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BBEJAEHUE

[Tocobue nmpegHazHaueHO IJIs CTYIEHTOB OYHO-3a049HOM (popmbl 00yuenus Il kypca daxysb-
TeTa METALTYPrHYECKUX TEXHOJIOTHH, oOydarommxcs rmo HampasieHuto 38.03.01 Dxonommka, u
COJICPKUT y4eOHBIN S3BIKOBOM MaTepHall, IpeyCMOTPEHHBIN MporpaMMon U y4eOHbBIM TUIAHOM IS
Il cemecTpa. OHO MMeeT LEIbI0 PACIIUPUTh 3HAHUSA (DOHETUUECKOTO, JIEKCHUECKOT0 U TpaMMaTH-
YecKoro MaTepuaia, 4TO MO3BOJUT OOYyYaroIIUMCs YIIIyOUTh WX 3HAHMSI B aHTJIMICKOM sI3bIKE, a
TaKXKe MPEIHA3HAYCHO VI PAa3BUTUS KOMMYHHKATHBHBIX YMEHHH CTYIEHTOB, a MMEHHO IpPaKTH-
YEeCKOr0 OBJIAJICHUS AaHTJIUHCKUM SI3bIKOM M €ro HCIOJIb30BaHUS B MPOPECCUOHATBHON ACSITelNb-
HOCTH, CBS3aHHOM C 3KoHOMHKOH. Kpome Toro, nmannoe mocoOue, Onarogapsi CHelHaJbHO IO-
I0OpaHHBIM TEKCTaM, CIIOCOOCTBYIOT PAaCIIMPEHUIO0 KPYro30pa M MOMOTAIOT BBI3BAThH JKUBOM HMHTE-
pec CTYICHTOB K M3YYEHHUIO MHOCTPAHHOTO sA3biKa. [locoOue MokeT OBITh MCIONIB30BAHO KaK IS
paboThI B ayIMTOPHH C TIPEMOaBaTeNIeM, TaK U JJIsI CAMOCTOSITEIILHON pabOThI CTYACHTOB.

[Tocobue BKIOYAKOT B ce0s 5 pa3zeroB U CTPOUTCA MO cieayromeMy miany. B 1 Pasnmene
BBoaHbIii (hoHETHUECKUI KypC TpeNCcTaBlIeH MaTepuall, HallPaBJICHHBII HA 3HAKOMCTBO C HEKOTO-
pBIMU TpaBUJIAMU YTEHUS M IPOUZHOUICHHS] U 3aKperuieHne (OHETUYECKUX HABBIKOB O0ydYa-
fouuxcs. Pa3men comepuT mpaBuiia YTEHUS! TJIACHBIX U COTJIACHBIX OYKB M 3BYKOB aHTJIMICKOTO
s3pika. [IpaBuna yTeHHs] aHTTUNCKUX TJIACHBIX OYKB IMOJ yJApEHHEM B Pa3IMYHBIX MOJOXKEHHSIX:
OTKPBITOM, 3aKPBITOM, TPETHEM M YETBEPTOM THIaxX. [IpaBuia YTeHUs TIACHBIX M COTIACHBIX OYKB B
0e3yIapHOM MOJIOXKEHUH, a TAK)KEe COUYETaHHl ITACHBIX U COTJIACHBIX OYyKB. B pa3zen BKIrOUYEHBI
PEKOMEHIALMH 110 BBITOJHEHUIO 33/IaHUI U IPAKTUYECKHUE 3aIaHUs U1 CAMOCTOSTETIbHON pabOoThI
ctyneHToB |l kypca dakynpTeTa METAITYprUueCKUX TEXHOJIOTHM, 00ydaromuXCs M0 HAPABICHUIO
38.03.01 DxoHOMUKa, HampaBICHHBIC HA OTPAOOTKY (POHETUUECKUX HABBIKOB.

B crnenyroomux pasfenax cHauanga OpeICTaBIeH TEKCT IS uTeHus u oOcyxaeHus. Jlanee
CIICAYIOT 3agaHus AByX THIOB. Ilepseiii 00k 3amanuii (Comprehension Check) nampasien Ha
BbISIBIICHHE [TOHMMaHUs MPOYKTaHHOr0. BTopoii 6110k 3aganwmii (Vocabulary Practice) npeacrasisier
CO0OH JIeKCHYEeCKHE YIpaKHEHUS, HAllpPaBJICHHbIE KaK HA PACIIMPEHUE CIOBAPHOTO 3araca, Tak |
Ha aKTUBU3ALIMIO JIEKCUKH B MHOS3bIUHOM peur, pa3BUTHUE SI3BIKOBON JOTAIKH.

bnok (I'pamMmaTHKa) COepKHUT MpaBuiIa 00pa3o0BaHUs M YIIOTPEOICHHSI HEKOTOPBIX BPEMEH.

bnok (IlpakThueckue 3agaHMs) COAEPKUT TPEHUPOBOUYHBIE YNPAKHEHUs, CIIOCOOCTBYIOIINE
3aKpETUICHUIO U TIOBTOPEHUIO MPOUICHHOTO TPaMMaTHYECKOTO MaTepHara.

brnok 3anmanuit (Topics for Discussion) HampaBiieH Ha TPEHHPOBKY HABBIKOB BEICHHUS 00-

CYKJIEHUS TIPOYNTAHHOTO U Oece/Ibl B paMKax 3aJJaHHOM cuTyaruu. B KoHIle naHHOTrO OJoKa TIpe-
CTaBJIEH TEKCT, KOTOPBIH MOJKET CIYKUTh OCHOBOM /1711 MOHOJIOTHYECKOTO BBICKA3bIBAHMSI, a TaK-
e VIl CO31aHUsI KOMMYHUKATUBHOM CUTYallMM 10 33JaHHOW pa3srOBOPHOM TEME Ha 3a4eTe B KOHIIE
MIEPBOTO ceMecTpa.
B mocobum takxke mpencrtaBiaeHsl pazaensl Pronunciation Practice, Grammar Practice, Vocabulary
Practice, Writing Practice. B pasmene Pronunciation Practice mpencTtaBieHbl ypaKHEHHs, HaIle-
JICHHBIE Ha CHATHE BO3MOXKHBIX TPYIHOCTEH B MMPOU3HOIIEHUH W BOCTIPUSATHHA OMO(OHOB Ha CITyX, a
TakXe CIIOCOOCTBYIOIIME pPACIIMPEHUIO CIOBapHOro 3amaca oOyuarommxcs. Pazgen Grammar
Practice comepHT rpaMMaTHYECKHE YNpPaXHEHHs JJIsl CaMOCTOATENLHOM paboTel. B pasmene
Vocabulary Practice mpeasaraercst MaTepuan U 3a/laHusi, HAPABJICHHBIC HA CHITHE TPYAHOCTEH B
OCBOCHHH JIEKCHYECKUX €IMHUIL 110 CICIMAIBHOCTH. 3aBepiaer mocobue pasaen Writing Practice,
B KOTOPOM IMIPEJCTaBJICH MaTepuall, HallpaBJEHHbI Ha 3HAKOMCTBO C MpaBHJIAMU OpraHU3aluu
OCHOBHBIX BHJ/IOB pE3IOME, PEKOMEHIATENbHBIX ITHCEM, JJIEKTPOHHOTO COOOIICHUS W pPa3BH-
THE HABBIKOB MMCHbMEHHOM peur 00y4aronIuxcsl.



Paznen 1. BBoaublii poHeTHUECKHI KypC

There are twenty-six letters in the English alphabet.

Aa [e1]
Bb [bi:]
Cc [si:]
Dd [di:]
Ee [i:]
Ff [ef]
Gg [d3i:]
Hh [ertf]
i [a1]
J] [d3er]
K k [ket]
LI [el]
Mm [em]
Nn [en]
Oo [ov]
Pp [pi:]
Qq [kju:]
RT [a:]
Ss [es]
Tt [ti:]
Uu [ju:]
Vv [vi:]
W w ['dab(a)l ju:]
X X [eks]



Yy [war]

Zz [zed]

There are twenty consonant letters

Bb
Cc
Dd
Ff
Gg
Hh
Jj
Kk
LI
Mm
Nn
Pp
Qq
Rr
Ss
Tt
Vv
Ww
XX
Zz

One and the same letter in English can give different sounds.

There are twenty-four consonant sounds.

[b]l [d] T[g] [v] [8] [z] [3] [d3][m] [n] [n] (1] [r][w] [j] [p] [t] [K] [f] [6][s] [/ 4]

[h]

Voiced Voiceless
[b] (]
[d] [t]
[d] [k]
[v] [f]
(0] [6]
[2] [s]
[3] 1
[d3] [t/]
[m] [h]
[n]

[n]
(1]
[r]
[w]
1l

The pronunciation of consonant sounds.



Cornacusie 3BykH [p, b]. IIpu mpousHeceHMH 3THX 3BYKOB I'yObl CHayajia CMBIKAIOTCS, a
34TCM MTHOBCHHO Pa3MbIKAIOTCA, U BO3AYX BBIXOJUT YCPE3 POTOBYIO IMOJIOCTh.

3ByK [P] — Ii1yX0ii, IPOM3HOCUMBIN C MPHIBIXAHHEM, OCOOCHHO 3aMETHBIM Hepell yaapHbIM
[JIACHBIM.
3ByK [b] — 3BOHKHMIA, Kak U BCE IPYTUE 3BOHKUE COTJIACHBIC, OH B KOHIIE CJIOB HE OIJIYIIACTCS.

[Tpu npousHecenuu 3BykoB [t] u [d] KOHUMK sA3bIKA TOIHSIT M IPUXKAT K ajbBeosiaM, 00pa3ys
nojHyo nperpanay. CTpys Bo3ayxa ¢ miymMoM (B3pbIBOM) paspbiBaeT 3Ty mperpany. 3Byk [t] —
riayxoi, a 3ByK [d] — 3Bomkwmii. Ilepen riracHBIMH TIIyXOH COINIaCHBINA 3BYK [t] mpom3HOCHTCS ¢
MPUIBIXAaHUEM.

3Byk [K] — rmyxoit. OH MPOM3HOCUTCS IMOYTH TaK e, Kak MU PYCCKui 3BYK [K]. OTinyme
aHrMiickoro 3Byka [K] OT COOTBETCTBYIOIIETO PYCCKOrO 3BYKa COCTOMT B TOM, YTO QHTJIMHCKHI
3BYK IMPOU3HOCUTCS C MPUIBIXaHHEM U HA KOHIIEC CJIOBA 3BYYHUT 00JIee OTUETIIHBO.

3ByK [g] — 3BoHkuil. [IpouM3HOCHTCS MOYTH TaK K€, KaKk U PYCCKUIl 3BYK [I], HO MeHee
HaNpsHKEHHO, U Ha KOHIIE CJIOBA HE OIVIYILAEeTCH.

Corunacubie 3BykH [, V]. TIpu Mpor3HECEHUN 3THUX 3BYKOB HIDKHSISI I'y0a Clierka pHyKUMaeTCsl
K BEPXHUM 3y0aM, U B IIEJIb MKy HUIMHU ITPOXOJUT CTPYS BBIIBIXa€MOI'0 BO3AyXa.

Anrnuiickuii riyxod 3ByK [f] mpou3sHOcHTCS Oojiee SHEPrHMYHO, YEM COOTBETCTBYIOIIMN
pyCcCKHii cornacHsii [¢].

3BOHKMIA 3BYK [ V] Ha KOHIIE clioBa He ormymaeTrcs. Heo0xoaumMo cinenuTs 3a TeM, YTOObI He
MIPOU3HOCUTH 3TH 3BYKH 00CHMU T'yOaMH.

[6] B pycckom si3bike momoOHOro 3Byka Her. 3ByK [0] — rimyxoii. Ilpu ero mpousHeceHuu
A3bIKAa PACIUIaCTaH W HE HANpsIKeH, KOHUMK s3bIKa 00pa3zyeT y3Kyl0 IUIOCKYIO Ielb CO BCEM
PEXYIIUM KpaeM BEpXHUX 3yOOB, HEIJIOTHO MPIKUMAsACh K HEMY. B 3Ty miens ¢ cuioi mpoxoaur
cTpys Bo3ayxa. KOHUMK s3bIka HE JOJDKEH CHIIBHO BBICTYMATh 332 BEPXHHE 3YObl MM CIHMILKOM
IUIOTHO IMPHKUMAThCS K 3y0aM (MHaue noixydurcs [T]). 3yObl TOIKHBI ObITh OOHAKEHBI, 0COOEHHO
HIDKHUE, TaK YTOOBlI HWXKHSISI TyOa He KacajlaCh BEpXHUX 3yOOB M He NMPHUOIIIKanach K HUM (MHaue

noyuutcs [¢]).

[0] TIpu mpousHecenuu 3Byka [§] opraHbl pedyd 3aHUMAIOT TAKOE K€ TOJIOKEHHUE, KaK U TIPH
npousHeceHnu 3ByKa [0]. 3Byk [0] oTinudaercs ot [0] TUIIb 3BOHKOCTHIO.

3ByK [S] — riayxoi, [z] — 3BoHkwmit. [Tpu npousHeceHuu [S] U [Z] KOHYMK sS3bIKA HAXOAUTCS
npoTuB anbBeos. CTpys BO3ayXa C TPEHHUEM IPOXOAMUT uepe3 KeI000K, 00pa3yroluics Mexay
nepeAHeil CHMHKOM s3bIKa U anbBeoaamMu. COTNIacHbI [Z] B KOHEYHOM IOJIOKEHUU HE OTJTyIIAeTCs.

Aurnuiickuii 3ByK [[] HamomMuHaeT pycckuil 3ByK [mi]. Msrkas okpacka aHIJIMHCKOTo [f]
BbI3BaHAa TMOJHSATHEM CpeqHell 4YacTu s3plka K TBepaomy HEOy. (IIpm mpowmsHeceHun
COOTBETCTBYIOILIETO PYCCKOTO 3ByKa MOJHATA 3aJHsS 4acTh CHUHKM s3bIKa.) OnHako 3BYK [[] He
JIOJKEH OBITh TAaKUM MSTKUM, KaK PYCCKUI 3BYK, 0003HaYaeMblil OYKBON «I1D».

CornacHpli 3ByK [3] oTnuyaeTcst OT 3ByKa [[] aumib 3BOHKOCTHIO. OT pyccKoro 3ByKa [Xk|
3BYK [3] OTJIMUAETCSI MATKOCTBIO.

Anrnuiickuii 3ByK [tf] HamoMmuHaeT pycckuil 3ByK [4], HO OTJIMYAeTCs OT HEro TEM, YTO
MIPOM3HOCUTCS TBepke. 3BYK [tf] He sBiseTcs mpocTeiM coeauHeHueM coriacHbiX [t] u [[]. On



IIPOM3HOCUTCS TNPUKOCHOBEHMEM KOHYMKA s3bIKA K aJbBEOJIaM, OJHHUM IPOU3HOCUTEIIBHBIM
YCUJIMEM.

Corunacublii 3ByK [d3]. DTOT 3ByK NMPOM3HOCHTCS Tak ke, Kak [tf], HO TOJBKO 3BOHKO, C
r'OJIOCOM.

[h] Takoro 3Byka B pycCKOM sI3bIKE HET. B aHIIIHICKOM sI3bIKE OH BCTPEYACTCS TOJIBKO MEpe]]
TJIACHBIM M Ha CIIyX HpeCTaBisieT co00i JerKuid, eaBa CIBIIIHBIN BbIOX. B oTiamuue ot pycckoro
3ByKa [X], aHrmiickuii 3ByK [h] oOpasyeTcs 6e3 kakoro Obl TO HH OBLIO YYacCTHs S3bIKa, II03TOMY
HEO0OXOIUMO CIIEIUTH 332 TeM, YTOObI 3aJHSSl CIIMHKA S3bIKAa HE MOJHUMANIach OJM3KO K MATKOMY
HEOY.

IIpu mpousHeceHun CcoHaHTa [M] ryObl COMKHYTBI, MSTKoe HEOO ONYLIEHO, M BO3IYyX
IPOXOAUT uepe3 MOoJOCTh Hoca. llpum mnpousHeceHMM aHIIMHCKOro coryiacHoro [M] ryOsl
CMBIKAIOTCS IUNIOTHEE, YEM IIPU MPOU3HECEHUH COOTBETCTBYIOIIETO PYCCKOIO 3BYKa [M].

[Tonosxenue s3bIKa MPU MPOU3HECEHUU COHAHTA [N] Takoe e, Kak MpU MPOU3HECEHUH 3BYKOB
[t] u [d], HO MsATKOE HEDO OMYIIIEHO, U BO3YX MPOXOHT Yepe3 MOJIOCTh HOCA.

[Ipu nmpousHeceHUM COHaHTA [1)] 3a1HSAS CIMHKA SI3bIKA CMBIKAETCS C OMYIIEHHBIM MSTKUM
HEOOM, M BO3IyX MPOXOAMT HYEpe3 HOCOBYIO MOJOCTh. it TOTO YTOOBI MOOUTHCS HYXKHOTO
MIOJIOKEHUS OPTaHOB pPEYM, MOXKHO CHENIaTh BAOX Yepe3 HOC C LIMPOKO OTKPBITBIM PTOM, 3aTE€M
MIPOM3HECTH 3BYK [1)], BBIABIXaS BO3MyX yepe3 Hoc. [Ipr 3ToM HE0OX0IUMO CIICIUTH 32 TEM, YTOOBI
HU KOHYUK SI3bIKa, HU €r0 MepeHss U CPEAHsIS YaCTH He Kacaauch HEDA.

[Tpu mpousHeceHUH COHAHTA [I] KOHYMK SA3bIKa HAXOMTCS 3a albBEOJSPHON BBIMYKIOCTHIO,
00pasys ¢ Hero IeNb. SI3bIK HANPsHKEH, a €ro KOHYMK HEMOJBUKEH, B PE3yJbTaTe 4ero 3TOT 3BYK
npousHocutcst 0e3 BuOparuu. Illeap MEXIy KOHYMKOM $3bIKa M AIbBEOJaMH JOJDKHA OBITH
HECKOJIbKO 00Jiee IIUPOKO, YEM TIPH PYCCKOM 3BYKE [X].

Mecro
apTukysiun conanrta [l] takoe ke, kak mis 3BykoB [t], [d] u [N], HO GokOBbIe Kpas (WK OAMH
Kpaii) sI3bIKa OIMYIIEHBI, MATKOE HEOO TMOIAHATO, CTPYS BO3IyXa MPOXOJIUT BIOJIb OJHOW MM 00eHX
CTOpOH si3bIKa. MiMeercst fBa OoTTeHKa coryacHoro [|] B 3aBUCHMOCTH OT €ro IMOJIOKEHHS B CJIOBE.
[Tepen riacHBIME 3BYKaMH ITPOM3HOCHTCSI MATKHIA OTTEHOK 3BYKa [l], iepe cormacHbIME U B KOHIIE
CJIOBA — TBEPBII OTTEHOK.

[w] ITpu mpousHecennn coHanTta [W] ryObl OKpYIJICHBI M 3HAYMTEIBLHO BBIIBUHYTHI BIIEpE/, a
3aJIHsA 4acThb SI3bIKa 3aHMMAET IPUMEPHO TaKOE€ )K€ MOJIOKEHUE, KaK MPU POU3HECEHUH PYCCKOTO
[y]. CTpys BBIABIXa€MOTO BO3JlyXa C CHJIOM MPOXOIUT HYepe3 OOpa30BaHHYIO MEXAY T'ybaMH
KpYIJIyIo 11elib. ['yObl SHEPTUYHO pa3IBUTAIOTCS.

AHrnuiickuii coHaHT [j] HamomuHaeT pycckuil 3ByK [if]. OJHaKo mNpH MPOU3HECEHHU
AHTIIMIICKOTO 3ByKa [j] cpemHsisl 4acTh sI3bIKa TMOJAHMMAETCS K HEOY MEHbIIE, YeM MPH PYCCKOM
3Byke [#]. [ToaTOMY NIpy IPOM3HECEHUH aHTIHMICKOTO 3BYKa []] CIBIIIMTCS MEHBIIE IIIyMa, YeM TIpH
MIPOM3HECEHNH PYCCKOTO 3BYKa [#1]. 3ByK [j] Bceraa mpeaiiecTByeT riacHOMY.

Coueranue 3ByKoB [ S ], [ 2] co 3Bykamu [ 0 ] u [ O ]. [Ipu npon3HeceHUH coUeTaHMIA 3ByKa [
S]umu[z]co3BykoMm [ 0 ] wu [ 0 | HEOOXOAUMO CIEIUTH 32 TEM, YTOOBI HE TOMYCKaTh TTIAaCHOTO
MIPU3BYKA WJIH T1ay3bl MEXJy HUIMH U COXPAHATh MPH STOM KadueCTBO Ka)J0ro 3Byka. Eciu 3ByK [ S
] wmu [ Z ] crout nepexn 3BykoM [ 0 | wnum [ O |, TO HY)KHO, HE 3aKOHYUB NMPOU3HECEHUSI TIEPBOTO
3BYKa, IIOCTEIIEHHO MPOBUHYTh KOHUYHK SA3bIKa B MEK3yOHOE mostoskenue. Ecimu 3Byk [ S ] wn [ Z |
CTOUT Tocyie 3ByKa [ 0 | win [ § |, To KOHYHK S3bIKa TPOU3BOIUT 0OpaTHOE JBUKCHHUE.

In English there are six vowel letters.



Aa
Ee
li

Oo
Uu
Yy

There are twenty vowel sounds.

twelve monophthongs

[i:][1] [e] [a:] [p] [o] [o][a@](o:][u]fo:][a]

eight diphthongs

[ei] [ai] [oi] [av] [oav] [ia] [ea] [va]

two triphthongs
[aio] [aus]

All the vowel sounds can be long or short. The long sounds are marked in the transcription [:].

The diphthongs and triphthongs are long.

Long vowel sound
[i:]
[o:]
[2:]
[u]
[a]

Short vowel sound
[1]
[o]
[D]
[v]
[ A]
[e]

(2]

It is important to be very careful while pronouncing vowel sounds as there are words which

are differentiated only by the length of a vowel sound.

rich (Gorarsrit) — reach (mocturats)

sit (cumeth) — seat (cuaeHbe)

fill (3anonusTh) — feel (ayBcTBOBATH)
still (Tuxuii, HemoaBHXKHBIN) — Steal (BopoBaTh)

dill (ykpom) — deal (caenka)

The pronunciation of vowel sounds.

The monophthongs

[I] — MaccCa sA3bIKa HaxOIUTCA B Hepe,Z[HCI\/'I qacTu pOTOBOP’I mojoctH. KoHUMK S3BpIKa — y
OCHOBAaHUs HUKHHUX 3y6OB. CpeI[HSISI YacCThb A3bIKa IMMPOABHUHYTA BIICPC U ITOJHATA.

[1:] — macca s3pIka poBUHYTA Briepe. KoHYMK s3bIKa KacaeTcs MepeHruX HUKHHUX 3y0OB.
['yObI HECKOJBKO PACTSHYTHI. 3BYK [1:] — TONTHI INIaCHBIN, HEOAMHAKOBBIA Ha CBOEM HPOTSIKEHHH.
Hauvano rimacHoro 6osee mmpokoe 1 OTKPBITOE, KOHEI Y3KHM, 3aKPbITHIM.

[e] — wmacca s3pIka HaxOAWTCA B MEPEIHEH YacTH POTOBOW MOJOCTH. KOHUYMK SI3bIKa
HAXOJUTCSI Y HIDKHUX 3y00B. ['yOBI cierka pacTsiHyThl. HUKHIOIO 4eNoCTh OIMyCKaTh HE CIeayeT.



