by making it ....

14. In modern economies, token money ... by ....

15. An IOU money is a medium of exchange based on …

16. ... is IOU money because it is a debt of the bank.

 III. Find English equivalents for the following:


      Cредство платежа; средство обращения; средство сбережения (средство сохранения стоимости); единица учета; средство погашения долга; в обмен на; может быть впоследствии использовано; обмениваться товарами и услугами; бартерная экономика; измеряться; обесцененный; платить проценты; покупательная способность; промышленное использование; потребительское использование; деньги-товар; денежные знаки (символические деньги); денежная стоимость; ограничение права; вклад в банке; банковская ссуда; законное платежное средство;  долговое обязательство.

IV. Answer the questions:

1.
Why do people accept money?

2.
What are the functions of money?

3.
What are different kinds of money?

4.
What's a barter economy? Why is trading expensive in a barter economy?

5.
What does IOU stand for?

V. Translate into English:

Существует несколько функций денег. Во-первых, Деньги являются средством платежа, или обращения; деньги можно использовать при покупке и продаже товаров и услуг. Деньги выступают также мерой стоимости. Общество считает удобным  использовать денежную единицу в качестве масштаба для соизмерения относительных стоимостей различных благ и ресурсов.

Деньги служат средством сбережения. Посколь¬ку деньги являются наиболее ликвидным товаром, то есть таким, который можно без проблем продать (обменять), то они являются очень удобной формой хранения богатства. Это, однако, не единственная форма хранения богатства. Во время упадка в эко¬номике, при высокой инфляции и обесценении денег, население, скорее всего, будет хранить богатство в виде недвижимости или других дорогостоящих товаров — предметах искусства, драгоценностях.

Деньги, которые, являются долговыми обязательствами государства, коммерческих банков и сберегательных учреждений, имеют стоимость благодаря товарам и услугам, которые приобретаются за них на рынке.

Text 4

CREDIT

Credit is a term used to denote transactions involving the transfer of money or other property on promise of repayment, usually at a fixed future date. The transferor thereby becomes a creditor, and the transferee becomes a debtor. Hence, credit and debt are simply terms describing the same operation viewed from opposite sides.

Types of Credit

The principal classes of credit are the following:

—
commercial credit, which merchants extend to one another to finance production and distribution of goods.

—
investment credit, used by business firms to finance the acquisition of plant and equipment and represented by corporate bonds, long-term notes, and other proofs of indebtedness.

—
bank credit, consisting of the deposits, loans, and discounts of depository institutions.

—
consumer or personal credit, which comprises advances made to individuals to enable them to meet expenses or to purchase, on a deferred payment basis, goods or service for personal consumption.

—
real-estate credit, composed of loans secured by land and buildings.

—
public or government credit, represented by the bond issues of national governments.

—
international credit, which is extended to particular governments by other governments, by the nationals of foreign countries, or by international banking institutions, such as the International Bank for Reconstruction and Development.

Function of Credit


The principal function of credit is to transfer property from those who own it to those who wish to use it, as in the granting of loans by banks to individuals who plan to initiate or expand a business venture. The transfer is temporary and is made for a price, known as interest, which varies with the risk involved and also with the demand for, and supply of, credit.

Credit puts to use property that would otherwise lie idle, thus enabling a country to more fully employ its resources. Without credit, the tremendous investments required for the development of the large-scale enterprise on which the high living standards of the industrialized world are based would have been impossible.

The use of credit also makes feasible the performance of the complex operations involved in modern business without the constant handling of money. Credit operations are carried out by means of documents known as credit instruments, which include bills of exchange, money orders, cheques, drafts, promissory notes, and bonds. These are usually negotiable instruments; they may legally be transferred in the same way as money. When the party issuing the instrument desires to prevent its use by anyone other than the party to whom it is issued, he or she may do so by inscribing the words «not negotiable» on the instrument.

Vocabulary

transaction                экономическая операция, сделка, дело

transferor                  лицо, передающее что-либо

creditor                     кредитор

transferee                  лицо, которому передается что-либо

debtor                       должник, дебитор

hence                        следовательно, в результате

acquisition                приобретение (действие)

consumption             потребление

initiate                      начинать, вводить

expand                     расширять, развивать

interest                     зд. процент 

employ                     употреблять, использовать, применять, нанимать

to make feasible       делать возможным

instrument                зд. документ

draft                          чек, тратта

bond                          долговое обязательство, залог, облигации, боны

negotiable instrument          оборотно кредитно-денежный документ

Exercises:

I.
Give Russian equivalents to the following:

    Debtor, creditor, transaction, to expand, transferor, hence, to employ, bond, negotiable instrument, acquisition, consumption, to make feasible, to initiate, draft, interest.

II. Find English equivalents for the following:


Сделка;  лицо, передающее что-либо; кредитор; дебитор; следовательно;    финансировать; распределение; приобретение; товары; заем; собственность; процент; употреблять; делать возможным; документ; тратта; долговое обязательство.

 III. Fill in the gaps with the words and expressions from the text:


a.
Credit is a term used to denote … involving the transfer of money or other property on promise of repayment.

b.
The transferor thereby becomes a …, and the transferee becomes a ….

c.
Investment credit used by business firms to finance the … of plant and equipment and represented by corporate bonds.

d.
The principal function of credit is to … property from those who own it to those who wish to use it.

e.
The use of credit also … the performance of the complex operations involved in modern business without the constant handling of money.

f.
Credit operations are carried out by means of documents known as credit … , which include bills of exchange, money orders, cheques, …, promissory notes, and … .

IV. Answer the questions:

1) What does the term credit denote?

2) What types of credit do you know?

3) What type of credit is composed of loans secured by land and building?

4) What is instrument credit?

5) What is principal function of credit?

6) What are credit instruments?

Unit 4

Text 1

Recruitment

When a company needs to recruit or employ new people, it may decide to advertise the job or position in the «NEED HELP» section of a newspaper. People who are interested can then apply for the job by sending in a letter of application or covering letter (US cover letter) and a curriculum vitae or CV (in US — resume) containing details of their education and experience. A company may also ask candidates to complete a standard application form. The company's Human Resources department will then select the most suitable applications and prepare a short list of candidates or applicants, who are invited to attend an Interview. Another way for a company to hire is by using the services of a recruitment agency (in US — search firm) which provides a list of suitable candidates.
A growing number of companies are no longer satisfied with traditional job interviews. Instead, they are requiring applicants for many white-collar jobs to submit to a series of written tests, role playing exercises, simulated decision-making exercises. Others put candidates through a long series of interviews by psychologists or trained interviewers.

     The tests are not about mathematics or grammar, nor about any of the basic technical skills for which many production, sales and clerical workers have long been tested. Rather, employers want to evaluate candidates on the following qualities:

•
Is the candidate creative and entrepreneurial?

•
Can the candidate lead and coach?

•
Is the candidate flexible and capable of learning?

•
Does the candidate have enough skills and knowledge?

•
How will the candidate function under pressure?

•
Will the potential recruit fit the corporate culture?

These tests, which can take from an hour to two days, are all part of a broader trend. Companies are getting much more careful about hiring. Ten years ago, candidates could win a top job with the right look and the right answers to questions such as «Why do you want this job?». Now, many candidates are having to face questions and exercises intended to learn how they get things done.

They may face questions such as «Who is the best manager you ever worked for and why?» or «What is your best friend like?». The answers, psychologists say, reveal much about a candidate's management style and about himself or herself. The reason for the interrogations is clear: many hired candidates work out badly. The cost of bringing the wrong person on board is sometimes huge. Searching and training can cost from $5000 for a lower-level manager to $250,000 for a top executive. With the pace of change accelerating in markets and technology, companies want to know how an executive will perform, not just how he or she has performed. Years ago, employers looked for experience — has the candidate done this before? Most companies have not changed this practice until now.

Research has shown that most decision makers make their hiring decision in the first five minutes of an interview and spend the rest of the time rationalizing their choice.

Even companies that have not started extensive testing have toughened their hiring practices. They make the comprehensive testing aimed to measure skills in communications, analysis and organization, management style and personality traits.

Vocabulary

recruitment                                                прием на работу
position                                                     зд. работа
apply for...                                                подавать заявление на...

letter of application = covering letter       заявление о приеме
curriculum vitae = resume                       автобиография
experience                                                опыт

application form                                      заявление о приеме на работу

short list of candidates or applicants       краткий список кандидатов
interview                                                 собеседование
to hire                                                      нанимать
recruitment agency = search firm           агентство по трудоустройству
a series                                                    ряд
to simulate                                              моделировать
to evaluate                                              оценивать
creative                                                   творческий
entrepreneurial                                        предприимчивый
to reveal                                                  обнаруживать, открывать, 

                                                                          показывать

Exercises:
I. Give Russian equivalents to the following:

Recruitment agency, covering letter, interview, to reveal, curriculum vitae, to face, huge, position, to hire, creative, experience, to advertise, to simulate, to apply for, to select, skill, entrepreneurial, applicant, personality traits, recruitment, to evaluate.    

II. Find English equivalents for the following:


Автобиография, нанимать, огромный, ряд, агентство по трудоустройству, собеседование, опыт, прием на работу, обнаруживать, моделировать,  заявление о приеме на работу, предприимчивый, подавать заявление на, кандидат, оценивать, выбирать, творческий, выбор.

III. Fill in the gaps with the words and expressions from the text:


1)
When a company needs to … or … new people, it may decide to … the job or …  in the «NEED HELP» section of a newspaper.

2)
People who are interested can then … the job by sending in a letter of application or covering letter (US cover letter) and a … or CV (in US — resume) containing details of their education and … .

3)
A company may also ask candidates to complete a standard … .

4)
The company's Human Resources department will then … the most suitable applications and prepare a short list of candidates or … , who are invited to attend an Interview.

5)
A growing number of companies are no longer satisfied with traditional … .

6)
Companies are getting much more careful about … .

7)
Many candidates are having … questions and exercises intended to learn how they get things done.

IV.
Imagine you are applying for a job. Translate the questions and try to find proper answers to the questions of an "interviewer".

1. Interviewer: Tell me in short about your work (professional) experience and marital status (семейное положение).

You:


2.1.: Why are you interested in joining our company?

Y.:


3.1.: Why do you feel qualified for this job?

Y.:


4.1.: Don't you think you're too young (old) for this job?

Y.:


5.1.: Which is more important to you: status (положение) or

money?

Y.:


6.1.: What is your objective and what are your long-range

goals?

Y.:


7.1.: What worries (беспокоит) you about the job you're doing

now?

Y.:

8.1.: What do you find rewarding (стоящим) about present job?

Y.:


9.1.: Why do you want to leave your present job?

Y.:


10.1.: How would you rate (оценили бы) your present boss?

Y.:


11.1.: Describe your ideal boss.

Y.:


12.1.: What do you do in your spare (свободное) time?

Y.:


13.1.: Are you an ambitious (честолюбивый) person?

Y.:


14.1.: What are your principal interests and how do you benefit (получать пользу) from them?

Y.:


15.1.: Why should we choose you?

Y.:


Text 2

Employment in Great Britain.  Patterns of Employment.

By the year 2000 Britain's working population - the workforce - was 27 million (nearly 50 per cent of the total population). Those in employment include full-time, part-time and self-employed people.

People are employed in the three sectors: primary, manufacturing and service. Employment is also often divided into sections according to types of work and social class. These categories include professional, manual and non-manual. A doctor, for example, would be classed as a professional in the service sector, while a steelworker would be a manual worker (skilled or unskilled) in the manufacturing sector. The old distinction between white-collar (non-manual) and blue-collar (manual) workers has become less clear as Britain's heavy industry has declined and new technology has become more important. In general, one trend is very clear: fewer people now make cars or work in coal mines; more work for banks and hotels.

In 1951 96 per cent of the people in work in Britain had full-time jobs and the majority of these (70 per cent) were held by men. By 2000 21 per cent of jobs were part-time and 44 per cent of workers were women. The basic employment trend of the 1980s continued, with a general rise in the number of part-time jobs for women, particularly in service industries. The number of people who were self-employed also rose due partly to new technologies and to changing work patterns. The high unemployment of the 1980s fell during the 1990s.

As well as regional and occupational variations there are big differences in pay between men and women. The average full-time wage for women is still only 80 per cent of the male average, even when the same job is involved. Certain highly-paid occupations such as surgery are still almost exclusively confined to men.
Patterns of employment

During the 1980s high unemployment was a political and social problem which refused to go away. In 1986 the overall figure was nearly 10 per cent of the workforce but by the end of he 1990s unemployment had fallen to 4.5 per cent. While old industries continued to decline new technology offered opportunities for employment in, for example, work with computers and new services such as call centres and financial advice. The workforce became more flexible and the old idea of a 'job for life' began to disappear. Re-training programmes and schemes for people to learn 'life-long skills' became more important. The Labour government elected in 1997 placed great emphasis on the importance of work, partly as a way of reducing the dependence on welfare state benefits.

Vocabulary

employment                         работа по найму, служба
distinction                            отличие, разница
to decline                             уменьшаться, убывать

coal mine                             угольная шахта

majority                                большинство

unemployment                      безработица

wage                                     заработная плата

surgery                                  хирургия

to confine                             ограничивать

opportunity                           возможность

Exercises:

I. Give Russian equivalents to the following:

      Workforce, manufacturing, social class, manual, white-collar worker, distinction, majority, wage, coal mine, unemployment, to confine, flexible.                

          II. Find English equivalents for the following:      

     Безработица, возможность, работа по найму, отличие, хирургия, заработная плата, гибкий, большинство, ограничивать, уменьшаться.              

        III. Make questions to these answers:

1) By the year 2000 Britain's working population was 27 million.

2) People are employed in the three sectors.

3) A doctor  would be classed as a professional in the service sector.

4) In 1951 96 per cent of the people in work in Britain had full-time jobs.

5) The high unemployment of the 1980s fell during the 1990s.

6) Highly-paid occupations such are exclusively confined to men.

7) During the 1980s high unemployment was a political and social problem.

8) The workforce became more flexible and the old idea of a 'job for life' began to disappear.

9) The Labour government  placed great emphasis on the importance of work.

10) Re-training programmes and schemes for people to learn 'life-long skills' became more important.

IV. Discussion

Work in pairs.

1
Explain the following: a white-collar worker, a surgeon, the workforce, self-employed.

2
Which sector of industry would the following people be involved in: a nurse, a shipbuilder, a waitress, a building-site foreman, a secretary, a farmer, a teacher, a factory worker, a bank manager?

                                                  Unit 5

                                                  Text 1

                                           ECONOMICS

Economics is a social science studying economy. Like the natural sciences and other social sciences, economics attempts to find laws or principles. Economics tries to find laws or principles by building models. The predications of the models form the basis of economic theories. Then the predications of the models are compared with the fact of the real world.

Economics as a science consists of two disciplines: microeconomics and macroeconomics.

Microeconomics is the branch of economics, that studies individual producers, consumers or markets. Microeconomics also studies how government activities such as regulations and dates affect individual markets. Besides microeconomics tries to understand what factors affect prices, wages and earnings.

Macroeconomics is the branch of economics that studies the economy as a whole. It tries to understand the picture of a whole rather than small part of it. In particular, it studies the overall values of output, of unemployment and of  inflation.


The word ''the economy" is the word hear or read almost everyday. For example, we may be told that "the world economy is in the doldrums", or "the European economy is making little progress out of recession" or "the UK economy is beginning to recover" or "the Scottish economy has held up relatively well during the recent recession".

But what is meant by the economy? What is the economy? How does the economy work? The economy is a social mechanism which answers these questions. The economy means a system for the management use and control of money, goods and other resources of a country, community or household.

