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IIpeaucaoBue

JanHoe mocoOme mpeaHa3HAYEHO JUIS CTYICHTOB 33a0YHOTO OOYYCHHS
TYMaHHUTAPHOTO (aKyipTeTa (CIEeMUAILHOCTh: TOCYJIAPCTBEHHOE U _“MYHH-
IUITaJFHOE YTIPaBJICHUE) M CTYyJCHTOB TEXHHYECKHX CIICIHATBFHOCTEH, M3y-
YaIOIMUX KypC IEJIOBOTO aHIIHICKOTO S3bIKA.

JanHoe mocoOue BKIOYaeT B ce0s MaTepwal, 00beMHEHHBIH TeMOM
“English in Professional Sphere”. Ilems mocoOust 3aximodaercs B TOM, 4TO-
OBl pPa3BUTh Yy CTYJCHTOB KOMMYHHKATHBHBIC HABBIKH MYTCM OBJAACHHS
TEPMHUHOJIOTHIECKON JIeKCHKOH, HeoOXomMMoO#W i BeieHHs Oecemsl
B pamkax tembl “English in Professional Sphere” u mnst cocraBnenus neno-
BOTO MHCHMaA.

IMocobue conmepHUT KOMIUICKC JEKCHYECKHX YIPaKHEHHH Ha 3akperl-
JICHUC AKTUBHM3ALMI0 TEPMUHOJOTUYECKOH /| JICKCHKH, a TaKKe TeCThl
Ha MPOBEPKY Ka4eCTBA OCBOCHMS MaTepHald:

IMocobue cocrouT w3 5 wyacteil, 00bemuHEeHHBIX TemMoi “English
in Professional sphere”:

1 wacte “The First Business Contacts”,

2 gacts “Telephoning”,

3 gacts “Companies”,

4 gacts “Business Correspondence”,

5 yactp “Tests”.

Kaxxapiii ypok COCTOMT M3 OCHOBHOIO TEKCTa WJIM JUajiora U Cepuu
YIpaXHEHUH Ha 3aKpPEIICHUE JICKCHKH YpOKa.

Kaxaplii TekeT M Auanor CONpOBOXKIAETCA TEPMUHOJIOIMYECKUM
M JICKCUYECKHM KOMMEHTapHEM.

PaboTath ¢ mocoOueM MOXHO KaK CaMOCTOSITCIBHO (MHIMBHUIYaJBHO,

B Tape, B TPYIIIE), TaK U MOJ PYKOBOJACTBOM IIPEIOJaBaTelis.
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UNIT I: THE FIRST BUSINESS CONTACTS

Making an appointment

Nick: 1 am very glad to meet you.

Albert: So am I. And | hope we shall do good business together.
When can you come to our office tomorrow?

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

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

Nick: OK. See you tomorrow then.

Albert: Good-bye.

Words
contact [ kontekt] koHTAaKT
to make an appointment [a'pointment] noroBopuThCS O BCTpeue
to do business ['bizniz] Bectn 6Gusnec
convenient [kan“vi:njent]  ymoOHsrit
to pick smb up 3aexats 3a kem-m6O
lounge [laund3] xomt

Ex.1 Mark the right preposition:

1. When could-you come (in, into, to) our office next week?
2. Will this time be convenient (to, with, on) you?

3. I shall'pick you up (for, during, at) two in the afternoon.
4. I'll be-waiting (with, for, by) you near the hotel.

5.1l be waiting (in, with, on) the lounge.

6. The lounge (at, by, of) the hotel is very comfortable.




Ex.2 Match the Russian and English equivalents:

. Korna BbI Mormu Obl mpuiité Xk Ham B ouc?

. Bac yctpout 9 wacos ytpa?

. 51 3aeny 3a Bamu B Bal oQuc.

. JaBaiite BCTpeTMMCS B BECTUOIOJE T'OCTHHUIIBI

(2R NS S

. Jlo BcTpeuun 3aBTpa.

. I shall pick you up at your office.

. Let us meet in the lounge of the hotel.
. See you tomorrow.