[€] — ryOBl HECKOJBKO PACTAHYTHI, HIDKHSSI YEIIOCTh OIYILEHA, KOHYMK SI3bIKa Kacaercs
MepeIHUX HIKHUX 3yOOB, a CpEIHSS CIIMHKA SI3bIKa HEMHOTO BBITHOAETCs BIIEpe U KBEPXY.

[9] — HEWTpaJIbHBIN IJIACHBIM 3BYK, KOTOPBIM SIBISETCS PE3yJIbTaTOM PEAYKLUHU, a UMEHHO
ociabieHus riacHbIX B Oe3yaapHoM nojoxeHuu. OH Bcerga Oe3yAapHbIN U JIETKO MOABEPraeTcs
BIIMSHUIO COCEIHUX 3BYKOB. [Ipy Npou3HeceHHH 3ByKa B Ha4yajle MM B CEPEAMHE CIIOB BECH SI3BIK
HEMHOTO IIPUIIOJHAT.

[a:]] — s3Ik HAXOMUTCS B 3aIHEH YACTH MOJOCTH PTa. 3aHSSI YaCTh SI3bIKA YyTh MPHUITOIHSATA.
Henp3s nonyckare noabsema nepeHen U cpeHei 4acTu si3bika. KOHYMK s13bIKa OTTSHYT OT HUKHUX
3yOoB. ['yObl HEWTpanmpHBI, T. €. HE pPACTAHYTHl W HE BBLABHHYTHI Brepen. llepen 3BOHKHUM
COrJJaCHbIM 3BYKOM TJIaCHBIM [a:] HEMHOIro YKOpayuMBaeTcs Cjerka, a Imepea IIIyXuM —
YKOPaYMBaETCsl 3HAUUTENIBHO.

[A] — S3BIK HECKOJBKO OTOJBUHYT Ha3aJ, 3aJIHSsl CIMHKA S3bIKa MPUIOJHATA K TMepeaHen
4acTU MATKOTo HEOA, IyObl clierka pacTSHYThI, PACCTOSIHUE MEX]TY YEIOCTSIMH JIOBOJILHO OOJIbILIOE.

[V] — MpU POU3HECEHWHU AHTIUICKOTO 3ByKa [u] T'yOBI IOYTH HE BBIJIBHTAIOTCS BIEPE,
OAHAKO OHU 3aMCETHO OKPYIJICHBI. SI3BIK HaXOOUTCsA B 3aIIH€I71 JaCTH IOJIOCTH pTa, 3adHAA YaCTb
CIIMHKH SI3bIKA MTPUITOIHATA K TIEPEHEH YacTH MATKOro HEOA, HO HE TaK BBICOKO U JaJIeKO, KaK Mpu
MPOU3HECEHUN PYCCKOro [y].

[u] — s3pIK  HaxomUTCS B 3aJHEH YaCTH IOJIOCTH PTa, 3aJHSAS YaCTh CIIMHKU S3bIKa
3HAYUTENIHO MPUIIOAHATA K MepeaHel yacTu Msarkoro HEOGa Ilpu mpousHecenuu 3Byka [u:] TyObI
CHWJIBHO OKPYTJIEHBI, HO TOPAa3/I0 MEHbBIIE BBIABUHYTHI BIIEPE], Y€M IPH MPOU3HECEHUU PYCCKOTO

3ByKa [y].

[ D] —3BIK HaXOAWTCSA B 3aJHEH 4aCTU MOJIOCTH PTA. 3alHAS YaCTh CIIMHKH S3bIKA HEMHOIO
npunogHsaTa. POT IMPOKO pacKphIT, IyObl OKPYIJICHBI.

[OZ] — SA3BIK HaXOJHWUTCS B 33I[H€I>i YaCTH MOJIOCTH PTa. 321]1H5[5[ YacCTh CITMHKU A3bIKa IIOAHATA K
MATKOMY He6y FY6LI CJICTKA BBIABUHYTBI BIICPEA U 3HAUUTCIIbHO OKPYTJICHBI.

[91] — TCJO A3bIKa IIPUIIOAHATO, BCA CIHWHKA A3bIKa JIC)KUT MAKCUMAJIBHO IIJIIOCKO, FY6BI
HAIpsOKCHbBI KW CJIICTKAa PACTAHYTBI, 4YYThb oOHaXkas SY6I>I, PACCTOAHUEC MCKAY UYCIIOCTAMUA

HeOoapmoe. KoHuuk si3pIka HaxXOoJUuTCA Y HUXKHUX 3Y6OB.

The diphthongs

[e1] — mudTOHT, AAPOM KOTOPOTO SBJISETCS TJIACHBIM [€], a CKOJbKEHHE MPOUCXOAUT B
HarpaBieHuu riacHoro [1]. [locne mpousHeceHus [e] sS3bIK COBEPIIACT JIETKOE JIBHIKEHHE BBEPX B
HaMpaBIIEHUH 3BYKa [1], HO HE JOCTUTAsl €T0 MOJHOTO 00Pa30BaHMUS.

[19] — nmudTOHT, AAPOM KOTOPOTO SIBISETCS TJIACHBIM[I|, a CKOJBXEHHE MPOUCXOAUT B
HaIpaBJI€HUN HEUTPAIBHOTO TJIACHOTO, UMEIOIIETO OTTEHOK 3BYKa [A].

[ov] — sApo mudToHTra OIM3KO MO 3BYYAHHIO K TJIACHOMY 3BYKY [9:], MOCTE MPOU3HECEHUS
KOTOPOTO SI3bIK JeJIaeT JEerKoe JIBMKEHNE BBEPX U OTXOAUT Ha3aj B HAINlPaBJIeHUHU riacHoro [v]. B
Hayajie TIpou3HeceHusl AMPTOHTa I'yObl cerka pacTsSHYThl U OKPYIJIEHBI, 3aT€M MOCTENEHHO TI'yObl
OKpYTJIAIOTCS ellie OoJIbIIe.

[o1] — AUTOHT, AAPOM KOTOPOTO SIBISIETCS TJIACHBINA 3BYK [0], @ CKOJIBKEHHE MMPOUCXOTUT B
HaIpaBJIEHUH TJIACHOTO 3BYKa [1].
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[a1] — nudTOHT, AAPOM KOTOPOTO SBIISETCS TJIACHBIN 3BYK, MPU MPOU3HECEHUH KOTOPOTO SI3bIK
HaXoauTcCs B HepeJ:[Heﬁ YaCTH IIOJIOCTU pTa U JICKUT ILIOCKO. Konunk g3pIka KacaeTcss HHKHUX
3y00B. ['yObl HEeMHOTO pacTsSHYThl. CKOJIBXKEHHE MPOUCXOAUT B HAIPaBICHUU 3BYKa [1], OJTHAKO
ero oOpa3zoBaHMEe MOJHOCTHIO HE JOCTUTACTCS, B PE3YJIbTATE YETro CIBIIIUTCS JHUIIb HAaYalo 3ByKa

[1].

[au] — mudToHT, sIIPOM KOTOPOTO SIBJISAETCS TJIACHBINA 3BYK, NMPH MPOU3HECEHHUH KOTOPOTO
SI3bIK HAXOAMTCS B MEpEJHEH YacTH MOJIOCTH pTa M JEKHUT IIocko. KoHuuk si3blka Kacaercs
HIOKHHUX 3Y00B. ['yObI HEMHOTO PacTSHYTHI, a CKOJIBKEHHUE MPOUCXOJUT B HANPABICHUH TJIACHOTO
3ByKa [u], KOTOPBIN, OJJTHAKO, OTYETINBO HE IPOUZHOCHUTCS.

[ea] — mudToHT, AAPOM KOTOPOTO SIBiIsETCS TiaacHBIM [¢]. CKOJNBXEHHE IPOUCXOJHUT B
HaIpaBJIEHUN HEUTPAIBHOTO IIACHOTO C OTTEHKOM 3BYKa [A].

[us] — smpo mudToHra — THACHBIA [U], CKOJBKEHHE TMPOUCXOJUT B HAMPABICHUU
HEUTPAIbHOTO TJIACHOTO, UMEIOIIET0 OTTEHOK [A].

[a19] 1 [au9]

OTH coYeTaHUs SIBISIFOTCS COCIMMHEHUSMHU NU(TOHTOB [al] U [au] ¢ HEHUTpaIbHBIM TTACHBIM
3ByKOM [9]. OgHAKO CpeAMHHBIE SJEMEHTHl 3TUX 3BYKOCOYETAaHWN HHUKOTJa HE MPOU3HOCSTCS
otueTiinBo. Heobxoaumo cneauts 3a TeM, YTOObI B CEpPEIMHE 3BYKOCOUYETaHMSI [ald] HE CIIbIIIAJICS
3BYK [j], a B cepeuHe 3ByKOCOYETaHUs [aua] — 3ByK [W].

There are four types of reading in the stressed position.
Letters Aa Ee li Oo Uu Yy can occur in the following positions

| TMI YTE€HUST — OTKPBITHIA CIIOr (YTEHUE IJIACHBIX B KOPHE CJIOBA COBIAJAeT C Ha3BaHUEM
OyKB coryiacHO ayaBuTy)

OTKpBITBIM CUMTAETCS CIIOT, €CIIN

- 3a IVIaCHOM HUYero He cTouT (my, he)

- 3a TJIaCHOW CTOMT COIJIacHas, a 3a Hell rilacHas, Ja)ke eclid OHa He MpoM3HOocHUTced ( same,
note, fine, cube)

II T yTeHus — 3aKpPBITHIN CIIOT
3aKpBITBIM CUUTAETCS CIIOT, €CIIU 3a IJIACHOM clelyeT OJHA MJIM HECKOJIbKO COIVIACHBIX (rat,

hot, red, bit, myth, run)
Il Tum yTenust — rnacHas + OykBa “r” (car, sort, term, fir, Byrd, fur)

IV tun urenus — ritacHast + OykBa “r’’+ ruacuas (care, store, mere, tyre, cure).

take, name, baby, paper, station, aid, rain, waiting, say, play,

Aa [er] B | tune cnora
maybe, away

[e1] B coueTanmu
atcormacHas + | + able, table, enable, maple, staple
HCIIpOHU3HOCHUMaAd €

[er ] B coueranuu ange  angel, change, danger, range, strange, exchange
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Bb

Cc

[2] Bo Il Tume ciora

B YZQpHOM CJIOTe, €CJI
IOCJI€ HETO UAET OJHA

WJIM JIBE€ MOJAPSJL
COTJIACHBIX

[e9] B IV Tume ciora

[ea] B coueTaHmsx
air, aer

[a:] B Il Tume ciora

[a:] B
OYKBOCOYETAHUAX

aff, aft

[a:] B
OYKBOCOYETAHUSIX
ant, ance, anch

[a] B
6YKBOCO‘{eTaHI/I}IX
ass, ask, ast, asp

[a:] B coueTanuu ath

[0:] B coueTanusx war,

quar

[0:] B coueranmsx au,
aw

[0:] B coueTanmsax
al + cornacnas

[b]

He uuraercs B
coueranusax bt, mb,
ecyn 00e OYKBBI
BXOJT B OJMH CJIOT

[K]

[s] ecu mocie Heé
CTOST OYKBBI €, 1, Y

[k] B coueranuu ck

[t/] B coueranuu ch

and, apple, can, bag, map, sand, flat, stand, happy, language,
perhaps, marry

rare, square, prepare, farewell, daring, various, Mary,

air, hair, fair, chair, fairy, aerial

arm, far, star, hard, dark, apart, large, garden, darling, market

staff, giraffe, after, craft, shaft, draft

plant, grant, can't, aren't, dance, chance, answer

class, grass, last, fast, master, castle, ask, task, mask

bath, path, father, rather

war, warm, ward, award, towards, quarter

autumn, August, daughter, cause, fault, taught, awful, law, draw,
saw, jaw

bald, talk, walk, chalk, all, ball, wall, small, almost, also, false,
alter, salt, always

baby, mobile, double, maybe, bring, combine

debt, doubt, comb, climb, lamb, dumb

cream, comment, cat, car, Cuba

ceiling, race, face, cycle, force

cock, clock, luck, truck, mock, rock

chair, much, chicken

12



Dd

Ee

[J] B coueranuu ch

[K] B coueranuu ch B
CIIOBaX rPeYecKoro
MPOUCXOXKICHUS

[/] B coueranum ¢ + -
ion, -ial, -ean, -ian, -
ient

[d]

HE YUTACTCH B
coueranuax nd

[ i:] B I Tume ciora

[ i:] B coueTanumsx ea,
€o, ee

[1] B coueTanuu ei, ey
B O€3y1apHOM CJIOTe

[e] B coueranuu ea

eciu mocie uayt d, th,

Ith, sure, sant

[e] Bo Il Tume cnora

HEUTpaIbHbIN

[o] Ha koHIIE c10Ba B
coYeTaHMIX er, ent,
ence, ency

[2:] B coueranuu ear +

corjiaCHas

[o:] B Il T yTeHUS

[19] B IV Tune urenus

[19] B coueTanusx era,

eer

[-]He unTaercs Ha
KOHIIE CJIOBA, €CITH B
CJIOBE €CTh JIpyTras
riacHast

champagne, chef, machine, schedule, moustache, parachute

chemistry, school, ache, monarch, technique, orchestra,
Christmas

special, social, ancient, ocean, suspicion, precious

dream, red, leader, modern, day, middle

sandwich, grandmother, grandchild, Wednesday, handsome,
handbag, handkerchief

me, we, theme, genius, complete, eat,

easy, seat, sea, please, repeat, street, need, between, people

foreign, hockey, money, monkey, journey

head, bread, instead, ready, breath, death, weather, leather,
health, wealth, measure, pleasure, treasure, pleasant

end, error, exercise, pen, leg, well, test, step, terrible, message,
member, defend

paper, summer, writer, clever, answer, proverb, western,
modern, concert, student, moment, continent, sentence, silence,
difference, tendency

search, research, heard, early, pearl, earn, earnest, learn, earth

her, term, verse, serve, service, verb, perfect, German, insert,
external, prefer

era, here, sphere, zero, period, serial, serious, material,
experience, hero

ear, hear, near, clear, appear, beer, engineer

lie, blue, true, take, serve, sprite, apple, little
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Ff

Gg

Hh

[e1 ] B coueranusx
el, ey

fiu] eu, ew
[u:] eu, ew
[f]
[q]

[d3] mepen OykBamu €,
(Y

[-] He ynTaercs B
coveTaHuu gn B
Hayalie ¥ B KOHIIE

CJIoBa

[-] He unTaercs B
coyeranuu gh

[h]

[-] He ynTaercs
[a1] B | TUTIE UTEeHMS

[a1] B coueTanuu ie B
OJTHOCIIOJKHBIX CIIOBAX

[a1] B cirore Tuma i+
cornacHas + | wmu r +

ri1acHas

[a1] B citore Tuma i +

Id, nd, gn, gh

[1] Bo Il THTIC UTeHUS

[i:] B coueranun ie
[o:] B I THTIC YTeHMS

[ao] B IV THmE
YTEHHS

[a19] B coueTanmsax
iar, ier

eight, weight, neighbor, they, grey, survey

new, neutral, review, nephew
screw, drew, threw, blew, Jew, jewel
life, frog, muffin, Finland, sofa, graffiti

game, green, reggae, egg, bag, angry, dialogue

giant, German, large, gypsy, age, large, page

gnome, gnat, foreign, sign, design

sigh, highest, eight, neighbor, night, daughter
Uckmouenus: cough, enough, ghost, laugh, rough, tough

house, hello, he, husband, perhaps, behind

hour, honest, rhyme, ghost, John

I, ice, wife, price, like, climate, invite, alive, surprise

lie, die, pie, tie, skies, cries

island, idle, title, Bible, library, fibre, micron, microbe

child, wild, mind, find, kind, behind, high, sigh, light, night,
right, might, sign

it, incident, lip, big, thin, since, little, simple, mirror, middle,
resistance

niece, piece, brief, chief, thief, belief

sir, fir, third, shirt, bird, dirt, girl, birth, first, skirt, circle, firmly

fire, wire, tired, desire, retire, admire pirate, spiral, irony, virus

liar, diary, flier, prior
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Jj

Kk

LI

Mm

Nn

Oo

[d3]
(k]

[n] B
codeTaHuu kn

(1]

[-] He ynTaercs B
coueranusax -alk, -alm,
-alf, -alv, -ould

[m]

[n]

[p ] B coueTanuu ng B
KOHIIE CJIOBA

[-] He unTaercs, ecnu

CJIOBO OKaHYHMBACTCA
Ha mn

[ov] B I TuTIE UTEeHMS
[ov] B coueTanum Oa
[ov] Ha KOHIIE clTOBa
[ov] B coueranuu old

[ov] B coueTanum OW B
clioBax

[ov] B coueTanun OW
Ha KOHIIE CJIOBA B

0e3yIapHOM cliore

[ D] BO Il THMIE
YTCHUS

[A] B coueranusix On,
om + corjacHas

[ 0:] B III THTIC UTEHMS

[ o:] B IV THne uyreHus

job, Jack, just, July, jacket, project

key, kill, book, look, take, speak

knee, knife, know, knight

lamp, clever, ball, twelve, cool, release, oil uckaroueHus:
colonel, folk

walk, talk, calm, palm, half, could, should Uckmrouenus: almost,
mould, shoulder

summer, mirror, them, time, limit, mother

nice, money, dinner, in, behind, aunt, near, orange, change,
danger

long, sing, ring, bang, going, talking, among, ceiling

autumn, column, damn

open, home, stone, smoke, moment,

coat, road, goal

no, go, ago, so, tomato, potato, tobacco, zero, hero, also
old, cold, hold, fold, gold, bold, told, soldier

below, blow, bowl, flow, grow, know, low, own, row, show,
slow, snow, throw

yellow, pillow, window, elbow, shadow, tomorrow, Moscow,
follow

on, not, doll, stop, lock, frost, office, sorry, doctor, across,
possibly

once, among, tongue, London, Monday, wonder, front, month,
monkey, company, comfortable

or, for, order, sort, born, sport, form, short, horse, north, storm,
corner, importance

oral, more, wore, before, story, glory,
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Pp

Qq

Rr

[0:] B coueTanuu ought

[o:]B
OykBOCOUYETaHUH -0ar

[A] B coueranuu Oth
HEUTpaJbHBIN

[2] B coueTanuu OU B
0e3yIapHOM CIIoTe

[:] B coueranuun wor
[u:] B coueTanuu 0o
[u] B coueranuu ook
[o1] B coueranusx Oi,

oy

[au] B coueTanusx OU,
OW B CJI0OBax

[ua]

[p]

[-] He umTaercs

[f] B coueranuu ph

[kw] coueTanuu qu

[K] B coueranuu que
Ha KOHIIE CITOBA

[r]

[-] He uuTaercs, ecnu
CTOMUT Ha KOHIIE CJIOBA,
a nocjue UAET CIOBO,
HAauYMHAIOLIEECs C
COTJIACHOM

[r] ecniu cTouT Ha
KOHIIE CJIOBA B
HEYNUTAECMOH ITO3HIIHH,
a ocie uagt -ing

bought, thought, brought, ought
board, aboard

mother, brother, another, other, nothing

famous, curious, serious, nervous, moustache, honour

work, world, word, worse, worth, worm
too, zoo, cool, pool, room, moon, soon, spoon

look, book, took, hook, cook
oil, noise, voice, moist, point, boy, toy, joy, enjoy, royal

out, about, aloud, house, count, round, sound, ground, cloud,
proud, mountain, trousers, pronounce, our, hour, allow, brown,
cow, crowd, down, flower, gown, how, now, power, shower,
towel, tower, town

poor, bloor, tour, dour

pepper, pan, loop, super, apartment, please, drop

cupboard, psychology, pneumonia, raspberry

photo, phone, elephant, atmosphere, typhoon, geography,
triumph

queen, question, equal, request, liquid
cheque, technique, picturesque, cirque, unique

red, trouble, currency, cherry, rose, prime, three, February,
cigarette Mckirouenue: iron

our child, car tire, your bag, dear granny

entering, tearing

16



Ss

[r] ecu cTout Ha
KOHIIC CJIOBA, a I0CJIC
HUIET CIIOBO,
Ha4YMHAIOIIEECs C
rJ1acHOMU

[r] B coueTanuu
riacHas + -rring

[-] He unTaercs nmepen
HEYUTAEMOM €

[-] He unTaercs nmepen
COTJIacHOM (B
aMEepPUKaHCKOM
BapHaHTE MOXKET
YUTATHCS)

[s] mepen cormacHou

[s] mepen rnacuoii B
Havase CJI0Ba UIn
ciora

[s] Ha koHIIe citOBa
MOCJIE IITYyXOU
COTJIaCHOM M Mocye
OyKBBHI U

[s] B coueranuu SS
(kpome -sion, -sure)

[s] B mpucraBkax dis-,
mis-

[s] B cmoBax

[z] Mexnay rIacCHBIMU
[z] Ha koHIIE clTOBa
MOCJIE 3BOHKOU
COIJIaCHOM, IIOCIIe

riacHo# (kpome U)

[/] B coueranusix sion,
sure mocJie corjiacHoi

[3] B coueTanusx Sion,
sure mocie riacHou

[J] B coueranuu sh

there are, for example, your eyes, car accident, butter and milk,
four aunts, more and more

conferring, occurring

where, fare, there, more, cure, desire, before

heart, mark, arm, harm, hurt, girl, sport, Saturday, forget

smile, stand, discover, ask, desk, trust Mcxmrouenus: husband,
island, raspberry, prism, socialism

sun, salt, myself, sister, outside, person, nonsense MckimoueHus:

clumsy, observe, sugar

cats, books, sticks, chips, carrots, bus, us, plus

kiss, glass, dress, lesson, mess, impossible Uckmtouenus:
dessert, scissors

discount, disconnect, misuse, misunderstand
base, case, house, mouse, practice, promise, release, research

use, easy, busy, surprise, abuse, music, thousand, because

eggs, pencils, boys, roses, as, has, goes, news, always, potatoes
Hckmouenus: gas, tennis, yes, this

sure, Russian, passion, mission

vision, decision, illusion, treasure, measure, pleasure + usual

she, shelf, shoulder, trash, wish, wash, mushroom
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Tt

Uu

[t]

[-] He unTaercs B
HEKOTOPBIX CIIOBaxX

[J] B coueranusx t + -
tion, -tial, -tient

[t/] B coueranmsx t + -
ure, -ural, -ury

[-] vacTo He unTaercs
B coueranusx -ften, -
sten, -stle

Mex3yOHbIi1 [0] B
coyeranuu th B
CITy’)KEOHBIX CJIOBaX,
MECTOMMCHUSX,
HapeUHsIx

MEeX3yOHBIi [0] B
couetanu th, koraa
OHO CTOUT MEXY
TJIACHBIMU OyKBaMuU

Mex3yOHbIit [0] B

couetanuu th
OCTAJIbHBIX CITy4asix

[ju:] — B | mepBom Turme
YTEHHS

[u] B coueranwmsx b, p,
f+u+shwmmll

[u:] — B cimoBax

[A] = Bo Il THIIIE
YTEHUS

[ao] — B IV THDIE
YTCHUS

[1]

[-] He unTaercs B
codyeTaHuu gu +
riacHast

[o:] B I THTIC YTeHMS

tip, table, treat, city, letter, tomato, water

ballet, restaurant, Christmas,

nation, revolution, dictation, partial, patient

picture, future, nature, natural, century + question, fortune

soften, listen, fasten, castle, apostle

the, they, them, this, that, these, those, there, then, with, either,
together, other

mother, father, weather, leather, bathe + smooth

three, think, thing, fifth, tenth, north, month + author, catholic,
mathematics, method

use, usually, unit, pupil, duty, due, pursue, future, computer +
cioBa unite, museum, July, menu, statue, continue, commune,
popular, individual, document

bush, full, pull, bull
+ cnosa awful, butcher, pudding, pussy, put, truth

blue, include, June, juice, rule, true, fruit

up, bus, ugly, cup, gun, lunch, must, butter, hurry, mushroom,
Sunday, number

pure, fury, cure, during, curious

build, built, business, busy

guy, guide, guest, guitar, colleague, dialogue

fur, urge, burn, hurt, nurse, murder, furniture
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Vv

Ww

XX

Yy

HEUTpAJIbHBIN
[2] B 6e3ynapHoM
ciore

[ju:] — B O6e3ymaproM
ciore U+ coryacHast
+HEMPONU3HOCUMAS €

[V]
[w]
[-]

[-] He uutaercs B
coueTaHuu WI B
Hayaje cJIoBa

[-] He umraercs B
COYETaHUAX aW, ew,
ow

[h] B couetanuu who

[w] B coueranuu wh +
r00ast racHas, Kpome
0

[ks]

[9z] ecnu HaxomuTcs
nepesa yaapHbIM
CJIOTOM, B MOJIOKEHUH
MEXY IBYMS
TJIACHBIMU

[a1]B | TUTIE UTEHMS

[a1] B ciore Tumna
cormacHas + | wmm r +
rIacHas

[1] B TpeTbeM OT KOHIIQ
yAapHOM CJIOTe, €CIIH
MOCJIE HETO UIET
corjlacHas + rjacHas

[1] Bo Il TuTIe UTeHUs

[1] uwame Bcero B
0e3yIapHOM ClIoTe

album, cucumber, survive, Saturday, nature, future

institute

valley, vote, love, give, every, over, very, wave
water, woman, wolf, always, sweater, twenty

two, answer, sword, Greenwich

write, wrist, wrong, wrap

saw, sew, new, law, know, how

who, whom, whose, whole

why, when, where, which, while, wheel, whisper

box, mixer, except, lynx, six, textbook

exhibition, exhausted, exam, example

my, why, sky, try, cry, buy, reply, occupy, supply, satisfy, bye,
type, style

cyclone, cycle, hydra, hybrid, hydrogen

typical, physical, synonym

myth, lynx, mystery, symbol, system

any, every, really, lady, steady, simply
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[j] B Hauyane ciora
nepes] YNTaeMou you, yes, year, youth, yet, yard, yellow, yesterday, beyond
IJIaCHOM

[o:] B Il Tunie utenns ~ Byrd

[ao] B IV THIE

tyre
YTCHUA y

IPOYHE UCKITIOUCHHS hyphen, ally, typhoon, lyric, tyranny

Zz  [3] zero, z00, zigzag, jazz, prize, size

CamocTogaTeabHas padora

CaMocTosTeIbHas pa60Ta CTYACHTOB IO COBCPIICHCTBOBAHUIO INPOU3HOCUTECIIBHBIX HABBIKOB
nmpeanojaaracTt CIeAyromue BUAbl ACATCIIbHOCTH.