Vocabulary

economically                              экономно, бережливо
economic       
                     экономический
to economize                              экономить
economical
                               экономный, экономичный
an economist                              экономист
microeconomics                         микроэкономика
the world economy                     мировая экономика
doldrums                                     депрессия
consumer                                     потребитель, клиент, заказчик
a recession                                   спад, рецессия, падение, понижение.

a community                                общество, сообщество, община

to recover                                     восстанавливаться, выправляться

household
                                 домашнее хозяйство

a resource
                                 ресурс, источник

output                                           продукция, выпуск,  

                                                     производительность
unemployment
                      безработица

 Exercises:

I. Give Russian equivalents to the following:

     Economist,  unemployment, to economize,  economically,  consumer,  community, economic,  output,  doldrums,   microeconomics,    household,   the world economy,   community, a resource,   a recession,    to recover.       

           II.Find English equivalents for the following:   

      Мировая экономика, экономист, рецессия, экономно, депрессия, безработица, домашнее хозяйство, экономить, макроэкономика, продукция, общество, ресурс, потребитель, восстанавливаться, экономический. 

  III. Answer the questions: 

1) What does economics study?

2) What disciplines does economics consist of?

3) What does microeconomics study?

4) What does macroeconomics study?

5) What is economy?

IV. Choose the necessary word and put it in the sentence:

1 … is a social science studying the....


2. Economics is a science. It attempts to find ....

3. Economists make ... . They form the basis of....        

4. The figure shows the ... between models, theories and reality.

5.... is the... of economics that studies the economy as a whole.

(interrelations, branch, economics, predications, macroeconomics, economic laws, economic theories, economy).

Text 2

INFLATION

Inflation is generally defined as a persistent rise in the general price level with no corresponding rise in output, which leads to a corresponding fall in the purchasing power of money.

Let's look briefly at the problems that inflation causes for business and consider whether there are any potential benefits for an enterprise from an inflationary period.

Inflation varies considerably in its extent and severity. Hence, the consequences for the business community differ according to circumstances. Mild inflation of a few per cent each year may pose few difficulties for business.

However, hyperinflation, which entails enormously high rates of inflation, can create almost insurmountable problems for the government, business, consumers and workers.

Businesses would have experienced great difficulty in costing and pricing their production while the incentive for people to save would have been removed.

Economists argue at length about the causes of, and «cures» for, inflation. They would, however, recognize that two general types of inflation exist:

•  Demand-pull inflation

• Cost-push inflation

Demand-pull Inflation

Demand-pull inflation occurs when demand for a nation's goods and services outstrips that nation's ability to supply these goods and services. This causes prices to rise generally as a means of limiting demand to the available supply.

An alternative way that we can look at this type of inflation is to say that it occurs when injections exceed withdrawals and the economy is already stretched (i.e. little available labour or factory space) and there is little scope to increase further its level of activity.

Cost-push Inflation

Alternatively, inflation can be of the cost-push variety. This takes place when firms face increasing costs. This could be caused by an increase in wages, the rising costs of imported raw materials and components or companies pushing up prices in order to improve their profit margins.

Vocabulary

 a persistent rise                                   неуклонный,  постоянный подъем
 briefly                                                 коротко, кратко

 potential benefits                                потенциальные выгоды

 hence                                                  следовательно

 mild inflation                                      мягкая, низкая инфляция 

 may pose few difficulties                   особых проблем не представляет

 insurmountable                                   неисчислимые, колоссальные

 to pull                                                 тянуть

 demand-pull inflation                         инфляция спроса
 cost-push inflation                              инфляция издержек
 to occur                                               происходить

 to outstrip                                         обгонять, опережать, превосходить

 to stretch                                               натягивать, напрягать

 little available labour                            мало рабочей силы 

 there is little scope                                мало возможностей 

 in order to improve their profit margins      чтобы увеличить прибыль (размеры прибыли)

Exercises:
I. Give Russian equivalents for the following:

1. inflation varies considerably in its extent and severity;

2. mild inflation of a few %;

3. rate of inflation;

4. insurmountable problems;

5. demand-pull (cost-push) inflation;

6. the economy is already stretched 

II. Find in the text English equivalents for the following:

1. повышение (падение) спроса (покупательной способности) и т. д.;

2. гиперинфляция;

3. запросы опережают возможности экономики;

4. предложить товары и услуги;

5. уровень прибыли.

III. Fill in the gaps with the words and expressions from the text:

1. Inflation varies considerably in its
and ___.

2. Mild inflation may
few difficulties for business.
3. Businesses would have experienced great difficulty in
and
their production      while
for people to save would have been removed.

4. Demand-pull inflation occurs when 
 for a nation's goods and services
that nation's ability to
these goods and services.

5. An alternative way that we can look at this type of inflation is to say that it occurs when injections withdrawals.

IV. Read, translate and dramatize the dialogue:

Nick:
Hello, Ted. What are you doing?

Ted:
Hi, I am reading a text about inflation and deflation.

Nick:
What for?

Ted:
You see. I am a student m the economics department and I’ll have to   pass my exam in economics.    

Nick:
Oh, I think it is boring. You are unlucky!

Ted:
Yes, a little bit. But I have to understand the economical processes,


            terms, development and economic laws.

Nick:   What does the word "inflation" mean?    

Ted:
Let me think. "Inflation" is the rise in prices brought about by the

            expansion of the supply of money, credit, etc.  

Nick:   What does the government have to do in this case?


Ted:
It is a difficult question. I can't answer.       

Nick:   Is there inflation in our country?

Ted:     Oh, yes. It is running at about 2.5 percent.

Nick:   I think, it is more. Look at the price for transport, food, petroleum,   

            gas, telephone calls, clothes.                                                                          

Ted:
Maybe, уоu are right. My date is for the 2000 year.

Text 3

Marketing

Marketing is the process of identifying the goods and services that consumers need and want and providing those goods and services at the right price, place, and time. Businesses develop marketing strategies by conducting research to determine what products and services potential customers think they would like to be able to purchase. Firms also promote their products and services through such techniques as advertising and personalized sales, which serve to inform potential customers and motivate them to purchase. Firms that market products for which there are always some demand, such as foods and household goods, often advertise if they face competition from other firms marketing similar products. Such products rarely need to be sold face-to-face. On the other hand, firms that market products and services that buyers will want to see, use, or better understand before buying, often rely on personalized sales. Expensive and durable goods-such as automobiles, electronics, or furniture-benefit from personalized sales, as do legal services such as the provision of insurance policies or tax preparation.

Vocabulary

potential customer (n)               потенциальный клиент
advertising (n)
                     реклама, рекламирование

sale (n)
                              продажа: обмен товаров и услуг на

                                                 деньги, в противоположность товарному  

                                                   бартеру        
durable good (n)
              предметы длительного пользования

Exercises:

I. Answer the following questions:

1. Is marketing the process of advertising the goods producers manufacture?

2. Why do businesses develop marketing strategies?

3. How do businesses develop marketing strategies?

4. What field of business is engaged in determining what products and services potential customers would like to buy?

5. Using what techniques firms also promote their products and services?

6. How can potential customers be motivated to purchase products?

7. Do firms that market products for which there are always some demand such as household goods often advertise their goods?

8. What products rarely need to be sold face-to-face?

9. What kind of companies often relies on personalized sales?

10. Sale of what kind of goods usually benefit from personalized sales?

11. Why some companies do legal services such as the provision of insurance policies or tax preparation?

II. Choose the necessary word and put it in the sentence.         

1.
How easily you are persuaded by....

2.
... is often aimed at the young.

3.
Are all this items for ....

4.
I like this coat, but it is not in the ....

5.
Business is bad. I haven't made a ... all week.

6.
This magazine is on ... every Thursday.

7.
What is the ...price?

8.
This stock will be cleared at a reduced price during the summer ...

            (advertising, sale, goods)

III.  Are these sentences true or false?

1. Marketing is the process of identifying the goods and services that

consumers need.

2. Doing research develops marketing strategies.

3. Businesses develop marketing strategies by increasing the production level.
4. Advertising and personalized sales are frequently used marketing techniques.

5. Market research motivates potential customers to buy goods of certain company.

6. Market research's goal is to determine what products and services potential customers want to buy.

7. Firms also promote their products and services through Internet.

8. Firms that market products that are always in demand often advertise.

9. Luxury goods are rarely needed to be sold face-to-face.

10. Products and services that buyers will want to see or better understand before buying often rely on personalized sales.

IV. Make a dialogue using these words and word combinations:

Marketing - goods and services - right price - marketing strategies - conducting research - potential customers - to promote products and services - advertising -personalized sales - to market products - to face competition from other firms - to market similar products - provision of insurance policies - tax preparation.

V. Translate into English:

1. Маркетинг - это система методов и средств продвижения товаров от производителя к потребителю.

2. Он уже много лет работает в отделе маркетинговых исследований крупной производственной компании.

3. Успешная работа компании зависит глубоких маркетинговых исследований.

4. Реклама сигарет и спиртных напитков запрещена на телевидении.

5. Она является директором крупной рекламной компании.

6. Компании, продающие продукты питания и предметы домашнего обихода на которые всегда имеется спрос, вынуждены рекламировать свою продукцию из-за постоянной конкуренции на рынке данной продукции.

Text 4

Advertising

Advertising is one of the largest industries. In 1986, for example, American business spent over $100 billion to advertise its products. Since consumers are the principal targets of these sales campaigns, we ought to know something about the services advertisers perform, as well as some of the techniques they use.

The Benefits of Advertising

Advertising benefits consumers and the economy in a number of ways:

• It provides us with information about prices, recent improvements in certain goods and services, and the availability of new ones.

• Advertising often results in lower prices. Large-scale production can reduce costs. By creating mass markets, advertising enables producers to reduce the costs of their products and pass those savings on to the consuming public.
• Advertising stimulates competition, and competition benefits us all. Advertising by one firm puts pressure on others within the industry to do at least as well to attract the consumer's money.

• Advertising pays most of the cost of magazines and newspapers, and all of the cost of commercial radio and TV.

Advertising helps the economy as a whole by stimulating consumer demand. Consumer spending has a direct effect on the health of the economy. Advertising helps to keep that spending at healthy levels.

The Price We Pay for Advertising

Not everyone agrees that advertising benefits the economy. Critics list the following points of its disadvantages:

•
The information contained in advertising does not inform and often misleads the consumer.

•
Because it costs money to advertise, this cost adds to the price consumers pay.

•
Consumers are tempted to spend money for products they do not really need.

•
Radio and TV are not really free because the cost of advertising on them is also passed on to the consumer.

Advertising Strategies

Three strategies that have been especially popular with advertisers can be classified as slogans, rational appeals, and emotional appeals.

Slogans. Advertisers often use slogans that sound great but mean little or nothing. Yet, advertisers seem to feel that such slogans, when repeated often enough, do increase sales.

Rational Appeals. Rational appeals rely upon logic or reason to convince the consumer to buy a product.

«Our Cookies Contain 25% Fewer Calories Than the Next Leading Brand.» This is an example of an advertisement that appeals to reason. Ads for health foods, pain relievers and home remedies tend to use this technique.

Emotional Appeals. Emotional appeal rely upon the use of psychology. The following is a sampling of such strategies:

• Testimonials. These are the advertisements in which famous people claim they use and enjoy a particular product. Ads for sports equipment frequently rely on this strategy.

• The Bandwagon. The bandwagon appeal implies that everybody is using a particular product, and that if you don't, you will be left out. The term derives from the practice, during nineteenth-century circus or political parades, of jumping on or following behind the wagon carrying the band. Soft drink and automobile ads use this appeal. 
•  Popularity. Some advertisements suggest that simply by using the advertised product you will be popular or find romance. Toothpaste ads showing moments of romance between handsome young men and women are typical of these kinds of campaigns.

Every day you as a consumer are the object of the marketing efforts of American and foreign companies. The advertising on television and radio and in the newspaper that come to your house are just some of the ways that sales promotions reach you. Can you think of other ways? Most of these marketing strategies represent honest efforts to convince you to buy a product or service. Nevertheless, you are responsible for evaluating advertising directed at you, separating fact from emotion, and deciding whether or not to buy the product.

Vocabulary

consumer                                      потребитель, заказчик
target                                            объект, цель, мишень
benefit                                          преимущество, польза, благо

to provide                                    обеспечивать

availability                                   наличие, полезность, пригодность

to reduce                                      сокращать

competition                                  конкуренция, соперничество

disadvantage                                недостаток

to mislead                                    вводить в заблуждение

appeal                                          призыв, обращение

to increase                                   увеличивать

to claim                                       утверждать, заявлять

to convince                                 убеждать

Exercises:

I. Translate into Russian:

        Benefit, to claim, appeal, to increase,  consumer, to mislead, to convince, competition, disadvantage, target, availability.

II. Translate into English:

        Конкуренция, увеличивать, объект, заказчик, обращение, убеждать, вводить в заблуждение, преимущество, утверждать, недостаток, пригодность, сокращать. 

III. Fill in the missing words: 

1) In 1986, for example, American business spent over $100 billion  …  its products.

2) Consumers are the principal …  of these sales campaigns.

3) Advertising …  us with information about prices, recent improvements in certain goods and services, and the …  of new ones.

4)  Large-scale production can … costs.

5) Advertising stimulates …. , and it benefits us all.

6) The information contained in advertising does not inform and often misleads the … 

7) Rational …  rely upon logic or reason to …. the consumer to buy a product.

   IV. Answer the questions:

1. In what way do consumers and the economy benefit from advertising?

2. What are the benefits of advertising?

3. What are the disadvantages of advertising?

4. How are advertising strategies classified?

5. Can you give the examples of different advertising strategies on Russian TV?

6. What are the methods and types of advertising?

7. Does advertising influence your personal decisions to buy or not to buy?

Грамматический раздел

Nouns.

Существительные в английском языке.

       Существительными принято называть слова, обозначающие названия предметов,  людей,  животных, растений, веществ и понятий, например: a book - книга, a woman - женщина, a student - студент, a dog - собака, a flower - цветок, bread - хлеб, snow - снег, problem - проблема, love - любовь. Все существительные делятся на имена собственные (имена людей, клички животных, названия городов, улиц и т.д.), которые всегда пишутся с большой буквы: Tom, London, America, и имена нарицательные, которые подразделяются на исчисляемые и неисчисляемые существительные. К исчисляемым существительным относят названия конкретных предметов и абстрактных понятий, которые поддаются счёту, например: a pen - ручка, a horse - лошадь, a question - вопрос, an effort - усилие. К неисчисляемым существительным относят названия веществ и отвлечённых (абстрактных) понятий, которые счету не поддаются, например: sand - песок, sugar - сахар, oil - масло, time - время, progress - прогресс. 

1. Образования множественного числа имён существительных 

Основным способом образования множественного числа имён существительных является прибавление окончания -s 

a bag — bags

a cat — cats

a rose — roses
Но надо помнить о том, что если существительное заканчивается на:

-s, - o, - ch, - sh, -ss или - x, 

множественное число образуется путем добавления окончания - es.

Example: tomato (помидор) - tomatoes, church (церковь) - churches, bush (куст) - bushes, kiss (поцелуй) - kisses, box (коробка) - boxes.

Только обратите внимание на то, что, если слово иностранного происхождения оканчивается на - o, мы добавляем просто "s":

Example: kilo (килограмм) - kilos, photo (фотография) - photos, piano (рояль) - pianos, soprano (сопрано) - sopranos.

Имена существительные, оканчивающиеся на -y с предшествующей согласной, образуют множественное число путём прибавления окончания -es, причём -у меняется на -i. Например, a dictionary — dictionaries.

Но: a boy — boys, a day — days (перед -у стоит гласная). 

Некоторые имена существительные, оканчивающиеся на -f, -fe, образуют множественное число путём изменения -f на -v и прибавлением окончания -es.

a half — halves

a wolf — wolves

a wife — wives

Но: roof — roofs, safe — safes.