. When could you come to-our office?
. Will 9 a.m. be convenient to you?

T O O T Qo

Arriving at a company

Mr Smith: Good morning. My name .is. Smith.

Receptionist: Good morning. May. I help you?

Mr Smith: Yes, I have an appointment with Mr Brawn.

Receptionist: What time is your appointment?

Mr Smith: It is ten thirty:

Receptionist: Just a minute, I'll check if Mr Brown is available...

Everything is OK.

Mr Brown's secretary is coming down to take you to

Mr Brown's ‘office.

Mr Smith: Thank you.

Secretary. Mr Smith? Good morning. Mr Brown is expecting you. Fol-
low me, please. This way ...

Here.is the lift. We are going up to the second floor. Come in, please.

Mr Smith: Thank you for your help.

Secretary: Glad to be of service.




Words
to arrive [9'raiv] npuObiBaTh
receptionist [ri'sepfonist] cekpetapp B mpuémHOU
available [a'veilabl] uMeromuiics B Haanumu, 10CTYIIHBINH
to expect [iks'pekt] oxumate
lift (Am. elevator) [eliveita] mdr
the second floor Tpetnii aTax

the ground floor mepssIit 3TaXx

Ex.3 Use the right words in the following sentences:

follow take check help service  minute+. time  appointment

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

Ex. 4 Match the questions and answers:

. Who(m) did Mr Smith have am appointment with?

. What time was the-appointment?

. Who was the person'Mr Smith met first in the building?
. Who accompanied Mr Smith to Mr Brown's office?

A wWw N~

. Most probably it was the receptionist.

. He had an-appointment with Mr Brown.
. They'had arranged to meet at ten thirty.
. It was 'Mr Brown's secretary.

o O T o

Ex. 5-Translate into English using the text:

1. V MeHs Ha3HaueHa BCTpeda ¢ T-HOM XHIUIOM.
2. Ha xakoe Bpems y Bac Ha3Ha4eHa BcTpeda?




3. S mpoBep1o ceituac, cBOOOCH JIM T-H XHJLTL
4. Ceifuac cexkpetapb r-Ha XujUla CIYCTUTCS M INPOBOJHUT Bac B €ro
odwuc.
. I'-a Xumn xpér Bac.
. IIpoxomure, moxanyiicta.
. Bor mamr mmdr.
. Ham Ha Tpetnii 3Tax.

O 0 3 O W

. Bxomute, moxamnyiicra.

10. Pama BaM ITOMOUYBE.

Dates and time of the day

the twentieth of May two thousand and
(UK) 20.5.2011
eleven or twenty.eleven
(USA) 5.20.2011
Business English
7.00 (seveno’clock in the
07.00 a.m.
morning)
7.15 (a quarter pastseven) 07.15 a.m. (seven fifteen)
7.20 (twenty pastseven) 07.20 a.m. (seven twenty)
7.30 (half pastseven) 07.30 a.m. (seventhirty)
7.45 (a quarter to\eight) 07.45 a.m. (seven forty-five)
7.50 (ten toeight) 07.50 a.m. (seven fifty)
15.00 (three o’clock in the
03.00 p.m.
afternoon)
19.00 (seveno’clock in the
] 07.00 p.m.
evening)




Words

quarter ['kwo:ta] 1. uetBepTh, 2. KBapTaN (rozaa)

a.m. (ante meridiem Lat.) [’ei ’em] g0 moJtyHs

p-m. (post meridiem Lat.) [’pi'em] mocme mosrymHst

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

8.20 a quarter past twelve
12.15 half pasttwo
2.30 a quarter to five
4.45 twenty past eight
UNIT IlI: TELEPHONING
Answering the call
Secretary: Hill and Co. here. Good morning.
. Good morning. My name is Henry Green.
Mr Green: Could I speakto Mr. Hill, please?Is he in?
Secretary: Hold the line, please... You are through.
Words
to answer.a call — otBeTMTs Ha 3BOHOK

to be in.— 6T 31eCh / HA MecTe / y celst

Hold the line. — He Bemaiite tpyOKy.