1. Ay,Z[I/IpOBaHI/IC, HMHATAOKUA MW BOCIIPOU3BCACHHUC CTHUXOB, TCKCTOB IUAJIOTHYCCKOIO H
MOHOJIOTHYECCKOI'0 IlJIaHa U OPpYyrux QayTCHTUYHBIX MaTCpUuaioB BBITIOJIHACTCA CTYACHTaMU
PEryiisipHO U TOJIBKO C HCIIOJIb30BAHHUEM ayAUOMATCPHUATIOB C ILICJIIBIO HanboJiee TOYHOU nMHUTalun
Marcpurajia rnpu €ro BOCIIpOU3BECACHNU.

2. @oHETHYEeCKHE YIPAKHEHUS 110 KOPPEKIUH MPOU3HOUIEHUS U CKOPOCTH PpPEUYHu
BBINOJIHAIOTCS  PETySIPHO, HMMUTUPYs oOpa3ubl ayTeHTHMYHOM 3anucu. Ilpeamomaraercs
MHOT'OKPAaTHOE ITPOCIIyIINBaHUE ayIMTUBHOTO MaTepraa.

3. BrIpa3zuTenbHOE YTEHHE TEKCTa BBINOJHSETCS MPU PETYISIPHOM MOBTOPEHHUU JIaHHOTO
YIPAKHEHUS C UCIOJIb30BAHUEM ayTEHTUYHBIX MAaTE€pPUaOB IJI1 MAKCUMAJIbHO TOYHOM MMUTALUU

IMPONU3HOIICHUW A, MHTOHAIIUX, TEMIIA 1 PUTMaA.

4. HeoOxoaumo ynenaTh 00J1bI110€ BHUMAaHUE TEMITY PEUU U MaKCUMAaJIbHO CTapaThCsl y4eCTh
Y BOCIIPOU3BECTH BCE JI€TaI MHTOHALIMOHHBIX OTTEHKOB ayAHO3aIUCH.

IIpakTH4yeckue 3a1aHus

1.Pacnionoxwure cienyromue cioBa MO JBYM KOJOHKAaM B 3aBUCHUMOCTH OT Tuna uteHus ( |
tun 1 |l Tum) u gaite TpaHCKPUMILHIO.

bus, cold, cup, milk, wife, but, cost, fly, like, mend, sell, take, chat, flat, job, big, ham, hot,
ice, catch, bake, drive, nice, go, make, plane, shop

2. I[aﬁT € TPaHCKPHUIILIUTIO CJIOB, o6pamaﬁ BHHUMAHHUEC HA YTCHUC 6yKBOC0‘-ICTaHI/II71.
cheap, toy, cheese, tea, see, week, beach. sea, eat, ease, teach, play, boy, feet, plain.
3. Pacmionosxure cioBa B LETIOYKCE 110 NOPAAKY, COITIACHO JaHHBIM 3BYKAM.
sat-set-seat-sit

[i] [i:] [e] [e]
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heed-hid-head-hat-heat
[i:] [i] [i:] [ee] [i:]

feet-fit-feed-fed-fat
[e] [e] [i:] [1] [i:]

beat-bet-bead-bed-bit
[i1 [i:] [e] [e] [e]

4, Hanumwte ciioBa B TPAHCKPHUIIIIUH.

praise, hut, pitch, gown, scout, card, bird, made, prose, seed, rain

5. BeInUIuTe ¢0Ba, B KOTOPBIX €CTh AU TOHT [€ei]

sail, brake, peace, sale, hay, may, maid, made, mud, car, tale, tail, male, mail, day, dark

6. Onpegenute TUI ciora. /[aiiTe TpaHCKPHUIILIUIO CIIOB.

Note, lone, mice, rice, type, tune, shy, lay, say, he, hay, name, same, nine, nice, game, came,
make, Kate, Pete, five, tie, life, eve, me, size, no, cope, smoke, rose, nose, spine, sly, cry, vine,
maze, home, tube, made, fume, cube, pace, lace, sky, hale, spine.

Cap, pen, bed, ten, not, spot, lot, bad, rat, sit, send, test, pit, in, send, spell, tin, less, ban, mad,
fat, Sam, land, did, fit, sat, pet, tin, slip, sad, glad, bag, jam, gap, lag, can, kin, Jim, Jack, yes, ink,

cup, run, cod, spin, not, doll, hop, hot, bank, rank, spin, up, us, bus, bun, cut, fun, vet, well, but, nut.

stern, Far, curt, hard, hart, car, card, cart, fork, cork, work, sort, term, first, Byrd, furs, curl,
her, curb, turn, girl, sir, burn, turn, word, born, torn, bird, form, serf, herb.

Fare , here, pure, rare , cure, during, mare, fire, bare, mire, stare ,tire, sere, mere, store,
core, more, care.

7. JlaiiTe TpaHCKPUIIIUIO CIOB. YKaXHUTE YTeHHE OYKBOCOUYETAHUH.

angel, bought, air, hair, fair, chair, fairy, aerial thought, able, table, enable, maple, staple,
brought, ought, change, danger, range, chemistry, school, ache, monarch, technique, orchestra,
Christmas, sure, day, play, boy, say, way, Russian, passion, mission, strange, exchange

8. BpimuimTe coBa co 3BYKOM [i:] ¥ 1aliTe MX TPAHCKPHUTIIHIO.

He she me free sleep key leak seat cheek cheap reach reason field leave film please
sit tree chip fit tip pink tie rid heel eat wish ride chop cheap be sea thin wash risen stick

9. BeImumuTe coBa co 3ByKOM [0:] ¥ JaiiTe UX TPaAaHCKPHUIIIIUIO.

All call saw storm floor door or salt awful horse walk ball fork flop full lord cold
from chop torn storm sport north got court salt orange what short coffee pot cord what walk
will kilo cold word walk well vast shore walk ball doll drop walk crop drop salt walk rot top well
walk boil body

10. BeinumuTe cioBa co 3ByKOM [U:] ¥ 1aiiTe UX TPAHCKPUIILHUIO.
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Do two fool shoe who fruit tooth blue school too soup food look tool pool shoot
root blue choose goose too good do two look soup June who noon sugar put bull too butcher
fool bull good folk frog good fool true sugar soup

11. OrpaboTaiiTe YTCHUE CICTYIONTUX CKOPOTOBOPOK.

A peacock picked a peck of pepper.

Paul, please pause for proper applause.

Pete Briggs pats pigs.

Pop bottles pop bottles in pop shops.

Cob is Dob’s dog,

Tob is Nob’s dog.

Little petals of nettle are brittle.

Jill helped Ted,

Ted helped Tim,

Tim helped Jim,

And Jim helped Jill.

Fred fed Tedbread,
And Ted fed Fred bread.

A little beetle in a metal kettle.
Bats as pets aren’t best in flats.
Sharks can’t bark.

Sharks can’t bark in the park.
Sharks can’t bark in the dark park.

We eat what we can,
And what we can’t, we can.

Little petals of nettle are brittle.
This fish has a thin fin,
That fish has a thick fin.

Missis King is bringing something pink.
For Mister King to drink.

Come, come,
Stay calm.

A big bug bit a little beetle, but the little beetle bit the big bug back.
A big dark dog dug and barked.
A tutor who tooted the flute
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Tried to tutor twoo tooters to toot.
Said the two to the tutor:

“Is 1t harder to toot or

To tutor two tooters to toot?”

Oh, the sadness of her sadness when she’s sad!

Oh, the gladness of her gladness when she’s glad!

But the sadness of her sadness, and the gladness of her gladness,
Are nothing like her madness when she’s mad.

Swan swam over the sea,

Swim, swan, swim!

Swan swam back again.

Well swum, swan!

Swiss swans swallow Swiss sweets swiftly!
A Persian person purchased a perfect purple purse on purpose.\\
Are our oars oak?

Come, come, stay calm,

No need for alarm,

It only hums,

It doesn’t harm.

Paul, please pause for proper applause.

Last year I could not hear with either ear.

Betty Botter Bought Some Butter.
12. OtpaboTaiiTe uTeHHE CIETYIOUINX CIOB

1. 2. 3.
[i:] [e] [1]
deem — deed — deep ten — pen let — tell
be — been — beet den—men led — bell
me — meed — meet Ted — bed lee — peel
fee — feed — feet net — vent
4. 5. 6. 7. 8.
[_i 1 [ —i]_ _ [ai]_ [ai] [s-7]
tin Pete — pit time — tie my — mine — type nets — pens
pit bede — bid  pine — pie by — five — life sets — sends
in teen —tin life — lie Bess —is
it feet — fit
9. 10. 11. 12.
[£] [&-e] [ei] [e—ei]
am Ann man — men main may men — name
man flat tan — ten pain pay pen — pane
map bad pan — pen name nay let — late
lamp  plan bad — bed date day met — mate

23



13. 14. 15. 16.
[k] [9] [k-g] (11
can  cake gap bag back — bag she fish
came make gave beg lack — leg shy dash
keep peak give big sick — big sheep dish
17. 18. 19.
[ ¢]]
chess Jane theme — thee
chain gin thin — then
fetch age faith — bathe
page
20. 21. 22.
[h] [r] [a]
he hay red read start art
his  hat rain - risk arm cart
him hand rest rent large lark
23. 24. 25. 26.
[D] [p—n] [p-pk] [J]
bang ring bang — ban bang — bank yes
sang sing fang — fan sang — sank yell
fang thing thing — thin sing — sink yelp
217. 28. 29. 30.
[u:] [u] [ou] [o]
tool book go- tone odd
pool look no — note not
moon took S0 — smoke on
31. 32.
[0:] [ou-0] [0:—0-o0u]
or go — got sport — spot — spoke
form note — not torn — top — tone
sport hope — hop lord — lot — lone
North coke — cock cord — cot — cope
North — not — note
34. 35. 36. 37.
[A] [A-—a:] [A— ] [w]
up —cup cut — cart hum — ham we
us — bus duck — dark fun — fan week
un — bun much — March bun — ban wine
ugly —hurry  buck — bark cup — cap wake
38. 39. 40. 41.
[w—v] [oi] [ r mocie cori.] [0]
wet — vet boy — voice green  price teacher
wine — vine coy — coin dream three doctor
West — vest toy — point brave tree seller
very well Fred  street reader
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42. 43.

[0:] [0:—o0:]

fur — firm — first burn — born
sir — burn — burst turn —torn
her — turn — thirst cur —corn

44, 45, 46.

[0:] [0:—ou] [ wo —wo: ]
burn — Ben burn — bone wasp — war
turn —ten turn — tone want —warm
bird — bed cur —cone what — ward
47. 48. 49, 50.
[10] [€0] [jud] [ aid ]
deer air care cure fire
here pair Mary pure mire
engineer fair parents during tired

51. 52. 53.
[aud] [wo:] [wo: —wo: —wou ]
our work were — war — woe
sour word word — ward — wove
flour world work — warn — woke
worker worm — warm — won’t

13. OtpaboTaiite yTeHHE CIETYIOMINX
OyKBOCOUYETAaHUH B CIIOBaX.

Luck, ship, chip, catch, thick, this, phone, quite, knife, thing, sink, who, what, writer.

14. OrpaboTaiiTe uTeHHE CIEAYIOMINX CIOB. (COTJIACHBIE, UMEIOIINE BA TUTIA YTCHHUS)
Nice, city, icy, come, catch, large, gym, engine, get, begin, give, good, go

13. OtpaboTaiite uTeHHE CleayIOUMX OYKBOCOUETaHUI B CJIOBaX.

Author, pause, want

law, door, taught, daughter, thought too, group, soup

ought, bought, brought, wall, ball new, dew, knew

small, talk, walk, warm, want book, look, took,

see, sea, tea, believe, receive son, country, flood, blood
grass, glass, ask, task, grasp, heart, calm night, sight, right, might,
poor, tour, tourist knight

out, down, gown, brown blind, kind, child, sign, sigh
oil, toy, boy coat, know, cold

near, hear, engineer, deer, beer chair, bear, Clair, wear, there
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Pazgen 2. What's Economics?

Text My future profession is an economist

When | was at school my favourite subjects were Society and Maths. | should say they are
very interesting sciences. As for Society, it explains the development of human life. It helps us to
understand and explain our society and the place of a person in it. If we don’t know our society, we
can't foresee the problems and do our life better. Maths studies numbers and makes our mind work.

So | decided to become an economist and made up my mind to enter this faculty. I did my
best and passed my entrance exams successfully. Now | am a first year student. There are a lot of
special subjects in our programme. This year we are going to study the theory of Economics,
Management, Computer studies and other social sciences. I know that | must work hard at all
lectures, tutorials and seminars. Also | must read a lot of specialized literature and analyze it,
because | want to become a professional worker.

At the end of the first term we will take tests and exams. The second term will be more
interesting, because we will take part in the students™ conferences on different topics and at the end
of the second term we will have our practice. We will visit plants and factories and we will have a
wonderful opportunity to analyze the work of accountants, economists and managers. It is really
stirring and instructive. Besides our special subjects we will study a lot of other branches of
science. We will learn foreign languages, maths, statistics, planning and many others.

So my first year at the institute will be difficult, but very exciting. | am looking forward to my
study. Maybe I'll be an economist or maybe I'll decide to continue my education and become a
research worker. | don't know yet, but | am absolutely sure that 1I'd like to be an erudite, intelligent
person, who is quite knowledgeable in this science.

Comprehension Check

1. Economics is a very interesting science which helps us to explain our society.

2. The narrator could pass his entrance exams successfully, so he decided to become a
student.

3. If he wants to become a good economist, he must read a lot of specialized literature and
analyzeit.

4. The second term will be more interesting, because they are going to take part in the
students™ conferences on different topics.

5.They will only study the special subjects.

Vocabulary Practice
1. Choose the best definition for these words from the text.

favourite = a. moOuMBbIit

b. mpenmounTaemsbrii
foresee = a. moHsATH

b. mpenBuaeTH
make up one’s mind = a. MPUHATD pelICHUE

b. oOpaTuTh BHUMaHKE
instructive = a. mo3HaBaTeIbHBIII
b. marommit HacTaBneHUs
look forward =a. cMoTpeTh Briepen
b. oxxumaTh ¢ HETEpHICHUEM

2. Fill in the appropriate word from the list below.

knowledgeable, made up, research, entrance, take part
a. My best friend his mind to enter the University.
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b. The exams were really difficult.

c. Heis going to in the conference next term.
d. It was my dream to become a worker.
e. Every student must work hard, if he wants to be in sciences.

3. For these words find the synonyms in the text.
many, to learn, semester, participate, wait, to go on, confident, clever, area, very.

4. Look at the adjectives below and list them according to whether you think they are
necessary or harmful for the economist.

irritable, confident, rude, insensitive, polite, considerate, unsociable, active, stubborn, hard-
working

What other qualities do you have which can help you to become a good economist?

5. Match the words to complete phrases and make up your own sentences with them.

To explain Economics

read past and present

to study education

continue tests

to take specialized literature

6. Fill in the prepositions where necessary.

tobe _ school

to take part ___ the conference
theend __ the term

to enter ___the faculty
towork hard __ smth.

7. Translate the sentences into English, using the words from the text.

a. Korz[a MOMW POAUTCIIN YYUIUCh B HMHCTUTYTEC, HUX JIFOOMMBIM npeamMeToM OBLIO
00IIIeCTBO3HAHUE.

b. BerynurenbHble 9K3aMeHBI HE OBUTH JISTKUMH.

c. B KOHIEC KAXIO0Tr0o CEMECTpA CTYACHTBI CAAIOT 3a4YC€ThI U 9K3aMCHBI.

d. MHorue cTyJeHThl IPUHUMAIOT yIaCTHE B KOH(PEPEHIINH.

e. Meic HETCPIICHUECM KACM HAIlly JICTHIOIO IIPAKTUKY.

I'pammaruka. The Present Simple tense

The Present Simple tense in English is used to describe an action that is regular, true or
normal.

We use the present tense:

1. For repeated or regular actions in the present time period.
| take the train to the office.
John sleeps eight hours every night during the week.

2. For facts.
The President of The USA lives in The White House.

A dog has four legs.
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We come from Switzerland.
3. For habits.
| get up early every day.
Carol brushes her teeth twice a day.
They travel to their country house every weekend.
4. For things that are always / generally true.
It rains a lot in winter.
The Queen of England lives in Buckingham Palace.
They speak English at work.
We form the present tense using the base form of the infinitive (without the TO).

In general, in the third person we add 'S in the third person.

Subject Verb The Rest of the
sentence

| / you / we / they live in Russia

he / she / it lives in Russia

The spelling for the verb in the third person differs depending on the ending of that verb:
1. For verbs that end in

-0,

we add -ES in the third person.
go — goes
catch — catches
wash — washes
kiss — kisses
fix — fixes
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buzz — buzzes
2. For verbs that end in a consonant + Y, we remove the Y and add -IES.
marry — marries
study — studies
carry — carries
Worry — worries
NOTE: For verbs that end in a vowel + Y, we just add -S.
play — plays
enjoy — enjoys
say — says

To make a negative sentence in English we normally use Don't or Doesn't before the main
verb.

Affirmative: You live in Novotroitsk

Negative: ~ You don't live in Moscow.

We use don't when the subject is 1, you, we or they.

When the subject is he, she or it, we add doesn't. Notice that the letter S at the end of the
verb in the affirmative sentence (because it is in third person) disappears in the negative sentence.

Affirmative: He speaks German.
Negative:  He doesn’'t speak German.

Don't = Do not
Doesn't = Does not

| don't like meat = | do not like meat.
There is no difference in meaning though we normally use contractions in spoken English.

To make a question in English we normally use Do or Does before the subject.

Affirmative: You speak English.
Question: Do you speak English?

We use Do when the subject is I, you, we or they.

Affirmative: He speaks French.
Question: Does he speak French?

When the subject is he, she or it, we add DOES at the beginning to make the affirmative
sentence a question. Notice that the letter S at the end of the verb in the affirmative sentence
(because it is in third person) disappears in the question.
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In questions that use do/does it is possible to give short answers to direct questions as follows:

Sample Questons | STerL A | Short e
Do you like chocolate? Yes, | do. No, | don't.

Do I need a pencil? Yes, you do. No, you don't.
Do you both like chocolate? | Yes, we do. No, we don't.
Do they like chocolate? Yes, they do. | No, they don't.
Does he like chocolate? Yes, he does. | No, he doesn't.
Does she like chocolate? Yes, she does. | No, she doesn't.

Does it have four wheels? Yes, it does.

No, it doesn't.

IIpakTHyeckue 3aaHust

1.Match the questions and answers.

1 Do you work full time? a Sales.
2 Which department do you work in? b No, it’s
only
for 3
months.
3 Is the pay good? c £500 a
week.
4 Is it a permanent position? dYes—
eight-
thirty to
five.
5How much do you earn? e No—it’s
terrible
2.Match the questions and answers. Put the letter in the box.
What do you like doing at weekends? Nothing. | like relaxing after the
week.
Where do you go? | take the bus, or sometimes we
walk.
Who do you go with? To the shopping centre or the
park.
How do you get there? Twice a year, in summer and in
winter.
Where do you usually go on holiday? My family.
When do you usually go there? To our holiday home near the
beach.
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3. Read the answers. Write the questions. Use short forms where possible.

1 your uncle / job?

He’s an accountant.

2 like / play tennis?

No, but I like watching it.

3 come home / from University?

| come home at half past four.

4 brothers and sisters / your friend / have?

One brother. His name’s John.

5 you / live?

At home with my parents.

4.Complete the sentences with the words.

am/'mnot ...... is/isn't......are / aren't......does / doesn't......do / don't

11 ‘ German, I'm Swiss.

2 ‘ she work at the bank?
3 ‘ Jim and Noemi married?
41 ‘ think you're very funny.

51t Saturday today, it's Friday.

6 They ‘ expensive. I think £5.00 is cheap.

7 ‘ you love me?
8 ‘ her name Susan?
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9 ‘ | late? I'm so sorry.

10 Pat like tennis, he really hates it.

5. Find the mistake in each sentence.

1 Where does she from?

2 | amn't married.

3 'How do you do today?' 'I'm fine.'

