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TEMATUYECKUWN MJ1AH

MeHeoKMEHT 1 MeHeOXepbI.
DYHKLMN MeHe)KMEHTA.
YnpasneHve ponu.
YnpaBneH4yeckne HaBbIKU.

F’pammaTtuka. PeueBbie cutyauuun. CocrtaBneHne pesloMe.
CobecenoBaHue.
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METOAMKWU KYPCA / NEPEYEHb YMEHUN

AHIANNCKNIA 93bIK OS99 3KOHOMWUCTOB U MeHenxepoB (loHuTa 1)
cocTouT 13 5 ypokoB. Kaxapli ypok nsydyaetcsa ogHy Hegenio (6 gHen), 5
OHel camMocToaTeNibHoOl paboTbl U 1 AeHb — ayguTopHOEe 3aHATune (2
y4ebHbIx Yaca). Bce ypoku naydatotcsa nocnegoBatesnbHo ¢ 1 no 5.

MepBbii AeHb (OeHb 1) Kaxaoon Hemenu Bbl NoceBsWaeTe padboTe ¢
TEKCTOM MO chneunansHOCTU. Bbl n3dyvyaerte nekcuky Tekcta v nepesogute
TEKCT C PYCCKOro Ha aHrnuiickuin. Mepepn TeM, Kak HayaTb paboTy Hag, HUM,
Bam HyXHO npocnywaTtb ayauno3anncb TekctoB A n B ypoka. Bo Bpems
nay3abl Bbl noBTOpseTe BCnen 3a AMKTOPOM ¢ pasbl TEKCTa BCIYX.

BTopon aeHb (oeHb 2): Bbl BhINONHAETE aHanorvyHoe 3agaHme no
TekcTy B.

TpeTtuin oeHb (OeHb 3): Bol paboTaeTe Hap, ynpaxHeHusamm (Ckunas).

YeTBepToili AeHb (OeHb 4): Bawemy BHUMaHUIO npeagnaraeTcs
komMmnnekc ynpaxHeHun TOEFL. Bbl n3dyyaete rpammarnyeckme npasmna,
3aTeM BbIMNOJIHAETE NMMCbMEHHO TPEHUPOBOYHbLIE YNPaXHEHNA B CBOEN
TeTpaan. Ecnu Bl coenanu owmnbkun, To BHOBb MOBTOPUTE rpamMmmMaTtmnyeckmne
npasuna, KoTopble Bbl HEAOCTATOYHO XOPOLLO 3HAETE.

JeHb natein (AeHb 5): OH NocBALEH NOAFOTOBKE K ayAUTOPHOMY
3aH4aTUI0. Bbl n3ydyaete matepuan k poneson urpe (Role Play). BHavane ato
OynyT ouanoru, 3ateMm Bam 6yayT npepnoxeHsl 06pasubl JOKYMEHTOB A5
paboTbl ¢ HUMKU. Ounanorn Bel Yntaete, nepeBoaAnTE BCE HEMOHATHLIE ANS
Bac cnosa 1 y4nte gnanor Hau3ycCTb.

JeHb wecTton (OeHb 6): AyoutopHoe 3aHsaTMe (2 yyebHbix Yaca). Ha
3aHATUM CHa4ana NPoBOANTCH NPOBepKa AOMALLUHEro 3agaHug (BbliNnoHEHNE
Ckunns), 3aTeM NpoBOAUTCSH poseBas urpa, B Xxoae kotopon Bam 6yayt
npeasioxXeHbl CUTyaLnmn, B KOTOPbIX Bbl NpUMeHUTE BCE NOJSly4EHHbIE 3HAHUA
(nekcuky ypoka, ¢opasbl 1 UaUOMbl Ananora).

Bce BhbllLIeCKa3aHHOE MOXHO KPaTKO NpeacTaBuTb B BUAE TabaumLpbl:

JeHb 1 JeHb 2 HeHb 3 HeHb 4 JeHb 5 [eHb 6
Ypok 1 |TekcT A | TekcTt B Ynpax- Moaro- Mopgro- lMpoBepka
HEeHUns TOBKa K TOBKAa K | JOMALLHEro
TOEFL ponesori| 3agaHus.
urpe Ponesas
urpa.
Ypok 2 | Tekct A | TekcT B Ynpax- Moaro- Mopgro- lMpoBepka
HEeHUs TOBKa K TOBKAa K | JOMALLHEro
TOEFL ponesori| 3agaHus.
urpe Ponesas
urpa.
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JeHb 1 LeHb 2 JeHb 3 JeHb 4 JeHb 5 JeHb 6
Ypok 3| Tekct A | TekcT B Ynpax- Moaro- Moaro- Mposepka
HeHus TOBKa K TOBKa K | AoMaluHero
TOEFL ponesow | 3agaHuvs.
vrpe Ponesas
urpa.
Ypok 4| TekctT A | TekcTt B Ynpax- Moaro- Moaro- Mposepka
HeHus TOBKa K TOBKa K | AoMaluHero
TOEFL poneBsow | 3agaHuvs.
vrpe Ponesas
urpa.
Ypok 5| Tekct A | TekcTt B Ynpax- Moaro- Moaro- [Mpoeepka
HeHus TOBKa K TOBKa K | AoMalLHero
TEecty poneson | 3agaHus.
vrpe TecT.

KAK PABOTATb C TEKCTOM: METOAUKA PAN
(pyccKo-aHrnmncknim nepesos,)

MpounTtanTe aHrNMUNCKUA N PYCCKUA TEKCTbl. 3aKPONTE aHIMMMNCKNIA
TekcT. NpoCMOTpUTE PYCCKUI TEKCT U BbioenuTe Ans cebs ero 0CHOBHbIE
mnoeun. NpocMmoTpuTe CNMUCOK HOBbIX CNOB. Pycckylo ¢dpasy pasgenmrte Ha
COCTaBHble YacTu: nogJiexatlee, ckasyemMoe, JOMosIHeHne, 06CToAaTeNbCTBa
BpeMeHn u mecta. CNOXHOCOYMHEHHbIE N CIOXHOMOAYNHEHHbIE
npennoXxeHUs pasgennute Ha OCHOBHbIE NPeasioXXEeHUd N NpuaaToYvHbIe.
HayHuTe nepeBOANTb TEKCT, MOJIbYACb CNMUCKOM HOBbLIX CJ/IOB "
cneunanbHbiM cnosapeMm. Bbl npoBepseTe nepeso nocnse 10ro, Kak
3aKoH4UMTe nepeson nocnegHen opasbl. [IpocMoTpUTE NONYUNBLUMNCA TEKCT
B LLEJIOM, BHecuUTe Heobxoaumble, ¢ Bawen Toukm 3peHus, nonpaBkul.
OTKponTE aHrNNNCKNA TEKCT M CONOCTaBbTE Baw BapuaHT C OpUrvHanom.
MpoaHanuaupyrite Bawim ownbkM 1 pacxoxnoeHUs ¢ aHrTIMNCKUM TEKCTOM.
®pasbl U cnoBocoyeTaHMs, He3HakoMble ansa Bac, unn te, KoTopble Bbl
COCTaBWIU, NMPaBUIbLHO BbINMUWINTE B CNeunasnbHylO0 TeTpaab UONOM.
MpoaHanmanpymntTe KOHCTPYKLUMIO ppas3 aHrNMMNCKOro TEKCTA.

METOAUKA SKILLS

9710 anpobupoBaHHas MeToauka, NnoMorapLas y4alwmmcs paclumpuTb
CBOW Nnekcuyecknii 3anac. B neesoin ctopoHe TabnuLpbl NOMELLEHbI C/IOBA Y
CNOBOCOYETaHUS, coAepXalinecs B TekcTe ypoka. Bam Hago nx Hantm B
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CnoBape, y3HaTb BCE MX 3HAYEHUS U crlydam ynoTpebneHms no cnoeapio, a
3aTeM BbINOJIHUTL NEPEBOA C PYCCKOro Ha aHIMNCKMIA ¢ppas, coaepxxaLimnx
3TO CJI0BO.

KAK Y4UTb HOBbIE CJIOBA U UANOMbI

Bce HOBble cnoBa M NOMOMBbI BbINMULLIUTE B TeTpanb (PYKOMUCHBIN
c/loBapb), CONPOBOXAAA UX PYCCKUM rnepesogoM. MNMoBTOpanTe nxX Kaxaplin
OeHb, 3aTpa4ymBanTe Ha 3TO HE MeHee 15 MUHYT.

KAK rOTOBUTbCH K AYAUTOPHOMY 3AHATUIO

Onanoru, npegnaraemble Bam ons nadydyeHusi, Heobxoaumo 3ay4mTb
Han3ycTb. B xone ponesoi urpbl Bam 6yaoeTt npennoxeHa cuTyauus, B
KOTOpOW Bbl ncnonb3dyeTte MosyYyeHHble 3HaHUA, NTMOo Bam OyayT OaHbl
3agaHns no paboTe ¢ AeN0BbLIMM MMCbMaMU.

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet



LESSON 1
DAY 1

YPOK 1
JEHb 1

MepeBeaute TekcT no metoauke PAI

B What managers do

In the 1990s, we’ve come to
understand that technical skills are
necessary, but insufficient, for
succeeding in management. In
today’s increasingly competitive and
demanding workplace, managers
can’t succeed on their technical
skills alone. They’ve also got to have
good people skills.

Let’s begin by briefly defining the
terms manager and the place where
managers work — the organization.
Then let’s look at the manager’s job,
specifically, what do managers do?

Managers get things done
through other people. They make
decisions, allocate resources, and
direct the activities of others to attain
goals. Managers do their work in an
organization. This is a consciously
coordinated social unit, composed of
two or more people, that functions
on a relatively continuous basis to
achieve a common goal or set of
goals. Based on this definition,
manufacturing and service firms are
organizations and so are schools,
hospitals, churches, military units,
retail stores, police departments,
and local, state, and federal
government agencies. The people
who oversee the activities of others
and who are responsible for attaining

Yem 3aHMMalOTCS MEHEeMKEPbI

B 90-x ropax ™Mbl npuwnun K
MOHVIMAHWIO, YTO TEXHWYECKNE HABbIKA
HeoOX0AMMbI, HO He A0CTaTOYHbl ANs
ycnexa B MeHempkmeHTe. CerogHs Ha
paboyemM MecTe CO BCe BO3paCTaloLLIM
YPOBHEM KOHKYpPEHLMN 1 TpeboBaHWi
MeHeaXepbl HE MOryT NpeycneTb,
ONMPAasiCb UCKIIIOUUTESBHO HA TEXHUHECKUE
HaBblkM. OHM Takke A0MKHbI 06nanaTh
XOPOLLMMW HaBbIkamMu paboTbl C NoAbMM.

JdaBainTte HayHeM C KpaTkoro
onpeneneHns NOHATUS MEHeIXep u
MecTa, roe paboTtaeT MeHepxep —
opranmsaumm. 3atem 6pocum B3NS, Ha
paboTy MeHemKepa: YeM Xe 3aHMMaeTCs
MeHemxep?

MeHepxxepbl gocTuraloT Lenen ¢
MOMOLLIBO Apyrvixioaei. OHV NPUHMAIOT
peLleHns, pacnpenensioT pecypchbl n
HanNpPaenAoT APYTX K AOCTVDKEHUIO LIENEN.
MeHekep BbINOSHAET CBOIO paboTy B
opraHmdaummn. OTO CO3HATENbHO
CKOOPAMHMPOBAHHOE CouManbHoe
nogpasaeneHne, CocTosiLee U3 2 um
Oonee yenosek, QYyHKLMOHMPYIOLLIEE Ha
OTHOCUTENIbHO OJIUTENIbHOM OCHOBE U
cnyxaltlee a5 A0CTVDKEHWS 0Ll Lienn
nmbo pspa uener. Onmpascb Ha 3To
onpeneseHvie, NPoM3BOACTBEHHbIE PUPMbI
n GuUpMbl B cdepe ycnyr ABnsioTCA
OpraHM3aUMIIMI; KaK 1 LLIKOSTbI, FOCTITaNN,
LLEPKBW, BOMHCKUE noapasaeneHuns,
MarasmHbl PO3HUYHOW TOProBAU,
oTOENEeHNa MNOoNUUUMK, MECTHOE W
denepanbHoe NpPaBUTENILCTBEHHbIE

CoBpeMmeHHbIt TymaHUTapHblii YHuBepcutet



goals in these organizations are their
managers (although they’re
sometimes called administrators,
especially in not-for-profit
organizations).

In the early part of this century, a
French industrialist by the name of
Henri Fayol wrote that all managers
perform five management functions:
they plan, organize, command,
coordinate, and control.” Today,
we’ve condensed these down to four:
planning, organizing, leading, and
controlling.

areHTCcTBa. Jltogu, KoTopble pacnops-
XalTCs OEATENIbHOCTbIO APYrux u
OTBETCTBEHHbI 38 JOCTVDKEHVIE LIENEN B ITVX
OpraH13aLysix, SBNFOTCA VX MEHEMKEPAMM
(HECMOTPS HA TO, HTO VX MHOT,0A Ha3bIBAKOT
agMuUHUCTpaTopamm, 0OCoOEeHHO B
6ecnprbbUTbHbIX OPraHM3aLMSX).

B camomM Havane Hawero cronetms
dpPaHLy3CKN MPOMBILLIIEHHMK MO UMEHMN
AHpr Daionb Ncar, 4To BCE MEHEMKEPbI
BbIMOSHSAIOT 5 yNpaBieHYECKMX PYHKLNIA:
OHU MTaHMPYIOT, OPraHn3YOT, KOMaHAYHOT,
KOOPOMHMPYIOT U KOHTPOMMpYtoT. CeroaHs
Mbl MOXXEM CBECTU MX K 4: MNTAaHMPOBAHMIO,
opraHusauum, pykoBOACTBY W
KOHTPOSINPOBAHWIO.

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet
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DAY 2 OEHb 2

NepeBeaute Tekct no metoauke PAI

M Management Functions DYyHKUMN MEHeDKMEHTa

If you don’t know where you’re Ecnv Bbl He 3HaeTe, Kyaa Bbl MAETE,
going, any road will get you there.  /io6as fopora Tyaa sac npuseget. C

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



Since organizations exist to achieve
goals, someone has to define these
goals and the means by which they
can be achieved. Management is that
someone. The planning function
encompasses defining an
organization’s goals, establishing an
overall strategy for achieving these
goals, and developing a
comprehensive hierarchy of plans to
integrate and coordinate activities.

Managers are also responsible
for designing an organization’s
structure. We call this function
organizing. It includes the
determination of what tasks are to
be done, who is to do them, how the
tasks are to be grouped, who reports
to whom, and where decisions are
to be made.

Every organization contains
people, and it is management’s job
to direct and coordinate these
people. This is the leading function.
When managers motivate
subordinates, direct the activities of
others, select the most effective
communication channel, or resolve
conflicts among members, they are
engaging in leading.

The final function managers
perform is controlling. After the
goals are set; the plans formulated:
the structural arrangements
delineated; and the people hired,
trained, and motivated, there is still
the possibility that something may go
amiss. To ensure that things are
going as they should, management
must monitor the organization’s
performance. Actual performance

TEX Mop Kak opraHn3aumm CyLLLECTBYIOT
011 AOCTVDKEHWIS LIeNeiA, KTO-TO A0/MKEH
onpeaensitb 3TU LENU U CPeacTsa, C
MOMOLLBIO KOTOPbLIX OHU MOryT ObITb
DOCTUTHYTbl. MEHEO)KMEHT 1 eCTb 3TOT
“kTO-TO”. DYHKUMSA NMNaHMPOBAHUS
BK/TIOYAET B cebs: onpeaeneHne Lenemn
opraHmsauuu, ycTaHOB/IEHNE OOLLEN
cTparternmn ois JOCTKEHUS 3TUX LIeNein
1 CO30aHMS1 BCEOOBLEMITIOLLIEN MepapXim
njaHoB, MHTErpupyoLLmx n
KOOPAOVHNPYIOLLIMX AEATENBHOCTb.

MeHemkepbl Takoke OTBETCTBEHHbI 32
CO3[aH1e CTPYKTYpbl opraHmsaumm. Mol
HA30BEM 3Ty OYHKLMIO OPraHN3aTOPCKOM.
OHa Bkrnto4aeT B cebsi: onpeaeneHve Tex
3aj4a4y, KOTOopble [AO/MXHbl ObiTb
BbIMOJTHEHbI, KTO MM AO/DKEH 3aHMMATBLCS,
KaK JOSDKHbI ObITb CrpYNMPOBaHbI 330249K,
KTO KOMY 00 3TOM COOOLUMT 1 rae Hado
MPUHSTB PELLIEHNE.

Kaxxgasa opraHmsaumsa CoCTouT n3
Tofen, 1 pabota MeHemKepa 3aKoHaeTcs
B VX HAMPaBMEH 1 KoopayHaLyn. Takosa
pykoBoagauwasa ¢yHkuma. Korpa
MeHeIKePbl MOTUBMPYIOT MOOYMHEHHBIX,
PYKOBOAAT OEATENbHOCTbIO APYrMx
COTPYOHMKOB, BblOMpaloT Hanbonee
3pDEKTVBHBIE KaHaSIbl KOMMYHUKALUMI,
MBo paspeLlaloT KOHMIMKTLI cpeau
YIIEHOB OPraHM3aumm, OHN YHacTBYIOT B
PYKOBOACTBE.

