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4EC9>F9 

1. Essential economic and business information; 

2. How to communicate efficiently with other people and understand social roles of 
other participants; 

3. How to use modern technologies and devices to solve communicational 
problems.  

"9@4 2.Д<4?B7< B 5<;A9E9 

Working with words 

1. Without . . . sleep, you won't be able to do well at the exam.  

A. enough the       

B. enough of 

C. enough a  

D. enough  

2. It is not . . . that he has to leave.  

A. the surprise  



B. surprised  

C. surprising  

D. surprise  

3. She had no ... of spending the rest of her life working as a waitress. 

A. intent            

B. intentness         

C. intention  

D. intentional  

4. We are going to take our vacation ... the cost.            

A. in 

B. on 

C. at         

D. over 

5. It is... the money but the principle that makes him angry. 

A. no 

B. not 

C. not only  

D. neither 

6. Customs...one country to another. 

A. differ 

B. differ than 

C. differ from 

D. different 

7. The plane is expected to arrive & because of bad weather. 

A. lately 

B. lateness 

C. latest 

D. late 



8. We thought she & today. 

A. comes 

B. is coming 

C. was coming 

D. will coming 

"9@4 3.КBDCBD4F<6AO9 >B@@GA<>4J<< 

1) What is a resume? Give all possible definitions of it. 

2) What are the basic requirements for a good resume? 

3) How many types of resumes do you know? What do they differ in? 

4) What type of resume is the most popular with the recruiters? 

5) What information is recommended to exclude from your resume? 

6) Which of special suggestions that can help you write a perfect resume do 
you think are the most important? 

"9@4 4.КB@@GA<>4J<< 6 H<A4AE4I 

Working with words 

1. ATM (automated teller machine) / cash dispenser (BrE) – 10=:><0B 

2. Banknote / bill (AmE) – 10=:=>B0 

3. Borrow – 70=8<0BL 

4. Be broke – 1KBL 10=:@>B>< 

5. Budget – 1N465B 

6. Cash – =0;8G=K5 (45=L38) 

7. Cashier – :0AA8@ 

8. Cheque (BrE) / check (AmE) – G5: 

9. Coin – <>=5B0 

10. Currency – 20;NB0 

11. Debt – 4>;3 

12.deposit – 45?>78B 

13.fee – 3>=>@0@, 2>7=03@0645=85 

14.interest – ?@>F5=BK, ?@>F5=B=0O AB02:0 



15.invest – 8=25AB8@>20BL, 2:;04K20BL 

"9@4 5.�B<E> <AHBD@4J<< 6 <ABS;OKAOI <EFBKA<>4I 

1. Computer-Based Learning Information Search 

2. Paper-Based Learning Information Search 

"9@4 6.�G5?<KA4S D9KP A4 <ABEFD4AAB@ S;O>9 

1. Hope all of you should believe in me and vote for me. (/ =045NAL 2K ?>25@8B5 
2 <5=O 8 ?@>3>;>AC5B5 2 <>N ?>;L7C) 

2.&+ are my personal interests. (&.. <>8 8=B5@5AK/ E>118.) 

3. Speaking of my interests, I like& ('B> :0A05BAO <>8E 8=B5@5A>2, <=5 
=@028BAO&) 

4. If I could be given the chance to be the president, I would&  (�A;8 2K 4048B5 
<=5 H0=A AB0BL ?@57845=B><, B> O A45;0N&) 

5. As a &., I will ensure that you have a memorable year. (К0:&, O @CG0NAL 70 
B>, GB> 2K 70?><=8B5 MB>B 3>4.) 

"9@4 7. 9K96B= QF<>9F 6 <ABS;OKAB= ED989 

1. I couldn’t stop her coming here. 

A) �=0 =5 <>3;0 ?><5H0BL <=5 ?@89B8 AN40. 

B) / =5 <>3 ?><5H0BL 59 ?@89B8 AN40. 

2. Do you mind my being frank with you? 

A) �K =5 2>7@0605B5, 5A;8 O 1C4C >B:@>25==K< A �0<8? 

B) �K =5 2>7@0605B5 1KBL A> <=>9 >B:@>25==K<? 

3. I am surprised at your acting like this. 

A) / C482;5= B5<, GB> �K B0: ?>ABC?05B5. 