4 What's your number telephone?

5 I'm have three brothers and three sisters.
6 What's she name?

7 | have twenty-six years old.
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Paznen 3. Personal information
Text Las Meninas

In 1656, Diego Velazquez painted Las Meninas, one of the most famous works in the history
of Western art. Today, the painting is on display in the Prado Museum in Madrid. Thousands of
people visit the museum every day, and most of them want to see this masterpiece by Velazquez
before they leave.

If you look at the picture, the first thing you will see is five-year-old Princess Margarita. She’s
standing in the middle of a group of girls and she’s looking directly at you. The girls are wearing
expensive dresses with very wide skirts. Margarita’s dress is white and shines brightly in the light
from a window on the right. The two girls on either side of the princess are her maids of honour,
Maria and Isabel. Maria is kneeling and offering Margarita a drink. Isabel is standing to the right of
Margarita and she’s looking in our direction.

Apart from her maids of honour, little Margarita also has two dwarfs to keep her company.
Their names are Nicolas and Maribarbola. You can see them at the front on the right. A dog is lying
in front of them and Nicolas is trying to wake it up with his foot. Behind Isabel, the maid of honour,
we can see Marcela, the woman who looks after the princess. She’s saying something to the
princess’s bodyguard. At the back of the room, through the doorway, we can see José Nieto. He
looks after the palace buildings. He’s going up the stairs, or perhaps he’s coming down, it isn’t
clear. He’s looking towards us.

Finally, on the left of the scene is the painter himself, Diego Veldzquez. He’s working on an
enormous painting, but we can’t see what it is. Is he painting the whole scene in a mirror, or is he

painting something else? We will never know.

Comprehension Check

Answer the questions.

1. What is the text about?

2. What is Diego Velazquez?

3. Where is the painting on display now?

4. What do you see first, when you look at the picture?
5. What are the girls wearing?

6. What are Maria and Isabel doing?

7. What are the dwarfs™ names?

8. What's Marcela’s job?

9. What's José Nieto doing?

10.Where's is the painter himself?

Vocabulary Practice

1. Fill in the following prepositions.

on, by, at, after, to, of, in

to look smb.
____theright

to be the middle

to be display

to look the picture
a masterpiece smb.
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2. For these words find the synonyms in the text.
Example: to offer- to give
draw, picture, exhibition, go away, pygmy, costly, respect, maybe, huge, learn.

3. Match the words to complete phrases and make up your own sentences with them.

to say directly at smb.

to to keep expensive dresses
to look smb. company

to wear after smb.

to to look something to smb.

4. Translate the sentences into English, using the words from the text.

1. O1a kapTHHa BbICTaBJI€HA B My3ee B MOCKBe.

2. Korpa BBl 3aiifiere B 3TOT My3eil, mepBoe, YTO Bbl YBUAWUTE — 3TO LIEJEBP HU3BECTHOTO
XYOOXXHHKA.

3. Moii npyr Bcerja 3a00TUTCS O CBOUX MAJIEHbKHUX OpaThsX.

4. Yro oH ceituac aenaer? OH paboTaeT HaJ HOBOM KapTUHOM.

5. Ero ceMuseTHss cecTpa XOAUT B IIKOIY.

5. Find out all the examples of Present Simple tense, Present Continuous tense.
I'pammaTuka. The Present Continuous tense.

The Present Continuous tense is used for actions happening now or for an action that is not
finished. This tense is also used when the action is temporary.

The present continuous tense is formed with the subject plus the present particle form (-ing)
of the main verb and the present continuous tense of the verb to be: am, is, are.
| am singing at church today.

am
is Ving
are

The boys are playing ball after school.

She is crying.

He is talking to his friend.

The baby is sleeping in his crib.

We are visiting the museum in the afternoon.

Present continuous tense can be used to express something happening right now or to express
something that is not happening right now.

He is not standing.
Anthony is sitting in the chair.

You are not watching the movie.
Rose is reading a book.

Present continuous tense can be used for actions that are still happening at the time of
speaking.
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Frances is talking on the phone at the moment.

In addition to the above, the present continuous tense can be used to describe actions that are
being repeated. Words like always, constantly and forever are used along with the verb.

Jack and Jill are always fighting.

She is constantly complaining about her sister.

Present continuous tense can be used when speaking about current trends. Examples of this

use include:

Shopping online is growing in popularity nowadays.

The stocks are dropping constantly due to the economy.

Today, most people are using text messages instead of the phone.

Another use of this tense is when talking about a planned event in the future. Examples of this

use include:

We are leaving for the beach tomorrow morning.

The kids are arriving at six o'clock.

She is speaking at the conference this evening.

Negative forms.

am not = “m not

is not=isnt Ving
are not= aren't
Questions.
Am |
Is he/shelit Ving?
Are we/you/they
sample Questions Short Answer | Short Answer
P (Affirmative) | (Negative)
Are you writing now? Yes, | am No, I am not
Am | doing it right? Yes, you are. | No, you aren't.
Are you both going there? | Yes, we are. No, we aren't.
Are they sleeping? Yes, they are. | No, they aren't.
Is he singing? Yes, he is. No, he isn't.
Is she eating chocolate? | Yes, she is. No, she isn't.
Is it raining? Yes, it is. No, it isn't.

IIpakTuyeckue 3axaHus

1.Underline the correct verb form.

1 He lives in Barcelona but he stays / is staying with us for a week.
2 My car’s at the garage so I get / am getting the bus to work at the moment.

3 She usually sits / is sitting at the front of the class because her eyesight is not very good.
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4 They’re on holiday. I think they travel / are travelling around Canada.
5 My mum doesn’t like driving so my dad always drives / is driving the car.

2. Present Simple / Continuous

Find the mistakes in the sentences. There isn't a mistake in one sentence.
1. What are you read at the moment?

2. On Fridays I'm never go to bed early.

3. Jim doesn't driving to work now.

4. My boyfriend live near me.

5. Richard isn't watching TV, he’s taking a shower.

3.Complete the sentences with the present simple or present continuous form of the verbs in
brackets.

1. He (not / wear) jeans at school.

2.1 (not / cycle) to school this week.

3. (you / like) the new Eminem CD?

4. It isn't cold so why (they / wear) jumpers?
5. (we /go) out tonight?

6. | (not / know) your new mobile number.
7. He often (watch) MTV.

Topics for Discussion. About myself.
1. Read the following information.

What's in a name?

In Iceland, people don’t have a family surname. They use their father’s first name. For
example Bjork Guomundsdéttir is the daughter of Gudmund.

In Russia, people have both their father’s name and a surname. For example, the second
name in Maria Yuryevna Sharapova comes from her father’s name, Yuri.

British and American people usually have a first name, a middle name, and the surname of
their father. They often write their first name and middle name as initials. For example, the writer
Joanne Kathleen Rowling is called J. K. Rowling on her books.

In Spanish speaking countries, children use the surnames of both their parents. For example,
Gabriel Garcia Marquez’s father’s surname was Garcia. His mother’s surname was Marquez.

People from China write their surname before their first name. For example Jackie Chan’s
name is Chan Kong-Sang. ‘Jackie’ is just a nickname.

2. Read the story. What does Caul do? Is it dangerous?

Harry Caul is a spy. He watches people. He listens to their conversations and makes tapes.
Then he phones his customers and he takes the tapes to them. He doesn’t understand the
conversations — they aren’t his problem. He just makes the tapes, takes the money, and takes the bus
home.

Harry knows other people’s secrets. That is his work. But other people don’t know Harry’s
secrets. He lives alone. He hasn’t got any friends. He never talks to his girlfriend. In the evening he
listens to jazz and plays the saxophone.

One day, Harry is listening to a conversation. The people are talking about a murder plan.
This is a problem for Harry. He doesn’t like murders. But Harry is making a mistake. He thinks he
is listening to other people, but really they are listening to him.

A great story!
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3. Make up the same story about somebody you know. What does he/she do every day? What
is she doing now?

4. There is an English proverb “ A friend in need is a friend indeed”.

How do you think what it means? What other English and Russian proverbs about friendship
do you know?
Here are some more proverbs.

Books and friends should be few but good.

A good friend is my nearest relation.

To have a friend, be a friend.

Give and take makes good friends.

Who seeks a fautless friend remains friendless.

5. Use the information given below to speak about your family.
Wanda’s World

I'm Wanda Jones. I'm 24, single, and I live with another girl in a small flat in Notting Hill.
These are the people in my life ...

Family

I’ve got four parents! My mum and dad are divorced and both of them have remarried. My
mum, Tina, lives with my step-father, Costas, in Wimbledon. My dad, Harry, lives in Marbella with
his new wife, Roxette. She’s the same age as me, and we get on really well! I’ve got a younger
sister called Sandra. She’s married to a guy called Ray. They have a young baby called Grace. That
means [’m an aunt!

Friends

Well, there’s my flatmate, Fatima. She’s from Lebanon. I haven’t got a boyfriend. My ex-
boyfriend, Warren, still phones me every week, but I'm not interested. It’s a bit complicated
because Warren is my brother-in-law’s brother. My best friend is Stan. He’s a 54-yearold barber
and his shop is just below my flat. He’s a widower and he’s got a teenage son, Danny. Danny’s
learning to play the trumpet.

Acquaintances
Let’s see, there’s our neighbour, Mrs Mirren. | know her because she calls every day to
complain about something. Her cats fight on our balcony.

Work

I’m a secretary in an insurance company. My boss is called Tom and I think he’s very clever
and just. My colleague is called Tracey and she’s kind and hard-working. We often go shopping
together.
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Paznen 4. The Subject World
Text Buckingham Palace

Buckingham Palace has served as the official London residence of Britain's sovereigns since
1837 and today is the administrative headquarters of the Monarch.

Buckingham Palace has 775 rooms. These include 19 State rooms, 52 Royal and guest
bedrooms, 188 staff bedrooms, 92 offices and 78 bathrooms. In measurements, the building is 108
metres long across the front, 120 metres deep (including the central quadrangle) and 24 metres high.

The Palace is very much a working building and the centrepiece of Britain's constitutional
monarchy. It houses the offices of those who support the day-to-day activities and duties of The
Queen and The Duke of Edinburgh and their immediate family.

The Palace is also the venue for great Royal ceremonies, State Visits and Investitures, all of
which are organised by the Royal Household.

Although Buckingham Palace is furnished and decorated with priceless works of art that form
part of the Royal Collection, one of the major art collections in the world today. It is not an art
gallery and nor is it a museum.

More than 50,000 people visit the Palace each year as guests to banquets, lunches, dinners,
receptions and the Royal Garden Parties.

It is in the Throne Room that The Queen, on very special occasions like Jubilees, receives
loyal addresses. Another use of the Throne Room has been for formal wedding photographs.

It is along the East Gallery that The Queen and her State guests process to the Ballroom for
the State Banquet normally held on the first day of the visit.

Around 150 guests are invited and include members of the Royal Family, the government and
other political leaders, High Commissioners and Ambassadors and prominent people who have
trade or other associations with the visiting country.

Today, it is used by The Queen for State banquets and other formal occasions such as the
annual Diplomatic Reception attended by 1,500 guests.

This is a very formal occasion during which The Queen will meet every head of mission
accredited to the Court of St James's. For the diplomats it is perhaps the highlight of the annual
diplomatic social calendar.

The Ballroom has been used variously as a concert hall for memorial concerts and
performances of the arts and it is the regular venue for Investitures of which there are usually 21 a
year - nine in spring, two in the summer and ten in the autumn.

At Investitures, The Queen (or The Prince of Wales as Her Majesty's representative) will meet
recipients of British honours and give them their awards, including knighting those who have been
awarded knighthoods.

From the Ballroom, the West Gallery, with its four Gobelin tapestries, leads into the first of
the great rooms that overlook lawn and the formal gardens - setting for the annual Garden Parties
introduced by Queen Victoria in 1868.

The State Dining Room is one of the principal State Rooms on the West side of the Palace.
Many distinguished people have dined in this room including the 24 holders of the Order of Merit
as well as presidents and prime ministers.

Comprehension Check

Are the following statements true (T) or false (F)?

1. Buckingham Palace has served as the official London residence of Britain's sovereigns for
more then 300 years.

2. Buckingham Palace has about 780 rooms.

3. The building is 108 metres high.
4. More than 50,000 people visit the Palace each day.
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5. The State Dining Room is one of the principal State Rooms on the West side of the
Palace.

Vocabulary Practice

1. Match the words with their synonyms.

to govern to defend

to protect to leave

to disappear to Kill

to murder to be against
to rebel to rule

2. For these words find the antonyms in the text.
Example: palace — slums

yesterday, back, cheap, all, by all means, every day, irregular, east.

3. Fillin the prepositions where necessary.

to serv ___ smth.

____thefirstday __the visit
___spring

used _ The Queen __ State banquets

alot__ people

4. Look at the adjectives below and put them in pairs. Choose those which can describe the
Tower of London.

cosy, modern, small, noisy, wooden, magnificent, quiet, cheap, poor, expensive,
uncomfortable, old, stone, huge.

5. Match the words to complete phrases and make up your own sentences with them.

to be old enough to do smth.

to take of smth.

to rebel power

it seems in the battle
order smb. to become a king
to fight against smb.

to be asign of clear

6. Fill in the chart. Some words go to more than one box.
Add five more words into each box.

cooker, bookshelf, sofa, desk, chest of drawers, washing machine, kettle, socket,

washbasin, wardrobe, alarmclock, towel, freezer, coffee table, oven, printer, sink, mirror,
pillow, cushion, carpet, mug, frying pan, hi-fi, curtains, dustbin, computer.
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Kitchen

Living room

Bathroom

Bedroom

Study

7. Translate the sentences into English, using the words from the text.

1. Bykunremckuii iBopen — 3To oduuanbHas pe3ueHIHSI KOPOJIEBHI.
2. JIBOpeIl CITYy’)KUT MECTOM MPOBEJICHHUS KOPOJIEBCKUX [EPEMOHHUIA.

3. B bykuHremckom Bopiie MHOTO O€CIEHHBIX IIEAEeBPOB HUCKYCCTBA.
4. OH BMeNIaeT MHOTO MOJICOOHBIX MOMEIICHUI.

5. OH npaBui cTpaHoii B 15-m Beke.

I'pammaruka. There is/are (was/were)

Konctpykuus there is/are mpumMeHsieTcst B ClISIYIOMINX CIyYasix:

- TIpU ONIMCAaHUU KOHKPETHOTO MECTa;

- IIpU ONIMCAaHUM (aKTa CyIIeCTBOBAaHUS Yero-I1u00/rae-11oo;

- B Ha4aJie UCTOPUU/CKA3KHU.

There is HCIIOJIB3YCTCA, KOrga roBOpuM B CAMHCTBCHHOM YHCJIC U UCIIOJIB3YEM
HCHUCUYHNCISACMBIC CYIIICCTBUTCIIbHBIC.

There are — JJII MHOKCCTBCHHOI'O UM CJIa.

UYucno rinarofa to be MPUHATO OMPEENATH MO YUCIY MEPBOTO CYIIECTBUTEIFHOTO, KOTOPOE
CTOHWT TOCJe 000poTa:

There is an orange and two grapefruits in the fridge. — B xonoauibHIKe €CTh anleIbCUH U
IBa rperndpyra.

There are two cats and one dog in the car. — B marmuse ecTh JBe KOIIKH B cobaka.
Kaxk ncrionp3oBats there is ¢ HEMCUHCIIEMBIMU CYIIECTBUTEIBHBIME (Uncountable nouns):

There is water in the fridge. — B xomoaunbH1Ke €CTh BOA.

40




There is some sugar on the table. — Ha crosne ects caxap.

There is MOXHO cokpaTuTh U Hanucath Tak: there's. B HeopmanbHOM nuanore Takoi
BapUaHT MCIIOJIb30BaTh HAMHOTO MPOIIIE:

There's a good song on the radio.

There's only one chocolate bar left in the box.

VY obopora there are HeT cokpalieHuil.

Tak MOXHO COKpaIarts is ¥ are Mpu OTPULIAHUH:
There is not = there's not = there isn't.

There are not = there aren't.

[MepeBoa mpemioxenus ¢ obopotom there + be mpoire HauMHATE ¢ KOHIIA, TO €CTh C
00CTOSITENTLCTBA MECTA MIIH CKA3yEeMOTO.

OO0CTOATENBCTBO MECTA — ATO BTOPOCTEIICHHBIN WICH MPEIIOKEHHS, KOTOPbIi 0003HaYaeT
MECTO WJIM HAIpaBJICHUE JCHCTBUS U OTBEYAET HA BOMPOCHL: rae? Kyaa? oTkyna’?

Ecnu there cTout B Havyasne nmpeayioxeHus, Mbl HE TICPEBOJIUM €0, KaK «Tamy.

[Tpumeps! npenoxkeHni ¢ mepeBogoM ¢ oboporom there is/there are:

There is a sofa in the room. — B xoMHare ecTh IHBaH.

There is something important to deal with. — EcTb koe-4to BaxHOe.

There are few ways of solving this task. — EcTb HeckoabK0 CIIOCOOOB pelieHuns 3TOM 3a1a4u.
There are five portion of lunch in the kitchen. — Ha kyxHe ecTb msITh mopiiuii ooea.
Bonpocure/ibHblie NpeaioKeHUs

UTo0ObI IpeBpaTUTh YTBEPKICHUE B BOIIPOC, HY’KHO CIENIaTh IEPECTaHOBKY: MOJJIeXkKalllee
there MoOMeHATh MeCTaMH CO CKa3yeMbIM be.

Is there anybody here? — Ectb 31ech kTO-HHOY1B?
Are there any sweets in the kitchen? — Ha kyxHue ecth cmagoctu?
OTpl/IlIaTeJIbHLIe NPECAT0KCHUA

B oTpuniaTenbHbIX MpeaIoKeHusX mocie riaaroia to be craBsr:

e Not— Koraa nepe CICAYOIUM 3a OTPUIIAHUEM CYIICCTBUTCIILHBIM CTOUT MECCTOMMCHUC
WJIN YU CIIUTCIIBHOC.

There is not (isn’t) any money in the wallet. — B korenbke HeT aeHer.

e NO— B Apyrux ciyyasx.
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There is no money in the wallet. — B korenske HeT aeHer.

IIpakTHYeckHe 3a1aHUs.

1. Put the correct form of the verb "to be".

There ...
a)is;

There ...

a) was;
There ...
a) is;
There ...
a) are;
There ...
a) was;
There ...
a) were;
There ...
a) were;
There ...
a) are;

an apple on the plate.

b) are; C) were.
bananas in the box.

b) are; c)is.
some butter on the plate.
b) are; C) were.
some flour in the box.

b) is; C) were.
five carrots on the table.
b) are; c)is.
some oil in the bottle.

b) is; C) are.

a cat on the chair.

b) are; C) is.
much water in the glass.
b) is; C) were.

2. Ask questions to the underlined words.

Example. There was some furniture in the room.
What was there in the room?

1. There's asmall TVset in the corner of the bedroom.
2. There are light blue curtains on the window.

3. There were 5 chairs around the table.

4. There was a sofa in front of the fire.

5. There is a wardrobe in the room.

Topics for

1. There are

Discussion. My Flat

a number of popular sayings concerning home.

Home is where the heart is.

Home is where you make it.

There's no place like home.

An Englishman's home is his castle.

If you're going home, you don't get wet.

The sun at home warms better than the sun elsewhere.

He who travels a lot becomes wise; he who is wise stays home.

How can you explain their meaning? What other English and Russian

friendship do you

know?
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2. Use the words given below ask your friend, if he has these things at home. If he does, ask
him how often he uses them.

Example. Is there a washing machine in your bathroom?
No, there isn't. There is one in the kitchen.
How often do you use it?
Almost every day. | have a big family.
food processor, microwave oven, vacuum cleaner, dishwasher, DVD player

3. How to describe the place where you live.

Location

| live on the outskirts of town.(= on the edge of town, near the country)

I live in the suburbs.(= areas where people live outside the centre of town)
I live in a residential area.(= a nice area of houses/flats, with no factories)
I live quite close to the station.(=near the station)

I live right in the centre.(= exactly in the centre)

Flats

I live in a block of flats. My brother lives on the ground floor, and | have a flat on the third
floor. Unfortunately there is no lift, so | have to climb(= go up/walk up) three flights of stairs to
reach my flat. But | have a balcony with a great view of the park.

N.B! Steps are outside a house or inside a public building. Stairs connect floors inside a house
or a building and are often covered with a carpet.

Description
My parents own their house (= they bought it/it belongs to them), but I rent a flat near my

university. (= I don’t own it/l pay money every week to the owner). The rooms are tiny (= very
small, opp huge/enormous), but they are light (opp dark) because they are on the top floor and get a
lot of sun. The flats on the ground floor are dark and also noisy (opp quiet) because they are nearer
the traffic. Some rooms are draughty (= cold air comes in through windows and under doors), and
are expensive to heat (=keep warm); but I've got central heating and the flat is in good condition.

Make up true sentences about your accommodation. Be ready to ask your friend about his
place.

4. Use the information given below to speak about your flat.
Room Detectives

You can learn a lot about a person by looking at their room. If you look carefully, you find
clues to the person’s age and occupation, his interests, habits, and personality. Look at this picture,
for example ...

It shows a man’s bedroom. It must be a man’s room because there are men’s clothes hanging
behind the bed. It doesn’t look very comfortable, the furniture is cheap and simple, so he doesn't
have a lot of money. There’s a wooden bed, two chairs and a table. I think the man must clean and
tidy a lot, because the room is neat and there’s nothing on the floor. Or perhaps he tidied the mess
for the picture!

The room is quite small, and there are two doors and a window. | guess the shutters of the

window are closed because there isn’t much light coming in. There are paintings on the wall — |
think the man is an artist, or maybe he just likes pictures. Two of them are portraits of people — they
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are members of the man’s family or people he knows. There aren’t any books in the room, so the
man doesn't enjoy reading much.

The room is old-fashioned. There’s no electrical equipment, not even a light. In one corner of
the room, there’s a jug of water, a bowl, a piece of soap, a mirror, and a towel. I guess this is a
washing area — I'm sure there’s no bathroom. Maybe this is in a place without electricity or running
water, or perhaps it’s a long time in the past, before these things were common.
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Pasznea 5. My Working Day
Text My week of living differently

Ted doesn’t think much about his body and appearance. He’s a scruffy couch potato. So we
challenged him to spend a week paying more attention to his image.
Here’s Ted’s diary ...

Sunday Evening
My week of living differently starts tomorrow. I’m going to do lots of things I’ve never done
before in my life. First of all, I’'m having a complete style makeover.

Monday Makeover day

I don’t normally waste time on my hair. I don’t even comb it. For me, a good haircut is a fast
haircut — fifteen minutes maximum. But today, | spent two and a half hours in the chair, bored out
of my mind. They put red highlights in my hair and then they gave me a funny red jacket to match.
When I came out, my girlfriend said I looked like Ronald McDonald. Tomorrow, I’'m going to have
a Pilates class. I'm not sure what Pilates is, but I’ll check on Wikipedia when I get home ...

Tuesday Pilates day

OK, so now | know. Pilates is an exercise method where you have to think a lot about
breathing. We spent a lot of time breathing deeply. It was quite relaxing, really. I’ll go to bed early
tonight. Tomorrow’s tango day: I’'m going to have a dance class.

Wednesday Tango day

It was great fun until I stepped on my partner’s toe! But I think I’ll continue. Tango looks
really cool when you can do it well. I’ll probably buy some good shoes, though. Trainers don’t look
right. Tomorrow, I’'m doing something which sounds very exciting and dangerous — Thai boxing!