M nocnenHss pyHKUMS MEHEMXEPOB
— 3TO KOHTpONMpoBaHue. Nocne Toro,
Kak YCTQHOBJIEHDI 3ajaun,
chopMyMpPOBaHbI MNaHbl, MPON3BEAEHDI
CTPYKTYPHbIE NEPEaBVIKKA, JFOOM HAHSTHI,
HaTPEHNPOBaHbI 1 MOTUBMPOBAHbI, BCE
€LLe CYLLIECTBYET BEPOSITHOCTb, 4TO YTO-
TO BCe-Taku ynyuieHo. YT1oObl ObITb
YBEPEHHBLIMW B TOM, 4TO Oena UayT Kak
OHW AOMKHbI UOTU, MEHEIKMEHT OO/DKEH
oTcnexmnsatb paboTy opraHusauum.

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet
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must be compared with the
previously set goals. If there are any
significant deviations, it s
management’s job to get the
organization back on track. This
monitoring, comparing, and potential
correcting is what is meant by the
controlling function.

Tekyuwiaa pabota MOXeT ObITb
rnocTaBfieHa B CpPaBHEHWE C YyXe
nmerowmmea Habopom 3agad. Ecnum
CYLLIECTBYIOT Kakue-nmbo 3HauUTESbHbIe
OTKJIOHEHMS1, yrpaBneH4yeckas paboTta
3ak/iyaeTcs B BO3BpalleHumn
OpraHMsaumMm Ha NpaBUIILHYIO O0OPOry.
BoT 310 oTCnexvBaHue, cpaBHEHWE W
noTeHUManbHOE KOPPEKTUPOBaAHME
ABNSIETCA TEM, YTO MOHUMAETCs Nop,
KOHTPONMUPYIOLLIEN DYHKLIVEN.

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



DAY 3 AEHb 3
SKILLS

skill YTeHne n NnMcbMo — 3TO [ABa Pa3HbIX YMEHUS.
OH Ben neperoBopbl ¢ 60/bLLUNM YMEHUEM.

management Heynava 3akio4anach B M0OXOM YyrpasneHum.
PykoBOACTBO BeaET Neperosopbl ¢ padoynmum.

to succeed Ecnu Bbl kKak cneaoyeT noctapaeTtech, Bbl caenaete.
OHa 6blla TeEM YeNnoBEKOM, KOTOPbI NpeycrneBaeT Be3ae.
Haw nnaH ygancs.

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet
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briefly

specifically

to allocate

to direct

to compose

relatively

to function

to achieve

goal

to attain

to organize

Kopouye, 9 cymTalo, 4TO Mbl AOMKHbI MPUHATb UX
npensioXxeHue.

Kopoue, ¢pakTbl TakoBbI.

OH 4yTb-4yTb YNbIOHYNCS.

KHura HanmcaHa cneumnanbHo anga oeTen.

Monuuencknin acHO ckasan Bam obbexaTb rnaBHyto
nopory, Tak nodyemy Bbl 3aecb?

Heckonbko cTpaH, B YacTHocTu, CLUA, Bennkobputanus,
®paHuusa, nognucann cornalleHue.

MpaBMTENbCTBO BbIAENNIO OKOJIO CTa MUAJIMOHOB
[O0N1apoB Ha Hay4Hble NPorpamMmbi.

OTO MecTo yxe OblI0 BbIAENEHO AOS9 CTPOUTEeNbCTBaA
HOBOro 3aaHus.

9710 NpenynpexaeHne HanpasneHo Bam.

Moxanyncrta, HanpaBnantTe BalM MNPETEH3NUUN K
MeHemKepy.

OH pykoBOOWN CTPOUTENBLCTBOM HOBOIO MOCTA.
Monnuencknin, ynpaBnaBLWni ABUXEHMEM, CTOSN Ha
cepeavHe ynuubl.

OTa My3blka Oblnia HanucaHa ans ckpunku (violon).
J>KOH cHavana HepBHMYan, HoO BCKope cobparcs ¢ cunamu.

OKk3amMeH Obl1 OTHOCUTENbHO JIErKUM.
OTHOCUTENBbHO, 3TO HE BaXXHO.

MaluvHa He ByaeT xopoLLo paboTaTb, ECNK ee He CMa3blBaTb
(to keep well-oiled).
TenedoH BoobLLE He paboTaeT.

OH HMKOrOa HMYero He OOCTUIHET, ecnn He ByaeT 6osblue
paboTartb.

Ero uenbto 661710 MECTO B KOMMAaHUN.
KomnaHua gocturna Bcex CBOVX Lesien B 3TOM roay.

OHa pobpanachk oo AomkHocTu (rank) anpekTopa.
9 AOJDKEeH NonbITaTbCd HaBECTU NMOPAO0K B MOEWN XN3HWN.

KTo opraHmnayeTt 3Ty KOHdepeHLmio?
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to coordinate

to control

to plan

to encompass

Bce ee OBMxeHMs NOTHOCTbIO CKOOPANHUPOBAHbI.
Mbl N0OSIb3yeMCa KOMMbIOTEPOM A1 KOOPAMHALUMN HaLLIei
paboThbl.

[aBneHve napa KOHTPONUPYETCS 3TON KHOMKOWA.
MonbiTarTeck NPOKOHTPONMPOBATL Cebs!

OH HMKOrga HUMYEero He MiaHUpPYeT M NPOCTO XAOET, YTO
NoJsly4nTCSl.
"oe Bbl nnaHpyeTe NpoBECTU CBOWM OTMYCK?

Kypc oxBaTbIBaeT BCIO aHrNMnckyto nutepatypy ¢ 1850 .
Xapnep3 (Harpers) — 310 60nblwas KOMNaHWSA, Ybs
[eAaTenbHOCTb

BKJIlOYaeT B cebs KHUromsgaHue U M3roToBJIEHME
KOMIMbIOTEPOB.

Bparu 3axsaTunu ropog.

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet
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DAY 4 AEHDb 4

TOEFL TRAINING

15. Modal Auxiliaries

The modal auxiliaries have a number of different meanings. They are
generally used to indicate something which is potential or uncertain.
Remember that a modal is an auxiliary, and thus is NEVER used with do,
does, or did. The modals include:

PRESENT TENSE PAST TENSE

will would (used to)

can could

may might

shall should (ought to) (had better)
must (have to) (had to)

NOTE: Words in parentheses ( ) indicate semi-modals. These have
similar meanings to the modals, but are not grammatically the same.

¢ Negation of modals: To make a modal negative, add the particle not
after the modal.
John would like to leave. John would not like to leave.

¢ Questions with modals: To make a question, one places the modal
at the beginning of the sentence.

Would John like to leave?

NOTE: A modal is always directly followed by the simple form (verb
word). This is the infinitive without fo.

INFINITIVE SIMPLE FORM
to be be

to go go

to have have

This means that after a modal there can NEVER be: [verb + ing], [verb
+ 5], past tense, or infinitive.
There are two ways that a modal can occur:
(1) modal + simple form of the verb
would be  could go will have
(2) modal + have + [verb in past participle]
would have been could have gone will have had

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet
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NOTE: The word have, of course, must always be in the simple form
after a modal; it can never be has or had.

¢ Meanings of the modals: Each of the modals has a different
meaning. It is necessary to know the meaning of each.

e Will: Will indicates future certainty.
John will begin the job tomorrow.
Maria will leave in January.

¢ Conditional sentences: The modals will, would, can, and could
often appear in conditional sentences. Usually conditional sentences contain
the word if. There are two types of conditionals: the real (factual and
habitual) and the unreal (contrary to fact or hypothetical). The real, or “future
possible” as it is sometimes called, is used when the speaker expresses an
action or situation which usually occurs, or will occur if the circumstances in
the main clause are met.

Hypothetical situation: If | am not planning anything for this evening,
when someone asks me if | want to go to the movies, | say:

If | have the time, | will go.

X Y

(I will go unless | don’t have time.)

(If X is true, then Y is true.)

If my headache disappears, we can play tennis.

(I will play tennis unless | have a headache.)

However, the unreal condition expresses a situation (past, present, or
future) that would take place or would have taken place if the circumstances
expressed were or had been different now or in the past.

Hypothetical situation: If | don’t have time to go to the movies, but |
actually want to go, | say:

If | had the time, | would go.

(I know | don’t have time, and therefore, | can’t go to the movies.)

This sentence is contrary to fact because | can not go.
If today were Saturday, we could go to the beach.
(Today is not Saturday, so we can’t go to the beach.)

The if clause can come first or last in the sentence with no change in
meaning.

If we didn’t have to study, we could go out tonight.

OR

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



We could go out tonight if we didn’t have to study.
(Both sentences mean: we can’t go out tonight because we have to
study.)

NOTE: The word if is generally not followed directly by the modal; the
modal appears in the other part of the sentence unless there are two modals
in one sentence.

| if + subject + conjugated verb ... + modal... |

OR

| subject + modal ...+ if ...+ conjugated verb ... |

NOTE: In the unreal condition, the past tense form of be is always were
in a conditional sentence; it can NEVER be was in correct English.

If | were... If we were...
If you were... If you were...
If he were...

If she were... If they were...
If it were...

Unreal conditional sentences are difficult for foreign students to
understand because it seems that the truth value of a sentence is the
opposite of the way the sentence appears. If a verb in an unreal conditional
sentence is negative, the meaning is actually positive; if a verb is positive, the
meaning is actually negative.

If | were rich, | would travel around the world.
(Iam not rich.) (I’'m not going to travel around the world.)
If he were sick, he would stay home today.
(He’s not sick.) (He’s not going to stay home today.)
BUT
If | hadn’t been in a hurry, | wouldn’t have spilled the milk.
(I was in a hurry.) (I spilled the milk.)
If the firemen hadn’t arrived when they did, they couldn’t have
saved the house.
(The firemen arrived on time.) (They saved the house.)
We would have left yesterday if it hadn’t snowed.
(We didn’t leave yesterday.) (It snowed.)

The following rules will guide you in deciding which tense to use in
conditional sentences. Remember:
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past perfect = had + [verb in past participle]
modal + perfect = modal + have + [verb in past participle]

Remember that the following rules can be reversed. The if clause can
go either at the beginning or in the middle of the sentence.

¢ Real conditions: (possibly true)

FUTURE TIME
will
if + subject + simple present tense... + can + [verb in simple form]
mus

If | have the money, | will buy a new car.
We will have plenty of time to finish the project before dinner if it is
only ten o’clock now.

HABITUAL

if+ subject + simple present tense... + simple present tense...

If the doctor has morning office hours, he visits his patients in the
hospital in the afternoon. (no modal)
John usually walks to school if he has enough time.

COMMAND

if+ subject + simple present tense... + command form* ...

¢ Remember that the command form consists of the simple form of the
verb.
If you go to the Post Office, please mail this letter for me.
Please call me if you hear from Jane.

¢ Unreal conditions: (not true)
PRESENT OR FUTURE TIME

| if + subject + simple past tense ... + + [verb in simple form]l

If | had the time, | would go to the beach with you this weekend.
(I don’t have the time.) (I’'m not going to the beach with you.)

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



He would tell you about it if he were here.

(He won't tell you about it.) (He’s not here.)

If he didn’t speak so quickly, you could understand him.
(He speaks very quickly.) (You can’t understand him.)

PAST TIME

woul
if + subject + past perfect ... {Cou/g} + have + [verb in past participle]

might

If we had known that you were there, we would have written you a letter.
(We didn’t know that you were there.) (We didn’t write you a letter.)
She would have sold the house if she had found the right buyer.
(She didn’t sell the house.) (She didn’t find the right buyer.)

If we hadn’t lost our way, we would have arrived sooner.

(We lost out way.) (We didn’t arrive early.)

NOTE: It is also possible to indicate a past unreal condition without
using the word if. In this case, the auxiliary had is placed before, rather than
after, the subject. This clause will usually come first in the sentence.

had + subject + [verb in past participle] ... |

Had we known that you were there, we would have written you a letter.

Had she found the right buyer, she would have sold the house.

The above rules indicate the most common methods of using tenses in
conditional sentences. However, if the two actions clearly happened at quite
different times, the verbs should show that difference.

Less common: If she had seen the movie, she would tell you.

past future
More common: If she had seen the movie, she would have told you.
past past

¢ As if/as though. These conjunctions indicate something unreal or
contrary to fact and thus are very similar in form to conditional sentences.
The verb which follows these conjunction must be in the past tense or past
perfect. Remember that the past tense of be in a contrary to fact statement
must be were and NEVER was.

asif .
,} + subject + verb (past)

subject + verb (present) + { as thoug
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The old lady dresses as if it were winter even in the summer.
(it is not winter.)

Angelique walks as though she studied modeling.

(She didn’t study modeling.)

He acts as though he were rich.

(He is not rich.)

asif

. + +
subject + verb (past) {asthoug

h} + subject + verb (past perfect) ...

Betty talked about the contest as if she had won the grand prize.
(She didn’t win the grand prize.)

Jeff looked as if he had seen a ghost.

(He didn’t see a ghost.)

He looked as though he had run ten miles.

(He didn’t run ten miles.)

NOTE: The two preceding rules apply only when as if or as though
indicates a contrary to fact meaning. At times, they do not have that meaning
and then would not be followed by these tenses.

He looks as if he has finished the test.
(Perhaps he has finished.)

He looked as though he was leaving.
(Perhaps he was leaving.)

¢ Hope/wish: These two verbs, while they are similar in meaning, are

not at all the same grammatically. The verb hope is used to indicate
something that possibly happened or will possibly happen. The verb wish is
used to indicate something that definitely did not happen or definitely will not
happen. The verb hope can be followed by any tense. The verb wish must
NOT be followed by any present tense verb or present tense auxiliary. Be sure
that you understand the difference in the following sentences with wish and
hope.

We hope that they will come. (We don’t know if they are coming.)

We wish that they could come. (They are not coming.)

We hope that they came yesterday. (We don’t know if they came.)

We wish that they had come yesterday. (They didn‘t come.)

Remember that wish is very similar to a contrary to fact or unreal
condition.
Present unreal condition: If | were rich, | would be very happy.
Present wish: | wish | were rich.
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Past unreal condition: If you had been here last night, we would
have enjoyed it.
Past wish: We wish that you had been here last night.

NOTE: In the following rules, notice that the word that is optional.

FUTURE WISH
could + verb
subject* + with + (that) + subject + { would + verb
were + [verb + ing]

*Subjects can be the same or different.
We wish that you could come to the party tonight. (You can’t come.)
| wish that you would stop saying that. (You probably won’t stop.)
She wishes that she were coming with us. (She is not coming with us.)

PRESENT WISH

subject + wish + (that) + subject + simple past tense ... |

| wish that | had enough time to finish my homework. (I don’t have
enough time.)

We wish that you were old enough to come with us. (You are not
old enough.)

They wish that they didn’t have to go to class today. (They have to
go to class.)

PAST WISH

subject + wish + (that) + subject +{ Pastperfect »
could have + [verb in past participle]

| wish that | had washed the clothes yesterday. (I didn’t wash the
clothes.)

She wishes that she could have been there. (She couldn’t be there.)
We wish that we had had more time last night. (We didn’t have more
time.)

Exercise 21: Conditional Sentences
Supply the correct form of the verb in parentheses for each of the
following sentences. Review the formulas if you have trouble.
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1. Henry talks to his dog as if it (understand) him.

2. If they had left the house earlier, they (be; negative) so
late getting to the airport that they could not check their baggage.

3. If | finish the dress before Saturday, | ___ (give) it to my
sister for her birthday.

4. If | had seen the movie, | (tell) you about it last night.

5. Had Bob not interfered in his sister's marital problems, there

(be) peace between them.

6. He would give you the money if he (have) it.

7. | wish they (stop) making so much noise so that | could
concentrate.

8. She would call you immediately if she (need) help.

9. Had they arrived at the sale early, they (find) a better
selection.

10. We hope that you (enjoy) the party last night.

11. If you have enough time, please
before you leave.

(paint) the chair

12. We could go for a drive if today (be) Saturday.

13. If she wins the prize, it will be because she (write) very well.

14. Mike wished that the editors (permit) him to copy some
of their material.

15. Joel wishes that he (spend) his vacation on the Gulf
Coast next year.

16. | (accept) if they invite me to the party.

17. If your mother (buy) that car for you, will you be happy?

18. If he (decide) earlier, he could have left on the
afternoon flight.

19. Had we known your address, we (write) you a letter.

20. If the roofer doesn’t come soon, the rain (leak) inside.

21. Because Rose did so poorly on the exam, she wishes that she
(study) harder last night.

22. My dog always wakes me up if he (hear) strange noises.

23. If you (see) Mary today, please ask her to call me.

24, If he (get) the raise, it will be because he does a good job.

25. The teacher will not accept our work if we (turn) it in late.

26. Mrs. Wood always talks to her tenth-grade students as though they

(be) adults.

27. If he had left already, he (call) us.

28. If they had known him, they (talk) to him.

29. He would understand it if you (explain) it to him more
slowly.

30. | could understand the French teacher if she (speak)

more slowly.
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DAY 5 OEHDb 5

m DIALOGUE
How to become a manager

Make up a dialogue according to the pattern.

Jim: Oh, my dear friends, | can see you are professional managers.

Robert: It must be very difficult to become a manager — how did you
become managers?

Edward: | graduated from Oxford University. At the end of the educational

process, | passed the final examinations, and | have a university
degree in management.

Jim: How many years did you spend at university? And did you start
your professional career at once after getting a university degree
in management?

Edward: | spent 3 years at university, but even after passing the
examinations | was not fully qualified. In order to be an
experienced manager, | had to spend two years as an assistant
manager.

Robert: Oh, Edward, | bet they were the “best years of your life”! And
what about you, Jack?

Jack: | received a university degree in management 5 years ago. After

passing the final examinations, | spent two years as an assistant.
Jim: But, | wonder, can someone without a degree become a manager?
Julia: Yes, It’s possible, but very difficult. | spent 4 years training. It

was the worst period of my life. My father is a vice president,
and practising my work at his office helped me very much.
Robert: Oh, Julia, | respect you for devoting your life to your career.
Jim: Thank you very much for our conversation. It has helped me to
get to know you better.