B) / C482;5= B5<, GB> A �0<8 B0: ?>ABC?0NB. 

4. I don’t like you going out to a night club. 

A) �=5 =5 =@028BAO E>48BL A B>1>9 2 =>G=>9 :;C1. 

B) �=5 =5 =@028BAO, GB> BK E>48HL 2 =>G=>9 :;C1. 

5. She objected to Mary and Jane going out on such a cold day. 

A) �=0 2>7@060;0 ?@>B82 B>3>, GB>1K �M@8 8 �659= 2KE>48;8 2 B0:>9 
E>;>4=K9 45=L. 



B) �5@8 8 �659= 2>7@060;8 ?@>B82 B>3>, GB>1K >=0 2KE>48;0 2 B0:>9 
E>;>4=K9 45=L. 

4. КBAFDB?PAO9 ;484A<S <?< <AO9 @4F9D<4?O, A9B5IB8<@O9 8?S BJ9A>< 
;A4A<=, G@9A<=, A46O>B6, I4D4>F9D<;GRM<I QF4CO HBD@<DB64A<S 
>B@C9F9AJ<= 6 CDBJ9EE9 BE6B9A<S B5D4;B64F9?PAB= CDB7D4@@O < 
8<EJ<C?<AO, 6 IB89 CDB@9:GFBKAB= 4FF9EF4J<< 

�B >B@CBA9AF9 >B@C9F9AJ<= «ЗA4FP» 

1. Э:>=><8:0 >A=>2=KE 0=3;>O7KG=KE AB@0= 2 :><<C=8:0F8>==>< 0A?5:B5. 
�07>20O B5@<8=>;>38O. �A=>2=K5 :><<C=8:0F8>==K5 D@59<K.   

2.�80;>38 > 187=5A5. �07>20O B5@<8=>;>38O. �A=>2=K5 :><<C=8:0F8>==K5 
D@59<K.   

3.К>@?>@0B82=K5 :><<C=8:0F88. �07>20O B5@<8=>;>38O. �A=>2=K5 
:><<C=8:0F8>==K5 D@59<K.   

4.К><<C=8:0F88 2 D8=0=A0E. �07>20O B5@<8=>;>38O. �A=>2=K5 
:><<C=8:0F8>==K5 D@59<K.   

5.�>8A: 8=D>@<0F88 2 8=>O7KG=KE 8AB>G=8:0E. �07>20O B5@<8=>;>38O. 
�A=>2=K5 :><<C=8:0F8>==K5 D@59<K.  

6.�C1;8G=0O @5GL =0 8=>AB@0==>< O7K:5. �07>20O B5@<8=>;>38O. �A=>2=K5 
:><<C=8:0F8>==K5 D@59<K.  

7. 5G52>9 MB8:5B 2 8=>O7KG=>9 A@545. �07>20O B5@<8=>;>38O. �A=>2=K5 
:><<C=8:0F8>==K5 D@59<K 

�B >B@CBA9AF9 >B@C9F9AJ<= «#@9FP» 

1. Describing cross-cultural experiences 

2. Negotiating – dealing with conflict 

3. Discussing employer / employee expectations 

4. Talking about different kinds of risks 

5. How to use language skills to get necessary information from various sources 

6. Increasing staff and customer satisfaction 

7. Developing a teamwork ethos 



�B >B@CBA9AF9 >B@C9F9AJ<= «В?489FP A46O>4@<» 

1.КD4F>4S C9D984K4 EB89D:4A<S F9>EF4 A4 4A7?<=E>B@ S;O>9 
(4AABF<DB64A<9)  

Public and private companies 

A company is usually formed for the purpose of conducting business that is 

separate from its owners, the shareholders. The main difference is between public 

and private companies. 

Private companies cannot sell shares to or raise money from the general public. 

Public companies can sell their shares to the general public (which they usually do 

through a stock exchange). A company continues to exist despite changes in (or 

deaths among) its owners. A company can hold assets; it can sue, and it can be 

sued. The profits are distributed to the members as dividends on their shareholding. 

Losses are borne by the company. The day-to-day management of the company is 

carried out by a board of directors. Private limited companies are often local family 

businesses and are common in the building, retailing and clothing industries. 