Ряд существительных образуют форму множественного числа особым образом.

ед. ч.
            мн. ч.

man                 men

woman            women

foot                 feet

tooth               teeth

goose              geese

mouse              mice

child                children

sheep               sheep

deer                 deer

datum              data

ox                    oxen
2. Притяжательный падеж существительных в английском языке.

Существительные в английском языке имеют два падежа: общий падеж и родительный или притяжательный падеж. В общем падеже существительные не имеют никаких окончаний и отвечают на вопрос "кто, что"; притяжательный падеж образуется путём прибавления суффикса "-s" к существительным в единственном числе, а также к тем существительным во множественном числе, которые образуют его не по правилам , например: boy's, girl's, men's, children's, и отвечает на вопрос "чей". Апостроф  прибавляется к существительным во множественном числе: soldiers', workers'. 

Тhis is the boy's book. 

These are the boys' books. 

Существительные в родительном падеже обычно выступают в качестве определения к другому существительному и выражают принадлежность в широком смысле слова, например: the children's toys - игрушки (чьи?) детей the parents' consent - согласие (чьё?) родителей the girl's story - рассказ (чей?) девочки; или служит описанию предмета, например: sheep's eyes - глаза, как у овцы soldiers' uniform - солдатская форма a mile's distance - расстояние в одну милю. Существительные, обозначающие неодушевлённые предметы, вещества и отвлечённые понятия, как правило, в форме родительного падежа не употребляются, а образуют оборот с предлогом "of": 

the windows of the house  окна дома 

the handle of the door  ручка двери. 

Упражнение 1. Образуйте форму множественного числа.

Church, sheep, restaurant, country, gentleman, leaf, wolf, man, goose, deer, student, potato, cartoon, dress, child, woman, chicken, ox, weather, library, tree, costume, progress, bone, desert, factory, science, dictionary, hair, suburbs, station, pilot, map, city, dolphin, helicopter, fish, souvenir, lorry, ship, watch, scissors, bank, advice, calendar, information, mouse, ink. 

Упражнение 2. Дополните  предложения, используя следующие слова (в единственном или множественном числе).

  Air,   country,   day,   friend,   meat,   language,   letter,   patience,   people,   photograph,   queue,   space     

1.
I have my camera, but I don’t take many ..... . 

2.
There are seven ….. in a week. 

3.
A vegetarian is a person who doesn’t eat ….. . 

4.
Outside the cinema there is ….. of people waiting to see the film. 

5.
I’m not very good at writing ….. .

6.
Today I go out with some ….. .

7.
There are very few ….. in the shops today. They are almost empty. 

8.
I’m going out for a walk. I need some fresh ….. .

9.
George always wants things quickly. He’s got no ….. .

10.
Do you speak any foreign ….. ?

11.
Jane travels a lot. She has been to many ….. . 

12.
Our flat is very small. We haven’t got much ….. .

Упражнение 4. Перефразируйте, употребляя притяжательный падеж. 

  1. the owner/that car _the owner of that car_ 2. the mother/Ann _Ann's mother_ 3. the jacket/that man --- 4. the top/the page --- 5. the daughter/Charles --- 6. the cause/the problem --- 7. the newspaper/yesterday --- 8. the birthday/my father --- 9. the name/this street --- 10. the toys/the children --- 11. the new manager/the company --- 12. the result/the football match --- 13. the garden/our neighbours --- 14. the ground floor/the building --- 15. the children/Don and Mary --- 16. the economic policy/the government --- 17. the husband/Catherine 

Упражнение 5. Перепишите предложения начиная с выделенного слова.

 1. The meeting  tomorrow has been cancelled. - Tomorrow's meeting has been cancelled._

  2. The storm  last week  caused a lot of damage.

  3. The only cinema in  the town  has closed down.

  4. Exports from  Britain  to the United States have fallen recently.

  5. Tourism is the main industry in the region.

Pronouns.

Местоимения. Разряды местоимений.

  Местоимение – часть речи, которая указывает на лицо, предметы, на их признаки, количество, но не называет их: I я, who кто, which который, this этот, these те, some несколько и другие. Местоимение обычно употребляется в предложении вместо имени существительного или имени прилагательного, иногда – вместо наречия или числительного. 

   John learns English. He likes it. -  Джон учит английский. Он ему нравится. 

   He is a doctor. Everybody knows him. –    Он врач. Каждый знает его.      

   По своему значению и грамматическим признакам местоимения делятся на следующие разряды: 

   - личные (I, you, he, she, it, we, you, they);

   - притяжательные (my, your, his, her, its, our, your, their; mine, yours, his, hers,  its, ours, yours, theirs);

 - возвратные (myself, yourself, himself, herself, itself, ourselves, yourselves, themselves);

 - указательные (this, these, that, those, such);

 - вопросительные (who, what, whose, which);

 - неопределенные (some/any, somebody, someone, something, anybody/anyone, anything, one);

 - отрицательные (no, none, nobody/no one, nothing, neither);

 - обобщающие (all, every, everybody, everything, both, either, other, another,   each) и другие.    
Характеристики личных, притяжательных, возвратных и

указательных  местоимений

	Личные местоиме-ния в именительном падеже
	Личные местоиме

ния в объектном падеже
	Притяжа

тельные

местоиме

ния
	Абсолют-

ная форма притяжате-

льных местоиме

ний 
	Возврат

ные местоиме

ния
	Указательные

Местоимения

	
	
	
	
	
	ед.число
	Мн.число

	I
	me
	My
	Mine
	myself
	this-этот
	these-эти

	you
	you
	your
	Yours
	yourself
	That-тот
	those-те

	He
	him
	His
	His
	himself
	
	


	she
	her
	Her
	Hers
	herself
	
	

	It
	it
	Its
	Its
	itself
	
	

	We
	us
	Our
	Ours
	ourselves
	
	

	you
	you
	your
	Yours
	yourselves
	
	

	They
	them
	their
	Theirs
	themselves
	
	


Местоимения – определители

	Much
	много - с неисчисляемыми существительными: much time, much money, much water, much snow, much milk, much food.

	Many
	Много - с исчисляемыми существительными: many books, many students, many houses, many trees, many flowers, many rivers.

	Little
	мало – с неисчисляемыми существительными: little time, little money, little water, little snow, little milk,  little food.

	Few
	мало – с исчисляемыми существительными: few books, few students, few houses, few trees

	A little
	немного: 

I have a little time. Wait a little. There is a little water.

	A few
	несколько:

There are a few chairs in the room. I want to tell you a few words.


Упражнение 1. Используйте местоимения “me”, “you”, “him”,  “us”, “her”, “it”, “them”.

1. She gives ... the book and asks to return ... next week.
          2. Are you going to invite ... to your party? 

          3. I don’t like the film, I don’t want to speak about ... . 

          4. We’ll be very happy if you go on a trip with ... .

          5. Don’t ask ... this question. I don’t know how to answer ... .

          6. If she doesn’t arrive tomorrow send ... a telegram. 

          7. I’m sorry to trouble you, but I want ... to do ... a favour. 

          8. Let’s not wait for  ... . They are always late. 

          9. Do you want ... to do it for ... ? I don’t mind ... 

         10. My parents are coming to see … on Saturday. I like to spend my weekend with …    

Упражнение 2. Используйте личные или притяжательные местоимения в правильной форме.

1. The girls are here, ... came early.

 2. When Roger saw Ann ... spoke to ... 

3. The boss left an   hour ago. I didn’t see ... . 

4. Sam met Ann at the entrance, ... showed ... the pictures. 

5. The Browns moved into a new flat. ... gave ... new address, so I can visit ... . 

6. Jane is ... sister, ... is older than ... am. 

7. Thank … for the book ... gave ... . ... is very interesting. 

8. ... like to visit ... friends who live not far from ... house. 

9. Bill takes ... guitar lesson on Monday. ... is the only day ... is free after college. 

10. I am very happy that ... cat found ... kitten. 

11. … flat is on the third floor, … windows face the sea. 

12. I invite … to a party. … hope … will bring … husband with … . 

Упражнение 3. Вставьте much, many, few или little.

  1. He isn't very popular. He has _few_ friends.

  2. Ann is very busy these days. She has --- free time.

  3. Did you take --- photographs when you were on holiday?

  4. I'm not very busy today. I haven't got --- to do.

  5. The museum was very crowded. There were too --- people.

  6. Most of the town is modern. There are --- old buildings.

  7. The weather has been very dry recently. We've had --- rain.

Упражнение 4. Вставьте little/a little/few/a few.

  1. We must be quick. We have _ time.

  2. Listen carefully. I'm going to give you --- advice.

  3. Do you mind if I ask you --- questions?

  4. This town is not a very interesting place to visit, so --- tourists come here.

  5. I don't think Jill would be a good teacher. She's got --- patience.

  6. 'Would you like milk in your coffee?' 'Yes, please ---.'

  7. This is a very boring place to live. There's --- to do.

  8. 'Have you ever been to Paris?' 'Yes, I've been there --- times.'

Упражнение 5 . Вставьте myself/yourself/ourselves или me/you/us.

  1. Julia had a great holiday. She enjoyed herself.

  2. It's not my fault. You can't blame ---.

  3. What I did was very wrong. I'm ashamed of ---.

  4. We've got a problem. I hope you can help ---.

  5. 'Can I take another biscuit?' 'Of course. Help ---!'

  6. Take some money with --- in case you need it.

  7. Don't worry about Tom and me. We can look after ---.

  8. I gave them a key to our house so that they could let --- in.

  9. When they come to visit us, they always bring their dog with ---.

Упражнение 6.  Вставьте some или any.

  1. We didn't buy _any_ flowers.

  2. This evening I'm going out with --- friends of mine.

  3. 'Have you seen --- good films recently?' 'No, I haven't been to the cinema for ages.'

  4. I didn't have --- money, so I had to borrow ---.

  5. Can I have --- milk in my coffee, please?

  6. I was too tired to do --- work.

  7. You can cash these traveller's cheques at --- bank.

  8. Can you give me --- information about places of interest in the town?

  9. With the special tourist train ticket, you can travel on --- train you like.

  10. If there are --- words you don't understand, use a dictionary.

The Verb “to be”

Глагол "to be"

Значение этого глагола - "быть, находиться". В отличие от других английских глаголов, глагол "to be" спрягается ( т.е. изменяется по лицам и числам ):

I am      
   я есть ( нахожусь, существую)

He is               он есть (находится, существует)

She is              она есть (находится, существует)

It is
             он, она, оно, это (о неодушевленных предметах) есть 

We are            мы есть (находимся, существуем)

You are           ты, вы есть (находитесь, существуете) 

Тhey are
   они есть (находятся, существуют)

I am in the room.  Я нахожусь в комнате. 

The book is on the table.  Книга лежит на столе. 

В данных примерах глагол "to be" является полнозначным глаголом. Так же, как и в русском языке, глагол "to be" может быть глаголом-связкой в именном сказуемом    ( в значении "есть" ). В отличие от русского языка, в английском языке глагол-связка никогда не опускается, поскольку английское предложение имеет строго фиксированный порядок слов: подлежащее (subject) + сказуемое (verb) + дополнение (object). 

I am a doctor.

Я врач. (Я есть врач.) 

The weather is bad.

Погода плохая. 

      Итак, глагол-связка "to be" в английском предложении никогда не опускается, т.к. он входит в именное сказуемое, и его место после подлежащего. На русский же язык глагол "to be" в данных случаях не переводится. И, конечно же, вы переведете такие предложения, как "Я счастлив", "Книга интересная", "Он наш учитель", употребив глагол "to be" в правильной форме: "I am happy", "The book is interesting", "He is our teacher". 

Глагол "to be" не требует вспомогательного глагола для образования вопросительной или отрицательной формы. Чтобы задать вопрос нужно поставить глагол "to be" перед подлежащим: "Am I happy?", "Is the book interesting?", "Is he our teacher?". А для образования отрицательной формы достаточно поставить отрицательную частицу "not" после глагола "to be": "I am not happy", "The book is not interesting", "He is not our teacher". В разговорной речи отрицательная частица "not" часто сливается с глаголом "to be", образуя сокращения: "isn't / aren't"; или глагол "to be" сливается с личным местоимением:"I'm / we're / you're / he's / she's / it's / they're." 

В прошедшем времени глагол  to be имеет форму was для местоимений I, he, she, it и were для you, we,they.

В будущем времени shall be или will be.

The Verb to have (to have got).

Глагол "to have"

Как самостоятельный глагол to have в настоящем времени (Simple Present) имеет 2 формы: have для всех лиц, кроме 3-го лица единственного числа, и has для 3-го лица единственного числа, в прошедшем времени (Simple Past) - had, в будущем (Simple Future) - shall have, will have. 

Значение этого глагола - "иметь, владеть, обладать". Часто в разговорной речи вместо have, has употребляется сочетание have got, has got (краткие формы 've got и 's got) с тем же значением, особенно когда речь идёт о временном владении или только что приобретённом предмете или предметах: 

We've got a nice flat.

У нас хорошая квартира. 

Have you got any pets?

У вас есть домашние животные? 

Yes, a dog and a cat.

Да, собака и кошка. 

В вопросительной форме в британском варианте языка глагол have часто стоит перед подлежащим, в американском варианте вопросительная и отрицательная формы всегда образуются с помощью вспомогательного глагола do. 

Do you have a car?

Упражнение 1. Используйте глаголы “to be” или “to have” Present, Past, Future Indefinite.

1. You ... welcome. 2. The metro station ... far from house. 3. Mary and Nelly ... friends. 4. She ... out. 5. It ... 5 o’clock now. 6. She ... a nice flat. 7. We ... a little child. She … four. 8. They ... a big car. 9. How ... you? 10. How many little children .... they? 11. We ... a small cottage. 12. He ... bad habits. 13. How old … Mary? 14. What country … she from? 15. We … well. 16. She … at home. 17. He … no time. 18. How far … it from here? 19. It … easy to ask him about it. 20. It … not good of her to say so. 21. She … two mistakes in the test. Her mistakes … bad. 22. They … glad to see her. 23. It … a rainy day, … he an umbrella with him? 24. My parents … proud of me. 

Упражнение 2. Поставьте данные предложения в отрицательную и вопросительную форму. Затем перепишите их в прошедшем и будущем времени.

1. Her name is Lucy. 2. Ted is nine. 3. Her face is round. 4. He is nice. 5. It is a good film. 6. My flat is fine. 7. I am happy. 8. They are clever. 9. Her baby is in bed. 10. She has a white dress. 11. They have a four - year - old son. 12. You have a big car. 13. We have many English books.  14. The house has five floors. 15. He has many  uncles and aunts. 16. His cat is black. 17. We are at the university. 18. You are pale. 19. It is a nice day. 20. They are late. 21. She is from Russia. 22. It is time to go to bed. 23. You’re a first-year student. 24. It’s cold today. 25. We are glad to see them. 

Упражнение 3. Составьте предложения из данных групп слов. Поставьте данные предложения в вопросительную и отрицательную формы.

1) A computer, machine, is, a very specific, really. 

2) Can, remember, а computer, information. 

3) The information, a computer, stores, in, its “memory”.  

4) Problems, solve, the most difficult, the science, computers, of, can. 

5) Computers, questions, rockets and planes, answer about, bridges and ships.

6) Replace, routine tasks, a computer, people, can, in, dull.

   Упражнение 4. Переведите на английский язык.  