TASK
1. The businessmen Mr. Patterson and Mr. Waters talk to the
managers Mr. Louis, Mr. Rich, Mr. Purse.
2. Discuss: - the beginning of their career
— what examination did they pass?
— what degrees did they get?
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LESSON 2
DAY 1

YPOK 2
JEHb 1

NMepeBeaunte TekcT no metoauke PATIl

Ta6nuua 1.1. YnpaBneH4yeckue
ponu no MuHu6epry

TABLE 1-1 Mintzberg’s
Managerial Roles

Mex- OnucaHuve Mpumepsbl Interpersonal | Description Examples
nuyocTHas Role
ponb
Cumeon | CvmBonmnyeckiin Llepemo- Figurehead Symbolic Ceremonies,
o6pas, Tpeby- HUK, head; status
emblli ong TpeboBa- required to requests,
BbINOJIHEHUS HUA perform a solicitations.
MHOXeCTBa 00LLIeCTBEH- number of
PYTUHHbIX HOro nono- routine
obs3aHHOCTEN XEeHus, duties of a
B Cuny npa- nosgpas- legal or
BOBOI, NMBO neHns. social
coumansHom nature.
npupoapl.
OtBeTcTBEHHbI | [MpakTdeckn Leader Responsible | Virtually all
Nnaep 3a MOTUBA- BCS for thg mangggrial
LMo 1 yrnpaBneH- motivation activities
PYKOBOACTBO yeckas and involving
NOOYNHEH- neatenb- direction of sub-
HbIMW. HOCTb, sub- ordinates.
KacaroLas- ordinates.
csl noayn-
HEHHBbIX.
Bknioyaet B 3HaHune Liaison Maintainsa | Acknowled-
Cas3bIBa- cebs ceTb paboTbl C network of gment of
HUe BHELUHUNX BHELUHen outside mail,
KOHTaKTOB, cpenon. contacts external
MpenocTaB/so- who board work.
LMX provide
npegnoyrte- favors and
HUS 1 information.
vHpopMauuio.
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VHdopma- Monyyaet PaboTta co Informational Receives Handling all
LMOHHOE LLUMPOKOeE BCEW Mo4YTON Monitor wide variety mail and
crnexeHve | pasHoobpasue 1 KOHTaK- of contacts
nHdopmaumn, Tamu, information; | categorized
CNyXxunT XxapakTepu- serves as as
HEPBHbLIM 3yeTcs KaK nerve concerned
LLEHTPOM npenmy- center of primarily
BHYTPEHHEN N | L1ecTBEHHO internal and with
BHELLHEN nosy4yeHune external receiving
nHdopmauum nHdopma- information | information.
n no uun. of the
opraHm3aumn. organization.
Pacnpoc- Mepepaet Pacnpoc- Disseminator Transmits Forwarding
TpaHuTens | MHopmaumio, TpaHseT information mail into
NOJIy4EHHYIO Mo4TY Mo received organization
nsBHe Mbo | opraHM3aLmu from for
OT Apyrux B HdOpMa- outsiders or | informational
NOAYMHEHHbIX LIMOHHBIX from other purposes;
4YJ1IeHOB Lensax; subordinates verbal
OopraHmn3auun. BepGaanHe to members contacts
KOHTaKThl, of the involving
BKITIOYAIOLLME organization. | information
nHpopma- flow to
LIMIOHHBIN subordinates
NOTOK, Har- such as
pPaBIEHHbIN review
Ha noa4u- Sessions.
HEHHbIX B
Takom Buae
KaK
WUTOroBoe
3acenaHve.
Jlvuo no Mepepaet 3acenaHve Spokes- Transmits Board
CBA3AM C | MHPOpMaUniO KONneruu; person information meetings;
OOLLECT- | BHELIHVM NU- | ocyLLEeCTBe- to outsiders handling
BEHHO- uam o nna- Hue on organi- contacts
CTblO Hax, NONIUTN- | KOHTaKTOB, zation’s involving
Ke, OEeNCTBU- COMPOBOX- plans, transmission
aX, OOCTMXE- naoLyxcst policies, of
HUSX OpraHn- | nepepaden actions, information.
3aupu; pabo- nHpopma- results; ser-
TaeT KaK CTo- umnn. ves as Si-
POHHWI ders and on
HabnogaTenb organization’s
n 3KcnepT expert
opraHu3aumm. industry.
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Peluvrens- Nwet Crpatervsi n Decisional Searches Strategy
HbI opraHm3auuio UTOroBoe Entrepreneur | organization | and review
npeanpu- | 1 cpeny onsa 3acenaHve, and its sessions
HUMaTeNb | UHUUMMPOBA- | BrioyaloLLee environment involving
HWA MPOEKTOB | MHULMMPO- for and initiation or
N BHECEHUS BaHve nmbo initiates design of
N3MEHEHNIA. cosaaHve projectsto | improvement
NPOEKTOB No bring about projects.
YIyULIEHMIO. change.
BeneHne OtseTcTBeH- | Crpaterus u | | Disturbance | Responsible Strategy
nen B HbIl 3a UTOroBbIE handler for correc- and review
TEXENbIX | MpaBunbHbIE | 3acepaHus, tive action sessions
YCNOBUSIX |  OEWCTBUSA B | kacatoLLumecst when involving
YCNOBUSIX, TpyoHocTe organization | disturbances
Korga N KPU3NCOB. faces and crises.
opraHnsaums important,
BCTpeyaeTcs unexpected
CO 3Ha4u- disturbances.
TeNbHbIMU
Henpea-
BUAEHHbLIMU
TPYOHOCTSMM.
Pacnpene- MpuHatne PacnvcaHve, Resource Making or Scheduling;
NeHuve nmbo ogo6- NPocLBbI MO allocator approving requests for
pecypcos peHvie Bax- | pykoBOACTRY, significant authorization;
HbIX OpraHu- BlomKeTY, organization | budgeting;
3aLMOHHbIX nporpaMmu- all the prog-
peLleHui. poBaHue decisions. ramming of
paboThl subordina-
NOOYUNHEH- tes’ work.
HbIX.
MocpenHuk | OTBETCTBEH- | MeperoBopbi Negotiator | Responsible Contract
HbI 3a no for repre- negotiation.
NPEACTABEHVE | KOHTPAKTaM. senting the
opraHnzauuu organization
Ha BaXKHbIX at major
neperoBopax. negotiations.
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DAY 2

AEHDb 2

NMepeBeante Tekct no metoauke PAI

B Management Roles

In the late 1960s, a graduate
student at MIT, Henry Mintzberg,
undertook a careful study of five
executives to determine what these
managers did on their jobs. Based
on his observations of these
managers, Mintzberg concluded that
managers perform ten different,
highly interrelated roles, or sets of
behaviors attributable to their jobs.
As shown in Table 1-1, these ten
roles can be grouped as being
primarily concerned with
interpersonal relationships, the
transfer of information, and decision
making.

Interpersonal roles

All managers are required to
perform duties that are ceremonial
and symbolic in nature. When the
president of a college hands out
diplomas at commencement or a

YnpaBneH4yecKkue ponau

B koHue 60-x cTyneHT [eHpwu
MuHuGepr npeanpuHan noapodHoe
obcnenoBaHve NATY cnyxXatuyx, 4Tobbl
onpenennTb To, YeM 3TN MEHeMKEPbI
3aHMMaNMCb Ha CBOEw paboTe. Ha ocHoee
CBOWNX HABNOAEHNIN STUX MEHEMKEPOB,
MuHubBepr npuwen K BbIBOAY, YTO
MeHeOXep BbINOJHAET [OecsTb
pPas3nNyHbIX, TECHO B3aUMOCBS3aHHbIX
ponei nMbo Habop TUMNOB MOBEAEHWS,
OTHOCSILLMXCS K X paboTe. Kak noka3aHo
B Tabnuue 1.1, 3T oecatb ponei Mmoryt
ObITb CrPYNMPOBaHbI B NEPBYIO 04eEpenb
Ha OCHOBE MEXJIMYHOCTHbIX
B3aMMOOTHOLUEHWU, nepegave
MHDOPMALN U MPUHATUSE PELLIEHNIA.

MeXXJINYHOCTHbIE POoNNn

OT BCcex MeHemkepoB TpebyeTcs
BbIMOJIHEHNE ob69a3aHHOCTEN,
LlepeMOHMasIbHbIX 1 CUMBOJINYHBIX MO
ceoen npupone. Korga npesngeHT
Konnegxa BblgaeT AOWMJIOMblI Ha
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factory supervisor gives a group of
high school students a tour of the
plant, he or she is acting in a
figurehead role. All managers have
a leadership role. This role includes
hiring, training, motivating, and
disciplining employees. The third role
within the interpersonal grouping is
the liaison role. Mintzberg described
this activity as contacting outsiders
who provide the manager with
information. These may be
individuals or groups inside or
outside the organization. The sales
manager who obtains information
from the personnel manager in his
or her own company has an internal
liaison relationship. When that sales
manager has contacts with other
sales executives through a marketing
trade association, he or she has an
outside liaison relationship.

TOPXECTBEHHOM cobpaHun nubo
OTBETCTBEHHbIN PYKOBOAUTENDb
npeanpuaTusa NpeacTaBnsieT rpynne
CTapLLEKTACCHNKOB Y4aCTOK 3aBOAa, OH
WM OHA OENCTBYET B CUMBOJINHYECKOMN
ponu. Y BCEX MEHEOXEPOB ECTb
pyKoBOAsLLASA POJb. 3Ta POJb BKIIOHAET
B cebs: HailM, TPEHWUHI, MOTUBaUMIO U
ONCUMNIIMHUPOBAHWE CryKalLyx. TpeTbs
pPOJib B MEXJIMYHOCTHOM FPYMNMNOBOM
B3aMMOOENCTBUM — 3TO pPOJib
cBa3blBaHMS. MuHUGepr onucan aTy
[EeaTensHOCTb Kak 0OLEeHVE C NioabMu
U3BHE, KOTOpble NpeaocTaBnsAOT
MeHemKepy MHopmMaLmio. ITo MOryT
ObITb MHOVBMBI MO0 MPYMMbI BHYTPU U
BHE opraHusauyun. MeHepxep no
NPOAAKaM, NOAYYAOLLNIA MHDOPMALIVIO
OT MeHepKepa Nno NepcoHasty BHYTPWU ero
nmbo ee KomnaHum, BCTynaeT BO
BHYTPEHHME OTHOLLEHNS CBSA3bIBAHMS.
Korpa meHemxep no npogaxam
KOHTaKTUPYET C APYrMMN CIY>KaLLMMMN
yepe3 MapKeTUHIroBYyi0 TOProBYIO
accoumaumio, OH WK OHa BCTYMatoT BO
B3aMMOOTHOLLIEHNS BHELLHEro
CBSI3bIBAHVS.
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DAY 3

request (n)

routine (adj)

duty

legal

to motivate

subordinate

network

acknowledgment

to monitor

variety

wide (adj)

to serve

AOEHb 3
SKILLS

MoppobHoe onvcaHre BhIChIAeTCs No TpeboBaHMIO.
OHK obpaTnMcb ¢ NPOCLOOM O MOMOLLM.

9710 Bcero nauwb o0OblMHAA MNpoBepKa, He4yero
BOJIHOBATbCH.

Ero o693aHHOCTM 3akno4annchb B NPUroToBAEHMN KOde U
OTCbINIKE MNCEM Ha MOMTY.
9 noyyBCTBOBaJ1 CBOKO 06S32aHHOCTbL MOMOYb UM.

He BonHyTECH, 9TO BNOJIHE 3aKOHHO!
Mbl roBoprM 0 BpUTaAHCKOM NPaBOBOK CUCTEME.

Mbl 0693aHbl MOTVMBMPOBATL HALL NepPCcOoHaUl.
Moe xenaHue oTNpPaBUTbCA B NyTewecTBue ObINO
NPOAMKTOBAHO XeNTaHNEM MOKMHYTb CTPaHy.

OH nnoxo obpallancs o CBOMMU NOAYMHEHHBIMU.
OHa pgana MHTepBbIO HALMOHANIbHOW TENEBU3NOHHOW CETH.

OH nosiydmn 30J10Tble YacCbl B 3HaK NMPM3HaTe/IbHOCTU 3a
ero paboTy B KOMMaHUW.

9 Hanucan B KOMMaHUIO TPU Hedenu Hasad U elle He
nony4nst HUKakKoro oTeeTa.

3101 Npubop oTcnexmBaeT nynbe (heartbeats) naumeHTa.
Mbl oTcnexmBaeM MNOMUTUYHECKYID MHPOpMaLMIo
MHOCTPAaHHbIX PagmMoCcTaHUuNA.

Bce npubbinm Ha BeY4EPUHKY NO3AHO MO MHOXECTBY
pasHbIX MPUYMH.

BopoTa HegocTaTovyHO WMPOKKY ANS TOro, YToObl Npoexan
aBTOMOOWIb.
Y Hee LWIMPOKNI KPyr MHTEPECOB.

OH paboTtan B TOli KOMHaTe.
OHa npocnyxwmna B KOMMNaHN1 NATbOECAT JieT.

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



to handle

to categorize

to transmit

disturbance,

to disturb

B kakoe Bpemsa nogaeTtcsa 3aBTpak B oTene?

KnueHToB npocaT He 6paTh TOBapbl B PyKW B MarasuHe.
Cteknno — obpallaTbCs C OCTOPOXHOCTbLIO!
9710 OblNa TPyAHas CUTyaums, U OH el XOpOoLLUO Bnaaen.

OH He xoTen, 4Tobbl ero NPUYNCNAN K CoOUUanmcTam.
Ero ctunb o04YeHb uHAOUBUAOYaANEH, €ero TPYAHO
KnaccnpuuypoBaTthb.

NHbekuma pacnpoCTpaHAETCH HACEKOMbIMMU.
NMudbopmaumna nepegaetca M3 O4HONro KomMmnbloTEPA B
apyrov no tTenedoHHON NNHNN.

LUyM ynu4yHOro OBUXEHWUSA Bbi3biBaeT MOCTOAHHOE
6ecrnokoncTeo.

MpoLuy npotlueHns 3a To, 4To Becnokoto Bac, HO He Mornn
Obl Bbl MHe ckasaTb, Kak 910 paboTtaeTt?
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DAY 4 OEHDb 4
TOEFL TRAINING (Contd.)

e Would: Besides its use in conditional sentences, would can also
mean a past time habit.

When David was young, he would swim once a day.

e Used to: In this usage, the expression used to means the same as
would. Used to is always in this form; it can NEVER be use to. Also, there are

two grammar rules for used to. Notice the difference in meaning as well as in
grammar.

subject + used to + [verb in simple form] ...
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When David was young, he used to swim once a day. (past time habit)

subject +{ 5§t}+ used to + [verb + ing] ...

John is used to swimming every day. (He is accustomed to
swimming every day.)
John got used to swimming every day. (He became accustomed

to swimming every day.)

NOTE: Be used to means to be accustomed to, and get used to means
to become accustomed to.

The program director used to write his own letters. (past time habit)
George is used to eating at 7:00 P.M. (is accustomed to)
We got used to cooking our own food when we had to live alone.
(became accustomed to)
Mary was used to driving to school. (was accustomed to0)
The government used to restrict these pills. (past time habit)
The man is used to reading his newspaper in the morning.
(is accustomed to)

Exercise 22: Used To

Supply the simple form or [verb + ing] as required in the following
sentences.

1. I was used to (eat) at noon when | started school.

2. He used to (eat) dinner at five o’clock.

3. When | was young, | used to . (swim) every day.

4. He used to (like) her, but he doesn’t anymore.

5. Don’t worry. Some day you will getusedto (speak)
English.

6. Alvaro can’t get used to (study).

7. He used to (dance) every night, but now he studies.

8. Adam is used to (sleep) late on weekends.

9. Chieko is used to (eat) American food now.

10. She finally got used to (eat) our food.

e Would rather: Would rather means the same as prefer, except that
the grammar is different. Would rather must be followed by a verb, but prefer
may or may not be followed by a verb.

John would rather drink Coca-Cola than orange juice.
John prefers drinking Coca-Cola to drinking orange juice.
OR
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John prefers Coca-Cola to orange juice.

NOTE: Would rather is followed by than when two things are
mentioned, but prefer is followed by to.

There are different rules for would rather depending on the number of

subjects and the meaning of the sentence.

Would you like to dance with me?

| would like to visit Japan.

We would like to order now please.

The president would like to be re-elected.

They would like to study at the university.

Would you like to see a movie tonight?

¢ Could/may/might: Although could is used in conditionals it can also
be used to mean possibility. In this case, could, may, or might mean the same.
The speaker is not sure of the statement made when using these modals.

It might rain tomorrow. It was possibly rain tomorrow.
It may rain tomorrow. OR
It could rain tomorrow. Maybe it will rain tomorrow.

NOTE: Maybe is a combination of may and be, but it is one word and is
not an auxiliary. It means the same as perhaps.

Examples of could, may, and might:
The president said that there might be a strike next week.
I don’t know what I’m doing tomorrow. | may go to the beach or |
may stay home.
It might be warmer tomorrow.
| may not be able to go with you tonight.
| don’t know where Jaime is. He could be at home.

¢ Should: This modal is used to indicate:
(1) A recommendation, advice, or obligation (see must for further
explanation).
Henry should study tonight.
One should exercise daily.
Maria should go on a diet.
You should see a doctor about this problem.
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(2) Expectation; used to indicate something that the speaker expects
to happen.
It should rain tomorrow. (Il expect it to rain tomorrow.)
My check should arrive next week. (I expect it to arrive next week.)

