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Nick: Yes, that'

Josh: How long will you be staying in the States?

Nick Oh, about three month

Josh: How do you like it here so far?

Nick: 1t's great. I'm really enjoying it

Josh: Well, if you excuse me, I have to go. It was
nice mecting you.

Nick: Thanks, nice meeting you, too. Hope to see
You again some time.

Words
to take care of samnyaTLes, 3GOTHTHCS O
Isee Towsriio,

Ex.9 Mark the true statements (T) and the false ones (F):
1. This talk takes placc in the USA. ___

2. Jessica scems to be the master of the situation. ___
3.Nick and Josh have not met before. ___
4. They exchange ‘How do you do’ greeting cach other. ___
5. Josh is the company secretary. ___

6.Nick is from Canada.
7
8

Nick is going to stay in the USA for a month.
He does not like it in the States very much.
9. Nick h; winga few polite words he leave

to go and after s

Ex.10 Write the senten
1. do how do you
2.itis nice very meet to you

3. how long you will staying be here
4.Tam it really here enjoying

5.1 to see hope you some time again

using the words in the right order:

Ex.11 Translate into English using the text:

1. 51 xouy nosHaKOMHTY Bac ¢ r-1oM Chaiiiow. 2. On samvaeTes
KomrpakTas. 3. Kax saw snech npasntea? 4. 51 tomen warm. 5.
Pat Gu11 ¢ BaMI HOSHAKOMITECS.

TEST

1. Mark the right variant:

1. Can you come .. our office at eleven o'clock?
a'to b.in c.at

2.1 have an appointment ... Mr Brown at ten.
ato b.with e.by
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7a1) 10.40 y1pa 2) 1150 yrpa 3) 11.50 necpa 4) 3.15 st
7.b January. February. April. August. September. October. November.

Decembe
7clb 2.c 3.d 4a

8a 1. It is the fourteenth of February today. 2. They arrived on the

seventh of September. 3. He left on the twenty third of March. 4
It was the twenty first of January. 5. She came to Moscow on the
twelth of July.
8b 1) twothousandand ten/twenty ten 2)two thousand and thirteen/
twenty thirteen 3) two thousand and twenty 4) nineteen seventeen
5) sixteen twelve

8cl.a 2.d 3.b 4.c

9.1.T 2T 3T 4T 5F 6T .F &F 9T

10. 1. How do you do? 2. It is very nice to meet you. 3. How long will
you be staying here? 4. T am réally enjoying it here. 5. T hope to s
You again some time.

11.1. T would like you to meet Mr Sn
contracts. 3. How do you like it her
was nice meeting you.

Key to the Test (Lesson 1)
1.a2b 3b 4 5c 6e 7.c 8c e 10a fle 12b 13a 14a 15a

le. 2. He is taking care of the
4. L have to go, I'm afraid. 5. It
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Ex.5 Translate into English using the text:

1. 970 dupaa <Bpayi n Ko»? 2. Hanimir
norosopuTs ¢ r-xoii Beiia? 4. 51 61 xote.
5. Cocaummre yens, nozaryi
aeana? 7. Coeamnstio.

, K10 ropopiT? 3. Moo
norosopuTs ¢ aice Crioy.
oM P, 6. Yent vory Guith o=

3. The right person is not available

Mr Johnson: This is Michacl Johnson speaking Could

Operator: Well, he's here today, but he may not be in his

Mr Johnson: Do you think you could find him for me’
Operator: Can you hold on?
Mr Johnson: OK, operator, if it doesn’t take too long.

Operator: Sorry to have kept you w

I'speak to Mr Bellock, please?

office right now.

iting, sir. But
Mr Bellock is not available at the moment.

12

Words
to keep smb waiting sacraniim Koro-
at the moment » i

160 KaTH

MoMenT

Ex.6 Mark the right word
“This (is, be, are) John Brown speaking.

Mr Pollard may not be (in, within, by) his office right now.
Do you think you could (¢ find, find, found) him for me?
Could you hold (with, on, in), please?

Tl hold on if it (does, do, did) not take long.

Lam sorry to have (keep, keeps, kept) you waiting.

Mrs Hardy is not available (in, at, for) the moment.

Noma W~

7 Match the synonymous sentences:
his is Mr Allen speaking.

Could you find him for me?

Can you hold on?

Ifit doesn’t take too long.