Thursday Thai Boxing day

Thai boxing is called ‘The Science of the Eight Limbs’ because you use your knees and
elbows as well as hands and feet. But for me, it was the science of one limb. | lifted my leg to kick,
the instructor kicked my other leg and knocked me over. I fell on my thumb and now it’s really
painful. I don’t think I’ll do that again. Tomorrow’s the last day of my lifestyle makeover, and I'm
going to do something calm and relaxing — a Turkish bath.

Friday Turkish Bath day

Normally, I can’t spend more than five minutes doing nothing. I have to be at my computer,
or watching the TV, or reading a magazine. But today | sat in a steam bath for two hours doing
absolutely nothing and it was fantastic. | got a massage, too, and | came out feeling brilliant —
totally refreshed — a new man! I’ll definitely do that again.

What a great way to end my lifestyle makeover week!

Next week, read about librarian Linda Smith’s week living and working as a fashion model in
Tokyo ...

Comprehension Check

Answer the questions.

1. Who is a scruffy couch potato? Why?

2. What did he pay more attention to that week?
3. What happened on Monday?

4. What did he do on Tuesday?

5. What was his experience on Wednesday?

45



6. Did he like Thai Boxing day? Why?
7. Does he usually do nothing?

8. Was Turkish Bath day brilliant?

9. Did Dwight enjoy his week?

10. What is Linda doing next week?

Vocabulary Practice

1. Match the words with their synonyms.

appearance locks

couch potato undoubtedly
makeover look
definitely alteration
highlights lazy-bones

2. Fill in the chart.

scruffy, funny, toe, calm, relaxing, knees, steam, elbows, fantastic, hands, feet, leg, bored,
thumb

Parts of body Ajectives

3. Fill in the following prepositions.

on (3 times), to, at, out, like

1. to pay attention ___smth.

2.to waste time ___ smth.

3. to be bored of one’s mind
4.tolook _ smb.

5.tocheck _ Wikipedia

6. to be one’s computer
7.tofall__ smth.

4. Match the words to complete phrases. There are different variants.
1. apply for part-time
2. take ajob

3. make overtime
4. do business
5. work full-time
6. look for a day off
7.90to work

a lot of money
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5. Fill in the chart. Some words can go to more than one box.

teacher, lawyer, dentist, fire fighter, nanny, police officer, architect, beautician, secretary,
cleaner, scientist, actor, cook, journalist, vet, farmer, bodyguard, guide, priest, musician, pilot,
librarian, typist, photographer, nurse, interpreter, lifeguard, waiter, shop assistant.

unusual

well-paid

powerful

pointless

extreme

interesting

6. Look at the words and phrases below and list them according to their importance in your
work. Explain your choice.

____salary

___being useful to society

____gaining experience and developing one’s skills
___travel opportunities

____meeting new people

____long holidays

___flexible working hours

____good atmosphere at work

____prospects of quick promotion

____Jjob security

7. Translate the sentences into English, using the words from the text.

1. 3auem oHM MOTpeOOBaN, YTOOBI OH TIPOBEI HEAEI0, oOparias 0co60e BHUMAaHKUE Ha CBOM
AMUIK?

2. OH cOBepUIEHHO HE YMEJI TAHIIEBATh M YaCTO HACTYyNaJl Ha HOTY MapTHEpPY.

3. TIpoTUBHUK COWII €T0 C HOT Ha 3aHSATUU TI0 TalickoMy OOKCY.

4. Becw neHb oH aOCOIIOTHO HUYETO HE JIeNall.

5. B cy660Ty OH 4yBCTBOBaI cebsi OecTsiile, MOTHOCTEI0 OOHOBICHHBIM, TIOCBEKEBIIINM.

I'pammaTuka. The Past Simple tense

The Past Simple tense is a verb tense that is used to talk about things that happened or existed
before now.
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Yesterday | played tennus.

For regular verbs, add -ed to the root form of the verb (or just -d if the root form already ends
inan e):

Play—Played
Type—Typed
Listen—Listened
Push—Pushed
Love—Loved

For irregular verbs, things get more complicated. The simple past tense of some irregular
verbs looks exactly like the root form:

Put—Put
Cut—Cut
Set—Set
Cost—Cost
Hit—Hit
For other irregular verbs, including the verb to be, the simple past forms are more erratic:
See—Saw
Build—Built
Go—Went
Do—Did
Rise—Rose
Am/Is/Are—Was/Were
Negative forms.
did not + V
You can also use didn’t instead of did not.
| didn’t go there.

For the verb to be, you don’t need the auxiliary did. When the subject of the sentence is
singular, use was not or wasn’t. When the subject is plural, use were not or weren’t.

I was born in Russia.
I wasn't born in France.

We were friends.
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We weren't brothers.

Questions

Did l/welyou/he/shel/it/they V ?

Did you win the gold medal or the silver medal?
When asking a question with the verb to be, you don’t need the auxiliary did. The formula

is was/were + [subject].

Was he the winner?
Were people there?

We always use the simple past when you say when something happened, so it is associated
with certain past time expressions

frequency: often, sometimes, always
I sometimes walked home at lunchtime.
I often brought my lunch to school.
a definite point in time: last week, when | was a child, yesterday, six weeks ago
We saw a good film last week.
Yesterday, | arrived in Geneva.
She finished her work atseven o'clock
I went to the theatre last night
an indefinite point in time: the other day, ages ago, a long time ago
People lived in caves a long time ago.
She played the piano when she was a child.

Note: the word ago is a useful way of expressing the distance into the past. It is
placed after the period of time: a week ago, three years ago, a minute ago.

Some verbs are irregular in the simple past. Here are the most common ones.

TO GO

He went to a club last night.

Did he go to the cinema last night?

He didn't go to bed early last night.

TO GIVE

We gave her a doll for her birthday.
They didn’t give John their new address.
Did Barry give you my passport?
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TO COME
My parents came to visit me last July.

We didn't come because it was raining.

Did he come to your party last week?

HpaKanecmle 3aJaHUA.

1. Put the words in the correct order to make questions.

1.the do evening? Where you go in

2. How the take  often Olympic Games place? do
3.many Rome? were in How ancient there  holidays
4.won country 2002? Which Cup the World in
5. were you born? Where

2. Put the correct question words.
What? Whose? Where? Why? How?

did your family go on holiday last year?
bag did Paul find?

does your boss get to work?

are you studying English?

languages does your girlfriend speak?

AN A

3. Match the questions and answers.

What did your father do? Enough.

Where did he work? In 1991.

How many hours did he work? 12 hours a day, 7 days a week.
How much did he earn? He was a doctor.

When was he born? A hundred years ago.

When did he die? In a farm.

4. Complete the sentences. Use am, is, are, was, or were.

1 Where __ Tom today?

21 in Italy in 1999.
31 not in my office at the moment.
4 Could he swim when he five years old?.

5  theyin Rome in 20017
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6 When he born?

5. Use the verb in brackets in the past simple form.

11 (see) this film two weeks ago.

2 We (not go out) last night.

3 Where (you / go) on holiday last year?
4 He (not use) one of these yesterday.

5 (you / read) this book last month?

6. Complete the sentences using the past simple form of the following words. score, see, go,
want, be, chat, buy, win

you Pete at the weekend?
Where  you yesterday?
Beckham __ three goals.
______onthe phone for hours.

I ( not) out last night.

Who the match?
They (not) to watch the film.
She some new trainers last week.

Topics for Discussion. My Working Day

1. There is a Japanese proverb “Character can be built on daily routine .
How do you think what it means?

A Sunday well-spent brings a week of content.
Between two Saturdays happen many marvels.
Monday is the key day of the week.

Events follow one another like the days of the week
Never put off to tomorrow what you can do today.

2. Remember the following useful phrases.

Kak BBIPA3UTh UHTECPEC 110 ITOBOAY YCIBIIMAHHOI'O

Oh, really? How interesting!
Ooh, how exciting!

That sounds great.

What a disaster!

What a nightmare!

What a terrible thing to happen!
What a surprise!

It can’t be true.

You must be kidding!

I"'m shocked!
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Kak nepenaTe VIMBUTEIILHBIC HOBOCTH

You’ll never guess what’s happened! I’ve won $1,000!
What? You’re joking!

You won’t believe who I’ve just met! Cameron Diaz!
No, really?

Bocknumanms

Ah! Great! Ooh! Wow!
What? Oh!

Ow! Ouch!

Oh no!

Oh no! Oh dear!

3.

1.

React correctly.

Did you know that some animals eat their own young?

. Watching too much TV can cause mental illness.

O WPk

5.

. John and Emma got married.

. I'm going to take part in the next Olympic Games.

. Do you realise that milk can be harmful for some children?

. Tell your friend about the following.

. 'You won a race last week.

. You picked up the phone, said hello, and suddenly heard ....
. You met a famous actor on holidays.

. 'You climbed a high mountain last year.

. Your former classmate got a Nobel Prize last month.

Why do so many people in the modern world become workacholics?

Could this be called a disease?

How do you understand this term?

Choose one profession.

List as many advantages and disadvantages of this job as you can.
Give examples.

Do you personally find this job attractive?

6.

Read the information given below. Make up true sentences about your daily routines.

Sleep

During the week | usually wake up at 6.30 a.m. | sometimes lie in bed for 5-10 minutes but
then I get up. Most evenings | go to bed about 11.30 p.m. and usually go to sleep/fall asleep very
quickly. If I have late night (= go to bed very late; opp early night), it’s easy to oversleep (= sleep
too long) and | may be late for work.
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Work

In the morning | leave home about 8.15 a.m. and get to work by 9.00 a.m. | have a lunch
break from 1-2 p.m. and usually a couple of short breaks during the day. I leave work around 5.30
and get home about 6.15.

Housework

| do shopping on Saturday. Fortunately/Luckily | have a cleaner ( aperson who cleans) and
she does most of the housework: she does my washing, she does the washing-up, and most of the
ironing.

7. Use the information given below to speak about your working day.
Let’s imagine a typical working day of an economist:

1. Checking emails and responding to any urgent queries or requests from colleagues or
clients.

2. Reviewing and analyzing economic data and reports to identify trends and make
predictions about the future of the economy.

3. Attending meetings with clients, colleagues, and other stakeholders to discuss economic
trends and develop strategies to manage risk and maximize opportunities.

4. Conducting research, either independently or in collaboration with other economists, to
explore specific economic issues and provide recommendations for policy or business decisions.

5. Writing reports and communicating findings to clients, colleagues, and the public through
presentations, publications, and media appearances.

6. Managing budgets and tracking expenses for research and other projects.

7. Participating in professional development activities, such as attending conferences,
workshops, or training sessions to stay up-to-date with the latest economic theories, tools, and
techniques.

Pronunciation Practice
Study the following material and do the exercises.

1. We use language to communicate and understand each other. But quite often we
misunderstand what the other person is saying.

Can you explain the misunderstandings in these situations? Pay particular attention to the
underlined words. How do we call them? Give your own examples. Give the examples of such
Russian words.

An English teacher was doing some vocabulary work with his class. He was asking questions
and inviting students to give the answers. ‘What is the opposite of right?” he asked. A student called
Jenny put her hand up. ‘Go ahead, Jenny’, said the teacher. ‘The opposite of write is read!” she
shouted. The other students all laughed and Jenny didn’t understand why.

A young man was talking to his colleague at work. ‘How’s Anita?’ his colleague asked. Anita
was the man’s girlfriend. ‘Oh, she’s not very well, actually’, said the man. ‘She arrived back from
Ireland yesterday and she’s been in bed with a temperature since then.” ‘Flu?’ asked the man’s
colleague. ‘Yes, she flew’, replied the man, ‘I went to the airport to meet her.” His colleague looked
at him very strangely.
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| was doing a crossword and I needed help. My mum was in the room, and I said to her, ‘Can
you think of a word meaning boat with five letters?” ‘Do you know what the first letter is?’ she
asked. ‘Y’, I said. ‘Because it’s much easier if you know the first letter, isn’t it?” she replied.

Maria Teresa was in a greengrocer’s in England buying fruit. She asked for some bananas and
the greengrocer asked which ones she wanted. There were lots of bunches of five or six bananas,
but she didn’t want that many. Then she noticed there was a bunch with just two bananas, and said,
‘Il take that pair, please’. The greengrocer was confused. ‘Pardon? Don’t you want any bananas,
then?’ he asked.

2. Homophones are the words that are pronounced the same but differ in meanings and
spelling. There are a lot of such words in English which can make the understanding of the speech
quite difficult.

Find the pairs of homophones and match them with the transcription.

Meat, weak, know, red, buy, sun, see, meet, hare, sea, no, hair, I, eye, bye, our, son, hour,
read, week
[bar]
[mi:t]
[wik]
[red]
[a1]
[si:]
[san]
[hea]
[nov]
[auo]

3. Homophones can be not only words. This term can also apply to a group of words and
phrases. For example, aunt — aren’t [a:nt]

Find the pairs of homophones and match them with the transcription.
Who'’s, there’s, it’s, he’ll, its, wheel, heel, theirs, heal, we’ll, we’ve, whose, weave.

[wiiv]
[wi:l]
[hi:1]
[1ts]
[hu:Z]
[0eaz]

4. Fill in the blanks with the right word
Their / there / they’re

1 new house looks nice.

2 is a large hall downstairs.

3 are two bedrooms upstairs.

4 lucky.

5 What can you see over ?

6 late every day. No. You’re wrong. early.
7 Where’s car?

8 It’s over .

9. rather friendly.

10. working right now.
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5. Circle the correct homonyms in the sentences below.

1 We had lunch over at (there / their / they’re) house.

2 Her little sister was just (to / two / too) slow on a bike.

3 The new jet streaked (threw / through) the clouds.

4 “You don’t have the (right / write) to say that!” shouted the man.

5 I (no / know) what you want, and the answer is (no / know).

6 (There / Their / They’re) grandmother lived over (there / their / they’re).

7 It is much (to / two / too) early to know whether she won (to / two / too) prizes.
8 (There / Their / They’re) not very interested in dating.

9The (to / two / too) of them had (to / two / too) much to eat and went (to / two / too) bed.
10 It’s not sensible (to / two / too) drink (to / two / too) much.

11 (There / Their / They’re) not thinking about (there / their / they’re) future plans.

6. Here are some more homophones for you to remember.

air—heir
ate—eight
ball—bawl
be—bee
bear—bare
blew—Dblue
break—Dbrake
bury—berry
by—buy

capital—capitol
ceiling—sealing
cereal—serial
coarse—course
dear—deer
desert—dessert
die—dye
due—dew—do
fair—fare
feet—feat
flew—flue—flu
flower—flour
foul—fowl
four—for
fur—fir
groan—grown
guessed—qguest
hair—hare
hall—haul
heal—heel
heard—herd
here—hear
hoarse—horse
hour—our
l—eye
kernel—colonel
knew—new
knot—not
know—no
lesson—Iessen
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lone—Iloan
made—maid
mail—male
main—mane—Maine
meet—meat
minor—miner
night—knight
nose—knows
one—won
pain—pane
pale—pail
passed—past
pause—paws
peak—peek
pear—pair—pare
piece—peace
plain—plane
pole—poll
presence—presents
principal—principle
rain—reign—rein
red—read
right—write
ring—wring
road—rode—rowed
roll—role
route—root
sale—sail
seen—scene
sees—seas—seize
sense—cents
sent—cent—scent
shown—shone
SO—Sew—sow
some—sum
stair—stare
stationary—stationery
steak—stake
steel—steal
son—sun
straight—strait
tale—tail
taught—taut
threw—through
thrown—throne
toe—tow
vane—vain—vein
wait—weight
waste—waist
way—weigh
wear—ware
week—weak
whole—hole
wrote—rote
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table.

Make up your own sentences using pairs of homophones.
Grammar Practice

1. Put the following sentences into negative and interrogative forms.
1. I am working very hard.
2. You are singing very well.
3. They are opening the door.
4. The boy is writing a latter.
5. We are listening to the teacher.

2. Use the verbs in brackets in Present Continuous and Present Simple.
1. She (to drive) the car.
2. They (to puy) milk.
3. | (to read) English.

3. Translate into English.
1. MoXHO MHE ITOUTH B KUHO? — Jla MOJKHO.
2. BbI 10JDKHBI TPOYUTATH ATy KHUTY.
3. Tsl MOXelIb OTKPBITh 3TOT AMHUK. Thl CUIbHBIH.
4. 51 He yMer0 UMTaTh MO-HEMEIIKH.
5.0H JI0JIKE€H XOJIUTh B LIKOJY.
6. X metH — ero INIEMSHHUKH.
7. TBOsI TETA — €€ ABOKOPOAHAS CECTPA.
8. Hamu cécTpbl — X BHYYKH.

4. Make plural form.

Parent —in — law
Ox
Advice
Knife
Chief
Potato
Shoe
Fox
Deed
Kettle
Deer
Mouse
Baby
Tomato
Bath

Pie
Butterfly
Foot.

5. Use a necessary article.

1. This is ... my room. ... room is large and clean.
2. Tom is ... good boy.
3. This is ... exercise — book. It’s ... a white exercise — book. ... exercise — book ison ...

4. Minsk is ... fine city.
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5.1am ... doctor.
6. Ask questions.

. My aunt is speaking French.
. His parents are watching TV.
. Those books are on the table.
. He can sing well.

A OWDN R

\l

. Use a pronoun instead the underlined noun.

. My sister and | have a flat.

. Kate, read the story to Mary and me, please.
. Tom has no cousins.

. John, give the book to Henry.

. Peter, bring books to your mother.

. Ben is from London

. Mr. and Mrs. Brown aren’t from Scotland

. Brenda is a teacher

. My sister and | are twins

0. Tatiana and her sister live in Moscow

P OO ~NO OIS, WN PR

8. Use a pronoun.

1. What’s ... name? — Jim Sanders

2. What are ... names? — Jack and Tom

3. What’s ... name? — My name is Mary

4. What are your names?- ... names are Dick and John

9. Choose a pronoun.

1. Mark is (their/ theirs) cousin

2. This is (our/ours) car. It is (our/ours)

3. These books are (her/ hers)

4. You can’t take this book. It is not (your/yours)
5. This dog is (my/mine)

10. Use It, them, her, him

1. Your hands are dirty. Wash ... , please

2.  Emmais cleaning the car. Help ... , please

3. My little brother is hungry. Give ... something
4. | have got a bike and I can ride it.

11. Use a reflexive pronoun.

He always makes dinner ...
Theycandoit...

Let me introduce ...

Helen! Do this exercise ...
Children! Dress ...

S

12. Find and correct the mistakes.
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therty, siks, tu, eigt, tventy, sevente, nineth, ileventh, four hundredth eightyth oneth.
13. Complete the table.

One three —five __
One frog —six__
One bird —nine__
One doll-two__
One man —three__
One mouse —two___
One woman- four__
One sheep-ten__
One policeman —nine__
One dress — three
One fox-nine__
One watch —two__
One lady — four__
One lag — three__
One wolf-two___
One knife —five__

14. Choose a correct variant.

1. Tom a good boy
ayam Db)is c)are

2. Jack and Jill ... my friend
ayam b)is c)are

3. 1 ... fond of music
a)am b)is c)are

4. Where ... the boys?
ayam b)is c)are

5. What ... you looking for?
a)am b)is c)are

6. Most students ... present today.
a)am b)is c)are

7. The test ... not difficult ... it?
ayam b)is c)are

15. Put the necessary form of the verb "to be".

There ... an apple on the plate.

a) is; b) are; C) were.
There ... bananas in the box.
a)ywas; b)are; C) is.
There ... some butter on the plate.
a) is; b) are; C) were.
There ... some flour in the box.

a) are; b) is; C) were.
There ... five carrots on the table.
a)jwas; b)are; C) is.
There ... some oil in the bottle.
a)were;  b)is; C) are.
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There ... a cat on the chair.

a) were; b)are; c)is.
There ... much water in the glass.
a) are; b) is; C) were.

16. Choose the correct variant

1) MaMuH 30HTHK
a) mothers umbrella
b)mother’s umbrella
¢) mothers umbrella
2) KHUTH pOAUTENIEH
a) parent’s books
b) parents books
c) parents” books
3) s16710K0 cecTphl
a) sister's apple
b) sisters™ apple
C) sisters apple
4) xonypa cobak
a) dogs house
b) dogs™ house
c) dog’s house
5) ¢doroamnmapar ceiHa
a) sons” camera
b) sons camera
C) son’s camera
6) xacceTsl OpaTheB
a) brothers™ cassettes
b) brother’s cassettes
c) brothers cassettes.

17. Put the apostrophe in the correct place.

Where is Kates coat?

The pupils exams start next week.
This is my farthers bag.

Jeffs new bike is really good.

The childrens room looks cosy.

Joans grandmother is a famous writer.
They are Roberts children.

NookrwnpE

18. Translate into English.

Ha3Banne kHurM,
UTPYLIKH MOMX JIeTell;
CHaJbHS HAlIEH CECTPBHI;
JIOM TBOero Opara;
X000H MOeit )KCHBI;
MaluHa Muiepos;
30HT OTILA.

19. Choose the correct form of the verb "to he".

1) You...7.
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2) Mary and Nelly ... friends.
3) She ... out.

4) Tt ... 1is 5 o'clock now.

5) The car ... red.

6) How ... you?

7) What country ... she from?
8) We ... well.

9) She ... at home.

10) It ... arainy day.

20. Give answers. (positive and negative)

1) Is she happy?

2) Is he sleepy?

3) Are you married?
4) 1s Tim sick?

5) Are they out?

6) Is Ann well?

7) Am I right?

8) Are they busy?
9) Isitcold today?
10) Am | good?

21. Complete the sentences.

1) The keys are in the ... . (pocket/ my suit)
2) Open the ... . (bathroom/ window)

3) Heisinthe ... . (hotel/ room)

4) Sheis ... . (mother/ my friend)

5) Close the ... . (door/kitchen)

22. Complete the sentences using possessive case.

1) My aunt is my ... sister.

2) My cousin Jane is my ... daughter.

3) My mother has a sister. Her son is my ... nephew.
4) My ... parents are my grandparents.

5) My ... children are my grandchildren.

23. Write the questions. Use the words given.

A What/do? 1

B I’'m a student.
A Oh really. What / study? 2

B English.

C you / go out / last night? 3

D Yeah — | went to the cinema.

E I’m going on holiday next week.

F Really? Where / go?

4 ?
E To Zakopane, in Poland.
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G | like your watch. Be / new? 5 ?
H | bought it yesterday.

24. Underline the correct verb form.

1 He lives in Barcelona but he stays / is staying with us for a week.

2 My car’s at the garage so I get / am getting the bus to work at the moment.

3 She usually sits / is sitting at the front of the class because her eyesight is not very good.
4 They’re on holiday. I think they travel / are travelling around Canada.

5 My mum doesn’t like driving so my dad always drives / is driving the car.

25. Complete the sentences. Use the present simple or the present continuous.

1 He (not want) to study languages at university.

2 They (visit) China for a month.

3 It often (rain) in England in spring.

4 1 (play) tennis with Martin tomorrow.

5 My mother (make) bread every morning.

6 Where (you / meet) your friends tonight?

7 I normally (work) on Mondays, but I (stay) at home today.
8 (your sister / go) to the cinema every Saturday?

26. Complete the telephone conversation. Use the present simple or the present continuous.

Martha Hi Tim. Are you having a good weekend?

Tim No, not really. I (1 tidy) my room at the moment.

Martha I (2 not believe) you! You never (3 do) any
housework.

Tim | (4 know) , but Adam (5 stay) at our house
tonight and he usually
(6 sleep) on my floor.

Martha Who’s Adam? I (7 not remember) him.

Tim My cousin, Adam. He (8 study) medicine at university at the
moment.