You are through. [6ru:] — Bsl coemHeHbI, rOBOpHTE.




Ex.1 Use the right words in the following sentences:

in/ speak /through/ please /call (2) /calling/ hold

1. Could I ... to Mr Snow?

. Is Mr Flinch ...?

. ... the line, please.

. Just a minute ...

. You are ... .

. Itis an important...

. It is the secretary who is answering the ...
. Itis Mr. Green who is... Mr. Hill.

w N

o N o g N

Ex.2 Match the Russian and English equivalents:

Sl Bac coenuHMIa, TOBOPUTE.

S XoTen GBI HOTOBOPHUTH C K0 MUII3.
Ona Ha mecte?

He Bemaiite TpyOKy, IOI0XANTE.

OmHy MUHYTY.

Hold the line, please.

Just a minute.

You are through.

Could I speak to Mrs Mills, please?

Is she in?




Spelling names

Mr Stockton: Is that the Journal of Commerce?

Secretary: Yes, that’s right. Who’s calling, please?Mr Stockton:
Oh,Stockton’s my name. I’d like to speak to Mrs

Atkins.

Secretary: Sorry. Could you repeat your name, please?

Mr Stockton: John Stockton. S-T-O-C - K-T-O-N.

[es - ti:- ou - si: - kei - ti: - 0u - en]

Secretary: Just a moment, please, Mr Stockton: I'am putting
you through to Mrs Atkins.

Mr Stockton: Is that Mrs Atkins now?

Mrs Atkins: Atkins speaking.

Words

to spell (spelt, spelt) nmucats wnm npousHOCHTHL CIIOBO IO OyKBaM
journal [dza:nl] sxypHai, rasera; AHEBHHUK

to put throug

h coemuusATh

Ex. 3 Mark the right'answer in accordance with the text:

1. Whom is Mr'Stockton calling?
a. He-is calling Mr Atkins.
b. He.is'calling Miss Atkins
c. He'is calling Mrs Atkins.

2.'What is Mr Stockton first name?
a. Jim.
b. John.
c. Jack.

11




3. What company is he calling?
a. The Commerce newspaper.
b. The Commerce magazine.
c. The Journal of Commerce.

4. Was Mrs Atkins the first person to answer the call?
a. No, she was not.
b. Yes, she was.
c. Itis not quite clear.

5. Did Mrs Atkins answer the call then?
a. No, she didn’t.
b. Yes, she did.
c. Itis not quite clear.

Ex.4 a) Mark the right word:

I'd like to speak (to, at, by) Mr Austen.

Could I speak (for, by, to) Mrs Meredith?

I am putting you through (across, by, to) Miss James.
Hold (a, the, an) line, please.

Just (the, an, a) moment.

Is (that, you, he) Mrs Atkins?

Yes, that’s (right, wrong, no).

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

Spell these names:

Green 2. Atkins 3. Austen 4. Meredith

12



UNIT I1l: COMPANIES
1. Companies in the UK

The most common type of company in the United Kingdom.is. the
limited liability company. Many of such companies are joint-stock com-
panies owned by shareholders.

Limited liability companies are divided into public and-private ones.
Only public companies may offer shares to the public at the stock ex-
change. The names of such companies end in ‘pic’ which stands for public
limited company. For example: John & Michael pic:

Private limited liability companies may not offer shares to the public.
At the end of the name of such companies the word ‘Ltd’ (Limited) is
used. For instance: Wilson & Sons Ltd.

Words

limited liability company [limitid laia'biliti ’kampeni] kommaunus
C orpa}mqeﬂﬂoﬁ OTBETCTBECHHOCTBIO

joint-stock company ['d3eint'stok] aknumonepHast KOMMIaHUS
company shareholder ['fes, houlds] akunonep

share [fea] axuust

to own [oun] BrazeTts

to offer ["ofa] npemnaratethe public ['pablik] 31 moxymartenu
stock exchange [iks'tfemd3] doumoBas Gupxa

Ex. 1 Write the English equivalents using the text:

1. CaMbIM pacrpoCTpaHEHHBIM THIIOM, KOMIIAaHUH B BenmkoOputaHuu
SIBISIETCS] KOMITAHHUS C OTPaHUYEHHOI OTBETCTBEHHOC THIO.