Could I speak to Mr Allen, please?

a. T'd like to speak to Mr Allen, please.

b. If it is not very long

c. Allen speaking.

d. Do you think you could find him for me?
e. Could you hold on?

e en
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2. Arriving at a company

Mr Smith Good morning. My name is Smith.
Receptionist: Good morning. May I help you?
Mr Smith Yes, Thave an appointment with Mr Brown.
Reception What time is your appointment?
Mr Smith ten thi
Reception st a minute. Tll check if Mr Brown is
available.
Everything is OK. Mr Brown
coming down to take you to Mr
Mr Smith Thank you.
Secretary: Mr Smith? Good mor
pecting you. Follow me, ple:
Hereis the lft.
We are going up to the second floor. Come
in, ple:
Mr Smith Thank you for your help.
Secretary: Glad to be of service.
Words

to arrive [a'rarv] npnGbmars,

receptionist [rrsepfanist] cexpeTapn b npHENTO

available [s'verlabl] ivcionuiics: B i, Jocry s
to expect [1ks'pekt] oxmars,

lift (Am. elevator) [‘ehverta) s
the second floor Tperwii ora
the ground floor riepsui ora

.3 Use the right words in the following sentences:

Jollow take check help service minute time appointment

1. May I .. you? 2. I have an ... with Mr Kingslake. 3. What . is your
appointment? 4. Just a ... 5. I shall ... if Mr Kingslake is availabic. 6.
The secretary came down to .. Mr Pike to Mr Kingslake's office. 7. The
secretary asked Mr Pike to .. her. 8. Glad to be of ..

Ex. 4 Match the questions and answers:
1. Who(m) did Mr Smith have an appointment with?
2. What time was the appointment?
3.Who was the person Mr Smith met first in the building?
4. Who accompanied Mr Smith to Mr Brown’s office?
a. Most probably it was the receptionis
b. He had an appointment with Mr Brown.






_13.jpg
age for Mrs Trollope?
5. She will contact (0, on, -+-) you later.
6. Thank you for (called , call, calling).
7. He is on another line at (a, an, the) moment.
8. He is out (just, ever, never) now.
9. She is away on (a, the, ---) business now.
b) Write the corresponding letters of the English alphabet:
1. fsi] 2. es] 3. [d5ic] 4. [dser] 5. [a:] 6. [er] 7. [i2] 8. [ar]
) Spell these name
1. Johnson 2. Bellock 3. Allen 4. Trollope 5. (your own name)

Ex.11 Translate into English using the text:

1. Owens sxath. 2. V Meist cpounit onpoc. 3. Ty Croyiy uto-
Gy aw nepeats? 4. Tt Croys
utposie. 6. O ceiiwac b oTnycxke. 7. e, e
KaKeTest, TOBOPHT 10 APYTOATy Teredorry. 9. Bot tie mormn Gur nepesno-
muTh mose? 10. Bac CoCIITS ¢ €ro NOMONINKOM?

Ex.12 a) Match these telephone numbers and their readings:
1)8104400 15 a. oh one two seven three seven double four
2)01273744 b, eight one oh double four double oh one five
3)4426773  c. double four two six double seven three

b) Write these telephone numbers in words
1)5109234 2)809534022 3)81033277

TEST

Mark the right variant:
1. Could I'speak ... Mr Stenley?

a.to b.at c. for
2.Tam putting you through ... Mr Neil.
a.to b. for

3. Would you like to leave a me
a.to b. for

his s John Stevenson
a. saying b.
5. Mrs Groffey is aw

peaking c. telling
business now

aat b.in c.on
6. Heisn't .. his office now, I'm afraid.

ato b.in c.of
7. Do you think you could find him ... me?

a.by b. for e.with
8. Ill hold on if it ... take too long,

a. doesn’t b.don’t e. docs

1
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c. They had arranged to meet at ten thirty.
d. It was Mr Brown’s secretary.

Ex. 5 Translate into English using the text:
1.V menst naamavena serpeda ¢ r-om Xiuiow. 2. Ha kakoe Bpesst y
Bac nastasera erpesa? 3. 51 nponepio ceiivac, croGozer m 11 Xy

app r-11a X111 CIIyCTITCS! 1 IPOBOJNT Bac B 1o odbiic.
wac. 6. Hpoxomre, noxanyiicra. 7. Bor nau .
omax. 9. Bxomure, noxanyiicra. 10. Paza saw no-

8. Haw 1a Tpers
Mo,

3. Dates and time of the day

(UK) 2052011 the twenticth of May
two thousand and eleven
or twenty cleven

(UsA)y 5.20.2011 - -

Everyday English
7.00 (seven o’clock in the morning)

Business English
07.00 a.m.