NOTE: The expressions had better, ought to, and be supposed to
generally mean the same as should in either of the two definitions.

had better

subject + { Should + [verb in simple form] ...
ought to

be supposed to

John should study tonight.

John had better study tonight.
John ought to study tonight.

John is supposed to study tonight.

e Must: This modal is used to indicate:

(1) Complete obligation; this is stronger than should. With should the
person has some choice on whether or not to act, but with must the person
has no choice.

One must endorse a check before one cashes it.

George must call his insurance agent today.

A pharmacist must keep a record of the prescriptions that are filled.
An automobile must have gasoline to run.

An attorney must pass an examination before practicing law.

This freezer must be kept at -20°.

(2) Logical conclusion; must is used to indicate that the speaker
assumes something to be true from the facts that are available but is not
absolutely certain of the truth.

John’s lights are out. He must be asleep.

(We assume that John is asleep because the lights are out.)
The grass is wet. It must be raining.

(We assume that it is raining because the grass is wet.)

e Have to: This pseudo-modal means the same as must (meaning
complete obligation).
George has to call his insurance agent today.
A pharmacist has to keep a record of the prescriptions that are filled.

For a past time obligation, it is necessary to use had to.
Must CANNOT be used to mean a past obligation.
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George had to call his insurance agent yesterday.
Mrs. Kinsey had to pass an examination before she could practice
law.

e Modals + perfective: You have already seen these in the section
on conditionals; however, it is also possible to use other modals in this form.
The modal + perfective is usually used to indicate past time.

modal + have + [verb in past participle] ... |

NOTE: Remember that a modal is always followed by the simple form
of the verb. Thus, have can never be has or had.

e Could/may/might + perfective: Use any of these modals +
perfective to indicate a past possibility. Remember that these modals also
mean possibility in the present.

PRESENT

subject + would rather + [verb in simple form] ...

Jim would rather go to class tomorrow than today.

PAST

subject + would rather + have + [verb in past participle] |

John would rather have gone to class yesterday than today.

Would rather that, when used with two subjects in the present, can be
followed by either the simple form of the verb or the past tense. It will be
followed by the simple form when it has a subjunctive meaning (as explained
in Grammar item 25). It will be followed by the past tense when the meaning
of the sentence is “contrary to fact” just as that rule affects conditional
sentences and the verb wish.

PRESENT SUBJUNCTIVE

subject, + would rather that + subject, + [verb in simple form]

| would rather that you call me tomorrow.
We would rather that he take this train.
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PRESENT CONTRARY TO FACT

subject, + would rather that + subject, + [verb in simple past tense] ... |

Henry would rather that his girlfriend worked in the same

department as he does. (His girlfriend does not work in the same
department.)
Jane would rather that it were winter now. (It is not winter now.)

The following rule applies to would rather when there are two subjects
and the time is past. In this case, the meaning must always be contrary to
fact.

PAST CONTRARY TO FACT

subject, + would rather that + subject, + past perfect ...

Jim would rather that Jill had gone to class yesterday.
(Jill did not go to class yesterday.)

Notice how each of the following sentences becomes negative. When
there is only one subject and when you have a present subjunctive, simply
place not before the verb.

John would rather not go to class tomorrow.
John would rather not have gone to class yesterday.
John would rather that you not call me tomorrow.

For the present and past contrary to fact sentences, use didn’t + [verb
in simple form] and hadn’t + [verb in past participle] respectively.
Henry would rather that his girlfriend didn’t work in the same
department as he does.
(She does work in the same department )
John would rather that Jill had not gone to class yesterday.
(Jill went to class yesterday.)

Examples of would rather:
Jorge would rather stay home tonight.
We would rather that you call tonight.
Mayra would rather drink coffee than Coke.
Ricardo would rather not be here.
Ritsuko would rather that we didn’t leave now, but we must go to
work.
Roberto would rather that we hadn’t left yesterday.
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Exercise 23: Would Rather
Fill in the blanks with the correct form of the verb in the following
sentences.

1. We would rather (stay) home tonight.

2. Mr. Jones would rather (stay) home last night.

3. The policeman would rather (work) on Saturday than on
Sunday.

4. Maria would rather that we (study) more than we do.

5. George would rather (study; negative) tonight.

6. The photographer would rather (have) more light.

7. The photographer would rather that we (stand) closer
together than we are standing.

8. Carmen would rather (cook; negative) for the entire
family.

9. She would rather that you (arrive; negative) last night.

10. John would rather (sleep) than worked last night.

¢ Would like: This expression is often used in invitations; it can also
mean want. NOTE: it is NOT CORRECT to say: “Do you like...?” to invite
somebody to do something.

subject + would like + [to + verb] ...

It may have rained last night, but I'm not sure.
The cause of death could have been bacteria.
John might have gone to the movies yesterday.

¢ Should + perfective: This is used to indicate an obligation that was

supposed to occur in the past, but for some reason it did not occur.

John should have gone to the post office this morning.

(He did not go to the post office.)

Maria shouldn’t have called John last night.

(She did call him.)

The policeman should have made a report about the burglary.

(He did not make a report.)

NOTE: The expression was/were supposed to + [verb in simple form]
means much the same as should + perfective.
John was supposed to go to the post office this morning.
(He didn’t go.)
The policeman was supposed to make a report about the
burglary.
(He didn’t make a report.)
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¢ Must + perfective: This is NOT used to indicate a past obligation.
Remember to use only had to, should + perfective, or be supposed to
to indicate a past obligation. Must + perfective can only mean a logical
conclusion in the past.
The grass is wet. It must have rained last night.
(It probably rained last night.)
Tony’s lights are out. He must have gone to sleep.
(He probably went to sleep.)
Jane did very well on the exam. She must have studied.
(She probably studied.)
Sandra failed the test. She must not have studied.
(She probably did not study.)

Exercise 24: Most/Should + Perfective

Choose between must + perfective and should + perfective in the
following sentences.

1. Henri was deported for having an expired visa. He
(have) his visa renewed.

2. Julietta was absent for the first time yesterday. She (be) sick.

3. The photos are black. The X rays at the airport
(damage) them.

4. Blanca got a parking ticket. She (park; negative) in a
reserved spot, since she had no permit.

5. Carmencita did very well on the exam. She (study) very
hard.

6. Jeanette did very badly on the exam. She (study) harder.

7. German called us as soon as his wife had her baby. He
(be) very proud.
8. Eve had to pay $5.00 because she wrote a bad check. She
(deposit) her money before she wrote a check.
9. John isn’t here yet. He (forget) about our meeting.
10. Alexis failed the exam. He (study, negative) enough.

Exercise 25: Modals + Perfective

Choose the correct answer in each of the following sentences
according to meaning and tense.

1. If | had a bicycle, (I would/I will) ride it every day.

2. George (would have gone/would go) on a trip to Chicago if he had
had time.

3. Marcela didn’t come to class yesterday. She (will have had/may
have had) an accident.

4. John didn’t do his homework, so the teacher became very angry.
John (must have done/should have done) his homework.
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5. Sharon was supposed to be here at nine o’clock. She (must forget/
must have forgotten) about our meeting.

6. Where do you think Juan is today? | have no idea. He (should have
slept/may have slept) late.

7. George missed class today. He (might have had/might had had) an
accident.

8. Robert arrived without his book. He (could have lost/would have
lost) it.

9. Thomas received a warning for speeding. He (should have driven/
shouldn’t have driven) so fast.

10. Henry’s car stopped on the highway. It (may run/may have run) out
of gas.

DAY 5 AEHb 5
CURRICULUM VITAE

© The curriculum vitae or CV is an account of an individual’s
educational background and previous work experience. Prospective
employers can judge whether the skills, accomplishments and abilities
described match their needs and organisational goals.

1.1 The curriculum vitae should be clear to read and present an
attractive image. It is important to highlight the features which will interest
the reader. It should not be too long. Space left blank on the page makes it
easy to read quickly.

1.2 There are two main formats: the chronological and the functional.
In both types there will be the same basic information (name, address, date
of birth and civil status.)

1.3 When applying for a post abroad it is helpful to give the names of
equivalent qualifications which can be easily understood by the reader. There

may not be an
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1 MEN RGN
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® A chronological CV

This is the most familiar layout. It is possible to start from the present
and work back in time (usual in the US) or begin at the start of one’s career
and work forward in time.

© A functional CV

Here the content is organised into specific categories of abilities. It is
useful if you have a short work record or previous jobs unrelated to current
goals. It tells a potential employer what you can do.

® When describing activities undertaken the following verbs are
useful:
initiating
planning
| was responsible for negotiating achieving
implementing
reviewing

© When stressing abilities, the following words and expressions are

useful:
creative proficient comprehensive/first hand knowledge of
accurate  well-organised (have) a proven track record in
efficient perfectionist well versed in
energetic  motivated perform well under pressure
systematic methodical willing to take the initiative
CURRICULUM VITAE
NAME Pierre Charreau
D.O.B. 1.8.65
ADDRESS 55 Rue des Moines, Strasbourg. 67000, France
EDUCATION 1984-7. Ecole Supérieure de Commerce de Reims
(one of the leading business schools in France)
1988. EDP International: Work experience in market
research. Conducted field surveys in the Netherlands
nd France.
PROFESSIONAL 1989-1991. Demont S .A.
ACTIVITY Financial Controller responsible for:

— organising bank credits for civil engineering work
— visiting Latin American and Asian subsidiaries
— designing data processing, accounting, cost control
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and reporting systems.

— hiring and training local staff for subsidiaries

1991 — present. Phoenix Properties.

Investment Officer responsible for:

— checking feasibility studies and predicting returns on
investment

— solving legal problems related to investments

— negotiating contracts with property developers

— setting upjoint ventures with foreign partners

RESUME
HEIDI KUNKEL

OBJECTIVE A sales position leading to higher management where
my administrative, technical and interpersonal skills will
be used to maximise sales and promote good customer
relations.

EDUCATION B. A. in Communications (1988): Ohio State University
Courses in psychology, sociology and interpersonal
communication.

Areas of effectiveness

SALES/ During my 4 years at Colelli
CUSTOMER Enterprises (Columbus, Ohio), |
RELATIONS promoted better relations with corporate accounts and

recruited new clients over a wider territory. Dealt with
customer complaints.
Responsible for inventory and follow-up of all orders.
PLANNING/ Was responsible for the reorganisation of the sales
ORGANISATION department’s administrative functions. Initiated time
and motion studies which led to a $150,000 saving in
labor costs.
LANGUAGES Spanish (fluent), French (average)
REFERENCES  Available on request.

PRACTICE

Write out your own CV in English. If possible, talk about yourself with a
partner. Use this language:
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I was born in ....

| went to school in ....

After leaving school | went to
| did a course / degree in ....
Then....

My first post was in ....

| was responsible for ....
Then....

At the moment....

My work involves....

| think I am....

... and studied at ....
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LESSON 3
DAY 1

YPOK 3
AEHb 1

MepeBeaute TekcT no metoauke PAI

M Informational roles

All managers will, to some
degree, receive and collect
information from organizations and
institutions outside their own.
Typically, this is done through
reading magazines and talking with
others to learn of changes in the
public’s tastes, what competitors
may be planning, and the like.
Mintzberg called this the monitor
role. Managers also act as a conduit
to transmit information to
organizational members. This is the
disseminator role. Managers

UHdpopmaumoHHbie ponu

B kakol-To CTeneHn BCe MEHEMKEPDI
MosyHatoT U COBUPAIOT MHDOPMAaLIMIO N3
opraHmsauuii 1 MHCTUTYTOB U3BHeE.
OG6bIYHO 3TO AenaeTcs NpU YTEeHUN
XYPHaU10B 1 6ecene ¢ apyrmm, nosyyas
MHbOopMaLMio 06 N3MEHEHNSIX BKYCOB
nyénmknu, o TOM, 4YTO NJAHUPYIOT
KOHKYPEHTbI U T.N. MnHUOEepr Ha3Bau1 3TO
oTcnexuBawuwen ponbilo. Takxe
MeHeOKepbl OENCTBYIOT B KayecTBe
MOCTOPOHHUX MPOBOOHUKOB AN
nepegayn uHdbopMauum YieHam
opraHusauyunn. TakoBa ponb
pacnpocTpanutensa. Nommumo atoro,
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additionally perform a spokesperson
role when they represent the
organization to outsiders.

Decisional roles

Finally, Mintzberg identified four
roles that revolve around the making
of choices. In the entrepreneur role,
managers initiate and oversee new
projects that will improve their
organization’s performance. As
disturbance handlers, managers take
corrective action in response to
previously unforeseen problems. As
resource allocators, managers are
responsible for allocating human,
physical, and monetary resources.
Lastly, managers perform a
negotiator role, in which they discuss
and bargain with other units to gain
advantages for their own unit.

MeHeOXxepbl  UCMOMHAIT
npenctaBuTens, Korga
NPEeACTaBNAI0T OpraHM3aLmio.

pPOnb
OHM

Ponun peweHua

Wtak, MnHLGepr onpeaennn 4eTbipe
ponn, KOTopble BO3AENCTBYIOT Ha
npuHatTue Bbibopa. B  ponu
npeonpuHUMaTens  MeHeaxXepbl
VHULMUPYIOT U PYKOBOAST HOBbIMU
npoekTam, KOTopble yydLaT paboTy nx
opraHmsaummn. B kauecTtse BeayLLxX Oen
B HEMPUSITHLIX YCNOBUSIX, MEHEOXXEPDI
npeonpuHUMaloT  Heobxoanmble
OENCTBMS MO OTHOLLUEHUID K paHee
BO3HUKLLNM HenpeaBUAEHHbIM
npobnemam.B KayecTBe
pacnpeaenTeneii peCypcoB MEHEMKEPbI
OTBETCTBEHHbI 3@ pacnpegesnieHne
NOOCKMX, PUBNYECKUX N OEHEXHbIX
pecypcoB. W, HakoHeL, MeHeaxep
BbIMOJHSIET POJIb MOCPEOHMKA, B PaMKax
KOTOPOM OHU  obcyxpgalwT U
norosapueatloTcs ¢ apyrumm
nogpasneneHnsMmn anst Toro, Y4Toobl
nobuTtbca BbIFrOO, [O79 CBOEro
COOCTBEHHOrO NoapasaeneHust.
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DAY 2

OEHb 2

NepeBeaute tekct no metoauke PAI

M Function of communication

Communication serves four major
functions within a group or
organization: control, motivation,
emotional expression, and
information.

Communication acts to control
member behavior in several ways.
Organizations have authority
hierarchies and formal guidelines
that employees are required to
follow. When employees, for

DyYHKUUA KOMMYHUKaLKN

KoMMyHMKaUmMa CRYXUT YeTbIPeM
dOYHKUMAM, OENCTBYIOLWMM BHYTPU
rpynnbl TGO OpraHM3aumn; KOHTPOJTO,
MOTUBALMN, BbIPAKEHUIO 3MOLUNA,
HpopMaumn.

KoMMyHMKauus BO3OENCTBYET Ha
KOHTPONb  MOBEOEHUS  YJIEHOB
OpraHM3aumn HECKOLKUMM Criocobamm.
Y opraHmsauum ecTb aBTOPUTETHbIE
vepapxmm n dopmasibHbie TPeOGOBaHMS,
KOTOPbIM AO/KHbI CIeA0BaTL Cy>KaLLME.
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instance, are required to first
communicate any job — related
grievance to their immediate boss,
to follow their job description, or to
comply with company policies,
communication is performing a
control function.

But informal communication also
controls behavior. When work
groups tease or harass a member
who produces too much (and makes
the rest of the group look bad), they
are informally communicating with,
and controlling, the member’s
behavior.

Communication fosters motivation
by clarifying to employees what is
to be done, how well they are doing,
and what can be done to improve
performance if it’s subpart.

For many employees, their work
group is a primary source for social
interaction. The communication that
takes place within the group is a
fundamental mechanism by which
members show their frustrations and
feelings of satisfaction.
Communication, therefore, provides
a release for the emotional
expression of feelings and for
fulfillment of social needs.

Korga cnyxatuym, Hanpumep, TpebyeTcst
B MEpPBYIO o4epenb coobLLaTh O NI0ObIX
HENPUSATHOCTSIX, CBA3aHHbLIX C paboTomn
CBOEMY HEMOCPEACTBEHHOMY HAUATBHIIKY,
cnegoBaTb AO/MKHOCTHOM MHCTPYKUMN
MO0 MCNONHATbL MOMNTUKY KOMMaHWM,
KOMMYHMKaLMS BbINOSHAET DYHKUMIO
KOHTPOSS.

Ho HedopmanbHoe 06LLEHVE Takke
KOHTPONMPYET noeeaeH1e. Koraa pado4nin
KONNEeKTUB BbIBOOUT N3 cebs nmbo
TPETMPYET CBOEr0 YieHa, KOTOPbIM
paboTaeT CANLLIKOM MHOrO (BbICTaBSS
OCTaUTbHYIO MPYIMY B MJIOXOM CBETE), OHMU,
TakuMm oOpasom, BcTynaiT B
HehopMaribHOE OOLLIEHWE U KOHTROIMPYIOT
rMoBeAeHVe WieHa KOJIIEKTVBA.

KoMMyHukauma cogencTByeT
MOTUBALIMMN, PA3BLACHSS CITY>KALLWM, 4TO
HaOo0 oenartb, HACKOJIbKO XOPOLLO OHU
paboTatoT 1 YTO MOXET BbITb CAENaHO
ansa  TOoro, 4toObl yAyYWUTb
MPOU3BOAMTENIbHOCTb, EC/IN OHA HE Ha
[OIKHOM YPOBHE.