1. Ане восемнадцать лет. Она – студентка. 2. У наших родственников будет новая квартира. 3. У меня нет автомобиля. 4. У моего дяди большая семья. 5. Мамы нет, она на работе. 6. Семь часов. Пора вставать. 7. Холодно. У вас есть камин? 8. Дом моих родителей недалеко от Москвы. 9. По вечерам они всегда бывают дома. 10. Студенты в аудитории, у них сейчас лекция. 11. Эта книга была у нас в библиотеке. 12. Фильм неинтересный. 13. Она говорит, что у нее нет времени. 14. Ты сейчас занята? 15. Сколько вам лет? 16. Интересно, дома ли он сейчас? 17. В это время они обычно обедают. 18. Летом здесь очень жарко, но у нас есть бассейн. 19. Спроси его, почему он сердится. 20. Джон сейчас на Средиземном море. Я полагаю, он там хорошо проводит время. 

Adjectives. Degrees of comparison.

Прилагательные. Степени сравнения прилагательных

    Прилагательными называют слова, обозначающие свойства или качество предметов, например: large - большой, blue - голубой, simple - простой. В предложении они обычно выполняют функцию определения к существительному или именной части составного сказуемого, например: 

It was early spring. 

Была ранняя весна. 

The weather is cold. 

Погода холодная. 

    Прилагательные в английском языке не изменяются ни по родам, ни по падежам, ни по числам. Сравните: a long street - длинная улица, a long table - длинный стол, long tables - длинные столы. 

   Как и в русском языке, в английском языке различают три степени сравнения прилагательных: положительную, сравнительную и превосходную. Положительная указывает на качество предмета и соответствует словарной форме, т.е. прилагательные в положительной степени не имеют никаких окончаний: difficult - трудный, green - зелёный. Часто, когда говорят о равной степени качества разных предметов, употребляют союз "as ... as - такой же... , как" или его отрицательный вариант "not so ... as - не такой ... , как". 

The line AB is as long as the line CD. 

Линия АВ такая же длинная,как и линия CD. 

     Если нужно указать, что один предмет обладает более выраженным признаком по сравнению с другим предметом, то употребляют прилагательное в сравнительной степени, которое образуется путём прибавления суффикса "-er" к основе прилагательного, состоящего из одного или двух слогов, например: 

short - shorter 

короткий - короче  

Обратите внимание, что на письме конечный согласный удваивается, чтобы сохранить закрытый слог: 

hot - hotter 

горячий - горячее  

А если основа прилагательного оканчивается на букву "-y" с предшествующим согласным, то при прибавлении суффикса "-er" буква "-y" переходит в "-i": 

dry - drier 

сухой - более сухой  

При сравнении разной степени качества употребляется союз "than" - чем. 

The line AB is longer than the line CD. 

Линия АВ длиннее, чем линия CD. 

Cравнительная степень прилагательных, состоящих из более, чем двух слогов, образуется при помощи слова "more - более": 

useful - more useful 

полезный - более полезный 

The Russian language is more difficult than the English one. 

Русский язык сложнее английского. 

     Превосходная степень указывает на высшую степень качества предмета и образуется при помощи суффикса "-est", от односложных и двусложных прилагательных или слова "most - самый" от некоторый двусложных и более длинных прилагательных. Причём при прибавлении суффикса "-est" сохраняются те же правила, что и для суффикса "-er". Поскольку данный предмет выделяется из всех прочих подобных ему предметов по своему качеству, то перед прилагательными в превосходной степени обычно употребляют определённый артикль "the": 

large - the largest 

большой - самый большой 

hot - the hottest 

горячий - самый горячий 

dry - the driest 

сухой - самый сухой 

useful - the most useful 

полезный - самый полезный. 

It's the most difficult rule of all. 

Это самое трудное правило из всех. 

В английском языке существует ряд прилагательных, которые образуют степени сравнения не по общим правилам. Некоторые из них приводятся ниже в таблице.
	Положительная степень
	Сравнительная степень
	Превосходная степень

	 Good         хороший 
 bad           плохой, плохо
 much, many     много
 little     маленький, мало
 well               хорошо
 far                  далеко
	better                 лучше     

worse                 хуже

more                  больше

less                    меньше
better                 лучше
farther, further   дальше                   
	(the) best  самый лучший
     (the) worst самый плохой
     (the) most   больше всего
     (the) least   меньше всего
      best        лучше всего
     farthest, furthest дальше      всего


    Многие наречия (в основном наречия образа действия) имеют степени сравнения: положительную, сравнительную и превосходную, которые образуются также как и степени сравнения прилагательных.
	Положительная степень
	Сравнительная степень
	Превосходная степень

	1. Односложные наречия и наречия early.

	fast - быстро
soon - скоро
early – рано
	faster - быстрее
sooner - скорее
earlier - раньше
	(the) fastest - быстрее всего
(the) soonest - скорее всего
(the) earliest - раньше всего

	2. Наречия, образованные от прилагательных при помощи суффикса - ly.

	clearly – ясно
	more clearly - яснее
less clearly - менее ясно
	(the) most clearly - яснее всего
(the) least clearly - наименее   ясно

	3. Наречия well - хорошо, badly - плохо, much - много, little - мало, far - далеко образуют степени сравнения от других корней.

	well - хорошо
badly - плохо
much - много
little - мало
far – далеко
	better - лучше
worse - хуже
more - больше
less - меньше
farther - дальше
further - дальше
	(the) best - лучше всего
(the) worst - хуже всего
(the) most - больше всего
(the) least - меньше всего
(the) farthest - дальше всего
(the) furthest - дальше всего


Упражнение 1. Дополните  предложения, используя  сравнительную степень.

 1. It's too noisy here. Can we go somewhere _quieter?_

  2. This coffee is very weak. I like it a bit ---.

  3. The hotel was surprisingly big. I expected it to be ---.

  4. The hotel was surprisingly cheap. I expected it to be ---.

  5. The weather is too cold in this country. I'd like to live somewhere ---.

  6. My job is a bit boring sometimes. I'd like to do something ---.

  7. 1 was surprised how easy it was to use the computer. I thought it would be ---.

  8. Your work isn't very good. I'm sure you can do ---.

  9. Don't worry. The situation isn't so bad. It could be ---.

  10. 1 was surprised we got here so quickly. I expected the journey to take ---.

  11. You're talking very loudly. Can you speak a bit ---.

  12. You hardly ever phone me. Why don't you phone me ---

 Упражнение 2. Дополните  предложения, используя  сравнительную степень данных слов. Где необходимо используйте  «than» 

  big  crowded  early  easily  high  important  interested  peaceful  reliable  serious  simple  thin

  1. I was feeling tired last night, so I went to bed _earlier than_ usual.

  2. I'd like to have a _more reliable_ car. The one I've got keeps breaking down.

  3. Unfortunately her illness was --- we thought at first.

  4. You look --- Have you lost weight?

  5. I want a --- flat. We don't have enough space here.

  6. He doesn't study very hard. He's --- in having a good time.

  7. Health and happiness are --- money.

  8. The instructions were very complicated. They could have been ---.

  9. There were a lot of people on the bus. It was --- usual.

  10. I like living in the countryside. It's --- living in a town.

Упражнение 3. Дополните  предложения, используя  превосходную степень + предлог. 

  1 It's a very nice room. It _is the nicest room in_ the hotel.

  2. It's a very cheap restaurant. It's --- the town.

  3. It was a very happy day. It was --- my life.

  4. She's a very intelligent student. She --- the class.

  5. It's a very valuable painting. It --- the gallery.

  6. Spring is a very busy time for me. It --- the year.

  In the following sentences use one of + a superlative + a preposition.

  7 It's a very nice room. It _is one of the nicest rooms in_ the hotel.

  8. He's a very rich man. He's one --- the world.

  9. It's a very old castle. It --- Britain.

  10. She's a very good player. She --- the team.

Упражнение 4. Раскройте скобки, употребляя much /a bit и сравнительную степень данных слов .Где необходимо используйте  «than» 

  1. Her illness was _much more serious than_ we thought at first. (much/serious)

  2. This bag is too small. I need something ---. (much/big)

  3. I'm afraid the problem is --- it seems. (much/complicated)

  4. You looked depressed this morning but you look ---now. (a bit/happy)

  5. I enjoyed our visit to the museum. It was --- I expected. (far/Interesting)

  6. You're driving too fast. Could you drive ---? ( a bit/slowly)

  7. It's --- to learn a foreign language in the country where it is spoken. (a lot/easy)

  8. I thought she was younger than me but in fact she's --- (slightly/old)

Упражнение 5. Переведите предложения. 

1. Сегодня гораздо холоднее, чем было вчера. 2. Теперь у меня уходит больше времени на дорогу, чем раньше. 3. Во время спортивного кросса Дейв пробежал больше, чем остальные участники. 4. В этом году я сдам экзамены успешнее, чем в прошлом. 5. Автобус едет дольше, чем поезд. 6. Наш университет значительно больше вашего. 6. Эта книга гораздо интереснее, чем предыдущая. 7. Путешествовать пароходом комфортнее, чем поездом. 8. Эти задания значительно сложнее. 9. Вы себя лучше чувствуете? 10. Этот костюм красивее, но гораздо дороже. 11. Говорят, что английский язык изучать легче, чем остальные. 12. Наша новая квартира просторнее предыдущей. 
The Article. Артикль.

Артикль служит определителем имени существительного, он передает значение определенности и неопределенности в существительном и при этом собственного, отдельного вещественного значения не имеет.  

Неопределённый артикль a (an – перед словами, начинающимися с гласной) может сочетаться только с существительными в единственном числе. Определенный артикль происходит от числительного one и употребляется:

      -  в значении один.         

                 Wait a minute!  We walked a mile or two.  

      - означает один из многих, какой-то, любой. 

                 Have you a sister or a brother? A cow gives milk. A ball is round. 

      - употребляется с существительными, обозначающими время, скорость, вес,  расстояние        

                  a minute, a pound, a hundred, a million. 

Определённый артикль the происходит от указательного местоимения that. Употребляется перед существительными как в единственном, так и во множественном числе. 

Определённый артикль употребляется когда:

     - из ситуации или контекста ясно, какое именно лицо или предмет имеется ввиду.

They went to the station. Close the window and turn on the light.  

     - после существительного имеется определение, выделяющее лицо или предмет из ряда им подобных.

   The book that (which) I gave you yesterday is very interesting. 

· перед существительным стоит определение, выраженное: порядковым числительным   January is the first month of the year. 

прилагательным в превосх. степени  This is the biggest building in our town. 

словами same, right, very, only и др. Are we on the right road? Do you eat the   same food every day?

-  существительное обозначает предмет, единственный в своем роде или в определенной ситуации.

The moon moves round the Earth. The sun shines by day in the sky.  

- существительное обобщает весь класс подобных лиц (предметов).

                         The clown first appeared in the English circus. 

                         The horse is a useful domestic animal. 

Артикли не употребляются:

-  перед неисчисляемыми существительными. 

                          I like milk. The socks are made of thick grey wool.

- перед существительными в значении обращения. 

                               Good morning, sweet child!

- перед названиями времен года.  

Summer is my favourite season. When winter comes, the weather gets cold. 

· перед названиями приемов пищи.

We have breakfast and supper at home, but we don’t have dinner at home.

     - перед существительными, обозначающими общественные учреждения.

School, hospital, prison.

Употребление/ неупотребление артикля

с именами собственными

	Определенный артикль THE

	географические названия и части света  
	 the North Pole, the east, the west и др.

	                    названия рек
	   the Volga, the Thames, the Nile 

	        названия озер (без слова lake)
	                the Ontario

	         названия морей и океанов 
	      the Black sea, the Pacific Ocean

	        названия горных цепей
	      the Urals, the Alps, the Caucasus

	              названия пустынь           
	            the Sahara, the Karakum

	              названия каналов                  
	 the Panama Canal, the English Channel 

	названия некоторых государств и республик (со словами republic, Kingdom, state, federation)
	     the USA, the Russian Federation, 

            the United Kingdom

	       названия большинства газет
	     the Times, the Washington Post

	фамилии, называющие всю семью 
	           the Browns, the Forsytes

	  названия достопримечательностей
	         the Kremlin, the Hermitage

	Артикли не употребляются

	           названия городов и стран
	         Moscow, New York, London 

	             названия гор
	               Everest, Kilimanjaro

	       названия улиц и площадей
	          Downing Street, Red Square 

	                 Имена
	           Tomas Smith, Ivan Petrov

	         дни недели, месяцы
	     Monday, Sunday, February, June

	виды спорта, научные области знаний
	basketball, hockey; sociology, physics 


Упражнение 1. Вставьте артикль, где необходимо.  

1. “What do you do?” - “I’m a student. I am ... first- year student”. 2. They are ... first- year students. 3. “Is Helen ... student or ... teacher?” - “She is ... student”. 4. This ... young man is ... student of ... group 3. 5. This is ... good room. 6. What room is this?” - “ This is ... room 25”. 7. Is Mary from ... Manchester or from ... Glasgow? 8. ... Thames is ... long river. 9. His ... room is good. 10. Read ... first sentence, please. 11. Are ... Thompsons in ... Middle East now? - Yes, they are. 12. My … father is … economist. He is at … home now. 13. I gave … magazine to my … friend. 14. I usually wear … cap. 15. Give me … pen. This … pen is bad. Give me another … pen. 15. Nick will show …book to … teacher.   

 Упражнение 2. Вставьте артикль, где необходимо. 

 1. After … work I usually go home. 2. He often comes to … work late. 3. I begin my work at … half past eight. 4. Close … window, please. It is cold in … room. 5. She is eating … apple. 6. He made … mistake in his dictation. 7. … lion is … wild animal. 8. I need … pencil. Give me … pencil, please. 9. Yesterday our team won … match. 10. He is not … man I am looking for. 11. I don’t go to … school on … Sunday. 12. Are there any … flowers in … vase? 13. She lives on … fifth floor. 14. This … young woman is … engineer. 15. That man has two children. … first child was born 5 years ago and … second was born … last year. 16. Do you like … city? – It is one of … most beautiful cities in … world.      

 Упражнение 3. Вставьте артикль, где необходимо. 

1.
… London is … capital of … Great Britain, … full name of which is … United Kingdom of … Great Britain and … Northern Ireland. 

2.
… Volga is fabulous river. It is one of … most beautiful … rivers in … Russia.  

3.
They used to spend their summer holidays on … Black Sea coast in … Crimea. 

4.
 Many European adventurers crossed … Atlantic Ocean in … search of … riches on … American continent prior to … Columbus. 

5.
… Gorki Street was renamed into … Tverskaya Street. 

6.
… Red Square and … Kremlin are … heart of … capital. 

7.
… St. Petersburg was founded on … banks of … Neva by Peter … Great. 

8.
… Johnsons are our next-door neighbors. 

9.
 … Canada is situated in … northern part of … North America. 

10.
We left for … East on … following morning. 

11.
They passed many coal mines on … way. 

12.
 He arrived in … New York on … very rainy day. 

13.
 She spent several hours at … Bronx Zoo on … Monday. 

14.
 They took … wonderful boat ride around … Manhattan on … last day of their visit. 

     Упражнение 4. Вставьте артикль, где необходимо. 

1.
I don’t usually like staying at … hotels, but last summer we spent a few days at … very nice hotel by … sea. 

2.
… tennis is my favourite sport. I play once or twice … week if I can, but I’m not … very good player.

3.
I won’t be home for … dinner this evening. I’m meeting some friends after … work and we’re going to … cinema.

4.
… unemployment is very high at the moment and it’s very difficult for … people to find … work. 

5.
There was … accident as I was going … home last night. Two people were taken to … hospital. I think … most accidents are caused by … people driving too fast.

6.
Carol is … economist. She used to work in … investment department of … Lloyds Bank. Now she works for … American bank in … United States. 

7.
A: What’s … name of … hotel where you’re staying?  

   B: … Imperial. It’s in … Queen Street in … city centre. It’s near … station.

8.
I have two brothers. … older one is training to be … pilot with … British      Airways. … younger one is still at … school. When he leaves … school, he hopes to go to … university to study … law.