7.15 (a quarter past seven)
7.20 (twenty past seven)
7.30 (half past seven)

7.45 (a quarter to eight)

07.15 a.m. (seven fifteen)
07.20.a.m. (seven twenty)
07.30 a.m. (seven thirty)

n forty-five)

7.50 (ten to cight)
15.00 (three o'clock in the afternoon)
19.00 (seven o'clock in the evening)

- (seven fifty)

03.00 p.m.
07.00 p.m.

Words

quarter [kws:ta] 1. wetnepts, 2. kpapran (rofa)
a.m. (ante meridiem La.) ['erem] 1o moyu
p-m. (post meridiem Lat.) ['pi-'em] nocic nomyus

Ex.6 a) Match the time and its reading in everyday style:

1)8.20 a.a quarter past twelve
2)12.15 b. half past two
3)2.30 €. a quarter to five
4)4.45 d. twenty past cight

b) Translate into English using these examples

It is half past ten now. He came at a quarter past ten.
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ac nooma BTOporo. 2. Ceiitac aensts wacon neepa. 3. Ceii-
4AC ICCHTD MIHYT OUIHAMIATOT0. 4. OH NPIJET B OJIOBIIE HECTOTO.
5. O npuGyyT b nosopme ABCHAAATOrO. 6. Ot NPAET B 10.15.

Ex.7 a) Translate into Russian:
1) 10.40 a.m. 2) 11.50 a.m. 3) 11.50 p.m. 4) 03.15 p.m.
b) Write the names of months in full
Jan. Feb. Apr. Aug. Sept. Oct. Nov. Dec.
©) Match the time and its reading in business style:
1)09.30am. 18 Aug . cight forty-five a.m., the twenty third

of April
2)10.15am., 25 Sept b, nine thirty, the cighteenth of August
3)2.30 p.m.,9 Jan ten fifteen a.m., the twenty fifth

of September
4)08.45am.,23 Apr  d. two thirty p.m., the ninth of January

Ex.8 a) Translate into English using these example

Itis the first of April today.
He came to Moscow on t

second of May.

1. Cerous 14 renpasts. 2. O npuGuian 7 cenabpst. 3. Onyexan
23 mapra. 4. D710 G110 21 ansaps. 5. Ona npuexasa B Mocksy
12 mioas.

b) Write the years in words using these examples:

1945 — nincteen forty
2011 — two thousand and eleven / twenty eleven

12010 2)2013  3)2020  4) 1917 5) 1612
©) Match the equivalents:

1) 2.11 (UK) a. the second of November
2)2.11 (US) b. the twenty fourth of August
3)8.24 (US) c. the twenty fifth of August
4258 (UK) d. the eleventh of February

4. Introductions

Jessica: Nickl Come in, come in. I'd like you to meet
Josh Crosby.

How do you do, Nick?

How do you do? It’s very nice to meet you.
Josh is our company lawyer. He is taking care
of the contracts.

Isee.

Thear you are from Canada.
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LESSON ONE: THE FIRST BUSINESS CONTACTS

1. Making an appointment

Nick: Tam very glad to meet you

Albert: Soam 1. And I hope we'shall do good business
together.
When can you come to our office tomorrow?

Nick: Will ten o'clock be convenient to you?

Albert: Fine. Then Ill pick you up tomorrow at a
quarter to ten in the lounge of the hotel.

Nick: OK. See you tomorrow then.

Albert: Good-bye.

Words

contact ['konteekt] Korrrakt
to make an appointment [s'pomtmant] A0TOBOPHTHCS O BETPEUC

to do business ['biznis] sectn Gur

ec

convenient [kan'vijant] yoGmbiii

to pick smb up sac;
lounge [launds] xou

b 38 KeM-1G60.

Ex.1 Mark the right preposition:

1. When could you come (in, into, to) our offic
time be convenient (10, with, of) you?

2. Will thi

ext week?

3.1 shall pick you up (for, during, at) two in the afternoon.

4.Tll be waiting (with,

for, by) you near the hotel.