Lna MHOMMX ciyxxalumx nx TpyaoBomn
KONNEKTUB SBNSETCHS OCHOBHbLIM
MCTOYHUKOM coumnanbHOro
B3anmogaenctemsa. KommyHukauyms,
MMetoLass MecTo BHYTPWU rpynnbl, —
3T0 pyHOAMEHTAbHbI MEXaHU3M,
6naropaps KOTOPOMY COTPYAHMWKMU
BbIKa3bIBalOT CBOW OFOPYEHMS 1 YyBCTBO
yaoBneTBopeHnsa. KoMmmyHukaums,
TakMm 0B6pa3oM, NPeaoCTaBNSET BbIXOL,
BbIP2XKEHMIO YYBCTB 1 SMOLIMIA 1 CITYXXKUT
YOOBNETBOPEHMIO COLIMASTbHBIX HYXK/.

T YR TapHEI Y ATEEPCTTeT
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DAY 3

typically

to taste

to represent

finally

to identify

to initiate

to revolve

to oversee

to act

response

OEHb 3
SKILLS

OH TUNMYHbBIN aMmepuKaHeL,.
OObIYHO OH MOXEeT NPUIATM NO34HO, a 3aTeM CKasaTb, 4TO
OOJIKEH YATU.

91 Bcerga npoOyio nuulLy, npexae 4yem nobaBuTb B Hee
COJib.

OT1oT nupor BenukoneneH (delicious), He xoTute nu
nonpobosaTtb ero?

Mp. Yokep BCce ewe npenctasngaet Kapanddod B
napnameHte?

KpacHble nMHMM Ha kapTe 0603HaYatoT Xene3Hble AoPoru.
Bbl 4OMKHbI NPeAcTaByUTb CBOM 0ObSICHEHUS PYKOBOACTBY.

Mocne HeckoNnbkUX 3agepXek camosieT, HaKOHeL-To,
yneTen B LLECTb 4aCoB.
M, HakOHeL-TOo, 9 XoTen Obl ckasaTb HECKOJILKO CJIOB.

Cenyac OHM YyCTAHOBUAN OCHOBHYIO MPUYNHY 3TOWN
npooGnembl.
Ee nonpocunun onosHatb npecTtynHuka (the criminal).

MpaBuUTENbLCTBO BbLIWIO C MHULMATUBOW HOBOWM
CTPOUTENbHOW NporpamMmsbl. Mbl OO/KHbI HA4YaTb NPAMbIE
neperoBopsbl ¢ Nnpodcoto3om (the trade union).

Jvckyccus Benacb BOKPYr TPEX TEM.
OH 064yMbIBaN1 OCHOBHbIE BOMPOCHI.
OH oymaeT, YTo MUp BpaLLaeTcsl BOKPYr Hero.

Ham HyxeH yenoBek gns Toro, 4toObl KOHTPONMPOBATL
Hawwn nericteus B [anaHe (Guyana).

CoBeT OoskeH gelicTBoBaTh ObICTPO.
OHa geiicTeoBasa No Halemy peLleHuto.

91 3agan eMmy BONpocC, HO OH He Jan MHe OTBeTa.
Bb110 HECKONBKO OTBETOB Ha HaLLW 3BOHKU.
OHa oTKpbla ABEPb B OTBET HA 3BOHOK.
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lastly

to bargain

to gain

advantages

authority

expression

to comply

M euwe a9 nonpocun 66l Bac pacckaszaTb O njaHax Ha
OyayLuee.

BOT NpuyunHbI, NO KOTOPLIM S HEHABUXY €ro: OH TPYyC,
JIKEL, M eLLLe OH OO/MKEH MHE OEeHbIU.

Ecnu Bbl NneperoBopuTe C HUMKN, TO OHY BO3MOXHO CHU3SAT
(to reduce) ueHbl.

Hapetocb, 4To Bbl HayunTech Ha onbiTe.
9 cunTalo, 4TO OH HabumpaeT Bec. YTo nony4nna bputanus,
6yny4n yneHom ESC (EEC)?

MpenooaBaTenbCKUii oNbIT Npuaasan e 6onbluee
NPEenMyLLECTBO.

Y 3TOoro mertoga ecTb NPeuMyw,ecTtBo, OH MHOTO
3SKOHOMMUT.

Y Hero He OblNO HEOOX0AMMOW BNAcCTU, YTOObI MPUHATb
nooo6bHoe peLleHne.
MpaBnTENbCTBO ABNSETCS BbICLLEN BAACTLIO B CTPAHE.

OH 3aKkOHYUN NUCbMO BbipaXxXeHUaMu rnybokKown
6narogapHoOCTW.
Bam Hago nath BbipaxeHne CBOMM YyBCTBaAM.

OH peincTeoBan B COOTBETCTBUM C WX XXENAHUSMM.
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DAY 4 OEHDb 4
TOEFL TRAINING (Contd.)

16. Adjectives and Adverbs

e Adjectives: Adjectives fall into two categories: descriptive and
limiting. Descriptive adjectives are those which describe the color, size, or
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quality of a person or thing (noun or pronoun). Limiting adjectives place
restrictions on the words they modify (quantity, distance, possession, etc.).
NOTE: Only these and those are plural forms. All others remain the same
whether the noun is singular or plural.

DESCRIPTIVE LIMITING

beautiful cardinal numbers (one, two)

large ordinal numbers (first, second)

red possessives (my, your, his)
interesting demonstratives (this, that, these, those)
important quantity (few, many, much)
colorful articles (a, an, the)

When descriptive adjectives modify a singular countable noun, they are
usually preceded by a, an, or the.

a pretty girl an interesting story the red dress

Adjectives normally precede the nouns they modify, or follow linking
verbs. Adjectives modify only nouns, pronouns, and linking verbs. (See next
section for an explanation of linking verbs.) NOTE: An adjective answers the
question: What kind ...?

¢ Adverbs: Adverbs modify verbs (except linking verbs), adjectives, or
other adverbs. Many descriptive adjectives can be changed to adverbs by
adding -ly to the adjective base.

ADJECTIVES ADVERBS
bright brightly
careful carefully
quiet quietly

NOTE: The following words are also adverbs: so, very, almost, soon,
often, fast, rather, well, there, too. An adverb answers the question: How ...?

John is reading carefully. (How is John reading?)

Maria Elena speaks Spanish fluently. (How does she speak?)

Rita drank too much coffee. (How much coffee did she drink?)
| don’t play tennis very well. (How well do | play?)

He was driving fast. (How was he driving?)

She reviewed her notes carefully. (How did she review her notes?)

Exercise 26: Adjectives and Adverbs
Circle the correct form in parentheses.
1. Rita plays the violin (good/well).
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2. That is an (intense/intensely) novel.

3. The sun is shining (bright/brightly).

4. The girls speak (fluent/fluently) French.

5. The boys speak Spanish (fluent/fluently).

6. The table has a (smooth/smoothly) surface.

7. We must figure our income tax returns (accurate/accurately).
8. We don’t like to drink (bitter/bitterly) tea.

9. The plane will arrive (soon/soonly).

10. He had an accident because he was driving too (fast/fastly).

¢ Adjectives with linking (copulative) verbs: A special category of
verbs connects or links the subject with the subject complement (predicate
adjective). Unlike most verbs, these do not show action. They must be
modified by adjectives, not adverbs.

be appear feel
become seem look
remain sound smell
stay taste

Mary feels bad about her test grade.
Children become tired quite easily.
Lucy will look radiant in her new dress.
They were sorry o see us leave.

The flowers smell sweet.

The soup tastes good.

Be, become, and remain can be followed by noun phrases as well as
adjectives.
They remained sad even though | tried to cheer them up.
adjective
Doug remained chairman of the board despite the opposition.
noun phrase
Children often become bored at meetings.
adjective
Christine became class president after a long, hard campaign.
noun phrase
Sally will be happy when she hears the good news.
adjective
Ted will be prom king this year.

noun phrase
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Feel, look, smell, and taste may also be transitive verbs and take a
direct object. When they function in this way, they become active and are
modified by adverbs. Notice the following pairs of sentences. Those which
take objects are active, and those which do not are linking.

The doctor felt the leg carefully to see if there were any broken bones.

object adverb

Mike felt ecstatic after passing his law school exam.

adjective

Professor Ingells looked at the exams happily.

object adverb

Joey does not look happy today.

adjective

The lady is smelling the flowers gingerly.

object adverb

After being closed up for so long, the house smells musty.

adjective

The chef tasted the meat cautiously before presenting it to the king.

object adverb

Your chocolate cake tastes delicious.

adjective

Exercise 27: Linking (Copulative) Verbs
Circle the correct form in parentheses.

1.

Your cold sounds (terrible/terribly).

2. The pianist plays very (good/well).

3. The food in the restaurant always tastes (good/well).

4. The campers remained (calm/calmly) despite the thunderstorm.
5. They became (sick/sickly) after eating the contaminated food.
6.
7
8
9
1

Professor Calandra looked (quick/quickly) at the students’ sketches.

. Paco was working (diligent/diligently) on the project.

. Paul protested (vehement, vehemently) about the new proposals.
. Our neighbors appeared (relaxed/relaxedly) after their vacation.
0. The music sounded too (noisy/noisily) to be classical.

DAY 5 OEHb 5

PRACTICE

Study the advertisments.

The next day in the classroom perhaps you will be an applicant or a
personnel manager (employee, who is responsible for recruitement of
personal).
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9P
PARK PIACF

Director of Finance

Hines Interests, one of America’s leading real estate
development and property management companies, is involved
in a joint venture to manage Park Place Moscow. Hines Interests
has developed over 10 million square meters of office, retail,
residential, and industrial property in the U. S. and continues to
expand in Moscow, Russia and worldwide.

We currendy seek and experienced prolessional to head our
Finance and Accounting Department at Park Place.

Duties

+ Develop operational system and controls

» Maintain cost control and reporting

+ Assume responsibility for providing and maintaining all
financial systms, forecasting and budgeting, and entity
structure

Requirements

« A degree in finace and/or budiness administration

+ 7 1o 10 years’ experience including two years in Russia
+ CPA or Equivalent

+ Thorough knowledge of GAAP

+ Knowledge of Russian accounting

+ Native English, Russian an advantage

+ Experience with Windows, Excel, Access

» Excellent orgatizational and interpersonal skills

We offer an excellent salary and benefits package and
opportunity for professional growth.
Interested candidates should fax resume to the Human
Resources Departments: (095) 956-5920.
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A MAJOR INTERNATIONAL PHARMACEUTICAL COMPANY

Responsible for the sales in geographic regions of Russia with

For the successful candidates, we offer excellent benefits,
extensive training and a challenging job in a dynamic team.

If you are interested in this unique career opportunity please fax your
resume quoting ref. R0124 at 938-8214 (24 hr) or come for an
interview on any Wednesday from 8 pm. to 7pm at the Dept. of floor

Please bring with you passport or ID and one photo 3x4 cm.

MoScow Employment

OI AGENCY

is seeking for it’s Moscow area office

AREA SALES MANAGERS
(4 vacancies)

requirements:
Experience in western (preferably pharmaceutical) company
Degree in medicine or economics a plus
Excellent communication and negotiation skills
Dynamic, result oriented approach
Male, aged 25-35 years with fluent English.

room 232. Metro Biblioteka Imeni Lenina. Okhotny Ryad.

The Coca-Cola Company

a major U.S. based multinational corporation with manufacturing facilities in

Moscow has an excellent career opportunity for

INDIRECT SALES MANAGER

who with
lead and direct a group of Sales Representatives
Promote and sell our products to large customers/wholesalers

- Ensure effective account management

Achieve his targets
Increase market share in all product lines
The requirements include:
Two or more years of strong experience in field business or in related field

+ University Degree in Business Administration

Preferable age 29-36 years
Excellent interpersonal, and communication skills

+ Excellent organization skills

Self motivation and desire to work hard.
Fluent English, native Russian
Valid Driving License

The Coca Cola Company offers exellent compensation and opportunities
for professional growth. For confidential consideration please fax you

resume to 733-4119.
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Canon

Canon, the leading company in image and infermation technology operates in over 160
couniries on six continents.
The company is looking for qualified, enthusiastic and marketing oriented staff for
their office to be established in Moscow.

SALES MANAGER
SALES REPRESENTATIVES
SERVICE MANAGER/GCUSTOMER SUPPORT MANAGER
SECRETARIES

Our requirements:
» appropriate education « good command of English ¢ good experience in sales and marketing « expenence
in leading position (managers) » experience with western companies is an advantage * practical working
experience in secrefarial work (secretary) = computer literate

We offer
« extensive training and education » professional career opportunities * good employment conditions

Qualified candidates are invited to call ANCOR agency (095)943-4386, 216-7173 (secretarial position),
(095)216-7173, 451-1412 (the rest). Please send your resumé to (095)956-2808 CODE: Telecom

EXECUTIVE SEARCH AND SUPPORT PERSONNEL RECRUITMENT FI @@[Q)

LESSON 4
DAY 1

YPOK 4
JEHb 1

NMepeBeaunte TekcT no metoauke PAIl

M Management Skills

Technical skills

Technical skills encompass the
ability to apply specialized
knowledge or expertise. When you
think of the skills held by
professionals such as civil
engineers, tax accountants, or oral
surgeons, you typically focus on
their technical skills. Through
extensive formal education, they
have learned the special knowledge

YnpaBneH4eckue HaBbIKU

TexHnyeckue HaBbIKU

TexHuyeckme HaBblkKM CO34aloT
BO3MOXHOCTb MPUMEHSITb Ha NPaKTUKe
cneunanmManpoBaHHble 3HaHUs Mbo
apyanuuio. Korga Bbl oymaeTte o
HaBblKax, NPUCYLLX NPodeCCoHaIamMm,
TakMM Kak: rpakKaaHCKne MHXEHepbI,
HaJI0roBble MHCMEKTOPLI NGO XpPYypPru,
Bbl 0ObIYHO OOpaLlaeTe BHUMaHWe Ha
MX TexHuyeckue HaBblku. lNponaa
wurpokoe obuiee obyyeHue, OHU
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and practices of their field. Of
course, professionals don’t have a
monopoly on technical skills and
these skills don’t have to be learned
in schools or formal training
programs. All jobs require some
specialized expertise and many
people develop their technical skills
on the job.

Human skills

The ability to work with,
understand, and motivate other
people, both individually and in
groups, describes human skills.
Many people are technically
proficient but interpersonally
incompetent. They might, for
example, be poor listeners, unable
to understand the needs of others,
or have difficulty in managing
conflicts. Since managers get things
done through other people, they
must have good human skills to

communicate, motivate, and
delegate.
Conceptual skills

Managers must have the mental
ability to analyze and diagnose
complex situations. These are
conceptual skills. Decision making,
for instance, requires managers to
spot problems, identify alternatives
that can correct them, evaluate these
alternatives, and select the best one.
Managers can be technically and
interpersonally competent, yet still

MoNyYnnu cneuuranbHble 3HAHUS U
npakTUKYIOT B CcBoel obnacTtu.
PasymeeTtcq, npodeccnoHanbl He
obnapatoT MOHOMonnen Ha
TEXHNYECKME HaBbIKW, U STUM HaBbIKam
HEBO3MOXHO HAaYy4YMTBLCS B LLKOMAX INbo
B OOLLMX TPEHWHIOBbIX MpOrpamMmax.
Bce npodeccun TpebyloT HEKOTOPO
cneumanbHOM KOMMETEHUWU, N MHOTVE
0N pasBMBaloT CBOWM TEXHUYECKUE
HaBblkK Ha pabo4yemM MecTe.

Hasbiku paboTsi ¢ mogbMu

CnocobHOCTL paboTaTh, MOHUMATL U
MOTVBMPOBATL APYruxX noaen, n
VHOAMBMOOB, W FPYynMbl, OTHOCUTCS K
HaBblkam paboTbl ¢ nogpbMn. MHorne
J10am NPOPECCUOHATbHBLI C TEXHUHECKOW
TOYKM 3PEHMS], HO HE KOMMETEHTHbI B
MEXJIMYHOCTHOM 00LLEHUN. OHK MOIYT,
Hanpumep, ObITb MIOXMMU CITYLLIATENSAMM,
MO0 HECMOCOBHBLIMK MOHMMATL HYXKAp!
apyrux nnbo cospaeaTb TpyOHble
ypaBieH4YeCKmE KOHMMKTLI. [1oCKonbKy
MeHemKePbl BbIMOJSTHSAIOT CBOKO 33a4y C
MOMOLLIbIO APYIWX JIOAEN, OHU A0DKHbI
06naaaTh XOPOLLVMMM HaBblKaMn paboThl
C NnoabMu Aons Toro, 4tobbl yMeTb
HanaxmBaTtb KOMMYHUMKaLNIO,
MOTVBMPOBATb U BblOBUraTb JIOAEN Ha
OTBETCTBEHHYIO paboTy.