The Verb
Глагол

Глагол – часть речи, которая обозначает действие или состояние лица или предмета. Глагол в английском языке обладает гораздо более сложной, чем в русском, системой видовременных форм. Эта система охватывает личные формы (Finite Forms) и неличные формы (Non-finite Forms). 

Личные формы глагола выражают следующие категории: лицо, число, время, вид, залог, наклонение. Личная форма, как и в русском языке, в предложении всегда употребляется в функции сказуемого. 

  We live in Russia. -  Мы живём в России.

They write letters every day. – Они пишут письма каждый день.   

Do you hear what he is saying? – Вы слышите, что он говорит?

Основные глагольные формы.
	I
	II
	III
	IV

	Инфинитив
Infinitive

to write

to develop
	Прошедшее неопределённое время
Past Indefinite

wrote

developed
	причастие II

Participle II

written

developed
	причастие I

Participle I (-ing форма)

writing

developing


Инфинитив представляет собой неличную форму глагола, которая только называет действие. Он не имеет ни лица, ни числа и соответствует неопределённой форме глагола в русском языке. В словаре глагол даётся обычно в форме инфинитива. Формальным признаком инфинитива является частица to.

По способу образования II u III формы все глаголы английского языка делятся на правильные (стандартные) и неправильные (нестандартные).

	I
	II
	III
	IV

	to ask

to write
	asked
wrote
	asked
written
	asking

writing


 
Времена английского глагола. Действительный залог.

	                       Употребление
	Образование

	Indefinite
показывает действие как факт (обычное, повторяемое)
	Present

Past

Future
	глагол в личной форме

	Continuous
показывает действие как процесс
	Present

Past

Future
	to be + ing

	Perfect
показывает действие, законченное до определённого момента в настоящем, прошедшем и будущем
	Present

Past

Future
	to have + причастие II

	Perfect Continuous
показывает действие, начатое некоторое время назад и все ещё продолжающееся или только что закончившееся
	Present

Past

Future
	to have been + ing


The Present Indefinite (Simple) Tense (настоящее неопределенное время) обозначает постоянное, повторяющееся, обычное действие, какой-либо факт или общеизвестную истину. We live in St. Petersburg. The Earth rotates round its axis. I leave home at 8 every day.

Present Indefinite no форме совпадает с инфинитивом глагола (без частицы to) во всех лицах, кроме 3-го лица ед. ч., принимающего окончание –s (-es).

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I                  play

He               plays

She 

It

We              play

You

They
	I        do not         play

he     

she    does not     play

it

we     

you      do not        play

they 
	Do I play ?

Does he (she, it) play ?

Do we (you, they) play ?


do not = don't; does not = doesn't

Present Indefinite часто употребляется с наречиями, выражающими частотность: always всегда, often часто, seldom редко, sometimes иногда, never никогда, hardly ever почти никогда, nearly always почти всегда, usually обычно, generally как правило, every day каждый день (week, month, year - неделю, месяц, год). 

 Упражнение 1. Поставьте данные предложения в отрицательную и вопросительную форму. 

 A. Model: I like bananas. - I do not like bananas. Do you like bananas?

1. I write letters regularly. I ... not ... letters regularly. ... you ... letters regularly? 2. I drive a car. I ... not ... a car. ... you ... a car? 3. You sing well. You ... not ... well. … you … well? 4. They live in London. They ... not ... in London. ... they ... in London?

B. Model: He likes coffee. - he does not like coffee. Does he like coffee?

1. She watches TV every day. She ... not ... TV every day. ... she ... TV every day? 2. He often gives her flowers. He ... not ... her flowers. ... he often ... her flowers? 3. She helps her mother about the house. She ... not ... about the house. ... she ... her mother about the house? 4. He likes classical music. He ... not ... classical music. ... he ... classical music? 

Упражнение 2. Раскройте скобки, употребляя глаголы в Present Indefinite. Поставьте данные предложения в отрицательную и вопросительную форму.  

1. Her brothers always (to tell) the truth, she sometimes (to lie). 2. They (to laugh) a lot, she (to cry) a lot. 3. We (to eat) much, she (to eat) little. 4. I (to like) meat, she (to like) fish. 5. We (to go) to the disco three time a week, he never (to go) there. 6. They (to ask) questions, my little sister (to ask) many questions too. 7. My brother and I always (to help) our mother with the housework, but our sister never (to help) her. 8. I always (to give) her good advice, she (to follow) it. 9. You (to like) ballet, she (to like) opera. 10. My friends often (to visit) me, my girlfriend never (to visit) me. 11. We always (to get) up early, she always (to get) up late. 12. We (to be) from Moscow, she (to be) from Canada. 13. They (to make) friends easily, she hardly (to make) friends. 14. They (to look) very happy, she (to look) unhappy. 15. My friends (to go) to the Crimea every summer, she (to go) to the Caucasus every summer. 16. We (to drive) slowly, he (to drive) fast. 17. They (to speak) Spanish and Italian, she (to speak) English.      

Упражнение 3. Дополните предложения, используя следующие глаголы.

believe,  eat,  flow,  grow,  make,  rise,  tell,  translate,  speak,  drink, cause,  live

1.Ann ….. German very well. 2. Rice ….. in Britain. 3. I never ….. coffee. 4. The sun ….. in the east. 5. Bees ….. honey. 6. Vegetarians ….. meat. 7. An atheist …. in God. 8. Bad driving ….. many accidents. 9. An interpreter ….. from one language into another. 10. My parents ….. in a very small flat. 11. A liar is someone who ….. the truth. 12. The River Amazon …. into the Atlantic Ocean.     

The Present Continuous (Progressive) Tense

Настоящее продолженное время
The Present Continuous Tense (настоящее продолженное время) обозначает действие, происходящее в момент речи или в настоящий период времени; выражает будущее действие, когда налицо намерение совершить действие или уверенность в его совершении.   

 He is watching TV now. They are leaving Moscow next week. They are going to the south. 

Сочетание Present Continuous глагола to go с инфинитивом часто употребляется для выражения намерения совершить действие. 

 They are going to spend next winter in Spain. He is going to take part in the competition.  

Некоторые глаголы не употребляются в Present Continuous. Это глаголы,  обозначающие чувственное восприятие (to see, to hear), умственную деятельность (to know, to believe, to remember, to understand, to forget);  желания, чувства (to want, to wish, to like, to love, to dislike, to hate), принадлежности (to belong, to possess).

Present Continuous образуется при помощи Present Indefinite вспомогательного глагола to be и Participle I знаменательного глагола (окончание –ing) (am/is/are + sitting). 

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I                    am working

He, she, it       is working

We, you, they  are work-   

                        ing    
	I                   am not working

He, she, it     is not working

We, you, they  are not work-

                        ing                                      
	Am I working ?

Is he (she, it) working?

Are we (you, they) working ?


I am = I'm; He is = He's; We are = We're; is not = isn't; are not = aren't

На длительный характер действия в Present Continuous могут указывать обстоятельства времени: now сейчас, right now прямо сейчас, at this moment сейчас, в данный момент, today сегодня, this week (month, year) на этой неделе (в этом месяце, году). 

Упражнение 1. Образуйте отрицательную и вопросительную форму предложений.

1. She is watching television at the moment. 2. They are playing football together now. 3. My sister is writing a letter. 4. They are talking to my friend. 5. Mary is sleeping. 6. You are listening to the radio. 7. He is at home now. He is having breakfast at the moment. 8. They are working now. 9. We are drinking a coffee right now. 10. Michael is holding a book in his hand. 11. His friend is playing volley-ball. 12. I am planting trees now.      

Упражнение 2. Раскройте скобки, используя Present Indefinite или Present Continuous. 
1. They (to go) out of town at weekends. 2. We (to leave) for York tomorrow morning. 3. He usually (to drive) to his office. 4. They (to change) guard every day at 11.00. 5. Sometimes he (to walk) to his work instead of driving. 6. They (to stay) with us at that moment. 7. She never (to stay) out late. 8. They often (to go) to the sea in summer. 9. She (to write) now about her visit to London. 10. He (to study) French this year at college. 11. Our mother (to cook) lunch now. 12. I’m tired. I (to go) to bed now. 13. Ann (to speak) German very well. 14. The swimming pool (to open) at 9 o’clock and (to close) at 18.30 every day. 15. Listen to those people. What language they (to speak)? 16. Bad driving (to cause) many accidents. 17. My friends (to live) in a very small flat. 18. The Olympic Games (to take place) every four years. 19. Let’s go out. It (not to rain) now. 

 Упражнение 3. Переведите на английский язык, употребляя глаголы в Present Indefinite или в Present Continuous.

1. Что ты делаешь? – Я готовлю доклад. 2. Ты мне веришь? – Да, я тебе верю. 3. Он знает, что ты ошибаешься. 4. Я ненавижу холодную погоду. 5. Как вы себя чувствуете? – Неплохо. 6. Сейчас она мне нравится. 7. Мой муж сейчас в саду, он сажает деревья. 8. Что ты хочешь? – Я хочу пить.  9. Извините, но я с вами не согласен. 10. Она сейчас ищет одежду. 11. Он никогда не соглашается с тем, что я говорю. 12. Вы меня понимаете? – Нет, я вас не понимаю. 13. Она наблюдает сейчас за нами. 14. Ты меня ищешь? – Нет, я ищу свою сестру. 15. Я часто работаю ночью, поэтому у меня сегодня выходной. 16. Чему вы отдаете предпочтение: прогулкам или поездкам? 17. Сейчас ребенок рисует в соседней комнате. 18. Что вы думаете о спорте? 19. Чем они занимаются? – Они обсуждают мою новую книгу.  

Упражнение 4. Раскройте скобки, употребляя глаголы в Present Indefinite или Present Continuous. 

1.  Let’s go out. It (not/to rain) now.

2.  Julia is very good at languages. She (to speak) four languages very well.

3.  Hurry up! Everybody (to wait) for you.

4.  “ …. (you/ to listen) to the radio?”- “No, you can turn it off.”

5. “ …. (you/ to listen) to the radio every day?”- “No, just occasionally.”

6. The River Nile (to flow) into the Mediterranean.

7. Look at the river. It (to flow) very fast today – much faster than usual.

8. We usually (to grow) vegetables in our garden but this year we (not/ to grow) any.

9. “How is your English?” – “Not bad. It (to improve) slowly.
10. Ron is in London at the moment. He (to stay) at the Park Hotel. He always (to stay) there when he’s in London.

                                 The Future Indefinite (Simple)

                               Будущее неопределенное время

The Future Indefinite (Simple) Tense (будущее неопределенное время) употребляется для выражения однократного или повторяющегося обычного действия или ряда последовательных действий в будущем.  

 I will go to the theatre with you.  In winter Nick will walk in the country every Sunday. 

Future Indefinite образуется при помощи вспомогательного глагола shall для 1-го лица единственного и множественного числа и will для всех остальных лиц и инфинитива без частицы to знаменательного глагола (shall/will + ask).   

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I, we

He, she, it,

you, they
	shall

will go
	I, we

He, she, it,

you, they
	shall

will not go


	Shall (will) I (we) go?

Will he (she, it, you, they) go? 


shall not = shan't; will not = won't

Примечание. В современном английском языке существует устойчивая тенденция употреблять will для всех лиц, а в разговорной речи употребляется, как правило, только сокращённая форма вспомогательного глагола с личным местоимением.

I will come (I'll come) to see you tomorrow.  - Я навещу вас завтра.

На будущее время в предложении могут указывать обстоятельства времени:  tomorrow завтра, next week на следующей неделе, next year в будущем году, in a week через неделю, in a few days через несколько дней, one of these days на днях.  

В придаточных предложениях условия и времени вместо будущего времени употребляется настоящее. Придаточные предложения условия и времени вводятся союзами: 

If          -  если               after          -   после

When   -  когда             till (untill) -   до сих пор

Before -  до, перед       as soon as  -   как только 

 Упражнение 1. Раскройте скобки, употребляя глаголы в форме Future Indefinite. 

1. I (to see) them next Saturday. 2. They (to be) here tomorrow. 3. We (to have) the  test in a week. 4. She (to spend) holidays in the country. 5. The journey (to take) three hours. 6. I (to open) the door for you. 7. I (to go) to school tomorrow? 8. They (to come) back next week? 9. We (to leave) Moscow this evening? 10. You (to wait) for me? 11. Nick (to finish) the University next year? 12. She (to agree) with you? 13. I (not to swim) tomorrow. 14. He (not to play) in the garden. 15. The weather (not to be) fine on Saturday. 16. We (not to be) busy in the evening. 17. Sheila (not to get) passport next year. 18. Why your father (to help) you? 19. How many people (to arrive) today? 20. When you (to go) to the cinema?  

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Present Indefinite или Future Indefinite (Все действия совершатся в будущем времени).  

1.
If the weather (to be fine), the plane (to leave) in time.
2.
They (to visit) their parents next month if they (to get) letter from them.

3.
Jack (to miss) the train if he (not to hurry). 

4.
When he (to feel) better, he (to invite) us.

5.
She (to finish) her work when she (to be) at the office.

6.
What she (to do) when she (to return) home?

7.
I (to take) my child to the ZOO if I (to have) time.

8.
They (not to swim) if the water (to be) cold.

9.
Dan (to send) us a postcard when he (to get) to St. Petersburg. 

10.
 I (not to go) for a walk before my parents (to come) home. 

 Упражнение 3. Раскройте скобки, употребляя глаголы в форме Present Indefinite или Future Indefinite.

   1. If you (to take) a taxi, you (to be) there in time.

   2. He says that he (to stay) at home, until I (to ring) him up.

   3. I (to give) you my answer when I (to be) sure of my feelings. 

   4. I (to be) very thankful if you (to help) me.

   5. I (not to give) you my opinion before I (to study) the matter thoroughly.

   6. They say that they (not to go) skiing if the weather (to be) nasty.  

   7. When you (to learn) all the truth you (not to like) him any more.

   8. If he (not to like) your plan, he (to refuse) to take part in the work.

   9. He says that as soon as the film (to be) on, we (to see) it together.

   10. If you (to follow) my advice, everything (to be) all right. 

   11. You (to understand) me when you (to know) my life story. 

   12. He says that he (to wait) till I (to finish) my work.

   13. If I (to have) an opportunity, I (to talk) to her about you.  

   14. I (to begin) the work as soon as I (to find) all necessary books.

   15. He says that he (to help) me if I (to ask) him for his help.

   Упражнение 4. Переведите на английский язык следующие предложения. 

1. Если ты приедешь в наш город, ты остановишься у нас. 2. Когда он осознает свои ошибки, он извинится перед родителями. 3. Я обещаю, что как только вернусь домой, позвоню тебе. 4. Я обязательно сообщу тебе, как только узнаю что-нибудь новое. 5. Он говорит, что купит эту книгу, когда у него будут деньги. 6. Друзья спрашивают нас о том, где мы остановимся, когда приедем на побережье. 7. Он говорит, что никогда не простит меня, если узнает, что я говорю неправду. 8. Когда мы закончим работу, обязательно отдохнем.  

Types of questions in English
Типы вопросов в английском языке
Основные типы вопросов, используемые в английском языке:

- общий (general)

- специальный (special)

- альтернативный (alternative)

- разделительный (tag)

1. Общий вопрос относится ко всему предложению в целом, и ответом на него будут слова yes или по:

- Do you like cheese? - Yes, I do.


- Are you a schoolboy? - No, I am not.

- Have you seen this film?-Yes, I have.


Порядок слов в общем вопросе:

1)
вспомогательный (модальный, глагол-связка) глагол;

2)
подлежащее (существительное или местоимение);

          3)        смысловой глагол (или дополнение).

2.
Специальный вопрос относится к какому-нибудь члену предложения или их группе и требует конкретного ответа:

-
What is your name? - My name is Jim.

-
Where do you live? - / live in London. 