5. 1ll be waiting (in, with, on) the lounge.
6. The lounge (at, by, of) the hotel is very comfortable.

Ex.2 Match the Russian and English equivalents:

1. Koy
2. Bacy
3.51 sacny s

B

@ BB MOTTH Gbt IpHTETH K AN B ocpic?
pouT 9 wacos yrpa?
s amm oric.

4. JlawaiiTe BETPETINCS B BECTHGIOAC FOCTINHI.

5. /1o nerpeui sasTpa.

a. I shall pick you up at yor

roffice.

b. Let us meet in the lounge of the hotel.

. Sce you tomorrow

d. When could you come to our office?
e. Will 9 am. be convenient to you?
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9. He isn't available ... the moment,

a.in b.at c.to
10. Hold .. line, pleas.

aa b. the c.on
11, Just ... moment, please.

aa b. c.the
12. Sorry to have ... you waiting

a. keep b. kept e. keeping
13. Whois that .., please?

a. call b. calls c. calling
14. Will you repeat..., please?

a.it b.so c. again
15. Just ... him I'm in London.

a.sa b. tell e. speak

Key to the Exercises (Lesson 2)
1.1, speak 2. in 3. hold 4. please 5. through 6. call 7. call 8. calling
2.1.c 2.d 3.e 4.a 5b
3.1.c 2.b 3.c. 4a 5b
4a)1.to 2.to 3.to 4.the 5.a 6.that 7.right
N 4.8 5.C 6.K 7.Q
- dabl i - en] 2. [er - ti: - kel — a1 — en — es]
3. [l - ju: - es - ti: - it - en] 4. [em - i - a: - i - dI: - al - ti: - extf]
5.1.Is that Brown and Co? 2. Sorry, who is (that) speaking, plea
3. Could T speak to Mrs Wale? 4. I'd like to speak to Miss Snow
5. Put me through to Mr Reed, please. 6. Can I help you? 7. (I'm)
putting you through.
6.1.is 2.in 3.find 4.on 5.does 6.kept 7.at
7.1.c 2.d 3.e 4.b 5.a
v to have kept you waiting. 2. He may not be in his office
is here today. 4. Do you think you could find him
for me? 5. He is not available at the moment. 6. Hold the line,
please. 7 Just a moment, please.
LT 2F 3F AT SF &T 7.F 8T 8.T 10.T
10.a) 1.2 2.an 3. for 4. any 5. - 6. calling 7. the 8. just 9.
10b)1.C2.83.G4.J5.R6.A7.E8.1
10.¢) 1. [d3e1 — 0 — e1tf — en —es — 0u — en] 2. [bi: - i: - dabl el — 0w —si: -
Ker] 3. [e1 — dabl el — i: - en] 4. [ti: - a: - 06 — dabl el — 00 — pi: - i:]
11. 1. It's a pity. 2. I have an urgent problem. 3. (Would you like to
leave) any message for Mr Stone? 4. Mr Stone will contact you
5. He is away on business. 6. He is on holiday now. 7. T am
he is not in at the moment. 8. He is on another line, I'm
afraid. 9. Could you call later? 10. Shall T put you through to his
assistant?

e?

15
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Ex.8 Translate into English using the text:
1. Mammiire, \ro sactaniia pac 070 #ath. 2. Ero, nosvoxiio, cei
wac et wa vecre. 3. On ceromust na paGoe. 4. He Moram Gui nit ero
aiitn? 5. On ceitwac nie Moxer nozoiiti k Tezedpory. 6. He nemaiire
TPYOKY. 7. Oy MUHYTY.

4. Messages

Secretary: Mr Adams is away on business. Can T help you?

Mr Congrad It’s a pity. I have an urgent problem.

Secretary: Would you like to leave any message for him?
And he will contact you later.

Mr Congrad: Just tell him I am in London for two days
My telephone number is one double four oh
nine double two.

Secretary May I have your name again, please?

Mr Congrad: C—0-N-ta-B—-A D of Gaskell and Co.
[si: - 0u —en — d; — dit]

Secretary: Thank you for calling, Mr Congrad.

Mr Conrad: Goodbye.

Secretary: Goodbye.

Words

message ['mesids] cooGmene, o
urgent ['a:dzont] cpoutbiii, acTosTe BB

Ex.9 Mark the true statements (T) and the false ones (F):
1. It was Mr Congrad who was telephoning Mr Adams. ___
2. Mr Adams works for Gaskell and Co.