2. MHorne w3 3TuX KOMIIAHUHM SIBJISIOTCS AKIMOHEPHBIMHM KOMIIaHUS-
MU, IPUHVIEKAIIMMHU aKIIHOHEPaM.

3/~KoMnaHuu C OTpaHUYEHHON OTBETCTBEHHOCTBIO JENISITCS Ha OT-
KPBIThIC U YaCTHBIE.

4. ToaBbKO OTKPBITEIC KOMIIAHUM MOTYTIIpE/yIaraTh CBOU aKIUK Ha OUpKeE.

5. HauMeHOBaHUS OTKPBITBIX AKIMOHEPHBIX KOMIAHWM 3aKaHYMBa-

10TCs cioBoM plc.

13



6. B KoHIEe HaMEHOBAaHUS YAaCTHBIX AKIMOHEPHBIX KOMIAHUH CTa-
BHTCS cioBo Ltd.

7. YacTHblE aKLIMOHEPHBIE KOMIIAHUM HE MOLYT IIpelaraTb CBOU-akK-
LMY [OKYNATEISIM.

8. Hanpumep (2 BapuanTa).

Ex.2 Use the right words in the following sentences:

limited/ liability/ company/shareholders/ Ltd / pic/shares (2)

1. Public limited companies may offer ... to the public at the stock ex-
change.

2. Private limited liability companies may not offer ... at the stock ex
change.

3. The names of public limited companies-end in ...

4. The names of private limited companies end in...

5. The most common type of company in Great Britain is the ...

6. Many limited companies are joint-stock companies owned by ...

Ex.3 Mark the right answer in accordance with the text:
1. What is the most common type of company in Britain?
a. That is a limited-liability company.
b. That is a public_limited company.
c. That is a private limited company.

2. Are limitedliability companies joint-stock companies?
a. Some ofthem are.
b. Many of them are.
c/lt'is not clear from the text.

3. What does name of Nelson & Co. Ltd say?
a. That Nelson is the owner of the company.
b. That Nelson’s son is the owner of the company.
c. Thatiit is a private limited liability company.

14




4. What does the name of Midland Bank pic mean?
a. That the bank is a private limited company.
b. That it is a public limited company.
c. That the bank is located in Midlands.

5. What types of companies are allowed to offer their shares at the
stock exchange?
a. Both public and private limited liability companies.
b. Only private limited liability companies.
c. Only public limited liability companies.

Corporations inthe USA

Corporations are a popular form of businesses in the United States of
America.

A corporation is owned by persons,“called stockholders. The stock-
holders usually have certificates showing-the number of shares which they
own. Each stockholder is liable only for the amount of his investment in the
business.

The stockholders elect a director or directors to operate the corpora-
tion. Most corporations are closed. corporations, with only a few stockhold-
ers. Other corporations are owned by many stockholders who buy and sell
their shares at will. Usually-they have little interest in management of the
corporations.

All the corporations-are created by state or federal law and are to re-
ceive their charters.from the appropriate authorities. The charters state all
the powers of the corporation. The names of corporations end in ‘Inc.’
which means Incorporated.

Words
stockholder (Am.) ['stokhoulda] axmmonep
to-be liable [’laisbl] mectn oTBeTCTBEHHOCTH
to elect [i'lekt] u36upats
at will mo ceoemy xenanuio
to create [kri:eit] cosnaBats
powers [pavaz] moJHOMOYHS

15




Ex.4 Mark the right answer in accordance with the text:
1. How many types of corporations does the text speak about?
a. Only one.
b. More than three.
c. Two types.

2. Who usually owns corporations in the USA?
a. Directors do.
b. Stockholders do.
c. Shareholders do.

3. What document shows the number of shares the owner has?
a. A certificate.
b. A charter.
¢. A memorandum.

4. How are directors elected?
a. By stockholders.
b. By shareholders.
c. By managers.

5. May closed corporations offer their stocks and shares to public?
a. The text gives.a direct positive answer.
b. The text gives-a direct negative answer.
c. The text 'said nothing about that.