Порядок слов в специальном вопросе:

1)
вопросительное слово (what, where, who, when, how и т. д.);

2)
вспомогательный (модальный, глагол-связка) глагол;

3)
подлежащее;

4)
смысловой глагол;

5)
дополнения, обстоятельства.

Обратите внимание: в специальных вопросах, обращенных к подлежащему в Present u Past Indefinite, не употребляется вспомогательный глагол to do (did) и сохраняется прямой порядок слов:

Who wants to live forever?
3.
Альтернативный вопрос предполагает выбор из двух возможностей:

Do you like coffee or tea? - Вы любите кофе или чай? 

Альтернативный вопрос начинается как общий вопрос, затем следует разделительный союз or и вторая часть вопроса.
4.
Разделительный вопрос (Tail or Tag Question) состоит из двух частей. Первая часть представляет собой повествовательное предложение, вторая, отделенная от первой запятой, - краткий вопрос (tail - «хвостик»):

You  like tea with sugar, don't you? - Вы любите чай с сахаром, не так ли?

Обратите внимание: глагол во второй части разделительного вопроса должен, как правило, соответствовать глаголу в первой его части:

You area student, aren't you?

You have a brother, haven't you?

You like cheese (play football, drink water и т. д.), don't you.

(В последнем случае глагол to do будет использоваться со всеми глаголами, по отношению к которым он будет вспомогательным).

Если в повествовательной части разделительного вопроса содержится утверждение, то во второй - отрицание. Если в повествовательной части -отрицание, то во второй части -утверждение:

You don't like fish and chips, do you?

Exercises 
         Упражнение 1. Поставьте общие вопросы к предложениям.

1. There is a tea-pot on the table. 2.1 work from nine to ten. 3. We are leaving for Hamburg next Saturday. 4.1 have been busy the whole evening. 5. My friend studied in Sorbonne when he was young. 6. It is winter. 7.1 can swim in cold water. 8.1 had to go there in the daytime. 9.1 will show you how to do it. 10. You must work hard. 11. She didn 't play well that evening. 12.1 can't read English authors in the original. 13.1 wasn't prepared to this sort of questions.
Упражнение 2. Поставьте специальные вопросы:

1)
к подлежащему;

2)
к сказуемому;

3)
к дополнениям, обстоятельствам.

(Обратите внимание: в ряде случаев, чтобы поставить вопрос, приходится значительно видоизменять исходное предложение - мы задаем вопросы не к конкретным словам, а к заложенным в них значениям. Например, если требуется поставить вопрос к сказуемому в предложении с пассивной конструкцией, такой как:

The man was run over by a car , то лучше, осмыслив, «что произошло» с подлежащим, так и спросить:

What happened to the man?)

1. John visited me in the hospital yesterday. 2. A yellow bird fell on the roof of his "pontiac". 3.1 was taken by surprise. 4. Despite the stormy weather he was able to swim to the shore. 5. He couldn't reach the hammer which lay on the shelf. 6. Our bus was broken into. 7.1 have been cheated by the best friend. 8. A girl from Barbados wrote a letter to the BBC. 9. The clock stopped an hour ago. 10. You have to stop near the traffic lights. 
Упражнение 3. Поставьте альтернативные и разделительные вопросы.

1.1 like my tea with cream. 2. He decided to go to the theatre. 3. John had to walk to the village. 4. Although the weather was fine they decided to stay at home. 5. Last winter our class visited Rome. 6. I'm used to drinking a glass of milk before going to bed. 7. We were invited to stay at the castle for a fortnight. 8. I'm fond of opera. 9. We are going to Moscow with my brother today. 10. If I don't pass the exams I'll try to do it again next time. 

Past Indefinite (Simple)

                                 Прошедшее неопределенное время
The Past Indefinite (Simple) Tense (прошедшее неопределенное время) обозначает действие, совершившееся или совершавшееся в прошлом, не связанное с настоящим; описывает ряд последовательных действий в прошлом, описывает обычные, повторяющиеся действия в прошлом.  

  Форма Past Indefinite правильных глаголов образуется путем прибавления к основе инфинитива окончания –ed. Форме Past Indefinite неправильных глаголов соответствует II форма глагола в соответствующих глагольных рядах, приводимых в специальных таблицах (см. таблицы неправильных глаголов).

We went to the cinema yesterday.  He arrived in London last year.

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I                         

He, she,

we, you, they 
	worked  (wrote)
	I did not
	work (write)
	Did I 
	work  

(write) ?


did not = didn't

Past Indefinite употребляется с наречиями ago тому назад, (month ago месяц тому назад, three days ago три дня тому назад), long ago давно, the other day на днях (в прошлом), yesterday вчера, the day before yesterday позавчера, last прошлый (last week на прошлой неделе, last month в прошлом месяце, last year в прошлом году); с указанием даты или периода времени в прошлом (in July в июле, in 1990 в 1990 году и т.д.).     

 Упражнение 1. Раскройте скобки, употребляя глаголы в Past Indefinite. Поставьте данные предложения в вопросительную и отрицательную форму. 

1. He (to lose) his balance and (to fall). 2. Ann’s grandfather (to found) his firm in 1901. 3. Queen Elizabeth II (to be) born in 1926. She (to become) Queen of England  in 1952. 4. We (to meet) last summer. 5. Yesterday she (to find) the key in its usual place. 6. Sunday (to pass) peacefully. 7. Who (to ring) you up an hour ago? 8. It (to take) you long to find his house yesterday? 9. On of her brothers (to make) a tour of Europe last summer. 10. We (not to rest) last week. 11. Last night we (to go) to a football match. 12. Paul and I (to play) tennis yesterday.    

Упражнение 2. Перепишите текст в прошедшем времени. 

He gets up at seven o’clock. He washes his face, cleans his teeth and combs. He goes to the kitchen and has his breakfast. For breakfast he has a cup of coffee and cheese. When the breakfast is over, he goes to the office. He takes a bus to get to his work. At the office he works till two o’clock. At two o’clock he has dinner. He finishes his work at seven o’clock in the evening. He decides to walk a little after his working day. He returns home at nine. He doesn’t want to have supper, he only drinks tea. Suddenly he remembers that he has to phone to his friend. He dials the number but nobody answers. His friend is not at home. He goes to his room and decides to watch TV. When the TV programmе is over, he sleeps. 

 Упражнение 3. Раскройте скобки, употребляя глаголы в Past Indefinite (утвердительной или отрицательной форме). 

1. It was warm, so I (to take) of my coat. 2. The film wasn’t very good. I (to enjoy) it very much. 3. I knew Sarah was very busy, so I (to disturb) her. 4. I was very tired, so I (to go) to bed early. 5. The bed was very uncomfortable. So I (to sleep) very well. 6. Sue wasn’t hungry, so she (to eat) anything. 7. We went to Kate’s house but she (to be) at home. 8. It was a funny situation but nobody (to laugh). 9. The window was open and a bird (to fly) into the room. 10. The hotel wasn’t very expensive. It (to cost) very much. 11. I was in a hurry, so I (to have) time to phone you. 12. It was hard work carrying the bags. They (to be) very heavy.   

 Упражнение 4. Раскройте скобки, употребляя глаголы в форме Present Indefinite или Past Indefinite.    

1.
They (to be) in London last month.

2.
Who of your friend (to speak) English?

3.
How many lessons you (to have) every day?

4.
I (not to be) at home yesterday, I (to go) for a walk.

5.
He usually (to sleep) well. But last night he (to sleep) bad.

6.
Your sister (to be) a doctor? – Yes, she (to become) a doctor two years ago.

7.
He (not to shave) today because he (not to have) time. 

8.
You (to get) up early on Sunday? – Yes. But last Sunday I (to sleep) till ten.

9.
When you (to leave) the meeting yesterday?

10.
 She (to enjoy) the film, which we (to see) last week?

The Past Continuous (Progressive) Tense

                                 Прошедшее продолженное время
The Past Continuous Tense (прошедшее продолженное время) обозначает действие, происходившее в определённый момент в прошлом, который обозначен либо обстоятельством времени, либо другим действием в прошлом. При этом ни начало, ни конец длительного действия неизвестны. Подчёркивается сам процесс действия, его продолжительность.

I was writing a letter to my friend at 5 o'clock yesterday.

I was writing a letter to my friend from 5 to 6 on Sunday.

I was writing a letter to my friend when my brother came.

I was writing a letter while my mother was cooking dinner.

Кроме того, Past Continuous может употребляться для выражения одновременных действий, протекавших в прошлом в один и тот же момент. 

 The children were playing while their mother was watching them. – 

 Дети играли, в то время как их мать наблюдала за ними. 

 As I was taking a shower, mother was cooking breakfast. – 

 В то время, когда я принимала душ, мама готовила завтрак.  

Past Continuous образуется из сочетания вспомогательного глагола to be в Past Indefinite и Participle I знаменательного глагола (was/were + working). 

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I, he, she, it     was writing

We, you, they  were writing
	I, he, she, it      was not

                         writing

We, you, they   were not

                         Writing
	Was I (he, she, it) writing?

Were we (you, they) writing ?


was not = wasn't; were not = weren't

На длительный характер действия в Past Continuous могут указывать обстоятельства времени from six to seven с шести до семи, all day long last Saturday весь день в прошлую субботу, the whole day yesterday весь вчерашний день и т.д.    

 Упражнение 1. Раскройте скобки, употребляя глаголы в форме Past Continuous. Поставьте данные предложения в вопросительную и отрицательную форму.  

1. I (to read) a book at two o’clock yesterday. 2. They (to write) the test at this time yesterday. 3. He (to work) in the garden from two till five o’clock. 4. We (to watch) television the whole evening. 5. You (to play) football at six o’clock.  6. You (to drink) coffee at seven o’clock. 7. He (to draw) all day long last Saturday. 8. It (to rain) the whole day yesterday. 9. They (to skate) at three o’clock. 10. You (not to sleep) at nine o’clock last night. 11. I (not to write) a letter to my granny at eight o’clock. 12. She (not to help) mother about the house from two till six. 13. George (to do) his lessons the whole evening. 14. This time last year I (to live) in my native town.          

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Present Continuous или в Past Continuous. 

1.
What you (to do) from seven till nine yesterday?

2.
What she (to drink) now? – She (to drink) juice.

3.
Nick (to draw) a picture when I saw him.

4.
Who (to stand) near the door now?

5.
When I looked through the window, the sun (to shine) but the wind (to  blow).

6.
What they (to discuss) at the moment?

7.
It (to snow) when I left my house yesterday.

8.
Robert (to have) dinner now? – No, he (to read) a book.

9.
Our children (to make) noise the whole evening yesterday.

10.
What they (to speak) about when I (to enter) the room?

11.
He (to look) for his keys at the moment.

12.
Look! Somebody (to swim) across the river.

13.
He (to go) to the office when I met him in the street.

14.
She (to read) a book while I was watching television.

15.
My friend (to wait) for a bus when I saw him at the bus stop.   

 Упражнение 3. Раскройте скобки, употребляя глаголы в форме Past Indefinite или Past Continuous.

1. Jane (to wait) for me when I (to arrive). 2. “What you (to do) this time yesterday?” “I was asleep.” 3. “You (to go) last night?” “No, I was too tired.”  4. “Was Carol at the party last night?” “Yes, she (to wear) a really nice dress.” 5. How fast you (to drive) when the accident (to happen)? 6. John (to take) a photograph of me while I (not to look). 7. We were in a very difficult position. We (not to know) what to do. 8. I haven’t seen Alan for ages. When I last (to see) him, he (to try) to find a job in London. 9. I (to walk) along the street when suddenly I (to hear) footsteps behind me. Somebody (to follow) me. I was frightened and I (to start) to run. 10. When I was young, I (to want) to be a bus driver.        

Упражнение 4. Раскройте скобки, употребляя глаголы в форме Past Indefinite или Past Continuous. 

1. When the taxi (to arrive) I still (to pack) my things. 2. What you (to do) in the evening yesterday? – I (to watch) TV and my wife (to wash up). 3. I (to do) all the exercises while you (to smoke). 4. Mr. Brown, where you (to be) when they (to drive) your car at midnight? 5. When the clock (to strike) nine she (to run) up the stairs to her office because the lift (not to work). 6. He (to stand) and (to watch) while the boys (to fight). 7. She (to wear) marvelous new dress at the party and (to look) fantastic! 8. He (to wait) for her for an hour but she never (to come). 9. When the telephone (to ring) I (to bake) a cake and (to ask) Mary who (to do) nothing at the moment to answer the call. 10. Why you (not to attend) the lecture on Saturday? Professor B  (to speak) about UFO and other mysterious objects.  

The Past Continuous (Progressive) Tense

                                 Прошедшее продолженное время
The Past Continuous Tense (прошедшее продолженное время) обозначает действие, происходившее в определённый момент в прошлом, который обозначен либо обстоятельством времени, либо другим действием в прошлом. При этом ни начало, ни конец длительного действия неизвестны. Подчёркивается сам процесс действия, его продолжительность.

I was writing a letter to my friend at 5 o'clock yesterday.

I was writing a letter to my friend from 5 to 6 on Sunday.

I was writing a letter to my friend when my brother came.

I was writing a letter while my mother was cooking dinner.

Кроме того, Past Continuous может употребляться для выражения одновременных действий, протекавших в прошлом в один и тот же момент. 

 The children were playing while their mother was watching them. – 

 Дети играли, в то время как их мать наблюдала за ними. 

 As I was taking a shower, mother was cooking breakfast. – 

 В то время, когда я принимала душ, мама готовила завтрак.  

Past Continuous образуется из сочетания вспомогательного глагола to be в Past Indefinite и Participle I знаменательного глагола (was/were + working). 

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I, he, she, it     was writing

We, you, they  were writing
	I, he, she, it      was not

                         writing

We, you, they   were not

                         Writing
	Was I (he, she, it) writing?

Were we (you, they) writing ?


was not = wasn't; were not = weren't

На длительный характер действия в Past Continuous могут указывать обстоятельства времени from six to seven с шести до семи, all day long last Saturday весь день в прошлую субботу, the whole day yesterday весь вчерашний день и т.д.    

 Упражнение 1. Раскройте скобки, употребляя глаголы в форме Past Continuous. Поставьте данные предложения в вопросительную и отрицательную форму.  

1. I (to read) a book at two o’clock yesterday. 2. They (to write) the test at this time yesterday. 3. He (to work) in the garden from two till five o’clock. 4. We (to watch) television the whole evening. 5. You (to play) football at six o’clock.  6. You (to drink) coffee at seven o’clock. 7. He (to draw) all day long last Saturday. 8. It (to rain) the whole day yesterday. 9. They (to skate) at three o’clock. 10. You (not to sleep) at nine o’clock last night. 11. I (not to write) a letter to my granny at eight o’clock. 12. She (not to help) mother about the house from two till six. 13. George (to do) his lessons the whole evening. 14. This time last year I (to live) in my native town.          

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Present Continuous или в Past Continuous. 

1.
What you (to do) from seven till nine yesterday?

2.
What she (to drink) now? – She (to drink) juice.

3.
Nick (to draw) a picture when I saw him.

4.
Who (to stand) near the door now?

5.
When I looked through the window, the sun (to shine) but the wind (to  blow).

6.
What they (to discuss) at the moment?

7.
It (to snow) when I left my house yesterday.

8.
Robert (to have) dinner now? – No, he (to read) a book.

9.
Our children (to make) noise the whole evening yesterday.

10.
What they (to speak) about when I (to enter) the room?

11.
He (to look) for his keys at the moment.

12.
Look! Somebody (to swim) across the river.

13.
He (to go) to the office when I met him in the street.

14.
She (to read) a book while I was watching television.

15.
My friend (to wait) for a bus when I saw him at the bus stop.   

 Упражнение 3. Раскройте скобки, употребляя глаголы в форме Past Indefinite или Past Continuous.