KoHuenTyanbHbie HaBbIkn

Y MeHenxepoB AOofixHa ObiTb
MHTennekTyanbHass crnocobHOCTb
aHanM3npoBaTb U ANArHOCTUPOBATb
CNOXHblE CUTyaUuKn. 3TO Ha3blBaeTCs
KOHLIENTyasTbHbIMW HaBbIkaMu. [MpuHsTUe
pelwieHnin, Hanpumep, TpebyeT oOT
MeHeaXepPOB YMEHUs MnpaBuSibHO
onpenenatb nNpobnemMbl, HaXoAUTb
anbTepHaTMBbI, KOTOpPble MOTYT
pas3pewnTb WX, OLEHMBATb 3TU
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fail because of an inability to
rationally process and interpret

information.

ansTepHaTUBbI 1 BbIOMPATL NYYLLYIO 13
HUX. MeHeoxepbl MOrytT ObiTh
KOMMETEHTHbl C TEXHWYECKOW W
MEXJTIMYHOCTHOM TOYKM 3PEHUS, HO OHW
MOTYT BCE ELLE OKa3aTbCa HeYOa4HUKaMM
13-3a CBOEI HECMOCOOHOCTY K MPOLIECCY
pPauMOHANbLHOMO  MbILIAEHUA 1
VHTEPMPETALINM UHPOPMALIAN.
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DAY 2

AEHb 2

NepeBeaute tekct no metoauke PAI

M Effective vs. Successful

Managerial Activities

Fred Luthans and his associates
looked at the issue of what managers
do from a somewhat different
perspective. They asked the
question: Do managers who move up
most quickly in an organization do
the same activities and with the same
emphasis as those managers who do
the best job? You would tend to think
that those managers who were the
most effective in their jobs would

AddekTnBHaAA N ycnewuHas

yrnpageJsieH4YecKas AeaTeNIbHOCTb

®pepn, J1azsHC 1 ero coTpyaHuKM
B3rNMSHY/IM C HECKOJIbKO WHON
NnepcrnekTMBbl HA NPoBsiEMy TOro, Yem
3aHMMatoTCs MeHemkepbl. OHM 3apam
TakoM BOMPOC: MeHemKepbl, KOTOpble
ObICTPO BbLIABUHYMNCHL, OENaloT Ty Xe
paboTy 1 C TEMIM XE NPUOPUTETaAMM, Kak
N Te MeHeOXepbl, KOTopble padoTatoT
nydLe Bcex? Bbl MOXETE CKITOHUTLCS K
MbIC/I1, YTO T€ MEHemKEPbl, KOTopble
ObUn HavboNee 3pdEKTVBHLIMN HA CBOEM

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



also be the ones who were promoted
fastest. But that’s not what appears
to happen.

Luthans and his associates
studied more than 450 managers.
What they found was that these
managers all engaged in four
managerial activities:

1. Traditional management:
decision making, planning, and
controlling

2. Communication:
exchanging routine information and
processing paper-work

3. Human resource
management: motivating,
disciplining, managing conflict,
staffing, and training

4. Networking: socializing,
politicking, and interacting with
outsiders

The “average” manager
studied spent thirty-two percent of
his or her time in traditional
management activities, twenty-nine
percent communicating, twenty
percent in human resource
management activities, and nineteen
percent networking. However, the
amount of time and effort that
different managers spent on these
four activities varied a great deal.
Specifically, managers who were
successful (defined in terms of the
speed of promotion within their
organization) had a very different
emphasis than managers who were
effective (defined in terms of the
quantity and quality of their
performance and the satisfaction and
commitment of their subordinates).

paboyem MecTe, MOryT OKa3aTbCsl Take
TemMu, KTo ObICTpee BCEX MPOABUHYIICS, HO
3TO BbITISYANT HE Tak, KaK KKETCS.

J1a33HC 11 €ero CoOTPYOHNK NopadoTanm
c 6onee 4yem 450 meHeokepamu. To, HTO
OHM y3HaI1, 3aKITFOHaJ10Ch B ClIEAYIOLLEM:
BCE 3TN MEHEMKEPbI BOB/IEYEHbI B YETLIPE
BMOA YPaBIEHYECKON AEATENBHOCTU:

1. TpaAMUNOHHBLIA MEHEOXMEHT:
MPUHATME PELLEHNIA, NIAHMPOBAHME U
KOHTPO/b.

2. KoMMyHMKaumsi: oOMeH 0ObIYHOM
MHpopmMaumen 1 Tekyllas GymaxHas
pabora.

3. YnpaBneHne 4enoBeYECKUMU
pecypcamMmu: MOTMBaLMS, AUCUMMINHA,
yrnpaeneHne KoHdnukramm, pabota c
MEPCOHAIOM U TPEHUHT .

4. CBa3b: 00LleHne, nonmTmka um
B3aMMOOencTBME C NOAbMU BHE
opraHu3aumn.

“CpegHuin” MeHexXep "3
1ccnenoBaHHbIX TpaTU 32 MPOoLIEHTa ero
mMbo ee BPEMEHU Ha OEATENbHOCTb
TPaONLMOHHOMO TUMNa MeHemKMeHTa, 29
MPOLEHTOB Ha KOMMYHuKauuto, 20
MPOUEHTOB Ha [OEeSTENbHOCTb MO
YIPaBEHNIO HEJIOBEYECKVMIM PECYPCaMU
1 19 NpOUEHTOB Ha CBSI3b C BHELLUHVM
MMpOoM. OHaKO, KONMYECTBO BPEMEHN U
YCWIMIA, KOTOPOE PasINYHbIE MEHEMKEPbI
TpaTunM Ha 9TU 4eTbipe BUAa
DEATENbHOCTN, BapbUPOBAJIOCh OYEHb
wmnpoko. B yacTtHocTn, MeHemxepbl,
KOTOpble MpeycneBann (3TOT TEPMUH
onpeaensieT CKoPoCTb MPOABVKEHUS
BHYTPU opraHusauumn), obnaganm
YPE3BbLIHAAHO OTIMYHLIMM MPVIOPUTETAMM,
HeXenn MeHeoKepbl, KOTopble Obin
3dPEKTUBHbIMN  (BTOT TEPMUH
onpenensieT Ka4ecTBO M KONIMYECTBO UX
paboTbl, yOOBNETBOPEHUS 1 AOBEPUS UX
MOOYVHEHHbIX).
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DAY 3

ability

expertise

to focus

technically

to develop

proficient

to delegate

OEHb 3
SKILLS

Y Hee ecTb 3ameyaTenbHasg cnocobHOCTbL A0bMBaATLCSH
CBOUX Lienen.

Ero 3HaHue 6u3Heca okaxeT HaM OONbLLY NMOMOLLb.

Bce rnasa 6b1v yCTpeMieHbl Ha Hero.
CKOHUEHTpUpYITe Balle BHMMaHue Ha paboTe.
OH 04eHb ycTan 1 He MOr COCPeaoTOHUTLCS.

Mon BbiN, KOHEYHO, aPTUCTOM C UCKYCHOWM TEXHUKOW.

Y Hee pa3BuICca rMraHTCKuin anneTuT (appetite).
M3 mManeHbLKOro NpeanpuaTnus OHUM NpPeBpPaTUINCh B
60/1bLUYI0 MHOMOHAUMOHANBHYIO KOMMaHWIO.

OHa obnagaeT HaBblkaMy PaboThbl HA KOMIMbIOTEpPE.
CaHgpa — npodeccroHanbHas MallMHNCTKA.

3HaHue, Korga Hago pacnpeaenntb NONHOMOYUS,
SBNSIETCS YaCTbi0 UCKYCCTBA MEHEIKMEHTA.
9 nepenan moto komaHay kanutany (Captain) PobepTcy.
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to analyze

to correct

to select

competent

associate (n)

issue (n)

emphasis

to tend

to engage

OH npoBepun NuLLy 1 0B6HaAPYXM, YTO OHA COOAEPXUT A1,
[agaiite npoaHanuanpyem npobremMy n NOCMOTPUM, HTO
MOLUJIO HE Tak.

MonpaBbTe MOe NPOU3HOLWIEHUE, €eCnn OHO BypneT
HenpaBWJIbHbLIM.
9 ncnpaenan gomallHiow paboTy CBOUX AeTer Yyacamu.

OHa Bbibpana 6punnuaHToBoe (diamond) KonbLO N3
KONNEeKLUN.
OTn anenbCuHbl ObINM TLWATENBHO 0TOOPaHHbI.

Mol cekpeTapb NONMHOCTbID KOMMETEHTEH, HO Yy Hee
OTCYTCTBYET MHMLMATUBA.

OH coenan oTnn4yHyto paborTy.

3T0T cyna (court) He KOMMNETEHTEH.

OH NpocCTO AenoBoi napTHep.

MapnameHT O6yamet obcyxpaTb STOT BOMPOC Ha
cnenywLlen Hegene.

PoxpgecTBeHCKMIN HOMEP XypHana BbilLeN C PUCYHKOM
NTUL, Ha 0BIOXKeE.

Haw kKypc aHrnunckoro s3blka npuaaeTt 6onblioe
3Ha4YeHMe Pas3roBOPHOM peun.

“Bbl He NpuaeTe, He Tak NKU?” ckasan oH, nenas 6onbluoe
yoapeHue Ha “Bbl”.

IxaHeT yacTo cepaunacb, ecnm Bbl ¢ Hel He
cornatLuanucs.
OTOT BMA, My3bIKM, KOTOPYIO OHM UFPpatoT, TAroTeeT K axaay.

HoBag urpyuwka He npusfiekna BHUMaHUA pebeHka
Hagonro.

9 HaHanN ero B Ka4eCcTBe CBOEro HOBOIO aCCUCTEHTA.

9 3aka3an KOMHaTy B FOCTUHULIE.
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DAY 4 OEHDb 4
TOEFL TRAINING (Contd.)

17. Comparisons

Comparisons indicate degrees of difference with adjectives and
adverbs, and may be equal or unequal.

e Equal comparisons: An equal comparison indicates that the two
entities are (or are not if negative) exactly the same. The following rule
generally applies to this type of comparison.

e e adjective + e 4 [ MOUN
subject + verb + as {adverb} as pronoun}

NOTE: Sometimes you may see so instead of as before the adjective or
adverb in negative comparisons.
He is not as tall as his father.
OR
He is not so tall as his father.

NOTE: Remember that the subject form of the pronoun will always be
used after as in correct English.
Peter is as tall as I. You are as old as she.

Examples of equal comparisons:
My book is as interesting as yours. (adjeciive)
His car runs as fast as a race car. (adverb)
John sings as well as his sister. (adverb)
Their house is as big as that one. (adjective)
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His job is not as difficult as mine. (adjective)

OR
His job is not so difficult as mine. (adjective)
They are as lucky as we. (adjective)

The same idea can also be conveyed in another way.

subject + verb + the same + (noun) + as +{ noun n}
pronou

NOTE: As high as means the same as the same height as.
My house is as high as his.
My house is the same height as his.

Be sure that you know the following adjectives and their corresponding
nouns.

ADJECTIVES NOUNS
heavy, light weight
wide, narrow width
deep, shallow depth
long, short length
big, small size

NOTE: Remember that the opposite of the same as is different from,
NEVER use different than.

My nationality is different from hers.

Our climate is different from Canada’s.
Examples of the same as and different from:

These trees are the same as those.

He speaks the same language as she.

Her address is the same as Rita’s.

Their teacher is different from ours.

My typewriter types the same as yours.

She takes the same courses as her husband.

e Unequal comparisons: This type of comparative implies that the
entities are comparable in a greater or lesser degree. The following rules
generally apply to this type of comparative

1. Add -er to the adjective base of most one- and two-syllable
adjectives. (thick-thicker; cold-colder; quiet-quieter)
2. Use the form more + adjective for most three-syllable

adjectives. (more beautiful, more important, more believable)
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3. Use the form more + adjective for adjectives ending in the
following suffixes: -ed, -ful, -ing, -ish, and -ous, (more useful,
more boring, more cautious)

4, Double the final consonant of one-syllable adjectives which
end in a single consonant (except w, x, and z) and are
preceded by a single vowel, (big-bigger, red-redder, hot-hotter)

5. When an adjective ends in a consonant + y, change the y to i
and add -r. (happy-happier, dry-drier)

NOTE: The -er suffix means exactly the same as more. Therefore, they
can NEVER be used together. It is NOT CORRECT to say:
more prettier, more faster, more better

adjective + er
. adverb +er* noun
subject + verb + { more + adjective/} *than+ r}
pronou
adverb
less + adjective/adverb

*One can add -er to only a few adverbs faster, quicker, sooner, and later.

NOTE: Remember always to use the subject form of the pronoun after than.

Examples:
John’s grades are higher than his sister’s. (adjective)
Today is hotter than yesterday. (adjective)
This chair is more comfortable than the other. (adjective)
He speaks Spanish more fluently than 1. (adverb)
He visits his family less frequently than she does. (adverb)
(

This year’s exhibit is less impressive than last year’s. (adjective)

Unequal comparisons can be further intensiffed by adding much or far
before the comparative form.

subject + verb + { fafh} + adjective + er + than + { noun r}
muc pronou

adjective
subject + verb + far | + more +{ dJ b } + than + { nounr}
muc aaver pronou

Harry’s watch is far more expensive than mine.
That movie we saw last night was much more interesting than the
one on television.
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A watermelon is much sweeter than a lemon.

She dances much more artistically than her predecessor.

He speaks English much more rapidly than he does Spanish.
His car is far better than yours.

Nouns can also be used in comparisons. Be sure to use the
determiners correctly depending on whether the adjectives are countable or

noncountable.

many
biect + verb + as + much | e { noun }
subject + verb + as little noun +as + \ 5 on0un

few

subject + verb + { fewer} + noun + than + { nOUnr}

more

less pronou

| have more books than she.

February has fewer days than March.

He earns as much money as his brother.

They have as few classes as we.

Their job allows them less freedom than ours does.
Before payday, | have as little money as my brother.

¢ lllogical comparisons: An illogical comparison is one in which
unlike entities have been compared. Be sure that the items being compared
are the same. These forms can be divided into three categories: possessives,
that of, and those of.

Incorrect:

Correct:

Incorrect:

Correct:

Incorrect:

Correct:

His drawings are as perfect as his instructor.

(This sentence compares drawings with instructor.)

His drawings are as perfect as his instructor’s.
(instructor’s = instructor’s drawings)

The salary of a professor is higher than a secretary.

(This sentence compares salary with secretary.)

The salary of a professor is higher than that of a secretary.
(that of = the salary of)

The duties of a policeman are more dangerous than a
teacher. (This sentence compares duties with teacher.)
The duties of a policeman are more dangerous than those
of a teacher. (those of = the duties of)
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Examples of logical comparisons:
John’s car runs better than Mary’s.
(Mary’s = Mary'’s car)
The climate in Florida is as mild as that of California.
(that of = the climate of)
Classes in the university are more difficult than those in the college.
(those in = the classes in)
The basketball games at the university are better than those of the
high school.
(those of = the games of)
Your accent is not as strong as my mother’s.
(my mother’s = my mother’s accent)
My sewing machine is better than Jane’s.
(Jane’s = Jane’s sewing machine)

¢ Irregular comparatives and superlatives: A few adjectives and
adverbs have irregular forms for the comparative and superlative. Study
them.

ADJECTIVE OR ADVERBCOMPARATIVE = SUPERLATIVE

; { farther} { farthest }
ar further. furthest
little less least

{ much}
many more most
good
welll better best
bad }
badly worse worst

| feel much better today than | did last week.
The university is farther than the mall.

He has less time now than he had before.
Marjorie has more books than Sue.

This magazine is better than that one.

He acts worse now than ever before.

Exercise 28: Comparisons
Supply the correct form of the adjectives and adverbs in parentheses.
Let as and than be your clues. Add any other words that may be necessary.
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1.

John and his friends left (soon) as the professor had

finished his lecture.

2.

3
4
5
6.
7
8
9
1

His job is (important) than his friend’s.
. He plays the guitar (well) as Andriis Segovia.
. A new house is much (expensive) than an older one.
. Last week was (hot) as this week.
Martha is (talented) than her cousin.
. Bill's descriptions are (colorful) than his wife’s.
. Nobody is (happy) than Maria Elena.
. The boys felt (bad) than the girls about losing the game.
0. A greyhound runs (fast) than a Chihuahua.

Exercise 29: Comparisons
Supply than, as, or from in each of the following sentences.

©CoOo~NOOORWN =

. The Empire State Building is taller the Statue of Liberty.
. California is farther from New York Pennsylvania.

. His assignment is different mine.

. Louie reads more quickly his sisters.

. No animal is so big King Kong.

. That report is less impressive the government’s.

. Sam wears the same shirt his teammates.

. Dave paints much more realistically his professor.

. The twins have less money at the end of the month they

have at the beginning.
10. Her sports car is different Nancy’s.

Multiple number comparatives: Number multiples can include:

half, twice, three limes, four times, etc. Study the following rule.

subject + verb + number multiple + as + {much}+ (noun) + as + { noun r}
many.

pronou

NOTE: It is incorrect to say: “twice more than,” etc.

This encyclopedia costs twice as much as the other one.

At the clambake last week, Fred ate three times as many oysters
as Barney.

Jerome has half as many records now as | had last year.

* Double comparatives: These sentences begin with a comparative
construction, and thus the second clause must also begin with a comparative.
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the + comparative + subject + verb + the + comparative + subject + verb

The hotter it is, the more miserable | feel.

The higher we flew, the worse Edna felt.

The bigger they are, the harder they fall.

The sooner you take your medicine, the better you will feel.

The sooner you leave, the earlier you will arrive at your destination.

the more + subject + verb + the + comparative + subject + verb

The more you study, the smarter you will become.
The more he rowed the boat, the farther away he got.
The more he slept, the more irritable he became.

¢ No sooner: If the expression no sooner appears at the beginning of
a sentence, the word than must introduce the second clause. Note also that
the auxiliary precedes the subject.

no sooner + auxiliary + subject + verb + than + subject + verb

No sooner had we started out for California, than it started to rain.
No sooner will he arrive, than he will want to leave.

No sooner had she entered the building, than she felt the presence
of somebody else.

¢ Positives, comparatives, and superlatives: Most descriptive
adjectives have three forms: the positive (happy), the comparative (happier),
and the superlative (happiest).

POSITIVE COMPARATIVE SUPERLATIVE
hot hotter hottest
interesting more interesting most interesting
sick sicker sickest

colorful more colorful most colorful

The positive shows no comparison. It describes only the simple quality
of a person, thing, or group.
The house is big. The flowers are fragrant.
The comparative involves two entities and shows a greater or lesser
degree of difference between them.
My dog is smarter than yours.
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Bob is more athletic than Richard.
Spinach is less appealing than carrots.