Martha Oh, that Adam! Mmm! What (9 you / do) with him

tonight?

Tim There (10 be) football on TV, so we (11 not go)
out.

Martha Really?

Tim Yes, but don’t forget. You (12 hate) football!

27. Expand the questions. Use the present simple or the present continuous. Then write
answers.

1 What/you/do / next weekend?

2 How often / you / go / to the cinema?

3 What time / you / usually / get up?
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4 What / you / wear / today?

5 You/ like / surfing / the Internet?

6 How much/ English / you / understand?

28. Make sentences.

food
clothing
luxury houses
jobs
There is clean water .
o . in my country
There isn’t engineers .
enough in my town
There are money in mv famil
There aren’t gas and oil y y
schools
universities
hospitals
home appliances
Vocabulary Practice
My future profession is an economist
1. Match the words with the definitions.
Make up your own sentences to illustrate their meanings.
accuracy someone who creates plans to be used in making
something
assembly the quality of being near to the true value
angle try to solve a problem by thinking intensely about it
beam the space between two lines or planes that intersect
arch the act of constructing something, as a piece of
machinery
brainstorm a curved masonry construction for spanning an
opening
architect a long thick piece of material used in construction

2. Match the Russian equivalents with the English words. Make up your own sentences to
illustrate their meanings.

1. TTpoGnemsl neduiuta a) neither individuals, not society

2. llenats BBIOOD b) is faced with the problem of scarcity
3. TpaTuth JA€HBI'M HAIOTOILIATEIBINKA C) to satisfy

4. Hu o0miecTBO, HU KaXIbI U3 €T0 YICHOB d) scarcity problem

5. T'ocynapcTBeHHBIE PEeCypChI e) to make choice

6. Y 1OBIIETBOPUTH MOTPEOHOCTH f) available economic resources

7. CTankuBathCs ¢ mpooOaemMoit nedurmra g) nation resources
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8. [IpousBoauTenn h) business
9. JlocTynHbIE 5KOHOMHYECKHE PECYPCHI 1) to spend taxpayer’s money
10. ToBapsl U yCIIyru j) goods and services

3. Write words according to the definitions. Make up your own sentences to illustrate their
meanings.

the act of conducting a controlled test or investigation
a collection of facts from which conclusions may be drawn
someone who creates plans to be used in making something
of a circuit or device that represents magnitudes in numbers
the magnitude of something in a particular direction
a physical phenomenon that can produce light, heat and power
concerned with principles governing behavior of electrons
any source of usable power
motor that converts energy into work or motion

4. Make up your own dialogues using the following ideas. Be ready to correct false
information.

An economist can only work in non-profit organizations.

Some of the duties of an economist may include:

1. Collection and analysis of data related only to economic trends in society.

2. Development and testing of economic models that help predict future economic trends.

3. Providing economic forecasts and recommendations to policy makers and other
stakeholders.

4. Non-disclosure of complex economic concepts and data to an audience that is not an
expert in economics.

5. Conducting cost-benefit analysis and other assessments to help assess the impact of
various policy proposals.

6. Lack of cooperation with other economists and researchers in the development and
implementation of research projects.

7. Keep abreast of the latest economic research and trends by attending conferences, reading
academic journals and other forms of professional development.

In general, the work of an economist does not require strong analytical and critical thinking
skills.

An economist must have a deep understanding of economic theory and principles, but is not
required to have excellent communication skills.

5. Match the Russian equivalents with the English words. Make up your own sentences to
illustrate their meanings.

1. entrepreneurship a) MaKpOIKOHOMUKA

2. wildlife and timber resources b) sxuBas mpupoaa u apeBecuHa
3. goods and services C) IpeaNpUHUMATEIHCTBO

4. output d) ToBapsI 1 ycayru

5. Macroeconomics €) pa3MeIarh

6. economic system f) dbaxTops! mpou3BoCTBA

7. to consume g) SKOHOMHYECKasi CHCTEMa

8. to produce h) mpou3BoaUTH

9. factors of productions 1) BBIITYCK MPOAYKIHH

10. to allocate J) ToTpeOnATh
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6. Read the text. Be ready to give your opinion on the information.
Why should I study economics?

An economics course can teach you the fundamentals needed to decipher graphs and other
important financial data, as well as the tools to develop a successful business strategy.

But how can you know if studying economics is right for you? Consider the possible
outcomes of various economics programs and how they compare to your personal and professional
goals.

WHAT IS ECONOMICS?

At its core, economics is the study of how individuals, groups, and nations manage and use
resources.

Economics can be broken down into microeconomics, which examines individual decisions,
and macroeconomics, which is concerned with the economy as a whole. Both types of economics
utilize historical trends and current conditions to inform business decision-making and make
predictions of how markets will behave in the future.

WHY IS STUDYING ECONOMICS IMPORTANT?

Students who choose to study economics not only gain the skills needed to understand
complex markets but come away with strong analytical and problem-solving skills, as well as the
business acumen necessary to succeed in the professional world.

In fact, economics can be useful for professionals in all industries and aspects of daily life, not
just in business.

7. Match the two parts. Make your own sentences with the phrases.

1. to provide a) the type of economic system
2. to satisfy b) the central authority

3. to determine C) goods and services

4. torely d) the income

5. to obey e) people’s wants

6. toevaluate f) to work hard

7. toencourage g) on the same tools and methods

8. Choose the best variant.
1. Market economics is also called:
a) command,;
b) private;
) mixed.
2. Mixed economics contains:
a) market economics only;
b) planned economics only;
¢) both market and planned economics.
3. does not allow people to make decisions in business.
a) free market;
b) command economy;
¢) mixed economy.
4.All economics in the world are:
a) planned;
b) mixed,
¢) market.
5.In a mixed economy the government:
a) refuse private sectors;
b) cooperate with private sectors;
c) controlprivatesectors.
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Writing Practice

B nenoBom u 6u3Hec HampaBIeHUH aHTJIMICKOTO A3bIKA CYIIECTBYET 2 THUIIAa PE3IOME, O KOTOPBIX

BaM HEOOXOIUMO 3HATh:
9TO HEOOJBIINE CBEACHUS O BamieM OOpa30BaHUH,

Resume —

HpO(beCCI/IOHaHBHBIX HaBbIKaXx, a TAKKC YMCHHAX.

CV (Curriculum Vitae) — 6osee mojHas crpaBKa, BKIFOUYAIOIIAs HOAPOOHYI0 HHGOPMALIHIO
o BamieM O0Opa30BaHUH, OMbITE pabOTHl M MPO(ECCHOHATBHBIX HABBIKAX, a TAaKXKE YMEHHSX,
coJiepKaIasi CBEICHUS O Harpajax u JOCTHKCHHUSX.

BO3MOXHO BbI rypy MapKeTHHra 1 Nerko paboraere ¢ pasHbiMu

% Y B 3 2
Y6epntecs, YTO Bbl BKAIOYUAN WPHGTaMK, HO OTAANTE NPEATIOHTEHME CTAHAAPTHOMY. BONLWMHCTEO | | MHwWHTe O Y&TKO
CBOE UM, HOMep TenedoHa, paboropateneii npeanouuTtaior Times New Roman, Garamond, Arial, | § nocrasnesHbix uenax. OHu
NEKTPOHHYIO NOMTY W Verdana wau Calibri. AONMKHBI BbITH KPATKM ¥ CTPOFO
AOMaLIHWIA aapec, 4Tobbi no Teme. KOHUEHTpUpYyWHTECH
paboropatenu mornu 6e3 Ha HaBbIKaX, KOTOPbIE MOTyT
npo&nen c 'am“ c“sm_ J PHONE: (XXX) XXX XXXN | EMAIL XXXX sm NoNes3Hsl n
ADDRESS: XXX — lxoannwxaumx, KOTOpbIMM
) Revaits-drven and Nghy accomplished Business Managerment Executve With 3 peoven track-record of obnapaere.
TIYHKT O CHABHBIX CTOPOHAX penerating new butiness DYOUEh strateg few retationships with key decision
AO/MKEH BKNIOMATL KOPOTKHE makers, Currently seeking 3 Sales potion which wil effectively utilde all acquiced thills and abilities,
KAIONEBbIe CNOBa, “mml bringing 8¢ years of related experience 33 foliows:
K chepam Baseli AeATenLHOCTH 310 pacLIpeHHa BepoH BaNX
¥ TpeBoBanmam K pabore, Ha o Sales Technioues o Tenory Development + Business/Revenve Growth K8anMdUKaLUMii ¥ CNOCOBHOCTEH.
i K o heet Reltations * Mark VAN * Outsik Sales . . T
KOTOPYIO Bbl HAUENEHb) J b ison ooz senedoeia Aepmbopuind) Onuwure BC BALIM HABLIKA M
o Umployee Trainieg o Product Knowledge o Team Leadershp AOCTUKEHUA Takum oB6pazom,
Pasaen «OnbiT paGoTbi» HICSH pRCoToaATen:
: 33MHTEPeCOBancA B Bac.
AO/MKEH COARPKATL KpaTKoe Siia l
onucaxue sawmnx m""m v Faclitating territorial development theough dhent 20quinktion, increasing prodkt volome, and by
¥ AOCTHIKEHHUIA B TOM MM MHOM driving sales theough consistent foow v activities
2 ¥ Cultivating and nurturing relationshions with Business leaders while traveling 10 off site locatices.
3 v chents on product Including features, advantages, and peoftability. P.w “m”n“"e’
BKNIOHILT HAZBAHMA
¥ Directing, traiming, motivating, and developing sales repe $ 10 improve 3 ~
fpexae yem ornpaeuty, ] 2 Loechag ol meekngs o Ghcuns 8od Herkgn Iieses o s VBT O GHEGCING yHUBEpCHTETOB/KONNCMKETH/
nposepeTe B Kakom hopmare bl ¥ Caviewing PR, settieg posts, aad orecatting sales pecformance. MHCTUTYTOB, @ TaKKe
COXpaHUAM CBOE pestome. OH mEnTIT———————————— Ha3BaHVE CNEUMANBHOCTH,
KOTOPYIO BbI NONYHHAMN.
PaCcNPOCTPAHEHHBIM, MHAYE Company Name, Gy, ST S0 MMWHTE NO CyWecTsy v He
% Job Title 2
paborogartens ero He cmomer s v el R 3abyabTe O NOYETHBIX
OTKPBITL U NPONYCTUT. Takke He rPaMOTax 1 0COBbIX
pUAYMbIBaFTe CrOMHbX i
Ha3B3HWH B TEeME NUCbMaA. Colege - Degree

OmBITe PabOTHI

u

B Harmieii cTpaHe OHH HCTIONIB3YIOTCS KaK CHHOHUMBI JUTS OTIPECICHHS MMOHATHS «PE3oMe Ha
aHTIIAICKOM SI3BIKE». B MOCJICAHEC BPEMS I'paHULla MCKAY STUMU IMMOHATUAMU COBCEM pasMblIaCb, U
tepmuHbl CV 1 resume MOKHO paclieHUBAaTh KaK WICHTUYHBIC.

3aronosok (Header)

BmecTo 3aronoBka 4Yaiie BCEro MUINYT UMs COMCKATENs - 3TO MOMOTaeT COKPATUTh 00beM

pe3tome. XoTs MOKHO U Harrcath Resume wmm CV .
JInunas undopmarus (Personal information)
OO0s3aTenbHO BKIIIOUMTE JTH TYHKTHI C JMYHOW HWHpoOpmMmamuein o cebe B pe3oMe Ha

AHTJIUUCKOM:

Wwmst (Name) - eciiu UCTIONIb30BAIIH CBOE MIMSI B 3ar0JIOBKE, TO HE MMOBTOPSHTECH
JMata poxaenus (Date of birth) - masBanme wmecsia mydiie Hamucath OyKBaMH, T.K. B
HEKOTOPBIX CTPaHaX MPUHAT JAPYroi (opMaT HaMCAHKS JaThI.
Anpec (Address) - aapec OOBIYHO THIIETCS B TaKOM MMOPSIKE: HOMEP J0Ma W Ha3BaHHE
YIHIIBI, HOMEp KBapTHPbI, FOPOJI, IOYTOBBINA HHJICKC, CTPaHa.
MobusbHbiii Tenedon (Mobile) - 06s3aTenpHO yKa3bIBaliTe B MEXTyHApOaAHOM (hopmare, T.K.

Bam MoryT 3BOHHUTH U3 IPYTrOi CTPAHBI.
On. aapec (E-mail) - He 3a0yabTe MPOBEPHUTH €r0 HECKOJIBKO pa3, WHAYE CICIUAIUCT I10
TPYIOYCTPOMCTBY HE CMOXKET C BaMH CBA3aThCA.

MoxHo TaKxe

BKJIIFOUHUTH

CBEIECHUI O CEMENHOM

nonoxenun (Marital

status) ,

narroHansHocTh (Nationality) , HO 3TH MyHKTBI He 00s3aTENbHBI, T.K. pabOTOAATENb IOJIKEH
OIIEHMBATh MPEXk/Ie Bcero Barm nmpodeccroHanbHbie HABBIKH.
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[TpuMmep Ha aHTTTUHCKOM KaK HaIMcaTh 0 cede

AHKETHBIE JTaHHBIE (c [Ipumep oTBETOB

MepeBOIOM)

Name/Ums Viktor Ivanov/Buktop NBanos

Address/Anpec 38  Arbat  Street, Moscow, 225230, Russia/
yi. Ap6at 38, Mockga, 225230, Poccust

Phone number/Homep home/momamanii: +7-XXX-XXX-XXXX

TenedoHa mobile/MoOmIbHBIH: +7-XXX-XXX-XXXX

Marital status/CemeitHoe Single/He xenat

MIOJIOXKCHHE

Date of birth//lata poxxnenus 29th July 1991/29 utons 1991 rona

Nationality/HannonanbHOCTh Russian/pycckuii

Email/9nexTpoHHsblii agpec your.name@gmail.com

Lens (Objective)

B sTroM myHKTE HYXKHO yKa3aTh JOJDKHOCTh, Ha KOTOpyro Bwl mperenayere. Ecnu 3Haere koj

BaKaHCHHU, 00513aTCILHO €TI0 HAITUIIIUTE.

HpI/IMepH YKa3aHuAd neiaen MOJIYYCHHA NJOJIPKHOCTHU Ha aHTJIUICKOM

IIpumep Ha aHTITUICKOM SI3BIKE

ITepeBon

I want to obtain a position as an
accountant in your company.

S1 xoren Obl MOMYYUTH JOJDKHOCTH OyXranrepa
B Ballei gpupme.

Sales manager.

MeHexep 1Mo mpojiaxam.

Kparkas cnpaska (Profile)

KpaTKO PpacCCKaxXuTe, KTO BLI, KakoBbI Ballin HaBBIKM U 4TO BEI 0kugaeTe OT JOKHOCTH.
Honpo6y171Te C TMOMOIIBKO HECKOJBbKHX CTPOK IIPHUBJICYb BHHMAHUC ITOTCHIHUAJIBHOI'O
pa6OTOIlaTCJ'I$I, YKa3aB HMMCHHO TC Bammu HAaBbIKH, KOTOPBIC HanOoee HCO6XOI[I/IMBI Ha JToM

JOJIDKHOCTH.

Ho O6paTI/ITC BHUMAHHUC, YTO O MOTHUBAIIMU HYKHO pPaACCKA3bIBATh B COIPOBOJUTCIIBHOM

nuceMme.( Cover letter )

HpI/IMCpBI KaK IIPUBJICYb BHUMAHUC K CBOCH KaHINAaType Ha aHTJIUKHCKOM
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IIpumep Ha aHITITUICKOM SI3BIKE IlepeBon

KBanudunupoBaHHBIH CEKpeTaphb, YKETArIUH
UCITIOJIB30BAaTh CBOE yMEHHE HAaOUpaTh MEPCOHAT U
PYKOBOAWTH UM Ha HauaJbHOW MO3UIMH B KaJPOBOM
oTHeNe.

Qualified secretary seeking to
leverage  skills in  personnel
management and recruitment in an
entry-level human resources
position.

Oopasoanue (Education)

VkasbiBaiiTe cCBefieHHsS 00 00pa3oBaHHWM, HAYMHAS C IIOCICIHEr0 MeCTa MOJIYYCHHUS
00pa3oBaHus B 0OPATHOM XPOHOJIOTHYECKOM mopsiake. OO0s3aTeIbHO YKAKUTE MTEPHOIBI O0yIEHUS
B KOJUTE/KAaX, YHUBEPCUTETAX, AaThl OJTYUYCHHS AUTUIOMOB, YUCHBIX CTCIIEHCH.

VIIOMSHHUTE CEMUHAPBI, TPEHWHTH, KypPChl TOBBIMICHAS KBATU(PHUKAIMN , €CIIH OHH HMEIOT
OTHOIIICHHUE K JKEIAeMOM TOIDKHOCTH.

[Ipumepsl Kak TPaMOTHO yKa3aTb MECTO 0Opa30BaHUsA:

[Tpumep Ha aHTIIUICKOM SI3BIKE

ITepeson

Moscow State University of Instrument
Engineering and Computer Science,
department of Computer Science and
computer facilities, PhD in Computer
science (2006—2009)

MOCKOBCKHIT TOCYIapCTBEHHBI YHHBEPCUTET
npuOOpPOCTpOCHUST U UHPOPMATUKHU, (PaKyIbTET
OKOHOMHKH, JIOKTOp HAayK II0 HalpaBJICHUIO
«Komrmrotepabie Hayku» (2006—2009)

2001—2006 Moscow State University
of  Instrument Engineering and
Computer Science, Master’s Degree in
Computer science

2001—2006 MockoBCKUH  rocynapcTBEHHBIH
YHUBEPCHUTET puOOPOCTPOCHUS "
UH(POPMATHUKHY, Crenenp MarucTpa 1o
HarnpasieHuto «Mudopmatuka

Spring School Colledge, Moscow

Komnemx "Copun Cxyn", Mocksa (1995-2001)

(1995-2001)

Omnsit padotsl (Work experience)

VYkaxure nepuojsl  paboThl, TOHKHOCTh, Ha3BaHWe KommaHuu . OMNHUIIMTE Bally poJib Ha
3aHUMAEMOM JTOJKHOCTH OJHHUM TPEAI0KCHUEM: BBIACIUTE HCIOJIb3yeMble W BhIpaOOTaHHBIC
HaBBIKM, Ballld 33Jaud, OOS3aHHOCTH W pe3yJbTaThl (IIOCTAPalTECh MCIOIL30BATh MOOOJIBINE

KOHKpETHKHU U 1udp).

[Ipumeps! kak HanucaTh 00 OMbITE Pa0OTHI HA AHTJIMHCKOM
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Hasanue KOMIIaHUH, IIpumep

JOJIKHOCTD

Company Name 1, 2012- Preparing business plans

present Planning investment activities and budget

Moscow, Russia Analyzing data sets collected through all departments

Financial analyst Preparing financial forecasts
Preparing reports for the board of management

Company Name 2, 2007- Providing main  office  with  office  supplies

2011 Analyzing large data sets collected through all departments

Krasnodar, Russia Preparing financial forecasts

Assistant manager Preparing reports for the board of management

Xotenoch Obl 3aMETUTh, €CJIM Balll ONBIT 3HAYUTENbHO INpeoliafaeT Haja oOpa3oBaHUEM,
BHAyajie pacloJIOKUTE OIBIT, a 3aTeM 0Opa3zoBaHMe. Tak crienUalnuCT 0 PEKPYTUHTY OOPaTUT CBOE
BHUMAaHME Ha Ball ITOCIY>KHON CIIMCOK MEPBBIM, U Bbl OKQ)KETECh B 00JI€€ BBINOIHON MO3ULIUH.

Hasbiku (Skills)

O0s3arenbHO OTPEAKTUPYITE CBOE pe3toMe, YTOObl HAMTydLIMM 00pa3oM OTPa3uTh HaBBIKU
1 KayecTBa Ha aHIJIMHCKOM , YIIOMSHYTbIE€ B ONIMCAHUU JJOJKHOCTH.

Majio TOro, yTto 3TO IMOMOXXET BalleMy pE3IOME COOTBETCTBOBATH KIIIOYEBBIM CIIOBAM,
TpeOyeMBbIM CHCTEMOW OTCIIC)KMBAHUS MPETCHICHTOB, 3TO TAK)KE MMOMOXKET MY BBIACITUTHCS CPEIH
pe3oMe IpyTrux KaHIuaaTos .

O uem nucatsb B nyHkre "HaBbiku u kayecTBa':

« Language skills — Bnagenue si3pikamu. [lepeuncnute Bce S3bIKM, KOTOPHIMH BIIAJICETE WU
KOTOPBIC U3Yy4dacCTe. HpI/I OTOM MJIs1 OIIMCaHHA CTCIICHU BJIAACHHA A3bIKaAMHM MOXKHO HCIIOJIB30BAaTh
cTaHiapTHylo rpaxanuio: Beginner, Elementary, Pre-Intermediate, Intermediate, Upper-
Intermediate, Advanced, Proficiency.

A MO’XHO MCITIOIB30BaTh CJICAYIOIIKUEC CJI0BA:

IIpuMmep Ha aHTTTUHCKOM S3BIKE IlepeBon

Native POIHOM

Fluent CBOOOIHOE BIIaJZICHUE

Good reading and translating ability YHUTAal0, IEPEBOXKY CO CIIOBapEM
Basic knowledge bazoBrie 3HaHUSA

Computer literacy - komMmnbrOTepHasi TPAMOTHOCTh (B 3TOM IYHKTE MEPEUYHMCIUTE Ha3BaHUS
IIPOrpaMM, C KOTOPBIMH BBl yMeeTe padoTath).

Driving license - BonuTensckue npasa (e OHH €CTh, 00S3aTEIBLHO YIIOMSHUTE 00 3TOM H
YKQKUTE KaTETOPHIO).

[TpuMepbl HABBIKOB, KOTOPBIE MOKHO JJOOABHUTH:
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HaBpiky Ha aHTIIMIICKOM

IlepeBox Ha pycckuii

Special skills

Oco0ble HAaBBIKA

Native Russian

Ponnotii - pycckuit

Fluent English

CB0OOIHOE BIIAJICHUE - AHTIIUUCKUI

Working knowledge of German (Basic
knowledge)

[TpakTHdeckoe 3HaHUE HEMEIKOTO (0a30BbIC
3HAHMS)

Driving License (Category B)

Bomautensckue npasa (Kareropust B)

Computer literacy (Microsoft Office, Outlook
Express, 1C: Enterprise)

KommprorepHass rpamotHOCcTh ( Microsoft
Office, Outlook Express, 1C: Enterprise)

Wutepecs! u gononuutenbHas uapopmanus (Interests & Extra information)

C 3TUM IIyHKTOM ClIefyeT OBbITh OCTOPOKHBIM, T.K. 3Ta HH(POPMALIUs CO3/AaeT BIIeYaTICHUE O
BallleH JTMYHOCTH.

I'maBHast ommOka — paccka3aTb I[OTEHLUAIbHOMY paboTojaTento 000 BCEX CBOMX
yBieueHusx Ha 10 crpammmax. Kpatko ymomsiHuTe 0 2-3 cBOMX X000M, HAIUIIHMTE O CBOUX
JOCTHKECHMSIX HA 3TOM IOIPHUILE, €CIIU OHU €CTb.

[Momymaiite, kakue Bamm wmHTEepeckl M X000M MOTYT mMOKa3aTh paboronmaresib, 4To Bbl
MOJXOJUTE JJIsl 3TOM NOJDKHOCTH JIy4dllle IPYTUX KaHAUJATOB.