Ex.5 Mark the right variant:
1. Corporations are a popular form of businesses in (the, ---, a) USA.
2. The owners of corporations are called (a, ---, an) stockholders.
3. Theyare liable only for (an, a, the) amounts they have invested.
4. The director or directors elected operate (an, the, ---) corporation.
5. All the corporations are created by (a, an,--) state or federal law.

16



Structure of companies and corporations

A limited liability company, or a corporation, is headed by the board of
directors elected by shareholders/stockholders. The Board of Directors is
usually headed by Chairman, or President in case of corporations. The di-
rectors appoint one of their number to the position of Managing Director to
be in charge of the day-to-day running of the company. In large organiza-
tions the Managing Director is often assisted by a General Manager. Some
companies also have assistant general managers. Many directors have depu-
ties who are named deputy directors.

Here is an organisation chart of a typical‘manufacturing company:
Managing Director
Marketing Director Finance Director Production Director

Personnel Director Sales Director Company Secretary
Sales Manager Sales Manager

(Northern Region) (Southern Region)

Area A Manager Area B-Manager Area C Manager

Sales Representatives

Words

to head Bo3rnaBmATH

board [bo:d] coser

chairman_['tfemen] npexacenarens

to appoint [9'point] HasHauath

to be in.charge of [tfa:d3] 3auumaTsCs, oTBeuaTh

running pa6ora, ¢ yHKIHOHUPOBAHUE

deputy director ['depjuti] 3amecTurens mupexTopa, Ha4YaILHHUK
yrpasieHus/oTaena

17




Ex. 6 Write the English equivalents using the text:
1. ynpaBisomui AUPEKTOP
. TeHEpaJbHBIN MEHEKED
. [lomomHUK reHepasbHOTO MEHeKepa
. IMPEKTOP TI0 MPOJakaM
. MEHeDKep M0 Mpojaaxam

2
3
4
5
6. MeHepKep 0 MpoJakaM B pailoHe A
7. npeacTaBUTENb KOMIIAHUU MO MPOJakaM
8. MpeKTop IO MAPKETHHIY

9. pmHAHCOBBIH TUPEKTOP

10. mupexTop, OTBEHAOIIUN 3a IPOU3BOJICTBO
11. mupexTop, OTBeHarONUi 3a KaJpbl

12. 3amectuTesnp MpeKTOpa

13. cekpeTapb KOMIIAHHU

Ex.7 Answer the questions:
1. What body usually heads a company?
2. What is the title of the person who usually heads that body?
3. Is Managing Director usually appointed or elected?

18



UNIT 1V: BUSINESS CORRESPONDENCE

Various forms of business correspondence

Correspondence is an essential part of business. In spite of telephone, tele-
graphic, and  e-mail communication, the writing of letters continues.

In fact, most important communications have to be confirmed-in writing.

Every letter should be laconic, precise, to the point and positive. Letters are
written on various occasions and on various subject matters.--Many business letters
are connected with establishing business relations, doing business and many mis-
cellaneous questions.

Words
essential [I'senjbl] cymectBeHHbII
in spite of HecmoTps Ha
in writing B muceMeHHOM Gopme
precise [pri'saiz] scHBII
to the point [point] no cymectBy
occasion [a'keizen] ciyuaiisubject matter ['sabdza 'mzta] Tema
to establish [is'taeblif] ycTanapnuBaTh
relations [ri'leifonz] oTHOMCHMS
miscellaneous [misi'leinjas] pasnooGpasmbrii

Ex. 1 Mark the rightanswer in accordance with the text:
1. Is correspondence an important part of business in general?
a. Yes, itis.
b. No,.it's not.
c. There is no definite answer in the text.

2. Is telephone, telegraphic, and electronic communication growing?
a. Yes, itis, and so no business letters are now practiced.
b. Yes, it is, and only very few business letters are now practiced.
c. Yes, itis, but quite a lot of business letters are still practiced.
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3. Is there a practice to confirm communications in writing?
a. Yes, and it concerns all telephone talks.
b. Yes, and it concerns all telegraphic communications.
c. Yes, and it usually concerns all important communications.