1. Jane (to wait) for me when I (to arrive). 2. “What you (to do) this time yesterday?” “I was asleep.” 3. “You (to go) last night?” “No, I was too tired.”  4. “Was Carol at the party last night?” “Yes, she (to wear) a really nice dress.” 5. How fast you (to drive) when the accident (to happen)? 6. John (to take) a photograph of me while I (not to look). 7. We were in a very difficult position. We (not to know) what to do. 8. I haven’t seen Alan for ages. When I last (to see) him, he (to try) to find a job in London. 9. I (to walk) along the street when suddenly I (to hear) footsteps behind me. Somebody (to follow) me. I was frightened and I (to start) to run. 10. When I was young, I (to want) to be a bus driver.        

Упражнение 4. Раскройте скобки, употребляя глаголы в форме Past Indefinite или Past Continuous. 

1. When the taxi (to arrive) I still (to pack) my things. 2. What you (to do) in the evening yesterday? – I (to watch) TV and my wife (to wash up). 3. I (to do) all the exercises while you (to smoke). 4. Mr. Brown, where you (to be) when they (to drive) your car at midnight? 5. When the clock (to strike) nine she (to run) up the stairs to her office because the lift (not to work). 6. He (to stand) and (to watch) while the boys (to fight). 7. She (to wear) marvelous new dress at the party and (to look) fantastic! 8. He (to wait) for her for an hour but she never (to come). 9. When the telephone (to ring) I (to bake) a cake and (to ask) Mary who (to do) nothing at the moment to answer the call. 10. Why you (not to attend) the lecture on Saturday? Professor B  (to speak) about UFO and other mysterious objects.  

The Future Continuous (Progressive)Tense

Будущее продолженное время
The Future Continuous Tense (будущее продолженное время) обозначает будущее действие в процессе его совершения, т.е. незаконченное длительное действие. Future Continuous употребляется также для выражения намерения совершить действие в будущем или уверенности в его совершении.

He will be writing a letter to his friend … at 5 o'clock tomorrow.

                                                               … from 5 to 6 on Sunday.

                                                               … when I come.

Он будет писать письмо другу … завтра в 5 часов,                                                    … с 5 до 6 в воскресенье, … когда я приду.

 I will (shall) be visiting him tomorrow.  Завтра я собираюсь навестить его.

Future Continuous образуется при помощи Future Indefinite вспомогательного глагола to be и Participle I знаменательного глагола (shall/will be + working). 

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I (we)             

He, she, it,      will be writing

We, you, they
	I (we)            

He, she, it,        will not be

we, you, they    writing

 
	Shall (will) I (we) be writing ?

Will he (she, it, we, you, they) 

be writing ?


           Упражнение 1. Раскройте скобки, употребляя глаголы в форме Future Continuous. Поставьте каждое предложение в вопросительную и отрицательную форму.

1. I (to read) newspapers all evening tomorrow. 2. She (to work) at home the whole morning tomorrow. 3. They (to stay) at a new hotel at 6 o’clock tomorrow. 4. He (to live) in Kazan for the next few weeks. 5. Beth (to write) a letter at that time next week. 6. You (to do) your home task all these days. 7. Dan (to enjoy) the sunshine on the beach at that time next summer. 8. Peter (to read) the whole night. 9. We (to have) coffee from five to six. 10. At this time tomorrow I (to take) my exam. 11. I (not to work) at the library from 3 till 4 o’clock tomorrow. 12. The conference (not to take place) from 2 till 6 o’clock on Monday. 13. He (not to wait) for us at 6 o’clock tomorrow. 14. She (to type) letters at 5 o’clock tomorrow.    

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Future Indefinite или Future Continuous. 

1.
You (to work) all tomorrow morning?

2.
He (to see) them tomorrow. He (to tell) them what you said.

3.
I (to visit) her office next day. I (to ask) her then.

4.
My son (to stay) with my parents for the holidays. 

5.
You (to stay) here all weekend?

6.
Don’t disturb him at that moment tomorrow, he (to have) breakfast.

7.
I (to see) manager at the meeting next week. And he (to give) me all the information he knows.

8.
Next year he (to come) to Paris.

9.
You (to come) to our party? – No, I (to work) on my report.

10.
She (to give) me this book? – No, she (to be) busy at that time.

 Упражнение 3. Переведите на английский язык, употребляя глаголы в форме Present Indefinite, Present Continuous, Future Indefinite или Future Continuous.

1. Он сейчас работает над докладом, но через час он сможет поговорить с вами. 

2. Когда они возвратятся домой, бабушка будет накрывать на стол.

3. Ежегодно мы проводим отпуск в деревне, но в следующем году мы поедем за границу.

4. Когда ты пригласишь их на вечеринку? – Я сделаю это, как только увижу их. 

5. Я думаю, что он не остановится в отеле, когда приедет в ваш город.

6. Когда он будет просматривать газеты, он найдет статью, которую ищет.

7. Следующим летом я поеду на море. Я буду лежат на солнце весь день.

8. Где твой брат? – Он работает в библиотеке. Он будет работать там еще три дня.

9. Вы останетесь на обед? – Нет. К сожалению, мы очень заняты.  

10. Не уходите, пока он не вернется. – Хорошо. Мы подождем его еще полчаса. 

11. Ты пойдешь с нами в кино? – Нет, не пойду. Я буду готовиться к экзаменам весь вечер.

12. Она будет участвовать в концерте? – Да, она будет завтра петь.

13. Завтра мы встречаемся с ней в офисе. Я передам ей вашу записку.

14. Что делает твоя сестра? Помогает маме? – Нет, обычно она помогает маме ежедневно, но сейчас она ушла за покупками.

15. Он будет ждать меня на станции, когда я приду?

The Present Perfect Tense
Настоящее совершенное время
The Present Perfect Tense (настоящее совершенное (перфектное) время) употребляется: 

1. Для выражения действия, завершившегося к моменту речи. Время действия не указывается, важен сам факт совершения действия к настоящему моменту или его результат. 

 She has read this book.  Она прочитала эту книгу. (Действие завершено к моменту речи).

    В этом значении Present Perfect часто употребляется с наречиями just – только что, already уже, yet ещё, lately недавно, of late в последнее время, recently недавно.

The mail has just come.   Почта только что пришла.

He has seen many films lately.   В последнее время он посмотрел много фильмов.

2. Для выражения действия, которое завершилось, но тот период, в котором оно происходило, ещё продолжается и может быть обозначен обстоятельствами времени today cегодня, this week на этой неделе, this month в этом месяце, this century в нашем веке и др.

I have written a letter this morning.  Я написал письмо сегодня утром.

3. Для выражения действия, которое началось в прошлом и продолжается до настоящего времени.

I have known him all my life.  Я знаю его всю жизнь.

I have known him for 2 years.  Я знаю его 2 года.

He has not seen his parents since January.  Он не видел своих родителей с января.

Present Perfect может употребляться с наречиями always всегда, often часто, seldom редко, ever когда-нибудь, never никогда.

She has never been to London.     Она никогда не была в Лондоне.

Have you ever been to Moscow ?     Вы когда-нибудь были в Москве?

Present Perfect образуется при помощи вспомогательного глагола to have в Present Indefinite и Participle II (Причастия II) смыслового глагола.

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I, we,              have seen

you, they

He, she, it        has seen
	I, we,           have not seen

you, they     

He, she, it      has not seen
	Have I (we, you, they) seen ?

Has he (she, it) seen ?


I have = I've; He has = He's; I have not = I haven't; He has not = He hasn't

Упражнение 1. Измените время глаголов на форму Present Perfect. Поставьте полученные предложения в вопросительную и отрицательную форму. Переведите предложения на русский язык. 

1. She is watering the flowers. 2. He is taking his examination. 3. Beth is opening the window. 4. I am dusting the furniture. 5. John is washing his car. 6. The teacher is explaining the rule. 7. Mary is reading the letter. 8. We are having dinner. 9. I am cleaning my teeth. 10. Jane is translating the article. 11. Little Frank is breaking his toys. 12. He is having breakfast. 13. Nick is drawing a picture. 14. My daughter is having lunch. 15. He is putting on his coat.   

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Present Perfect. Обратите внимание на употребление предлогов for и since.

1. I (to live) here (for/since) 1999. 2. He (to work) there (for/since) May. 3. They (to be) friends (for/since) they started college. 4. We (to know) him (for/since) three years. 5. They (to live) in our house (for/since) two years. 6. She (to be ill) (for/since) Friday. 7. I (not to be) in London (for/since) I (to be) a child. 8. I (to leave) Paris last year and I (not to see) my best friend (for/since). 9. He (to study) French (for/since) ten years. 10. My mother (to work) in the factory (for/since) some years. 11. They (to live) in Brasil (for/since) 1960. 12. I (not to see) him (for/since) this Tuesday. 13. He (to be) in prison (for/since) five years. 14. She (not to hear) about them (for/since) almost a year. 15. I (to know) nothing about him (for/since) several month.   

Упражнение 3. Раскройте скобки, употребляя глаголы в Present Perfect или в Past Simple. 

1. She (to visit) all capital cities of Europe this year. 2. John (to travel) around Europe last year. 3. You ever (to live) in a foreign country? 4. My friend knows a lot because he (to read) a lot. 5. She (to go) home two days ago. 6. She is free now. She (to pass) her final exam. 7. David (to start) school in 1990. 8. Look! Somebody (to break) my window. 9. I (to leave) home early last night. 10. Is he still watching this programme? – No, he just (to watch) it. 11. We (not to see) them last week. 12. His family (to build) a new house this year. 13. It (to stop) snowing an hour ago. 14. I (not to decide) where to go tonight. 15. I (to learn) all the new words. Now I can translate this text. 16. When you (to arrive) to Paris? 17. We (not to know) about the disco last night. 18. You (to read) this book before? 19. He (to work) here two month ago? 20. Tom (to be) to London before?   

 Упражнение 4. Переведите на английский язык. Обратите внимание на употребление Present Perfect.  

1.
Мы не видели ее с того времени, как она вышла из офиса. 2. Я живу в этом доме около семи лет, но я хочу переехать. 3. Она знает эту семью пять лет. Они познакомились в Лондоне восемь лет назад. 4. Он учил немецкий язык на протяжении двух лет, но потом решил бросить учебу. 5. Я работаю на этом заводе с сентября. 6. Наш ребенок болел почти две недели. 7. Я могу поговорить с директором? – Извините, он вышел несколько минут назад. 8. Моя подруга звонила мне сегодня? – Нет, она еще не звонила. 9. Этот ученик не знает ответа, потому что он не выучил урок. 10.  Почему ты еще не сделал уроки? 

Past Perfect Tense
Прошедшее совершенное время

The Past Perfect Tense (прошедшее совершенное (перфектное) время) выражает прошедшее действие, предшествовавшее какому-то определенному моменту в прошлом или завершившееся до другого действия в прошлом, иначе говоря, предпрошедшее. 

Past Perfect употребляется: 

1. Для выражения прошедшего действия, которое уже совершилось до определенного момента в прошлом. Этот момент может быть указан обстоятельством времени: by 5 o'clock к пяти часам, by Saturday к субботе, by that time к тому времени, by the end of the year к концу года.  

She had left by the 1st of June. – Она уехала (еще) до первого июня.

I had cleaned the apartment by 5 o’clock. – К пяти часам я убрала квартиру.     

2. Для выражения прошедшего действия, которое уже завершилось до другого, более позднего прошедшего действия, выраженного глаголом в Past Indefinite. В таких случаях Past Perfect употребляется главным образом в сложноподчиненных предложениях.    

They had already gone when I arrived. – Они уже ушли, когда я появился. 

Past Perfect часто употребляется в придаточных предложениях с союзами after после того как, before прежде чем, до того как.

Past Perfect образуется путем сочетания вспомогательного глагола to have в Past Indefinite и Participle II (Причастие II) знаменательного глагола.

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I, we

You

He, she, it

They
	had done

had worked


	I 

You

He, she

It, they 
	had not worked

had not done


	Had I worked (done) ?

Had you worked (done)?

Had he (she, it) worked?

Had they worked (done)?


      I had = I'd; I had not = I hadn't

Упражнение 1. Раскройте скобки, употребляя глаголы в Past Perfect. Поставьте каждое предложение в вопросительную и отрицательную форму.

1. My father (to visit) London before, and so the city was not new to him. 2. When we came the plane (to take off). 3. I went to sleep as soon as the show (to finish). 4. When they came home mother (to do) everything about the house. 5. I went to see the sights after I (to buy) a map of Moscow. 6. Karen didn’t want to come to the cinema with us because she already (to see) this film. 7. We knew our itinerary only after the leader of the group (to tell) us. 8. After I (to spend) all the money I turned to my father. 9. She understood the letter after she (to read) it a second time. 10. We (to keep) waiting until we lost patience.   

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Past Indefinite или в Past Perfect. 

1. When the police (to arrive), the car (to go). 2. When she (to get) to the shop, it (to close). 3. The train (to leave) when he (to come) to the station. 4. We (to eat) everything by the time he (to arrive) at the party. 5. I (to know) that he (not to learn) the poem. 6. He (to take) the decision before I (to come). 7. Nick (to return) from office by seven o’clock. 8. I (to think) that my parents already (to return). 9. It (to be) the second time she (to make) that mistake. 10. He (to be sure) that we (not to recognize) him. 11. The car (to go) when I (to look) into the street. 12. You (to find) your key which you (to lose) before? 13. Meg (to say) that she (to be) in this city. 14. The doctor (to arrive) when we already (to help) him. 15. He (to study) guitar for two years when he (to be) a teenager.   

The Future Perfect Tense

Будущее перфектное время
 The Future Perfect Tense (будущее перфектное время) употребляется для выражения будущего действия, которое закончится до определенного момента в будущем. Момент в будущем, до которого закончится действие, может быть выражен: 

           1) обстоятельством времени с предлогом by (by five o'clock к пяти часам, by the end of the year к концу года)

By the end of the week we’ll have finished this work. – К концу недели мы закончим эту работу. 

2) другим будущим действием, выраженным Present Indefinite в придаточном предложении времени и условия с такими союзами, как before до того как, when когда. 

When we meet next time, I’ll have read this book. – Когда мы встретимся в следующий раз, я уже прочитаю эту книгу.  

Future Perfect образуется при помощи вспомогательного глагола to have в Future Indefinite и Participle II (Причастие II) знаменательного глагола (shall/will have + worked). 

	Утвердительная форма
	Отрицательная форма
	Вопросительная форма

	I, we

He, she, it

you, they 

 
	will have 

worked


	I, we

He, she, it,

you, they 

 
	will not 

have worked


	Shall (will) I (we) have worked ?

Will he (she, it, you, they) have worked ?


Упражнение 1. Раскройте скобки, употребляя глаголы в форме Future Perfect. Поставьте предложения в вопросительную и отрицательную форму.  

1. I (to do) it by that time. 2. He (to write) a letter by the time she comes. 3.We (to build) a new house by the end of the year. 4. Mother (to cook) dinner when we come home. 5. You (to do) your homework by seven o’clock. 6. They (to arrive) by the evening. 7. She (to come) by five o’clock. 8. I (to look) by this time through all magazines.

Упражнение 2. Раскройте скобки, употребляя глаголы в форме Future Simple, Future Continuous, Future Perfect.

1. He (to write) a letter at seven o’clock tomorrow. 2. Where she (to go) to buy a new dress? 3. What country he (to visit) by the next year? 4. Our family (to have) dinner at half past four. 5. What time he (to come) this evening? – He (to come) by seven o’clock. 6. I (to meet) you at the station at nine o’clock tomorrow.- My train already (to arrive) by that time. 7. What you (to buy) him for his birthday? 8. When you (to finish) the University? 9. My sister and I (to do) washing-up by the time mother comes. 10. I (to go) to the cinema with you tomorrow.  