[Ipumepsl Kak MOKHO paccKaszaTh O CBOMX YBJIEUEHUSX B pE3IOME:

IIpumep Ha aHTTIUHCKOM IlepeBox Ha pycckuii

Travel (travelled through Asia in order to
gain new experience and do some practical
mentality and religion practice research)

[TyremecTBust (myTremecTBoBal No A3UM C
LEeNbl0 TIOJYy4YEHHs] HOBOTO OMNbITa M JUIS
UCCJICOBAHMSI MEHTAJIbHBIX M PEIMTHO3HBIX
MPAKTHUK)

Reading (took part at volunteering
program «Reading aloud for disabled
people»)

UreHue (MpUHMMAN y4acTHE B BOJIOHTEPCKOU
nporpamMme ‘“UreHue KHUT Ui JIIOJEH C
OTpaHUYEHHBIMU BO3MOKHOCTSIMU )

Pexomennaruu (References)

He Bkirouaiite mMeHa u TeneOHBI JIMI, KOTOPbIE MOTYT JaTh BaM PEKOMEH/IAIMH, €CIIH BB
pa3MeliiaeTe Ballle pe3loMe B MHTEPHETE WM B areHTCTBE MO TPYAOYCTPOMCTBY. BMmecTto 3TOro0
noJis3yitech ppaszoit available upon request (ITpemgocraBistoTest Mo TpeOGOBAHMUIO)

Korma ke BHI nmogacTte pe3roME Ha KOHKPETHYIO BAKaHCHUIO, KEJIIATCIBHO IMIMPEAOCTABUTH
KOHTAKTHYIO I/IH(I)OpMaL[I/IIO HCCKOJBbKHX J'IIO,HGfI, KOTOPBIC MOT'YT BaC pCKOMCH/IOBAThb.
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Koneuno K€, OTHU JIIOAH JOJI?KHBI OBITE B KypcC€, 4TO UM MOI'YT ITIO3BOHUTH U CIIPOCUTH O BacC, a
BbI JOJIXKHBI OBITh YBCPCHBI, YTO OHU AAAYT BaM IOJIOKUTCIIbHYIO XapaKTCPUCTHUKY.

[Ipumep KOHTAKTHBIX TAHHBIX PEKOMEHIATENS Ha aHTJIUUCKOM:
John Smith, CEO, DCT Publishing, Ltd. +34- 020-7654 3210, js_dct@dct.co.uk

Letter of Recommendation and Reference Letter

[loctynass B 3apyOekHBI YHHUBEPCHUTET HJIM MPETEHAYS Ha JODKHOCTh B HWHOCTPAHHOU
KOMIIAaHHH, BBl JOJDKHBI ObITh FOTOBBI K IPEIOCTABICHUIO Psiia JOKYMEHTOB, KOTOpPbIE HEYacTO
3aIpalIBalOT Y COMCKATeNel B POCCHUCKUX (UpMax U y4eOHbBIX 3aBeneHUsX. OTHUMHU U3 TaKUX
JOKYMEHTOB SIBJII€TCSI PEKOMEHAATENIbHOE MUChbMO Ha aHriuiickoMm wiu reference letter. Eciu B
Poccun oHO cuMTaeTcs jkenarenbHbIM, HO 3a4acTyl0 HE00s3aTeIbHBIM JONIOJIHEHHEM K PE3IOME, TO
B 3aI1aIHOM IPAKTUKE K HEMY OTHOCSTCS Cepbe3HO. Ecinu Bbl HE XOTUTE YIIYCTUTh LIAHC IOJYYHUTh
IIPECTHXKHOE 00pa30BaHUE UM MEPCIIEKTUBHYIO paboTy, TO BaM HAaBEPHSKA CTOUT y3HATh OOJIbLIE O
HaIMCAaHUM MTOT0OHBIX TTHCEM.

Ocobennocmu u yeib pekomeH()ameﬂbHoeo nucoma

Jlasxe cerofiHs AajleKo HE BCE 3HAIOT, KaK MMCaTh PEKOMEHATEIbHOE MUChMO Ha aHIJIMHCKOM
— W 3a4eM 3TO JenaTh B npuHuume. Jlaxxe Te, KTO UMEIOT KaKhe-TO MPEICTaBICHUS O MOJ00HOM
JIOKYMEHTE, HEpEeIKO MyTalT ero ¢ TaKk Ha3blBaeMoW xapakrtepuctukod wiu letter of
recommendation. IMeHHO M0O3TOMY Ba)KHO TOApoOHEe pa300paThCsi BO BCEX HIOAHCAX 00OUX
IIHICEM.

Letter of recommendation - mOKYMEHT, KOTOpPBIM COMCKATEIb HHUKOTJAa HE 3aHUMAaCTCS
camocTosTesibHO. OOBIMHO €ro 3ampallBaeT OTIe] KaJpOB TOH KOMIAHHWH, Kyda BbI IMOJaH
pEe3OMe C LEeNIbI0 YTOYHUTH KaKyro-1n0o nH(OopManuio o Ballei JesTeIbHOCTH Ha MPEKHEM MECTe
paboThI WK JIMYHBIX KauecTBaX. OOBIYHO TAaKHE MUChMA HOCST CyXOil MH(MOPMATUBHBIH Xapakrep,
NUIIYTCS C KCIOJIB30BAHUE CTPOTON O(MHIUATBHON JIEKCHMKHA - M €CTh IIAHC, YTO BBl TaK M HE
y3HaeTe, 4TO 10 BaM 3alpaliuBaIcs MOJ00HbIH JOKYMEHT.

C reference letter Bce Heckonbko wHade. Bo-TIepBBIX, BBl CaMOCTOSITENBHO 3apydacTech
MOJIOOHBIM TTHCHMOM C TPEKHETr0 WM HBIHEIIHEro MecTa y4eObl Win padoThl. Bo-BTOpBIX, OHO
Oonee MH(POpPMATHBHOE M UYyTh OOJIee SMOIMOHAIBHOE B TOM, YTO KAaCaeTCsl ONMCAHUS BAIIHX
CHJIBHBIX M CJIA0BIX JICIIOBBIX M JMYHOCTHBIX TOCTOMHCTB. U B-TpeThHX, OHO IIECHUTCS OUYCHb BHICOKO
M 329aCTYIO SIBIISICTCS 0053aTEIbHBIM JJOKYMEHTOM JUIS MTOCTYIUICHHS B B3 WJIM TIpHeMa Ha padoTy.
bonee Toro, ecnm conepkammxcs B HEM CBEICHUI OyJdeT JOCTaTOYHO JUIS IPEACTaBUTEINEH
KOMITaHMM WJIM COTPYIHHUKOB YHHBepcurerta, letter of recommendation moxer B mpuHImne He
oTpebOoBaThHCA.

Urto xacaercs HEOOXOAMMOCTH B TTOJIOOHOM TMHCHME, HO OHA BIOJHE 000ocHOBaHa. biaromaps
€My TOTEHIMANbHBI paboTomaTeNlb TMOTy4YaeT BO3MOXKHOCTh MPOAHATH3UPOBATH YCIEIIHOCTh
Balllell JIEATENPHOCTH Ha MPeAbIAYIIeM MecTe paldoThl, Ballld CHJIbHBIE CTOPOHBI Kak
npodeccuoHana W YeloBeKa B IEJIOM, a TaK)KE yYMEHHE Hala)XUBAaTh KOHTAKTHI C JIOJbMHU U
B3aMMOJICHICTBOBATh C KOJUIEKTUBOM. B cirydae ¢ yueOHBIM 3aBEICHUEM WX MPEIACTABUTEIN CMOTYT
COCTaBUTH OOIIYI0 KapTHHY HE TOJILKO Ballleil YCIEBAaeMOCTH, HO M COIMATbHONW aKTUBHOCTH,
KOTOPYIO B 3apYOEKHBIX By3aX IIEHAT BeChbMa BHICOKO.

ITumem PEKOMCHAATCIbHOC IMUCbMO: IIpaBUJIa

I[J'ISI TOr0 4YTOOBI BaIlle PCKOMCHAATCIBHOC TIMCbMO Ha AHTJIMHMCKOM SI3BIKE IMPOU3BELIIO
COOTBCTCTBYIOIICC BIICHATICHUC Ha pa60T011aTen${ WM TPUEMHYIO KOMHUCCHIO, HGO6XOHI/IMO
NPpUACPKUBATHCA CICAYIOIMHNX YCTAHOBJICHHBIX ITPABUIIL:
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e CoOmoiaTh 4YETKYIO CTPYKTYpy. Pedb o Heil moifmer HIXe, HO B J0OOM ciydae
HCOGXO,[[I/IMO YUUTBIBATH, YTO 3TO OJJHO H3 BaXXHEHUIITIX YCJIOBI/Iﬁ T'paMOTHOI'O HAITMCAHUSA reference
letter.

o [IpunepxuBarecs onpeneneHHoro oorema. Kak mpaBuio, takue nucbma coctosat u3z 300-
400 cnoB, 0OJTHAKO MOTYT OBITb U MEHBIIE, OCOOCHHO €CIU PEKOMEHJAATEeNb HCHOJb3YeT €MKHE U
ucueprnbiBaromue ¢ppaspl. A BOT yBEIHUYUBATH pa3Mep JTOKYMEHTA HEXeJIaTeIbHO: YUTAIOUIMNA ero
CHEIHATUCT MOXXET YCOMHHUTBCS B €ro MpaBIMBOCTU WM BOBCE MPEKPaTUTh H3Yy4YEHUE H3-3a
HCEXBATKHU BPCMCHU.

e BeiOpaTh aBTOpHUTETHOE JIHMIIO B KauecTBe pekomeHaaress. Eciu Bel mocrymnaere B yueOHOe
3aBeJieHue, TO MUChbMO MOKET HamucaTh 3aBeAyrouInil kadeapoil By3a, riie Bbl ceifiuac y4uTech, Ball
H&y‘-IHLIﬁ PYKOBOAUTCIIbL MW HaKC IOUPCKTOP MIKOJIBIL. I[JISI MNPETCHAYIOINX Ha MJOJDKHOCTH B
KOMIIAHUM PEKOMEHJIaTeIbHOE MUCBMO OT paboTojaresiss Ha aHMVIMUCKOM (3TO MOXET ObITh
JUPEKTOP WM HayaJlbHUK OTJENA) IPOU3BEAET JIydlllee BIIEYATICHUE HEXKEIU JIOKYMEHT,
COCTaBJICHHBIN KOJIJIETOM, C KOTOPHIM Bbl HAXOJAUTECh HA PABHBIX MMO3UIUSX.

e [lepenaBate neHHYI0O W cBexylo wuH(popMmarmio. JlyOonupoBarh CBeneHHs U3 pE3lOMe B
PEKOMEHIaTeIbHOM IHCbME HET HHUKAaKOH HeoOXoIuMocTH - 0Oojee TOro, 3TO MOXET ObITh
COBCPUICHHO JIMIIHUM. KpOMe TOro, aBTOpPpYy AOKYMCHTA CTOUT COCPECAOTOYNUTHCA HA OIMMMCAHUHN TCX
BaXHBIX Ka4yeCcTB, KOTOPbIE MMEIOT 3Hau€HHUE JJIsi BbIOpaHHOW BaMU JOJDKHOCTH, HE MYCKasCh B
HU3JIMITHUE TIPOCTPAHHBIC OIIMCAHHA. HH(bOpMaTI/IBHBIC M €MKHE IHCbMa OOBIYHO BELI3BIBAIOT
00JIbIINN UHTEPEC U PACIIONATalOT K KaHAUIAType COUCKATES.

e [103a00TUTBCS O TMOJHOM OTCYTCTBHHM OIIMOOK. «Xpomas» JIeKCHKa H TMPOOJIeMBbI C
IrpaMMaTUKON TO3BOJIAT COCTaBUTH OMNPENEICHHOE MHEHHE 00 ypOBHE 3HAHUI aHTJIUICKOrO Y
BalllMX KOJJIET B YAaCTHOCTHM W IIOJIOKCHHWM BaIlled KOMMIAaHUHM B oeJioM — MU 3TO MHCHHUC
aBTOMATUYECKU MPUMEHUTCS U K BaMm JHU4YHO. MIMEHHO MO3TOMY Ba)KHO TINATENIHHO MPOBEPUTH
IIACBMO IIEepe OTIIPABKOW U OTPEIAKTUPOBATH BCE OIPEXU.

Cmpykmypa pekomeHOamenbHo20 NUCbMa

Kak yxe ropopuiioch BbIIIE, CYLIECTBYET 4eTKas CTpyKTypa HanucaHusi reference letter.
[lopsok HanKMcaHus PEKOMEHIATENbHBIX TUCEM CIIEAYIOLIUI:

e [Ilanika. B Hell yka3piBaeTCcs HAMMEHOBaHME W KOHTAKTHbIE JlaHHBIC OpraHU3allM, B
KOTOpO paboTany WK Ha JaHHBII MOMEHT padoTaeTe Bbl U Balll pEKOMEH1aTeNlb. DTO HEOOXOAUMO
JUIL TOTO, YTOOBI MOTEHUUAIBHBIA PabOTOATEeNh CMOT MPH JKEJIAHUHU MPOBEPUTH JTOCTOBEPHOCTH
nH(pOpMalLUY B TUCHME.

e Jlata. [Tumercs no onpezeneHHbIM 1a0JI0HaM, IPUHATOM B aHTJITMHCKOM.

o YKa3aHHe JIna, K KOTOpoMy oOpalieHa pekoMeHanus. Ecim 3ToT 4enoBek yke U3BECTEH,
TO MOKHO OOpaTHThCs K HeMy Hampsimyro. Ecium Her — jgocraroyHo ykasatk to whom it may
concern.

 YKa3aHue nauIa, KOTOpOMY JAaeTCsl PEKOMEH 1Al

o [IpeacraBnenne. B nanHoM a03ane pekOMEHAATeNb IMPEACTaBIIAETCS, Ha3bIBAET CBOKO
JOJKHOCTB U MTOJITBEPKAaeT (PAaKT ONpe/ieIeHHbIX pab0urX OTHOIIEHUH ¢ PEKOMEH IyEMBbIM.

e CxaTast MCTOpHs TMOSBICHHUS M pabOThl PEKOMEHAyeMOoro. ABTOp MUChbMa OYyKBaJbHO B
IBYX-TpPEX MPEUIOKEHUSAX YKa3blBaeT JaTy WJIM CPOKHM pabOThl COMCKATesl Ha MpEeXHeH win
HBIHEIIHEH T0JPKHOCTH U KPaTKO OMMCHIBAET €T0 LIEHHOCTb JIJIsl KOMITAHUH.

e Onucanue JenoBbIX U JMYHOCTHBIX KayecTB. MOXKET 3aHATh OJUH-/Ba a03ala — 3TO camas
00BbEMHas YaCTh PEKOMEHIATEeIbHOTO MUChMA.

e 3aKITIOYMTENbHBIN ab3al. B Hem maercs mpsmas peKOMEHJalusi Ha HOBOE MECTO paboThI
WIN 3a4HCIICHNE B y4eOHOE 3aBE/ICHUE.

e 3akOuYMTENbHAs YacTb. B Hel aBTOp mHMchbMa IMpHIVIalIaeT OOpaTHThCA K HEMy 3a
HeoOxouMoi nH(popmalnel B cirydae He0OOXOIUMOCTH U YKa3bIBa€T CBOM KOHTAKTHBIE JaHHBIE.

Ecin pexomeHnarenbHOE MHUCBMO OTIPABISIETCS IO JJIEKTPOHHOW II0YTE, YKa3bIBaTh
busndeckuii aipec HEOOA3aTENBHO — JOCTATOYHO KOPIIOPATUBHOTO OYTOBOTO SIHKA.

Letter of Recommendation
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CocraBngsi TUCHbMO, HEOOXOAMMO TMPHUAEPKHUBATHCS OINPEAETEHHOW CTPYKTYPBHI.

Jns

HAMMCaHUs PEKOMEHIAIUHN ISl CTYJEHTOB U Ui paboThl ecTh obIiee — 3To obmmue ¢passl. s

IMOJIYUYCHHSA MaKCUMaJIbHOT'O PE3yjibTaTa Ball€ PCKOMCEHAATCIIBHOC IMHCHBMO OOJIXKHO BKIIFOYAaTh B

ce0si KITIOUEBbIE BCTYNUTENbHBbIE (pa3bl; (pas3bl, ONUCHIBAIOIIME BAIld KOMIETCHLUH, a TAKKE

MMPCATOKECHUS, OIMMCBIBAIOIIUE B3aWMMOCBA3b YCJIOBCKA, INMUINYIICTO PEKOMCHIAATCIBHOC IIMCHMO U

TEM, KOMY MUIIYyT, TO €CTh, C BaMH. ECTGCTBGHHO, YAAQYHO 3aBCPIIMThL PEKOMCHAAUWIO IMOMOIYT

3aKJIFOYUTCIBHBIC (bpa?)BI.

Berynurenbnsie ¢pploassl (Introduction Phrases)

| am pleased to be able to write this letter of
recommendation for (name of the person).

51 pan, 4TO MOTY HaNUCaTh 3TO
PEKOMEHIaTeIbHOE TTUCHMO IS (MM
YEJIOBEKA)

| have no hesitancy in writing a letter of
recommendation for (name of person)

be30 BCSIKMX COMHEHHIA TTHIITY
PEKOMEHIaTEIbHOE TTUCHMO IS (MM
YEJIOBEKA)

This is in response to your recent request for a
letter of recommendation for (name of the
person)

B orBeT Ha Baul He1aBHUI 3a1pOC 1O
MOBOJIy PEKOMEH/IaTEIbHOTO TUChMa IS
(MMs yemoBeKa)

®dpa3bl, onucbiBaomue komnerenuun ( (Qualifications Phrases)

works independently and
effectively

paboTaeT caMoCTOSTENBHO U 3 (HEKTUBHO

careful attention to detail BHUMATEJICH K JETAISAM

follows tasks through to

BBIITIOJIHACT 3aa'4y BIUIOTH OO 3aBCPIICHUA

completion

has a flair for organization o0JiajjaeT CrioCOOHOCTHIO K OpraHU3aIuu

communicates effectively in 3¢ (EKTUBHO BBICTPAaUBAET KOMMYHHUKAIUIO B TUCbMEHHOM
writing BUJIE

communicates ideas clearly YETKO BBIPAYKAET UIIEH

q)pﬂfibl, NMPOACHAKIIHNEC B3AUMOOTHOUICHUSA PEKOMEHIATEe/IA U PEKOMEHAYEMOI'0

73




have known (the person) since 3HaI0 (MMs YeJI0BeKa) C. ..

was a student of my classes OBUI CTYJJCHTOM MOMX KJIaCCOB

first became acquainted with BIICPBBIC YBUJICIHCH C

have been (the person’s) supervisor

since ObUT pyKOBOAMTEIEM (MM YETIOBEKA) C

has worked directly under my

supervision paboTai 1o MOMM PyKOBOJICTBOM

3akirounTenbHbIe (pasbl

OMHPAsCh Ha TOT MIEPUOJT BPEMEHHU, KOTOPBIN
s mpopaboTai ¢ (uMs yemoBeka) S
NEHCTBUTEIILHO PEKOMEH/TIYIO ero/ee

based upon my time working with (name of
person), | recommend her/him very highly

| am, therefore, very pleased to be able to MO3TOMY ST OYCHB Pajl, YTO MOTY
recommend (name of person) [IOPEKOMEHI0BATh (MM YEIIOBCKA)

CCJIM BaM HeO6XOI[I/IMa JAOIIOJITHUTCIIbHAA

if you need additional information
uH(popManus

HAJICIOCh, 3Ta MH(POPMAIHS OKa3aach

| hope this information proves helpful o
IIOJIC3HOU

A sample letter of recommendation is a sample of a letter of support that proves the merit of a
person. The letter of recommendation or a letter of reference is usually written by a supervisor,
employer, teacher, or counselor explaining the eligibility of the candidate applying for a new job or
admission in a school or college. This document adds extra weight in the application for admission
or a job.

The recipient to whom the candidate sends an application does not know the candidate personally.
Thus, a letter of recommendation helps to understand if the candidate is suitable for the particular
post/course or not. Writing a letter of recommendation carries a lot of responsibility. A properly
written letter can make the career of a person.

As such a recommendation is not very formal but it still has to be concise and semi-formal. That is

why it is better to follow a proper letter of recommendation format. These letters attest the skills and
qualities of an applicant; that is why it is necessary to follow certain checkpoints.

Best Tips of Writing Letter of Recommendation

There are 6 points which need to be kept in mind while writing a letter of recommendation:
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1. It is essential that the top of the letter page contains your name, address and other contact
details. Writing on letterhead is, in fact, preferable.

2. Just like any other letter, you need to mention the name and title of the person to whom the
letter is addressed.

3. At the beginning of the letter, you need to mention how you know the person you are
writing a recommendation for and since when.

4. Point out the character, personal achievements, and strengths of the applicant in the letter.

5. In case of a neutral reason, mention the reason for the applicant to leave the previous job or

school.
Always end the letter by encouraging the reader to contact you in case of further questions.

S

A letter of recommendation should have a formal tone and follow a specific format. But if the
reason is a personal one, the letter can be informal too. A strong opener with an explanation of you
is qualified to write this letter also helps.

Samples & Examples of Recommendation Letter

There are many purposes for which a letter is written. Here are examples for each one of those:

Sample 1: Letter of Recommendation Sample Scholarship

From,

Merritt Watson

P.O. Box 686 7014 Amet Street
Corona Oklahoma 55246
(622) 594-1662

07-09-2000

To,

Driscoll Leach

P.O. Box 120 2410 Odio Avenue

Pass Christian Delaware 03869

Subject: Recommendation Letter for Scholarship

Dear Driscoll Leach,

It is an honor for me to present [student name] for the [scholarship name] scholarship. | got to
know [student name] as her [subject] teacher in the [standard] grade at [school name]. | have also
worked with her in the [subject] group where she is a member, and | am the head of the group.
Since the first day of the class, | have been impressed with [student name]. She has shown
determination and dedication from day 1 of school. Whenever she got stuck with course material,
she never hesitated to ask for help. She even readily stayed late in school for additional classes to
perfect the course material. Her interest and passion for studies are evident in her behavior.
I was also impressed by her friendly attitude with all of her classmates. She is a caring, kind,
intelligent and ambitious girl. Just as she can readily ask for help, she is always ready to offer help
too. | have always found her to be respectful to all the teachers in school. | am sure [student name]
will succeed in whatever path she chooses in her life.

[student name] comes from a family of immigrants and is going to be the first child to reach
college. The family has been working hard, but finance is still a great constraint for all of them.
Both her parents have jobs, and even [student name] does babysitting jobs for extra cash. But still,
the strain of financing her and her three siblings' education is there. Her efforts deserve this
scholarship. A little help can take her very far in life. She will not disappoint you, and that is my
guarantee. | think she is the most deserving candidate you will have for this scholarship.
In case you need any further information, please contact me on [phone number] or [email id].
Sincerely,

Merritt Watson

(Your Slgnature)
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Sample 2: Recommendation Letter Sample for Student

From,

Lacy Eaton

1379 Nulla. Av.

Asbury Park Montana 69679
(932) 726-8645

07-09-2004

To,

Katelyn Cooper

6059 Sollicitudin Road

Burlingame Colorado 26278

Subject: Recommendation Letter for Students

Dear Katelyn Cooper,

I am [your name], the [position] of [school name]. The reason behind writing this letter is to
recommend my student [student name] for the course of [course name] in your school [school
name]. | have been his teacher for the past [years] now, and he has never given me a reason to
complain. In my opinion, [student name] is the best candidate for your institution.