4. Are long letters strongly recommended?
a. No, letters should be rather short and precise.
b. Yes, because they should be understandable and tothe point.
c. Yes, because they should be understandable and,positive.

Ex.2 Use the right words in the following sentences:

relations/ business /miscellaneous/ precise /subject/ matters/ occasions

1. Letters are written on different ... in business.

2. Letters are written on various topics-or ...

3. Many business letters are written -when business ... are being estab-
lished.

4. A lot of letters are written when ... is being done.

5. Alot of official letters arewritten on ... questions connected with busi-
ness.

6. Letters should be laconic, positive ... and to the point.

Ex.3 Translate into English using the text:

. pasHOOOpa3HBIH

. CYILECTBEHHBIN

. SICHBIA

. IMETb [TO3UTUBHBIN XapaKTep

. OBITb HAIICAHHBIM TI0 CYIIECTBY BOTIpOCa
. HECMOTpS Ha 3TO

- IIONTBEPKJaTh B MHUCbMEHHOU opme

0 N N O WD~

. OBITH CBS3aHHBIM C YCTAaHOBJICHUEM JCJIOBBIX OTHOIICHUH

20




2. Layout of a letter

Brookfield Industrial Estate, Twyford, Westshire TD3
2B3Tel: 0193 3841923 E-mail: furniture.twi@uk.pwe.com
Fax 0193 219 6734

Our ref: RPL/PE
11th March, 2016
Mr G.R. Fullbrook
Manager
Drake and Sons Engineering Co. Ltd
14 Russel Square
Bristol 52D
England
Dear Sir,

I wish to thank you most warmly for your excellent hospitality extend-
ed tome during my visit to your company. The opportunity to meet you and
your directors was something | had.long looked forward to.

I can only hope now that one day | may be able to receive a visit here
from you. | very much appreciated your kindness and that of Mr James
Frobisher in showing me araund your new plant.

I thank you once again.

Yours faithfully,

John Gibbs

Chairman ofthe Board of Directors

Words

layout'[’leiavt] ruman, pacmonoxenue; MakeT

letterhead ['letahed] tunorpadckuii Teket BepxHeit yactu GiaHKa
salutation ['salu'teifon] mpuserctBre

reference [refrons] momep mist cepuIKm

body of'the letter TexcT nucema

complimentary close [kompli'mentari] 3akmo4YuTeNBHBIE CIIOBA BEKIMBOCTA
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signature [’signatfa] mommuch

to extend  hospitality [iks'tend Jhospi'teliti] MPOSIBILITE
rOCTEIPUUMCTBO

opportunity [,opa'tju:niti] yaoOHsIii citydyaii, GaronpusTHas BO3MOXK-
HOCTb

to appreciate [a'prifieit] ueHnTH; MOHMMATH

plant 3aBon, ¢pabpuka, 060pyIOBaHUE, YCTAHOBKA

Ex.4 Mark the true statements (T) and the false ones (F):
1. The letterhead is usually written by hand. ___~
2. The reference usually follows the address of the-receiver as this
letter shows.
3. The name of the month in the date of the letter is usually written in
full as this letter shows.
4. The salutation follows the address ofthe receiver.
5. The complimentary close are the words “I thank you again.”
6. After the real signature come- the name and the title of the
sender.
Note: receiver [ri'si:va] nosyuatennb

Ex.5 Use the right variant:
1. I'wish to thank you'(to, for, with) your hospitality.
2. You extended excellent hospitality (with, by, to) me during my stay in
London.
3. I'had long looked forward (to, on, at) the opportunity to meet you.
4. 1 hope that one day you will pay a visit (at, to, in) our company.
5. | appreciated Mr Sandler’s kindness (in, on, off) showing me
around your'plant.
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UNIT V: TESTS

Test1

. The manager will be along ... a few minutes.
a. at

b.in

c. with

. The secretary will take you ... the office.
a. at
b.in
c.to

. Is ten o’clock convenient... you?
a. at
b. on
c. to

. Here is ... elevator.
a.a

b. an

c. the

. Have you got-... appointment?
a. the

b.a

c.an

. I could come at ... quarter past eleven.
a. the

b:an

c.a
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7. ... plane arrives at 9.10 a.m.

a. a
b. an
c. the

8. I’ll pick you up at the hotel
a. at
b.in
Cc.on

9. He is coming to Moscow ...
a. at
b.in
c.on

... twenty to two.