3. Mr Adams was away on holiday that day.

4. Mr Congrad was very unhappy to hear the news. ___
5. Mr Congrad said he had a lot of serious problems.
6. He left a very short message for Mr Adams. ___

7. Mr Congrad was staying in London for a week. __

8.

9.

1

He gave the secretary his telephone number.
The secretary asked him to repeat his name.
0. She assured Mr Congrad that Mr Adams would phone him later.

Ex.10 a) Mark the right variant:

1.1t's (a, the, some) pity.

2.1 have (a,an, the) urgent problem.

3.Would you like to leave a message (to, for, with) Mrs
Trollope?

13
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12a)1.b 2.a 3.c
12.5) 1. five one oh nine two three four 2. cight oh
oh double two 3. cight one oh double three two double seven

Key to the Test (Lesson 2)
La 2a 3b 4b 5.¢ 6.b 7.b 8a 9.b 10.b 11.a 12.b 13.c 14.a 15.b
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Secretary: Just a moment, please, Mr Stockton. I am
putting you through to Mrs Atkins.

Mr Stockton: Is that Mrs Atkins now?
Mrs Atkins: Atkins speaking,
Words

to spell (spelt, spelt) micars wm nponanocHTs 1080 10 Gy KuaN
journal [d3amnl] skypias, rasera; utepii
to put through cocunrrs,

Ex.3 Mark the right answer in accordance with the text:
1. Whom is Mr Stockton calling?
a. He is calling Mr Atki
b. He s calling Miss A
c. Heis calling Mr
2. What is Mr Stockton first name?
a. Jim.
b.John.
e Jack
3. What company is he calling?
a. The Commerce newspaper.
b. The Commerce magazine.
c. The Journal of Commerce.
4. Was Mrs Atkins the first person to ar
a.No, she was not.
b. Yes, she was.
c. Itis not quite clea
5.Did Mrs Atkins answer the call then?
a.No, she didn’t.
b. Yes, she did
c. Itis not quite clear.

Ex.4 @) Mark the right word:
1.1'd like to speak (t0, at, by) Mr Austen.
2. Could I speak (for, by, t0) Mrs Meredith?
3.Tam putting you through (across, by, o) Miss James.
4. Hold (a, the, an) line, please.
5. Just (the, an, a) moment.
6.1s (chat, you, he) Mrs Atkins?
7. Yes, that’s (right, wrong, no).

b) Write the corresponding letters of the English alphabet:
1. [ti:] 2. [ou] 3. [en] 4. [es] 5. [si:] 6. [ker] 7. [Kju:]

©) Spell these names:
1. Green 2. Atkins 3. Austen 4. Meredith

1
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LESSON TWO: TELEPHONING

1. Answering the call

Sccretary:  Hill and Co. here. Good morning.

Mr Green:  Good morning, My name is Henry Gre
Mr Hill, please? Is he in?
Sccretary:  Hold the line, please ... You are through

. Could Ispeak to

Words
to answer a call oTseTiT Ha 3HOHOK

€0 be in Guim, aziecn / wa veere / y ce6n
Hold the line. He ser
You are through. [Or:

Ex.1 Use the right words in the following sentences
in speak through please call (2) calling hold
1. Could I ... to Mr Snow? 2. Is Mr Flinch

2 3. .. the line, please.

4. Just a minute, ... 5. You are .. an important ... 7. It is the
secretary who is answering the ... Mr Green who is ... Mr Hill.
Ex.2 Match the Russian and English equivalents
1. 51 BaC COEAMMILIA, FOBOPHTC.
2. 51 xoTe Got 10rOBOpHTS € r-3K0ii Mit
3. Ona na mecre?
4. He pemaiite TpyGiy, moposmie.
5. Oy anyty.
a. Hold the line, please.
b. Just a minute.
c. Youare through,
d. Could I speak to Mrs Mills, pleasc?
e.Isshe in?
2. Spelling names
Mr Stockton: Is that the Journal of Commerce?
Secretary: Yes, that's right. Who's calling, please?
Mr Stockton: Oh, Stockton's my name. I'd like to speak to
Mis Atkins.
Secretary: Sorry. Could you repeat your name, pl
Mr Stockton: John Stockton.S~T-0-C-K-T-0-N.
[es — ti: - 0U — si: - kel —

10