It is also possible to compare two entities without using than. In this
case the expression of the two will usually appear someplace in the sentence.

subject + verb + the + comparative + of the two + (noun)

OR

of the two + (noun) + subject + verb + the + comparative

Harvey is the smarter of the two boys.

Of the two shirts, this one is the prettier.

Please give me the smaller of the two pieces of cake.

Of the two landscapes that you have shown me, this one is the
more picturesque.

Of the two books, this one is the more interesting.

Remember: 2 entities-comparative
3 or more-superlative

In the superlative degree, three or more entities are compared, one of
which is superior or inferior to the others. The following rule applies.

{in + singular count noun}

adjective + est
of + plural count noun

subject + verb + the + {most + adjectivep +
least + adjectiv

John is the tallest boy in the family.

Diana is the shortest of the three sisters.
These shoes are the least expensive of fall.
Of the three shirts, this one is the prettiest.

NOTE: After the expression one of the + superlative, be sure that the
noun is plural and the verb is singular.
One of the greatest tennis players in the world is Bjorn Borg.
Kuwait is one of the biggest oil producers in the world.

Adverbs usually are not followed by -er or -est. Instead, they are
compared by adding more or less for the comparative degree, and by adding
most or least to form the superlative.
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POSITIVE COMPARATIVE SUPERLATIVE
carefully more carefully most carefully
less carefully least carefully
cautiously more cautiously most cautiously
less cautiously least cautiously
Sal drove more cautiously than Bob. (comparative)

Joe dances more gracefully than his partner.(comparative)
That child behaves the most carelessly of all.(superlative)
Irene plays the most recklessly of all. (superlative)

Exercise 30: Comparisons
Select the correct form in parentheses in the following sentences.
. Of the four dresses, | like the red one (better/best).
. Phil is the (happier/happiest) person that we know.
. Pat’s car is (faster/fastest) than Dan'’s.
. This is the (creamier/creamiest) ice cream | have had in a long time.
. This poster is (colorfuler/more colorful) than the one in the hall.
. Does Fred feel (weller/better) today than he did yesterday?
. This vegetable soup tastes very (good/well).
. While trying to balance the baskets on her head, the woman walked
(awkwarder/ more awkwardly) than her daughter.
9. Jane is the (less/least) athletic of all the women.
10. My cat is the (prettier/prettiest) of the two.
11. This summary is (the better/the best) of the pair.
12. Your heritage is different (from/than) mine.
13. This painting is (less impressive/least impressive) than the one in
the other gallery.
14. The colder the weather gets, (sicker/the sicker) | feel.
15. No sooner had he received the letter (when/than) he called Maria.
16. A mink coat costs (twice more than/twice as much as) a sable coat.
17. Jim has as (little/few) opportunities to play tennis as I.
18. That recipe calls for (many/much) more sugar than mine does.
19. The museum is the (farther/farthest) away of the three buildings.
20. George Washington is (famouser/more famous) than John Jay.

CO~NO O WN =

CoBpeMeHHbIi TymaHUTapHblii YHuBepcutet



DAY 5

Sheila Clark:
Georg Wenzel:
Sheila:

Georg:

Sheila:

Georg:

Sheila:

Georg:
Sheila;
Georg:
Sheila:
Georg:
Sheila:

Georg:

OEHb 5
m DIALOGUE

Telephoning. Calling to the office

278 0040

Hello, is Susan Shields there?

I'll see if she’s in the office. Who'’s calling?

Wenzel, Georg Wenzel.

Hold the line, please... She’s in a meeting with the Managing
Director at the moment, I’m afraid. Can | help you?

Well, | met Mrs. Sheilds when we were both at the Singapore
trade fair. She suggested | should call her when | got back to
Europe. When could | reach her?

I don’t think the meeting will go on much longer. Shall | ask
her to call you when she is free?

Yes, that would be easiest.

Could I have your name again, please?

Ah yes, it’s Georg Wenzel. I'll spell: W-E-N-Z-E-L.

And the number?

I’'m in Hamburg. From English it’s 0104940807055.

Right, you’ll be hearing from Mrs. Sheilds later in the morning
then. Goodbye.

Thank you for your help. Bye-bye.

ROLE PLAY

Work with another student. Agree which of you is Student A and which
is Student B. Sit back-to-back. Student A should now “ring” Student B. When
you have done the calls once, you can change roles.

A Your name is Lesley Acheson from Sydney, Australia. You met Mr.
O’Brien from Supermotors Inc. in Australia and said you would call
him. Ring Supermotors and ask to speak to him.

B You are the operator at Supermotors Inc. The person the caller
wants to speak to, Mr. O'Brien, is on holiday. Take the caller’s
name and any message.
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LESSON 5
DAY 1

YPOK 5
JEHb 1

™ NMepeBeaute TekKCcT no metoauke PAI

Networking made the biggest
relative contribution to manager
success, while human resource
management activities made the
least relative contribution. Among
effective managers, communication
made the largest relative
contribution and networking the
least.

This study adds important
insights to our knowledge of what
managers do. On average, managers
spend approximately twenty to thirty
percent of their time on each of the
four activities: traditional
management, communication,
human resource management, and
networking. However, successful
managers don’t give the same
emphasis to each of these activities
as do effective managers. In fact,
their emphases are almost the
opposite. This challenges the
historical assumption that
promotions are based on
performance, vividly illustrating the
importance that social and political
skills play in getting ahead in
organizations.

One common thread runs through
the functions, roles, skills, and
activities approaches to
management: each recognizes the

PaboTa nNo ycTaHOBNEHUIO CBA3EN
BHOCMUT OTHOCUTESIbHO CaMblii OOJbLLION
BKNad B ycnex MeHeaxepa, XoTs
0eATeNbHOCTb MO  YyNpaB/iEHUIO
4YenloBEYECKMMM pecypcaMmn urpaet
OTHOCUTESIbHO HaMMEHbLUYIO POfib.
Cpeon adPEeKTMBHbIX MEHEOXKEPOB
KOMMYHUKaUUS BHOCUT OTHOCUTENBHO
HanbonblniA BKAag, a paboTta no
YCTaHOBJIEHMIO CBA3EN — HAMMEHBLLNIA.

OT0 nccnepoBaHne NPUBHOCUT
BaXHblE TOYKWN 3PEHMS B HALLIE 3HAHWE
TOro, 4YTO AenawT MeHepxepol. B
cpegHeM  MeHegXxepbl  TpaTaTr
npubnmnautensHo ot 20 o 30 npoueHToB
CBOEM0 BPEMEHM Ha KaXKabI U3 HYETBIPEX
TUMNOB OEATENbHOCTU: TPALMLMOHHbIN
MEHEOXMEHT, KOMMYHUKaLMIO,
yrpaBieHVE YeI0BEHECKMM PECYPCaMU
1 paboTy NO YCTaHOBNEHWUIO CBA3EN.
OpHako ycnelwlHble MeHemXepbl He
npupatT Takme Xe MNpUopUTeThI
KaXgoMy Tuny 3TOM AeATeNbHOCTM B
oTmdme ot 3 HEKTUBHBIX MEHEDKEPOB.
B oencTBUTENBHOCTN, UX MPUOPUTETDI
MoYTN BCEraa NpPOTUBOMOSIOXKHbI. ITO
OpocaeT BbI3OB WCTOPUYECKOWN
YBEPEHHOCTW B TOM, YTO NPOOBMXKEHME
onMpaeTcs Ha NPOU3BOANTENBHOCTD,
YBEPEHHO NNIOCTPUPYIOLLIMM BaXKHOCTb
TOro, Kak CoumasibHble U MOANTUYECKME
HaBbIKM UFPAIOT POJSib B BO3BbILLEHUN
BHYTPW OpraHM3aumn.

OpHa cBa3yoLas HUTb NpoXoauT
yepes3 Bce OYyHKUMKM, POAn, HaBbIKN U
BUAObl OEATENBHOCTU, OTHOCSALIMECS K
MeHeKMEHTY. Kadkabiin 13 HUX Npu3HaeT
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paramount importance of managing
people. Whether it is called “the
leading function,” “interpersonal
roles,” “human skills,” or “human
resource management and
networking activities,” it is clear that
managers need to develop their
people skills.

MepBOCTEMNEHHYIO 3HA4YMMOCTb
yrpaBneHus ioabMn. HasbiBaeTcs i 310
dYHKUMEN NUaepa, MEXTMYHOCTHLIMM
ponsiMU1, HaBblkamn PaboTbl C IIOABMMN
MBO ynpaBfeHUEM YHENOBEYECKMMU
pecypcamMu U AeaTeNbHOCTbIO MO
HaNaXMBaHUIO CBS3EN, SICHO TO, YTO
MeHeKepbl HYXXOATCA B PasBUTUU
CBOWX HAaBbIKOB pabOoTbl C NI0AbMMU.
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DAY 2

OEHb 2

NMepeBeante Tekct no metoauke PAI

People Skills: A Primary

Deficiency of Today’s Business

School Graduates

A recent study prepared by the
major accrediting body of collegiate
business schools reported that a
primary deficiency of business
school graduates is not their inability
to write, perform analytical studies,
or make decisions. It’s their people
or interpersonal skills.

Schools of business are
preparing tomorrow’s managers. But
managers fail more often because
they lack solid interpersonal skills
than because of inadequate
technical competencies. Successful
managers must be able to lead,
motivate, communicate, work as part
of a team, resolve conflicts, and
engage in similar interpersonal
activities. Unfortunately, until very

Haebikn paboTbl ¢ noabmMu:
OCHOBHas NpoGsieMa CerogHsILLHNX
BbIMYCKHMKOB LUKOJ1 OM3Heca
MocnenHee nccnenoBaHme,
NOArOoTOBMIEHHOE BeayLlen
aKKpeguMTaunoHHOW opraHmsaumen
Ou3Hec-Kkonneaken, CooOLLAET O TOM, HTO
rNaBHOM NPOBNEMOIA BbIMYCKHNKOB LLIKOJ
Ou13Heca ABNAETCS HE X HECTIOCOBHOCTb
COCTaB/ATb U NUCaTb aHaINTUYECKMNE
nccnegoBaHma nmbo NpuHUMaTb
peLLeHNs, a HaBbIKM PaBOTbI C II0ABMA U
HaBbIKW MEXITUYHOCTHOMO OOLLIEHMSI.
Lkonsl OusHeca roToBAT
MeHe)KepOoB 3aBTPALUHEro OHS, HO
MeHeKepbl 4acTo TEPNAT Heyaady,
MOCKOJIbKY MM He XBaTaeT CONMOHbIX
HaBbIKOB MEX/TMYHOCTHOIO 00OLLEHNS, a
He HeOCTATOYHbIX TEXHN-YECKX 3HAHUIA.
YcnelHble MeHemkepbl AODKHbI ObITb
CNocobHbI K NaepcTBy, MOTUBALMM,
KOMMYHUKaumm, paboTte B cocTaBe
KOMaH[pbl, pas3peLleHnio KOHMIMKTOB U
yyacTuio B MEXJINYHOCTHOM
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recently, courses in organizational
behavior, interpersonal processes,
human relations, and applied
psychology have taken a back seat
to those in finance, accounting, and
quantitative techniques. However,
now this weakness in the preparation
of business students has been
identified, and actions are being
planned to correct the problem.

nestensHocTw. K coxaneHuio, 4o Camoro
rnocnegHero BPEeMeHU KypcChbl Mo
OpraHn3auuoHHOMY MOBEAEHMIO,
MPOLECChl MEXTMYHOCTHOIO OOLLIEHUS,
B3aMMOOTHOLLIEHNS MeXay NIoAbMU U
MPUKIaaHON NMCUXoIorn He obpatuanm
BHUMaHMS Ha TeX, KTO paboTaeT B 00nactn
dVHAHCOB, OYXraiTepCcKoro y4yeta n T.1.
CerogHsl, ogHako, 3TOT HEJOCTaToK B
NMoAroToBke CTYAEHTOB BbISIB/IEH, U
3anfaHUpoOBaHbl  OENcTBMA MO
VICTIPaBEHNIO CUTYaLIMN.
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DAY 3

contribution

the last/the least

to add

insight

average

OEHb 3
SKILLS

Mbl 06cyXxaanu Bknaa HexoBa B PyCCKylo nmMtepaTypy.
OH cpenan BaXHbI BKag, B ycnex KOMnaHum,

MocnegHee, 4TO 9 chAbiWwan 3TO TO, 4TO OHa OblNa B
McnaHnn.

370 ObII0 NO MEHbLLEN Mepe A0BOJIbHO NErKkOMbICTIEHHO C
€ro CTOPOHbI.

“Hapetocb, 4TO 9 He nocnegHun?”— ckaszan Tom B

asponopTy.

Job6aBbTe B CNNCOK HECKOJTbKO MMEH.
He xotuTte nn aob6aBuTb YTO-HMOYAb K TOMY, 4YTO 9 cKasan
JKOH?

Ee aBTOGUOrpadua gana MHe npeacrtaeneHne o pabore
npaBuTENbCTBA.

Mbl nony4aem B cpedHem ABaauatb NMMCEM 3a OEHb.

Ero nucbmeHHas paboTta Huxe cpeaHero.

CpenHaa 3apaboTHaa nnata B cTpaHe okono 500
[0NNapoB B MECSILL.
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effective

assumption

vivid

to illustrate

thread

to recognize

to lack

fortunately/
unfortunately

technique

weakness

deficience

X yeunus yny4dwimnTb WKONY 6binn o4eHb 3P EOEKTUBHBIMM.
Korpa HoBag cuctema ctaHeT apHEKTUBHON?

Pe3ynbTaTbhl 9KCNEpPMMEHTa pa3pylnam OCHOBHbIE
NpPeAnocbINKM ero Teopun.

He poBepsaii nHpopmaummn, KOTOPYO OHa nepenana tede
— 3TO JINLLb YANCTOE NPEANONOXEHNE C €€ CTOPOHbI.

9 yBepeH, 4To 3TOT YenoBek naeT 3a Hamu. — Yenyxa! Y
Tebs CNMLLIKOM XNBOE BOOBpaxeHue.
OHa pana gpkoe onmcaHmne CBOUX MyTELLIECTBUINA.

Ero pacckas o [IXeiH o4eHb 4YeTKO onucasn ee CMeNocCTb.
CkopoCTb pocTa ANOHCKUX KOMMNaHWN nokas3biBaeT
pasHULYy MexXAay €eBpPONenCcKMM U SAMOHCKUM
MEHEIKMEHTOM.

Botocb, 9 noTepsan CcBa3b BalleN apryMeHTaLnm.

4 y3nan Mapu Ha poTorpadpum.

["opoa, 3amMeHnncs HacTobko, YTO Bbl ero He y3HaeTe.
OHa oTkasanacb NPUHATb HaLLIM OOKYMEHTbI.

Bbl 0OMKHBI 0CO3HATb TO TPYAHOE MNOJIOXKEHNE, B KOTOPOM
HaxXoAMTCS KOMMNAHUS.

OH XOpOoLLO BbINOSHAET CBOIO PaboTy, HO Y HEro, KaxeTcs,
OTCYTCTBYET MHMLMATMBA.

To 4ero He xBaTaeT KOMMNaHUU, TaK 9TO AeHer Ang
B/TIOXEHMS B HOBbIE TOBapbI.

¢l onosgan Ha CTaHUMIO, HO K CHaCTbIO AN1S MEHs, Noesn,
npuwen no3gHo.
K coxaneHuto, nx He 6bIN0 HAa MecTe, Koraa MM NO3BOHWUIIN.

Ecnu Thbl Xo4ellb Hay4UTbCA pUcoBaTh, A Npeanaraio Tebe
N3Y4YnTb TEXHUKY BEJTUKMX XYOO0XHUKOB.

Mpe3ngeHTa 06BUHUAM B cnabocTu, NPOSBIEHHO BO
BPEMS Kpusuca.

EnovHcTBeHHas cnabocTb 3TOro njaHa — 3TO €ro
CTOMMOCTb.

HepocTtaTkm B cMCTEME BCKOPE CTanu O4EBUOHBLIMU.
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DAY 4 OEHb 4
TOEFL TRAINING (Contd.)

18. Noun Functioning as Adjectives

In English, many nouns can function as adjectives when they appear
before other nouns (a wool coat, a gold watch, a history teacher). The first
noun of the combination functions as an adjective, describing the second
one, which functions as a noun. The nouns which function as adjectives are
always in the singular even though they may modify a plural noun. Number-
noun combinations always appear hyphenated.

We took a tour that lasted five weeks.

(Weeks functions as a noun in this sentence.)

We took a five-week tour.

adjective  noun
His subscription to that magazine is for two years.
(Years functions as a noun in this sentence.)

He has a two-year subscription to that magazine.

adjective noun

That student wrote a report that was ten pages long.

(Pages functions as a noun in this sentence.)
That student wrote a ten-page report.
adjective noun

These shoes cost twenty dollars.

(Dollars functions as a noun in this sentence.)

These are twenty-dollar shoes.

adjective noun

Exercise 31: Nouns Functioning as Adjectives
In each of the following sets, choose the appropriate form for the
blank in the second sentence.
Example:  Her call to California lasted ten minutes.
She made a ten-minute call to California.
1. Sam’s new apartment is in a building which has twelve stories.
Sam’s new apartmentis in a building.
2. We teach languages.
We are teachers.
3. My parents saw a play in three acts last night.
My parents saw a play last night.
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4. The manager said that the sale would last for two days.
The manager said that it would be a sale.
5. Hal bought a tool set containing 79 pieces.
Hal bought a tool set.
6. Margie has a bookcase with five shelves.
Margie has a bookcase.
7. 1 need two cans of tomatoes that weigh 16 ounces each.
| need two cans of tomatoes.
8. I’'m looking for a pressure cooker that holds six quarts.
I’m looking for a pressure cooker.
9. He is a specialist at building houses made of bricks.
He is a specialist at building houses.
10. Mrs. Jansen just bought her daughter a bicycle with ten speeds.
Mrs. Jansen just bought her daughter a bicycle.