2 January.

10. She is leaving to New York ... February 3.

a. in
b.on
c. at

11. I"d like you ... Mr Chaney.

a. to meet
b. to have met
c. to be met

12. How doyou like ... here?
a.it
b. this
C-—-

13. T.... to go, I'm afraid.
a. have
b. must
c. should
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Test 2

. Could | speak ... Mr Stenley?
a.to
b. at
c. for

. I am putting you through ... Mr Neil
a. to

b. for

c. by

. Would you like to leave a message ... Mrs Cart?

a. to
b. for
c.at

. This is John Stevenson ...

a. saying
b. speaking
c. telling

. Mrs Groffey is away ... business now.

a. at
b. in
c.on

. He isn’t ... his-office now, I’'m afraid.

a. to
b. in
c. of

. Do you think you could find him ... me?

a. by
b. for
¢. with
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8. I'll hold on if it ... take too long.

a. doesn’t
b. don’t
c. does

9. He isn’t available ... the moment.

10.

11.

12.

13.

14.

15.

a. in
b. at
c.to

Hold ... line, please.

a.a
b. the
c.on

Just ...moment, please.

a.a
b. an
c. the

Sorry to have ... you waiting.

a. keep

b. kept

c. keeping
Who is that ..., please?

a. call
b. calls
c. calling

Will -you repeat ..., please?
a.it

b. so

¢. again

Just... him I’'m in London.
a. say

b. tell

c. speak
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Test 3

1. These administrative questions come ... the sphere of the company
secretary.
a.in
b. into
c. to

2. What letters stand ... the end of the name of this company?
a.in
b. to
c. at

3. The company is owned ... shareholders.
a. by
b. to
c. of

4. The companies are divided ... two groups.
a.to
b. into
c.in

5. This company may-offer its shares ... the public
a. with
b. to
c. into

6. This is not ... limited liability company.
a.a
bran
C. -

7. Most probably it is not ... very big company.
a. the
b. --
c.a
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8. Itis absolutely clear this is ... English company.
a, -
b. an
c.a

9. We do not know who ... the company.
a. heads
b. head
c. is headed

10. The company secretary is the chief administrative ... of the company.
a. office
b. offices
c. officer

11. When was he ... Sales Manager?
a. appointment
b. appoint
c. appointed

12. It is a joint-... companyj;.dsn’t it?
a. stocks
b. stock
c. stocked

13. The head ofthe company is Chairman of ... Board of Directors.
a. the
b.a

C.an
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Test4

. lalso looked forward to meeting ... your directors.

. I'hope one day | will be able to receive a visit here ...:you?
a. to
b. from
c. with

. I hope you will visit... our office one day.
a.in
b. to
C. -

. |... your kindness in showing me around your offices.
a. appreciate
b. appreciating
c. am appreciated

. Near the close of anather year we thank you ... cooperation.
a. for
b. with
c.in

. We are taking this opportunity to wish you ... Christmas.

a. Happy
b. Merry

c-Mary

. We are sending you our best wishes for a very... New Year.
a. prosper
b. prosperous
C. prosperity
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8. I'wish all of you... New Year.

9. Correspondence is ... essential part of business.

10.
letters...

11.

12.

13.

a. Merry

b. Happy
c. Prosper

a. an
b.a
c. the

In spite of e-mail and other means of communication the writing of

a. continue
b. continuing
c. continues

Please, confirm your agreement... 'writing?
a.on
b.in
c. of

I'll try to speak ....the'point.
a. to
b. by
c.in

This letter was written on another subject ...
a. mattered
b matters
C. matter
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