A private company can be formed with a minimum of two people becoming its 

shareholders. They must appoint a director and a company secretary. If the 

company goes out of business, the responsibility of each shareholder is limited to 

the amount that they have contributed; they have limited liability. Such a company 

has Ltd (Limited) after its name. 

Many large businesses in the UK are Public Limited Companies (PLC), which 

means that the public can buy and sell their shares on the stock exchange. Marks 

&Spencer, British Telecom and the National Westminster Bank are the examples 

of public limited companies. 

In the US, businesses take the same basic forms. American companies have 

abbreviations Inc and Corp. 

 

2. �<EP@9AAO= C9D96B8 89?B6B7B C<EP@4  

JACKSON&MILES 

118 Regent Street    

                                                                                                 London W1C 37D  



                                                                                                 UK 

HOWARD & PRATT 

Ladies' Clothing 

306, 3d Avenue 

Chicago, 111. 60602 

                                                                                                  2nd December, 2019 

Dear Sirs: 

The color of the dresses about which you complain is indeed lighter than it should 

be. Please accept our apologies. 

We are sending you a new lot by air this week, and would ask you to return the 

faulty clothes at your convenience, carriage forward. 

Alternatively you may keep this lot for sale as seconds at a reduced price of 

$1,120. 

You are perfectly correct in saying that packing and insurance costs are normally 

less for cargo sent by air. May we remind you, however, in this case your request 

to send the goods by air was made at very short notice. It was not possible for us to 

use the lighter airfreight packing materials, as most of the dresses were ready for 

shipment by sea freight (please see our letter of 9th November). 

Furthermore, our insurance is on an open policy at a flat rate, and depends on the 

value of the goods, not the method of transport. For these reasons our in-voice 

No.14596 dated 15th November 2019 is still valid, and we look forward to 

receiving your remittance when due. 

                                                                                    Yours faithfully 

D.A. Leary 

D.A.Leary 

 

3. !6B5B8A4S 59E984 A4 F9@G. Data and Tools for Problem-solving 

A combination of a scavenger hunt and role-playing activity, this exercise is one of 

the more effective active learning strategies for adults. The facilitator assigns a 

case-study (preferably taken from common customer scenarios) to a learner. The 



learner, in turn, makes sense of the data and uses the available resources to solve 

the case. 

 

4. КB@@GA<>4F<6AO9 E<FG4J<< (A4 6O5BD CD9CB8464F9?S): 

•  07;8G8O <564C 1@8B0=A:8< 8 0<5@8:0=A:8< 20@80=B0<8 0=3;89A:>3> 
O7K:0; 

• Э:>=><8:0 >A=>2=KE 0=3;>O7KG=KE AB@0=; 

• �>=OB85 > 187=5A5; 

• $8=0=AK; 

• �>8A: 8=D>@<0F88; 

• �>=OB85 > AB8;OE; 

• �0CG=K9 4>:;04; 

• �0CG=0O AB0BLO 8 B578AK; 

•  5D5@0B 8 0==>B0F8O; 

• �C1;8G=0O @5GL; 

•  5G52>9 MB8:5B; 

• #AB@>9AB2> =0 @01>BC. 

 

5. Can you discuss factors for success solve problem and brainstorm ideas 

during meetings?  

 

6. Language at work: Adding emphasis, using fronting, cleft sentences, 

adverbs, and phrases.  

 

7. КD4F>4S C9D984K4 EB89D:4A<S F9>EF4 A4 4A7?<=E>B@ S;O>9 (4AAB-

F<DB64A<9) 

 Business English Course is for those who want not only to further improve and 

develop their linguistic and communicational skills but also for people who desire 



to broaden and deepen their knowledge in the business sphere. Obviously, business 

skills would be of great use to people who are willing to make a career in business, 

but the course is not limited only by that. Those who see their future in cross 

cultural communication, teaching, interpreting or translating will find the course 

useful and efficient as well. For cross cultural communication specialists practical 

business skills might prove to be or great importance. For teaches it is, first of all, 

after finishing the course, the capability to teach Business English in future as it is 

a very popular and promising course. For interpreters and translators it is an 

opportunity to gain knowledge of a new sphere which could undoubtedly come in 

handy. 
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