It’s not just me saying. [Student name]’s dedicated work during his school years speaks for itself.
His result shows that he excels in each subject, particularly [subject name]. He has also done us
proud by winning [trophy/medal] in [competition name].

Not only he is ahead of his class in academics, but he also has a similar interest in extracurricular.
He recently won a debate competition during [month]. His friendly nature, confidence, compassion,
and intellect surround him like an aura that is hard to miss. Not just me, he would be every faculty’s
first choice in our school.

I truly believe [student name] would be the ideal choice for your [course name]. | can proudly say
that he is one of my best students. In case of any queries, you can drop an email at [email id] or call
me on [phone number].

Sincerely,

(Your Signnature)

Lacy Eaton

Sample 3: Sample Letter of Recommendation for Graduate School

From,

Lee Preston

981 Eget Rd.
Clemson GA 04645
(221) 156-5026

07-09-2004
To,
Craig Williams

P.O. Box 372 5634 Montes Rd.

Springdale MO 57692

Subject: ( )

Dear Craig Williams,

I am a teacher of [subject name] at the [school name]. | am writing this letter of recommendation
for [student name], one of the brightest pupil | have come across in my teaching career. | have been
teaching at the school for 15 years, and | can say that in all these years there have hardly been 4 or
5 students who can be put equivalent to [student name].

It is hard for a student to stand out in a classroom filled with 50 ambitious students, but it didn’t
take me long to take notice of [student name]. | have had the pleasure of teaching him [subject
name] for the past four years now and have also worked with him during the annual [subject]
group and even various competitions and quizzes.
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He has always been an active participant inside as well as outside the classroom. Inside the
classroom, he always asks well thought-out questions and is eager to learn more. He does not scare
with complex theories, in fact, seems to enjoy going deeper into them. He has a passion for the field
of [course name] which is quite evident in his classroom behavior.

Outside the classroom, his inquisitive nature makes him quite popular with his acquaintances. He
comes off as genuine, extrovert and a multi-tasker. He plays sports like [name of sports] and also
does activities like [list of extracurricular]. He is a team player and a confident leader. That is a
combination tough to find.

He always pushes his limits academically as well as non-academically. It gives me immense joy to
have the opportunity to help [student name] in his journey to a career in [field name]. | am aware
of [college name]'s long and distinguished history and reputation. That is exactly why | think that
[student name] is a deserving candidate for your institution. His dedication and intellect will
impress the professors from the first day.

I will be happy to provide you with any more information you need. Feel free to contact me on
[phone number] or [email id].

Sincerely,

(Your Signature)

Lee Preston

Sample 4: Sample Letter of Recommendation for High School Student

From,

Lee Preston

981 Eget Rd.
Clemson GA 04645
(221) 156-5026

07-09-2004
To,
Craig Williams

P.O. Box 372 5634 Montes Rd.

Springdale MO 57692

Subject: ( )

Dear Craig Williams,

I have had the pleasure of teaching [student name] in my [grade] grade [subject] class. Among the
five groups of students that come into my class every day, [student name] stood out from the rest
immediately from the first day itself.

In the classroom, [student name] often expressed a level of maturity and commitment which is hard
to miss in a student. Her dedication went beyond my expectations. She wasn’t just an active
participant in classroom discussions but was also very astute, insightful and perceptive. Her
questions many times forced me to think twice before answering. Her confidence and eagerness to
learn more also earned her respect from her classmates.

[Student name]’s desire to learn more is not just limited to classes. She is equally ahead in
extracurricular activities. She has been doing [list of activities] and all of these at her level best.
For all these reasons and more, | would recommend [student name] for your institution. She has
always made us proud, and she will make you proud too if you choose to admit her. | truly believe
she deserves this chance. For any other information, you can call or email me on [phone number]
or [email id].

Sincerely,

Lee Preston

Sample 5: Medical School Letter of Recommendation Sample

From,
Zephaniah Sanders
3714 Nascetur St.
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Hawthorne Louisiana 10626
(539) 567-3573

07-09-2004

To,

Seth Farley

6216 Denman Avenue

Seattle Utah 81202

Subject: ( )

Dear Seth Farley,

I am pleased to write this letter of recommendation for [student name] as a part of his application
for the [institute name]. He has been my student for three years in my class of [subject name]. As
[student name]’s teacher, I found him to be extremely passionate about his dream to become a
doctor.

[Student name] is a hard-working student who is dedicated to his dream. He approaches all the
classes and all the course material with a curiosity that makes him intellectual but on a completely
different level. Whenever he gets stuck in a problem or a complex theory, he is seen approaching
the problem head-on. His attention to detail is also a quality that will make him a great doctor
someday.

Last year we started a drive with an NGO for the welfare of the underprivileged kids. [Student
name] has been an enthusiastic participant in this drive. He was seen observing the nurses minutely
and noticing everything that was being done. His commitment to the field and hard work in
achieving his goal makes him the perfect candidate for your institution.

Given a chance he can make you proud too. If I can answer any more questions, please feel free to
call me on [phone number] or email me on [email ID].

Sincerely,

Zephaniah Sanders

Sample 6: Sample Letter of Recommendation for Teacher

From,

Judith Floyd

361-7936 Feugiat St.
Williston Nevada 58521
(774) 914-2510

07-09-2004

To,

Willow Hunt

Ap #784-1887 Lobortis Ave

Cudahy Ohio 31522

Subject: ( )

Dear Sir,

It is my honor to write this letter of recommendation for [Name of the teacher] for the position of
[position] at the [Name of the school]. As a principal of [name of the school], I have seen [name of
the teacher] first-hand and the effect he has on children. In my career of [years], | have never seen
a teacher hold so much command in a classroom. Finding a replacement for him will be the hardest
task | will have to do.

Unfortunately, because of some personal problems he has decided to move from [name of the city]
to [name of the city]. It would be hard to see him go, but it is not my place to come in the middle of
his family. It is an unfortunate circumstance to lose the most talented teacher I have in my school.
[Name of the teacher] joined our school back in [year]. In just one term, his dedication and energy
changed the entire outlook of students towards the subject. Now the students of his class have a
higher interest in pursuing [subject] as a career. He did not just make this subject interesting, but
he also went as far as providing one on one lessons after school for weak students. [Name of the
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teacher]’s expertise in his subject and his dedication makes him the favorite teacher of his students.
He was an invaluable asset to our school, and any other school employing him will be lucky to have
him.

Whenever | take my rounds about the school, | step into his classroom from time to time. His
teaching style is very animated and captivating. There is a pure delight on the faces of his children.
He develops a rapport with the students very quickly. [Name of the teacher]’s unlimited patience
and his devotion towards his job does not go unnoticed.

If he’s accepted in your faculty, | am very sure he will develop the same rapport with your students
too in no time at all. I would be happy to provide any more details you might need regarding [Name
of the teacher]’s application. You can call me or email me anytime on [phone number] or [email
ID].

Sincerely,

Judith Floyd

(Your Signature Here)

A well-formatted reference letter conveys the writer’s professionalism and seriousness. This
can have a positive impact on the recipient. It also allows the writer to comfortably provide his/her
information. Therefore, when writing a reference letter, a writer should consider the following
factors during letter formatting:

Length

During writing, it is important that the writer considers the length of the reference letter. A
reference letter should be one page long. This helps ensure that the writer of the letter sticks to
relevant information concerning the candidate or applicant. If the reference letter is too short, then
the recipient might assume that the writer is not very familiar with the candidate or applicant, while
a letter that is too long can discourage a busy recipient from reading it.

Format

The writer should also consider the arrangement of information in the letter, which can be
referred to as format. The writer should arrange the letter by first providing his/her contact details,
the date, and finally the hiring manager’s address. The writer should then start the letter with a
salutation followed by the introduction, body, and conclusion paragraphs. At the end of the
reference letter, the writer will be required to provide his/her signature and indicate his/her typed
name. Using the proper format ensures that the information conveyed in the reference letter is
delivered in a coherent manner

Font

A well-composed reference letter should be written in an appropriate font. A writer should
consider using the Times New Roman, Arial, or Calibri font type. A font size of
between10 and 12 can be used to help ease readability. The use of a proper font type and size can
also help ensure the letter is clear.

How to Write a Reference Letter

A well-written reference letter should effectively communicate the writer’s belief in the
applicant’s abilities. The writer should ensure that the information written in the letter provides
adequate information that demonstrates why the candidate is a good fit for the position that he/she
has applied for.

Therefore, the writer of the reference letter should ensure that he/she adheres to the following
procedure:

Step 1: Pre-writing considerations

Before writing a reference letter, there are pre-consideration the writer should take into
account. A writer should consider making dong the following in the pre-writing stage to help ease
the processes:
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Gather knowledge of the candidate

First, the writer should collect information about the applicant. The writer can sift through
prior records of the candidate to get a better grasp on the information he/she may provide in the
reference letter. This also helps ensure that the writer can provide can prove the information
provided in the letter.

Tip: The candidate/applicant recommended in the reference letter should be well known to
the writer. This ensures that he/she can strongly attest to the applicant’s abilities and qualifications.
However, friends and family are likely to provide biased information; therefore, they may not be in
the best position to write a professional reference letter.

Investigate the position the candidate is applying for

Secondly, the writer should investigate the position the applicant is applying for. This will
help him/her identify the qualities he/she should highlight in the reference letter. It will also help the
writer tailor the information to the position/job.

Ask for a copy of CV or resume

Thirdly a request for a copy of the applicant’s CV or resume should be made. The information
provided by the writer should complement what is contained in the CV /resume. It will also help the
writer avoid the repetition of information that is already contained in this application document.

Ask for a copy of the job posting

Next, the writer should ask the applicant for a copy of the job posting to help him identify
specific skills and qualifications that the employer is looking for. The writer will can then include
the identified skills and qualifications in the reference letter.

Get information regarding submission of a letter

Finally, the writer should request the applicant to provide him /her with the earliest
submission date of the reference letter or application information. This helps ensure that the letter is
delivered or received at the time designated by the employer.

Step 2: Write the letter

Once the writer is satisfied with the information obtained, he/she can start writing a reference
letter. The writer should ensure that the letter is written in a well-structured business format. The
following details should be written in the letter:

Your personal information

The reference letter should contain the writer’s personal information. This should include
his/her name, address, and contact information. This will help identify who the writer is and
indicates how the employer/hiring manager can get in touch with him/her.

Date

The writer of the reference letter should also provide the date of writing. The writer should
ensure that the date is placed on the top left of the page. This will help inform that the recipient
knows when the letter was written.

Hiring manager’s details

The write should ensure that the reference letter contains the hiring manager’s name, title, and
address. This helps ensure that the letter is delivered to the intended target, therefore completing the
candidate’s application information.

Note: If a writer is sending the reference letter via email, then he/she is not required to
provide any contact information or date on the letterhead. The contact information in such a case
will be written after the email signature. The subject line should only indicate the candidate’s name,
the position he/she is applying for, and the writer’s intention for writing the letter, for example, the
Reference letter for the Sarah King-Teaching position.

Salutation

The writer should start by addressing the recipient by name in the salutation, for example,
‘Dear Mr./Mrs. last name.” This will demonstrate professionalism and strength in using the business
format to write the letter. It also helps to set an appropriate tone for the rest of the letter. The writer
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can also address the letter ‘To Whom It May Concern.” Especially if the recipient’s name is
unknown to him/her.
Introduction

The introduction of the reference letter helps to capture the recipient’s attention. It also
enables the writer to provide a solid foundation from which to base the rest of the information
contained in the letter. Therefore, the following information should be contained in the introduction
of the reference letter:

Opening

The introductory line of the reference letter can be the statement expressing how the writer
feels about the applicant’s abilities, a factual statement about the candidate, an award won by the
applicant, or anything that can get the employer’s attention. A statement like this can help hook the
employer into reading the reference letter.

Your relationship with the candidate

The writer should explain the relationship he/she shares with the applicant and the duration of
time he/she has known the candidate. This helps provide credibility to the recommendation made
because the writer can show why he/she is in the best position to write the reference letter.

Body

The body of the reference letter goes into detail about the applicant. It helps elaborate the
skills and qualifications of the applicant. It also enables the writer to connect the information he/she
intends on providing. The body of a letter should contain the following information:

Facts about the candidate

The writer of a reference letter should ensure that the body of the letter provides adequate
facts about the applicant/candidate. The information can include the applicant’s education,
qualifications, former or current occupation/employment, etc. The writer should ensure that the
facts he/she has state can be proven with ease.

Candidate’s skills and qualities

The writer should state a list of at least three exceptional skills and qualities in the reference
letter. The writer can highlight qualities such as dedication, motivation, honesty, responsibility,
diligence, loyalty, helpfulness, and discipline. The writer should be sure to relate the qualities and
skills stated to the position the applicant is applying for.

Include examples

The writer should ensure that he/she uses concrete examples to support the information
contained in the reference letter. The use of concrete examples can be an effective way to
strengthen the points made by the writer. However, the examples used should not be too long as the
writer only has limited space.

Closing

A strong conclusion should remind the recipient of the information stated in the
recommendation letter. The writer of the reference letter should also reiterate his/her belief in the
candidate. The conclusion of the letter should also include the following:

Include your contact details for follow-up

The writer should be sure to conclude the reference letter by providing his/her contact
information, that is, if he/she had not provided it on the letterhead. The writer should also offer to
answer any questions or clarify any points made about the candidate. This indicates the writer’s
confidence in the information provided.

The writer should thank the recipient for their time and consideration

The writer should end by thanking the recipient for his/her time and consideration. This is
respectful, polite and it shows that the writer is aware that the recipient is also considering other
candidates. It is also an indication of proper business etiquette.

Sign off

The reference letter should be concluded with an appropriate professional word or phrase like
sincerely, regards yours truly, etc. This demonstrates attention to detail and adherence to
appropriate business format.
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Tips for Writing a Great Reference Letter

The writer should ensure that the reference letter is effective in compelling the hiring
manager/employer to consider the applicant. The following tips can help the writer achieve:

Give positive qualities

The writer should ensure that he/she can provide a positive outlook of the candidate. If the
writer feels that his/her knowledge of the applicant is insufficient, he/she should decline the request
by an applicant to craft the reference letter. Writing a negative reference can affect an applicant’s
chances of landing the job. A writer that is sure of his/her ability to write the reference letter should
be able to recall who the applicant is, the role the candidate played while working with him/her, and
the period he/she worked together with the applicant. The writer should also point out two-three
qualities about the applicant that he/she can support with specific examples. Finally, the writer
should ensure that the letter conveys his/her specific experiences with the applicant. The
experienced written should show the candidate’s positive attributes or knowledge using one relevant
example.

Proofread your letter before sending it

Once the reference letter is complete, the writer should proofread it to ensure that it is
completely free of errors. This can also be done by another individual so long as the writer ensures
that the candidate’s name is concealed to protect his/her privacy. Proofreading enables the writer to
polish up the letter by editing it to a higher standard.

Give context to each example

Each example used in the reference letters should be supported by one or two sentences that
provide more information about the skills, qualities and experiences shared. This ensures that the
points made by the writer have adequate, relevant detail for the recipient’s comprehension.

Be flexible

A writer should also be flexible with the information he/she provides in the reference letter.
The skills, qualities, and experiences should be modified to what the hiring manager /employer is
seeking in an employee making the points stated relevant to the position the candidate is applying
for.

Be honest

A reference letter should be written from the point of honesty to enhance credibility. The
writer should not compose a letter for a candidate he/she does not believe is qualified. This can
prompt him/her to write exaggerated and dishonest information, leading the hiring
manager/employer to question his/her credibility.

Be targeted

The writer should ensure that the reference letter is tailored to the position the candidate is
applying for. This helps ensure that information provided is aimed at showing that the candidate is
the best choice for the job. Ensuring that the information has been thoughtfully selected will help
the employer or hiring manager consider the candidate.

Add relevant details

The information contained in the reference letter should be related to the position the
applicant is applying for. Writing a generic reference letter can lead the hiring manager to believe
that the writer knows nothing about the position the applicant is applying for.

Example (of a generic reference letter):

John is hard-working, motivated, and honest. This, I believe, makes him the best candidate for
the position of a graphic designer.

Example (of a relevant reference letter):

John is skilled in the use of graphic design software like Adobe Photoshop, Illustrator, and In-
Design. His ability to creatively use this software for his work makes him the best candidate for the
graphic design position.

Craft clear and concise letter

The reference letter should be written with words that are precise and deliberate. Writing
clearly and concisely enables the writer of the letter to get straight to the point. It also helps the
writer avoid being too wordy. This makes the reference letter more understandable.

82


https://woman.thenest.com/give-negative-reference-positive-way-18812.html

What to Avoid in a Reference Letter

A poorly written reference letter can be attributed to various factors. However, a writer can
avoid some mistakes to ensure that he /she writes an appropriate reference letter. The following
should be avoided during the writing of the letter:

Do not include irrelevant personal information

The writer of the reference letter should avoid using irrelevant personal information. This is
considered unprofessional and can have a negative impact on the hiring manager/employer. This
can lead the employer to disregard the applicant.

Do not use jokes

A reference letter is a serious formal document. The writer should avoid using jokes in the
letter as this can irritate the hiring manager, who may feel that the letter is an absolute waste of
his/her time. The use of inappropriate jokes can make the hiring manager/employer feel
uncomfortable.

Avoid making spelling mistakes and typos

Making spelling mistakes and typos can lead the employer/hiring manager to believe that the
reference letter writer is a poor communicator. It gives the employer the impression that the writer
did not take his/her time to write a good letter. Smelling mistakes and typos will also lower the
quality of the reference letter.

Avoid private details

The writer of a reference letter should avoid providing private information about the
applicant. The employer/hiring manager is not interested in private details about the applicant;
therefore, providing information such as the candidate’s relationship status or religion is
unnecessary.

Date
To whom it may concern
I confirm that I have known (name) for (number) years.

(State relationship — social, business, working together in some other capacity, club, activity,
project, etc.)

At all times | have found (name/him/her) to be (state characteristics — eg, dependable, reliable,
hard-working, conscientious, honest, peace-loving, courteous, etc — to be as helpful as possible
think about what the reader will most prefer to see, in terms of satisfying concerns, or seeing
evidence of relevant required skills or characteristics).

1I’'m happy to provide further information if required. (optional)

Yours faithfully, etc.

To Whom it May Concern:

I highly recommend Jane Doe as a candidate for employment. Jane was employed by Company
Name as an Administrative Assistant from 2002 — 2005. Jane was responsible for office support
including word processing, scheduling appointments and creating brochures, newsletters, and other
office literature.

Jane has excellent communication skills. In addition, she is extremely organized, reliable and
computer literate. Jane can work independently and is able to follow through to ensure that the job
gets done. She is flexible and willing to work on any project that is assigned to her. Jane was quick
to volunteer to assist in other areas of company operations, as well.
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Jane would be a tremendous asset for your company and has my highest recommendation. If you
have any further questions with regard to her background or qualifications, please do not hesitate
to call me.

Sincerely,

John Smith
Title
Company
Address
Phone
Email

An email to invite someone to a job interview
Learn how to write an email to invite someone to a job interview.

Before reading

Do the preparation task first. Then read the text and tips and do the exercises.
Preparation task

Match the definitions (a—f) with the vocabulary (1-6).

Vocabulary Definitions
a. planned to happen at a fixed time l....... to be located in/on somewhere
b. difficult or causing problems 2. ... to get to know someone
c. to change the time, position or order of 3. a reference
something 4....... scheduled
d. to learn more about a person 5....... inconvenient
e. a recommendation from a person who knows | 6. ...... to rearrange something
you
f. to be in a particular place

An email to invite someone to a job interview

From: Maja Jakobsson, HR Officer
To: Sanjay Chaudhary
Subject: Invitation to interview at Purple Cloud

Dear Mr Chaudhary,

Thank you for applying for the position of software engineer at Purple Cloud. We would like
to invite you for an interview at our Stockholm office.

Your interview is scheduled for Thursday 3 April, at 2 p.m. If this time or date is inconvenient
for you, please contact me as soon as possible to rearrange the interview.

At the interview, you will meet our head of HR, Mr Liam Andersson, and our head of IT, Ms
Elsa Wallin. They will be telling you more about the job and getting to know you better. You will
also have the opportunity to ask questions about the position and the company, and to see the office.
The interview will last for about 60 minutes. Please bring two references with you for the interview.

Our offices are located on Kungsbron 2, which is a six-minute walk from Stockholm Central
Station. When you arrive, please ask for Mr Liam Andersson at the reception.
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We look forward to hearing from you soon.
Best regards,
Maja Jakobsson HR Officer

1. In your email, remember to thank the candidate for their application.

2. Remember to include information about:

* What position the interview is for and what will be discussed at the interview.
» When the interview will take place.

* Who to contact if there is a problem, who will be interviewing them and who the candidate
should ask for when they arrive.

* Where the interview will be.
* How long the interview will last.
» What to bring — IDs (proofs of identity), references, etc.

3. Write the date in words, e.g. Thursday 3 April. Don’t write the date in numbers — in some
countries 3 April, for example, is 3/4 and in other countries it’s 4/3. 4. You can end the email with a
set phrase like We look forward to meeting / hearing from / seeing you soon.

Tasks
1. Match the answers with the questions.

Kungsbron 2
Mr Andersson and Ms Wallin
Ms Jakobsson
60 minutes
2 p.m. on Thursday 3 April
Software engineer
Mr Andersson
Two job references

1. What position is the interview for? ....................coooiiinl.
2. When will the job interview be? ............ooviiiiiiiiiiiiinn,

3. Who should Sanjay contact if he can’t be in Stockholm on 3 April?

4. Who will be interviewing Sanjay? ...........ccccevviiiiiiiiininnnn...

5. Who should Sanjay ask for when he arrives? ...............cocooiiiiit.
6. How long will the interview last? ...............coiiiiiit.

7. Where will the interview take place? ...,

8. What should Sanjay bring to the interview? ..............cooiviiiiiiiininn..
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2. Write the phrases (1-9) in the correct groups in the box.

Telling the candidate what to

Useful polite phrases Essential practical information
expect

Write the phrases (1-9) in the correct groups in the box.

1. Dear Mr Chaudhary, 2. Your interview is scheduled for Thursday 3 April at 2 p.m. 3.
Thank you for applying for ... 4. You will be able to see the office. 5. It is a six-minute walk from
Stockholm Central Station. 6. You will have the opportunity to ask questions about the position. 7.
We look forward to hearing from you soon. 8. They will be telling you more about the job and
getting to know you better. 9. Our offices are located on Kungsbron 2.

3 .Write the word to fill the gaps.

Dear Sandra, Thank you for (1) ..........ccooeiiiiiiiiiiinnn.. for the position (2)
.................................... customer service assistant. We (3) ...........coeviiiiiieennnn..L like
to arrange an interview with you at our offices at 9 a.m. on Thursday 20 December. (4)
.................................... interview will be with our HR Assistant, Ms Cecil Dubois, and will

(5) o approximately 30 minutes. During this time, we would like to
find out more about your experience and background. The interview will take
(O T U in our offices on 20 rue de Rivoli. When you (7)

.................................... , please ask for me at reception. Please remember to (8)
.................................... an ID so that you can get a visitor’s pass. We look forward (9)
.................................... meeting you soon. Best (10) ...................................., Charles
Bennett

Discussion

What are your tips for doing well in job interviews? What type of questions have you been asked?
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. https://www.oxford learners dictionaries.com/
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Conversational English
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