Упражнение 3. Переведите предложения, употребляя глаголы в форме Future Perfect.   

1. Они не переведут эту статью до трех часов. 2. Она сделает эту работу до конца месяца. 3. Почему твой друг не напишет статью до вечера? 4. Ты закончишь читать эту книгу до завтра? 5. Сбудется ли мое желание до Нового года? 6. Они уже уйдут к тому времени. 7. Почему она не начнет работать до девяти утра? 8. Эта телепередача закончится к четырем часам? 9.Учитель проверит все тексты до завтра. 10. К этому времени дети уже уберут в комнате? 11. Все туристы соберутся у отеля к шести часам? 12.Никто не придет сюда до конца дня. 13. Телеграмма придет, когда вы не будете ждать ее. 14. Мои родители придут домой к семи часам вечера. Я сделаю уроки к этому времени. 15. Он обещал написать доклад  до десяти вечера.  

    Active and Passive Voices.

Действительный и cтрадательный залоги в английском языке.

Залог - это форма глагола, которая показывает, является ли подлежащее предложения производителем или объектом действия, выраженного сказуемым. В английском языке имеется два залога: the Active Voice (действительный залог) и the Passive Voice (страдательный залог). 

Страдательный залог употребляется, когда исполнитель действия очевиден или несуществен, или когда действие или его результат более интересны, чем исполнитель. Страдательный залог образуется с помощью глагола to be в соответствующем времени и III формы глагола (причастие II). 

	Passive voice

	 
	Indefinite
	Continuous
	Perfect 

	Present
	am

 

is

+ V3

are

 


	am

 

is

+ being + V3

are

 


	have (has) + been + V3

	Past
	was

 

 

+ V3

were

 


	was

 

 

+ being + V3

were

 


	had + been + V3

	Future
	shall

 

 

+ be + V3

will

 


	 
	shall

 

 

+ have + been + V3

will

 




Сравним действительный залог со страдательным залогом: 

Active Voice 

Tom delivers the mail.  Том доставляет почту. 

Passive Voice 

The mail is delivered by Tom.  Почта доставляется Томом. 

 Как и в русском языке, существительное, играющее роль дополнения в предложении действительного залога, в предложении страдательного залога становится обычно подлежащим. Если в оборотах со страдательным залогом указан производитель действия, то в русском языке он обозначается творительным падежом, а в английском ему предшествует предлог by. Употребление времени в английском страдательном залоге принципиально не отличается от его употребления в действительном залоге. 

Следует обратить особое внимание на перевод глаголов с предлогом в страдательном залоге. Наиболее распространённые из этих глаголов:

hear of - слышать о

laugh at - смеяться над

look after - присматривать за (кем-либо)

look at - смотреть на

rely on - полагаться на

send for - посылать за
speak of (about) - говорить о
pay attention to - обращать внимание на
take care of - заботиться о
The book is much spoken about. Об этой книге много говорят.

He can't be relied on. На него нельзя положиться.

В русском переводе не все глаголы сохраняют предлог:

to listen to - слушать что-либо, кого-либо

to look for - искать что-либо

to provide for - обеспечить кого-либо, чем-либо

to explain to - объяснять кому-либо
He was listened to with great attention. Его слушали с большим вниманием.

 Упражнение 1. Дополните предложения, используя следующие глаголы.

  cause  damage  hold  include  invite  make  overtake  show  translate  write

  1. Many accidents _are caused_ by dangerous driving.

  2. Cheese --- from milk.

  3. The roof of the building --- in a storm a few days ago.

  4. There's no need to leave a tip. Service --- in the bill.

  5. You --- to the wedding. Why didn't you go?

  6. A cinema is a place where films ---
  7. In the United States, elections for President --- every four years.

  8. Originally the book --- in Spanish and a few years ago it

  9. We were driving along quite fast but we --- by lots of other cars.

 Упражнение 2. Раскройте скобки, употребляя глаголы в Present Simple or Past Simple, Active or Passive.

  1. It's a big factory. Five hundred people _are employed_ (employ) there.

  2. Water --- (cover) most of the Earth's surface.

  3. Most of the Earth's surface --- (cover) by water.

  4. The park gates --- (lock) at 6.30 p.m. every evening.

  5. The letter --- (post) a week ago and it --- (arrive) yesterday.

  6. The boat --- (sink) quickly but fortunately everybody --- (rescue).

  7. Ron's parents --- (die) when he was very young. He and his sister --- (bring) up by        their grandparents.

  8. I was born in London but I --- (grow) up in the north of England.

  9. While I was on holiday, my camera --- (steal) from my hotel room.

  10. While I was on holiday, my camera --- (disappear) from my hotel room.

  11. Why --- (Sue/resign) from her job? Didn't she enjoy it?

  12. Why --- (Bill/sack) from his job? What did he do wrong?

  13. The company is not independent. It --- (own) by a much larger company.

  14. I saw an accident last night. Somebody --- (call) an ambulance but nobody --- (injure) so the ambulance --- (not/need).

  15. Where --- (these photographs/take)? In London? --- (you/take) them?

 Упражнение 3. Дополните предложения, используя следующие глаголы.

  carry  cause  do  make  repair  send  spend  wake up

  1. The situation is serious. Something must be done before it's too late.

  2. I haven't received the letter. It might have been sent to the wrong address.

  3. A decision will not --- until the next meeting.

  4. I told the hotel receptionist that I wanted to --- at 6.30 the next morning.

  5. Do you think that less money should --- on armaments?

  6. This road is in very bad condition. It should --- a long time ago.

  7. The injured man couldn't walk and had to ---

  8. It's not certain how the fire started but it might --- by an electrical fault.

Упражнение 4. Перепишите предложения в пассивном залоге. 

  1. Somebody has cleaned the room. _The room has been cleaned._

  2. They have postponed the concert. The ---

  3. Somebody is using the computer at the moment. The computer ---

  4. I didn't realise that somebody was recording our conversation. I didn't realise that ---

  5. When we got to the stadium we found that they had cancelled the game. When we got to the stadium, we found that ---

  6. They are building a new ring road round the city. ---

  7. They have built a new hospital near the airport. ---

Упражнение 5. Перепишите предложения по образцу.  

  1. They didn't give me the money. I _wasn't given the money._

  2. They asked me some difficult questions at the interview. I ---

  3. Janet's colleagues gave her a present when she retired. Janet ---

  4. Nobody told me that George was ill. I wasn't ---

  5. How much will they pay you? How much will you ---

  6. I think they should have offered Tom the job. I think Tom ---

  7. Has anybody shown you what to do? Have you ---

Grammar


Modal verbs

Модальные глаголы

В отличие от других глаголов, модальные глаголы не обозначают действия или состояния, а лишь передают отношение говорящего к действию, выраженному инфинитивом. Модальные глаголы могут показывать, что говорящий рассматривает действие как возможное, желательное, необходимое, сомнительное, допустимое, требуемое и т.д. 

           I can’t go with you. – Я не могу идти с вами. 

           We must go now. – Теперь нам надо идти.

Модальные глаголы отличаются от других глаголов рядом особенностей:

1. они не изменяются по лицам и не имеют окончания –s в 3-м лице единственного числа.

2. у них нет неличных форм – инфинитива, причастия и герундия, а следовательно, нет и аналитических видовременных форм.

3. за исключением глаголов can (could) и may (might) имеют только одну форму.

4. инфинитив смыслового глагола, следующий за модальными за исключением глагола ought, употребляется без частицы to.  

5. в вопросительном и отрицательном предложениях они употребляются без вспомогательного глагола. В вопросительном предложении перед подлежащим ставится сам модальный глагол, в отрицательном отрицание not присоединяется к модальному глаголу.    

         Наиболее употребительны следующие модальные глаголы:

Can (could) выражает: 

- умение, физическую и умственную возможность, способность (Can you skate?);

- возможность выполнения действий при соответствующих обстоятельствах (You can see the forest through the other window.);

- разрешение или просьбу (Can you use your car? You can use my car.);

- сомнение и неуверенность (Can it be true?);

- невероятность (It can’t be true.) 

May (might) выражает:

     - разрешение (May I borrow you pen?);

     - предположение с оттенком неуверенности (He may be ill);

     - неодобрение или упрек (You might have helped me);  

Must выражает:

      - обязательность совершения действия (You must talk to your son about his  future);

     - запрещение (He must not leave his room for a while);

     - предположение, граничащее с уверенностью (Your father must be eighty now.)

to have to выражает:

     - обязанность (He had to do it.);

     - отсутствие необходимости (You don’t have to go there)

to be to выражает: 

          - долженствование, необходимость как результат договоренности (We are to discuss it next time)   

Should и ought to выражают:

          - моральное обязательство (You should (ought to) be always polite.);
          - порицание прошлого действия (You should (ought to) have helped me.); 

          - совет (You should (ought to) see a doctor.);

          - предположение (He should (ought to) be at home.) 

Exercises:

      Упражнение 1. Вставьте модальные глаголы may (might) или can (could).
1. … you help me?  2. I … not imagine her speaking in public: I knew that she was so shy. 3. Something was wrong with the car: he … not start it. 4. A fool … ask more questions than a wise man … answer. 5. She asked me if she  … use my telephone. 6. … I use your pen? 7. … find a pen on that table. 8. The school was silent: nothing … be heard in the long dark corridors.  9. You … take this book: I don’t need it. 10. You … read this book: you know the language well enough. 
   Упражнение 2. Дополните предложения, используя should или ought to.

1. You … follow instructions before taking medicines. 2. It’s very late. Children … be in bed. 3. You … not smoke here. 4. It’s his anniversary next week. Maybe we … to sent him a telegram. 5. Her room is dirty. She … clean it. 6. This hotel is very expensive. You … not stay here. 7. She drives very fast. She … drive carefully. 8. They … not let the children see such films. 9. They invite us to have barbecue. … we take something to eat? 10. You … not read in the car. You may feel sick. 11. He … book the tickets in advance. 12. She … leave valuable in the car. Someone broke in and stole them. 

Упражнение 3. Дополните предложения, используя must, have to, ought to, should. 

1. If you want to be fit, you … not eat cake, but you certainly… walk a lot. 2. I’m late. I … hurry. 3. We … wait an hour for them. 4. … you get up very early on Saturday or Sunday? 5. There is light in the house, somebody … be in. 6. We … reach the station in half an hour. 7. His English … be giving him a lot of trouble. 8. The bus we took didn’t go up the hill and we … walk. 9. The doctor says I … stay in bed for a week. 10 Every child … know traffic rules. 11. My parents are going out to a party tomorrow and I … stay with my younger brother. 12. It’s dark outside, it … be about 7 now. 13. You … not eat so many sweets because they contain a lot of calories. 14. When he was at the university he … work to pay his own tuition (плата за обучение). 15. You … not speak to your mother like this. 16. … I offer her my help? 17. They got married at last. They … be very happy. 18. She … know the truth, you … tell her. 19. Why … I do somebody else’s work? 20. Mother leaves early on Mondays and he … make his breakfast himself.  21. It’s 2 o’clock, you … be hungry. 22. I think you … give up smoking. 23. Why … they worry if they’re paid so well?

Упражнение 4. Переведите предложения, используя модальные глаголы can, could, may, might. 

1.У детей богатое воображение, они могут легко придумывать различные истории. 2. Ты можешь взять словарь, он мне больше не нужен. 3. Неужели это правда, что она вышла замуж за Джона? 4. Не может быть, чтобы вы этому действительно верили. 5. Я могла бы вам это сразу сказать, но мне не хотелось вас расстраивать. 6. Можете зайти  к нам после семи, если хотите. 7. Возможно, меня летом не будет в городе. 8. Не возвращайте эту книгу в библиотеку, она может вам понадобиться. 9. Ты могла бы посоветоваться с сестрой. 10. Вы могли бы быть повежливее с ним! Ведь он старше вас. 11. Неужели ребенок все еще спит? 12. Неужели они опоздали на поезд? 13. Оливер спросил, можно ли ему получить еще тарелку каши? 14. Я могла бы вас встретить, но не получила вашего письма. 15. Можно мне занять это место? 16. Больному стало лучше. Вы можете навестить его завтра.               
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Приложение 

Irregular Verbs

	Infinitive
	Past simple
	Past participle
	Перевод

	be
	was; were
	been
	быть

	beat
	beat
	beaten
	бить

	become
	became
	become
	становиться

	begin
	began
	begun
	начинать

	break
	broke
	broken
	(с)ломать

	bring
	brought
	brought
	приносить

	build
	built
	built
	строить

	burn
	burnt; burned
	burnt; burned
	жечь; гореть

	buy
	bought
	bought
	покупать

	can
	could
	could
	мочь; уметь

	catch
	caught
	caught
	ловить,хватать,успеть

	choose
	chose
	chosen
	выбирать

	come
	came
	come
	приходить

	cost
	cost
	cost
	стоить

	cut
	cut
	cut
	резать

	do
	did
	done
	делать

	draw
	drew
	drawn
	рисовать,тащить

	dream
	dreamt; dreamed
	dreamt; dreamed
	грезить; мечтать

	drink
	drank
	drunk
	пить

	drive
	drove
	driven
	водить (машину etc.)

	eat
	ate
	eaten
	кушать; есть

	fall
	fell
	fallen
	падать

	feed
	fed
	fed
	кормить

	feel
	felt
	felt
	чувствовать

	fight
	fought
	fought
	сражаться; бороться

	find
	found
	found
	находить

	fly
	flew
	flown
	летать

	forbid
	forbad; forbade
	forbidden
	запрещать

	forget
	forgot
	forgotten
	забывать

	forgive
	forgave
	forgiven
	прощать

	give
	gave
	given
	давать

	go
	went
	gone
	идти

	grow
	grew
	grown
	расти

	have
	had
	had
	иметь

	hear
	heard
	heard
	слушать

	hide
	hid
	hidden
	прятать(ся)

	hit
	hit
	hit
	ударять; попадать в цель

	hold
	held
	held
	держать

	hurt
	hurt
	hurt
	причинить боль

	keep
	kept
	kept
	хранить; содержать

	know
	knew
	known
	знать

	lay
	laid
	laid
	класть; положить

	learn
	learnt; learned
	learnt; learned
	учить

	leave
	left
	left
	оставить

	lend
	lent
	lent
	одалживать

	let
	let
	let
	позволять

	lie
	lay
	lain
	лежать

	light
	lit; lighted
	lit; lighted
	освещать

	lose
	lost
	lost
	терять

	make
	made
	made
	делать; производить

	may
	might
	might
	мочь; иметь возможность

	mean
	meant
	meant
	подразумевать

	meet
	met
	met
	встретить

	pay
	paid
	paid
	платить

	put
	put
	put
	класть

	read
	read
	read
	читать

	ring
	rang
	rung
	звонить

	rise
	rose
	risen
	подняться

	run
	ran
	run
	бежать; течь

	say
	said
	said
	говорить; сказать

	see
	saw
	seen
	видеть

	sell
	sold
	sold
	продавать

	send
	sent
	sent
	посылать

	set
	set
	set
	ставить; устанавливать

	shine
	shone; shined
	shone; shined
	светить; сиять

	shoot
	shot
	shot
	стрелять; давать побеги

	show
	showed
	shown; showed
	показывать

	sing
	sang
	sung
	петь

	sit
	sat
	sat
	сидеть

	sleep
	slept
	slept
	спать

	speak
	spoke
	spoken
	говорить

	swim
	swam
	swum
	плавать

	take
	took
	taken
	взять; брать

	teach
	taught
	taught
	учить

	tell
	told
	told
	рассказывать; сказать

	think
	thought
	thought
	думать

	wear
	wore
	worn
	носить (одежду)

	win
	won
	won
	выигрывать

	write
	wrote
	written
	писать
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