19. Enough with Adjectives, Adverbs, and Nouns
Enough changes positions depending on whether it is modifying a

noun, an adjective, or an adverb. When modifying an adjective or an adverb,
enough follows.

{ adjective
adverb

} + enough

Are those French fries crisp enough for you?
adjective
She speaks Spanish well enough to be an interpreter.
adverb
It is not cold enough to wear a heavy jacket.
adjective
When modifying a noun, enough precedes the noun.

enough + noun

Do you have enough sugar for the cake?
noun

Jake bought enough red paint to finish the barn.

noun phrase
He does not have enough money to attend the concert.

noun
NOTE: The noun that is modified by enough may sometimes be deleted
with no change in meaning.

| forgot my money. Do you have enough?
(We understand that the speaker means “enough money )
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Exercise 32: Enough
In the following sentences, choose the correct form in parentheses.

1.

2.

8.

9.

There were not (enough) people/people enough) to have the
meeting.

Alien has learned (enough French/French enough) to study in
France next year.

Do you have (enough time/time enough) to talk now?

She drove (enough, fast/fast enough) to win the race.

Mike will graduate: from law school (enough soon/soon enough) to
join his father’s firm.

. We arrived (enough early/early enough) to have some coffee before

class began.

It has rained (enough hard/hard enough) to flood the low-lying
areas.

You should type (enough slowly/slowly enough) that you will not
make an error.

He has just (enough flour/flour enough) to bake that loaf of bread.

10. There are (enough books/books enough) for each student to have

DAY 5

one.

AEHDb 5
™ DIALOGUE

Arranging another meeting

Mr. Wenzel: 480-70-55. Wenzel speaking.

Susan Shields: Morning, Mr. Wenzel. Susan Shields here.

Mr. Wenzel: Ah, Miss Shields. This is an unexpected pleasure. Can | help

Susan S.:

you in any way? We’re seeing each other tomorrow,aren’t
we?

That’s just what I’'m phoning about. I’'ve got flu’ it seems, so |
can’t attend the board meeting after all.

Mr. Wenzel: Oh, isn’t that too bad? We’ve got some important things to

discuss, too. About the pension plan, and those other points.

Susan S.: Exactly. Now this is what I’d like to suggest ...just an idea it
is, but I'd like you to tell me what you think of it. Oh, just a
moment ... Excuse me.

Mr. Wenzel: Bless you!

Susan S.: Thanks. My assistant - that’s Martin Close - he’s very well

informed on this subject. | thought of asking him to go to the
meeting in my place. You know, he and | drafted these new
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Mr. Wenzel:

Susan S.:

Mr. Wenzel:

Susan S.:

Mr. Wenzel:

Susan S.:

Mr. Wenzel:

Susan S.:

pension plan regulations for our employees, so he really
knows what they’re all about.

Have you asked Harold Foster? He is chairing the meeting,
of course.

No, | thought I’d check with you first. If you think it’s an
acceptable solution, I'll get on to Mr. Foster. You see the
other alternative would be to send you my notes, perhaps,
and you could put forward my ideas.

No, no, | don’t think so. | mean of course I’d be quite glad to
do so, but if there any questions involved | would hardly be in
a position to answer them, whereas your Mr. Martin could ...
Yes, that was what | thought. Er... Mr. Close, it is ... Martin’s
his first name.

Ah yes, Martin Close. Well, | think that’s the best thing. Let
him come to the meeting in your place. I’m sure the
chairman will agree to that.

Right, I'll contact him. But I’m glad I’'ve spoken to you about it.
So am I. I hope you get well soon. Goodbye.

Goodbye, Mr. Wenzel.

ROLE PLAY

Work with another student. Agree which of you is Student A and which
is Student B. Sit back-to-back. Student A should now “ring” Student B. When
you have done the calls once, you can change roles.

A: Your name is Sara Waters. You work for the Data Communications.

You will be in London in a week and would very much like to meet
Derek Hodgson, British Telecom’s Euronet manager, to discuss
using some of your company’s equipment. You have arranged an
appoinment with Mr. Hodgson on Monday morning. But your plans
changed, from Monday morning until Wednesday lunchtime you are
with BCL Computers outside London. Phone Derek Hodgson and fix
another date.

B: You are Derek Hodgson, British Telecom’s Euronet manager. You
are very interested in the data communications equipment of the
company the person who calls you represents. You would very
much like to meet the caller. Try to arrange a meeting.
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LESSON 6
DAY 1

YPOK 6
AEHb 1

NMepeBeaunte TekcT no metoauke PATIl

M Diversity: The Key to Getting
and Keeping the Best Employees

Diversity provides management with
the opportunity to bring to its
organization people with skills,
experiences, and outlooks that, in the
past, were frequently excluded or
subutilized. A few examples can clarity
this point.

Leigh Compton and her mother have
several things in common. Both
graduated in the top one — percent of
their Chicago - area high school
graduating classes. Both also then went
to the University of lllinois and received
degrees in biology. But when Leigh’s
mother graduated in 1962, she saw few
opportunities for female scientists in
Corporate America.

So instead of going on to graduate
school, as she preferred, she took a
job as a high school science teacher
and business lost a valuable resource.
Leigh, graduating in 1985, saw no such
barriers. She went on to earn her
masters and Ph.D. at Northwestern and
is now a successful project manager at
Genentech.

Pa3Hoo6pasue: KoY K ToMy, Kak
HaNTU U yaepXaTb Jy4LLINX
COTPYOHUKOB

PasHoobpasne npepacrtaBnsaeTr
MEHEIKMEHTY BOSMOXHOCTb NMPUBECTU B
opraHusauuio niogen, obnagaloLmx
HaBblkaMW, OMbITOM W B3rnsgamu,
KOTOpPbIE B MPOLLISIOM HYaCTO OTBEPra/nCh
nmbo mnrHopupoanmcb. HekoTtopble
MPUMeEpPbI MOTYT MPOSICHUTbL 3Ty
npobnemy.

Jleind KoMnToH 1 ee matb Menm Koe-
yT0 00LLEe. OHM 066 Ob BbIMyCKHVKAMM,
BXOOMBLUUMMK B TMEPBbLIA MPOLIEHT
BbIMYCKHUKOB CTapLUMX LUKOJT OKpyra
Yukaro, obe Takxe MNOCTynuan B
YHVBEPCUTET LLITaTa mMHONC 1 nomyHniv
cTeneHu no Guonormv. Ho korga marb
TNeiid okoH4mna obyyeHve B 1962 roay, oHa
BUOENA SINLLIL HEMHOMIE BO3MOXHOCTW 11
KEHLLIVH-CMELWI/ICTOR B KOPIOPATUBHOMN
Avepuike.

Mo3TOMYy BMECTO TOro, HTOObI MONTU
Ha paboTy B BLICLLYIO LLUKOJY, Kak OHa
xoTena, oHa nony4mna paboTty
npenogaeaTens B CTapLuMxX knaccax
cpenHen WKoMbl, N BU3Hec noTepsin
LEHHOro coTpyaHuka. Jlend,
OKOH4MBLLIAsA y4eby B 1985 roay, He
Buaena nogobHbix npenatcteuin. OHa
noctynuna B HopTyacTepH, 4TOObI
MoSTly4nTb CTENEHb MAarnucTpa 1 CTeneHb
[nokTopa purnocodpum, 1 cenyac SBnseTca
YCMELLHbIM MEHEMKEPOM MO NPOEKTaM B
KoMMaHun MeHeHTexk.
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DAY 2

AEHDb 2

™ MepeBeanTte TeKcT Nno metoauke PAIl

Jack O’Malley spent 42 years as
a tool and assistant of a designer.
He retired in 1989 with a nice
pension. Yet, within six months, he
was bored to death. Even though he
was 67 years old, he was hired as a
full-time designer by a small firm in
St. Louis. Said the firm’s owner, “It’s

Ixak O’Mannu npopaboTan 42 roga
B KayecTBe NoMOLLHMKa am3aiHepa. OH
BbiLLEeN B oTCTaBky B 1989 roay ¢ xopoLuei
neHcuvel. B TeueHvie 6 MecaUeB OH Obin
©espaznmyeH ko Bcemy. [laxe, koraa emy
ObU10 67 NET, OH PaboTan NosHbIV Pabounii
[eHb Ha OOMXKHOCTW gu3aliHepa B
mManeHbkon dupme B CeHT Jlymce. Kak
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almost impossible for us to find
experienced tool designers like Jack.
They’re few and far between. Our
diversity — recruitment program has
specifically targeted seniors. They’ve
got a wealth of experience and they
come highly motivated.”

Jim Kordosky has ten years
experience repairing expensive
imported cars. He wants to work but,
as a widower with three young
children, his family responsibilities
make a full — time job impossible.
Because his employer, the German
Auto Clinic, has adjusted its policies
to allow employees to choose
permanently reduced work days, Jim
is able to balance his family and work
responsibilities.

Skilled, experienced, and
enthusiastic employees are a scarce
resource. Those organizations with
the best reputations for managing
diversity will win the competition to
hire and keep those individuals who
are different.

ckazan enageneL, purpmbl: “Ons Hac 6bU10
MOYTU HEBO3MOXHbLIM HAWTU TaKoOro
OMbITHOrO An3anHepa kak JHkak, nx He Tak
MHOIO N HaxoAsaTCst OHM He Tak 6/In3KO.
Hawa nporpamma no pasHoobpa3sunio
HaliMa Cny>kaLLyx CrieLnasibHO HaleneHa
Ha 6onee cTapwux, oHM obnapatoT
60NbLLIMM OMNbITOM U OHWU NPUXOAAT
XOPOLLIO MOTUBMPOBAHHbLIMM.”

Ibxmum Kopaoockn obnapan 10-netHim
OMbITOM PEMOHTa A0POrMX UMMOPTHBIX
aBTOMOOWMINEN, OH XOTeN paboTaTb, HO Kak
BAOBEL C TPEMS MAIEHBKMMU OETbMU, B
CWJTy CBONX CEMENHBIX 00A3aHHOCTEN He
Mor paboTaTtb MOMHbIA Padounin OeHb.
Mockonbky ero pabotogarenb >komaH
AyTo KnnHuk BbIOpan MnonnTuky,
MO3BOJIBLLYIO COTPYAHMKaM BbIOMpaTb
MOCTOSIHHO COKpaLLIEHHbIE paboume OHW,
I>xum cmor cbanaHcupoBaTb CBOU
cemMeliHble 1 paboyre 00s3aHHOCTU.

CoTpyaHvikm, obnapatoLLvie HaBblkamu
M OMbITOM, 3HTY3Ma3MOM, SABASOTCS
LEeHHbIM pecypcoM. Tonbko Te
opraHmnzauum, obnagatowime nydien
penyTauuvem yrnpaB/IEHYE€CKOro
pa3Hoobpa3us, NobeasaT B KOHKYPEHTHOM
60pLOe, HaHMas N yAEPXKNBas TEX IIOOEN,
KOTOpPbIE PasnmMyaloTcs Mexxay coOoiA.
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DAY 3 AEHb 3
SKILLS

diversity CyuiecTByeT goctaTodyHoe pa3Hoobpasne MHEHUN Nno
3TOMY BOMpPOCY.
Mbl n3yyann kynbTypHble MHoroo6pasue CLLA.

opportunity Bbl AO/MKHBI HANTM N NOCMOTPETb 3TOT GUNbM, €CNun
BaM NMpeacTaBUTCS Takasi BO3MOXHOCTb.
9 BOCNONb30BaNCAd BO3SMOXHOCTbIO MOCETUTb DHH,
korpa s 6bin B JIOHOOHE.

outlook MporHo3 noroabl Ha ynkeHa, Obis HEe yYLLINM,
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frequently

to utilize

instead of

valuable

to prefer

project

to earn

to repair

to retire

to balance

Y Hero o4eHb CTpaHHas ToYka 3PEHUS Ha XN3Hb.
OTOT BOMPOC 4acTo 3a4atoT.

Ha HoBol paboTe ee TanaHTbl OyayT UCMONb30BAaHbI
nydule.

OH cunTaeT HEBO3MOXHbLIM MCMOJIb30BaTb aTOMHYIO
3aHepruio (atomic energy).

Tbl monxeH paboTtatb BMECTO TOro, 4TOObl BaNaATbCs B
nocrenu.
Tbl noaeLlb Ha coBpaHMN BMECTO MEHA?

OHK MOr NN OKa3aTb LIEHHYIO MOMOLLb.
OHa cobpana LEeHHYI0 KONNEeKUUIO.

“Y1o Bbl XO0TUTE, MSACO UK pbIBY?” “A Bbl Npeano4ven
Msco.”

Mory a9 Bocnonb3oBatbca (to take) BO3ZMOXHOCTbIO
nob6narogapuTb KaXxaoro 3a yCcnelwHbld Tpyn Hag
MPOEKTOM?

Bbl 6bl NpeanoYnu nepeHecTn BCTpeYy Ha ClneayoLLyto
Hepeno?

OH nonyvaet 20 TbiCAY 40NNAPOB B rof,.

Tenepb korga Bbl ctann 3apabaTtbiBaTh, Bam Hago
noaymMmatb O MOKyrnke AoMa.

Kak oHa 3apabaTbiBaeT cebe Ha xun3Hb (her living)?

HukTO He 3Han kak No4YnHUTL MOTOp (the engine).
9 ncnpaenio ynyuieHmne (the omission).

Mot oTew, ywen co cnyxo6bl B 60 nert.
B BennkobputaHnum MyX4mHbl 0ObIYHO yXO0OAaT Ha
NMeHCcuio B Bo3pacTe 65 neT, a XeHLwwuHbl B 60.

Korpa Bbl yuyntecb €3aMTb Ha Benocunene, Beol
OOMKHbI HAYYUTbCS BanaHCMpoBaThb.

CueTta (accounts) KoMnaHUM HE CXOOUIACH.

Bam Hapgo cpaBHUTb NPeVMYyLLIECTBA XM3HU B rOpPoAe C
ee HegocTaTKamu.
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scarce Xopoiune ppykTbl peaku 3MMON U CTOAT A0POro.

to be bored with OHa ycTana ot cBoen paboThl.
MHe Hagoenun nx pasroBopsl.

even though HecmoTpa Ha TO, 4TO Wen AoXxAab, HAM NPULLNOCH
BbINTU HAPYXy.
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DAY 4 AEHDb 4
TOEFL TRAINING

20. Cause Connectors

This section demonstrates the usage of several grammatical devices
which show cause.

e Because/because of: Because must always be followed by a
complete sentence. (There must be a verb.) Because of is followed only by a
noun or noun phrase. (There must NOT be a conjugated verb.)

| ... because + subject + verb |

| ... because of + noun (phrase)|

NOTE: Because of is often, interchangeable with the expression due to.
Jan was worried because it had started to rain.
subject verb
Jan was worried because of the rain.
noun phrase
The students arrived late because there was a traffic jam.
subject verb

The students arrived late because of the traffic jam.

noun phrase
We have to cut down on our driving because there is an oil shortage.

subject verb
We have to cut down on our driving because of the oil shortage.
noun phrase

NOTE: It is also possible for the cause clause to begin the sentence.
Because of the rain, we have cancelled the party.

Exercise 33: Because/Because Of
Supply either because or because of as appropriate.

1. It was difficult to deliver the letter the sender had written
the wrong address on the envelope.
2. We decided to leave early the party was boring.
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3. Rescue attempts were temporarily halted the bad
weather.

4. They visited their friends often _~ they enjoyed their
company.

5. Paul cannot go to the football game his grades.

6. Marcella was awarded a scholarship her superior
scholastic ability.

7. Nobody ventured outdoors the hurricane warnings.

8. We plan to spend our vacation in the mountains the air is
purer there.

9. We have to drive around the bay the bridge was
destroyed in the storm.

10. The chickens have died the intense heat.

Purpose and result (so that): Clauses showing purpose are

followed by the conjunction so that. After so that is a result clause with both a
subject and a verb. The time of the result clause must be future in relation to
the time of the purpose clause.

(1)

subject + verb + so that + subject + verb

NOTE: It is NOT correct in formal written English to eliminate that in
these sentences, although it is possible in spoken English.

He studied very hard so that he could pass the test.

She is sending the package early so that it will arrive in time for
her sister’s birthday.

Damien is practicing the guitar so that he can play for the dance.
| am learning German so that | will be able to speak it when | go to
Austria next summer.

Susan drove to Miami instead of flying so that she could save
money.

Will you let me know about the party so that | can make plans to
attend?

¢ Cause and effect (so, such): The following constructions are used
to indicate a cause and effect (result) relationship.

subject + verb + so + {adjectiv + that + subject + verb
adverb

Note: Do NOT use a noun after so. See rule (3).

The soprano sang so well that she received a standing ovation.
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Terry ran so fast that he broke the previous speed record.

Judy worked so diligently that she received an increase in salary.
The soup tastes so good that everyone will ask for more.

The little boy looks so unhappy that we all feel sorry for him.

The student had behaved so badly that he was dismissed from the
class.

The rules for clauses including the intensive modifiers are:

subject + verb + so + {n;any} + plural count noun + that + subject + verb
ew

The Smiths bad so many children that they formed their own
baseball team.

| had so few job offers that it wasn’t difficult to select one.

He has so heavy a work load that it is difficult for him to travel.
(It is difficult for him to travel because he has a heavy work load )

Cause: He has a very heavy work load.
Effect: It is difficult for him to travel.

subject + verb + such + a + adjective + singular count noun + that ...

OR

subject + verb + so + adjective + a + singular count noun + that ...

NOTE: Such + a + adjective is the more common of the two.

It was such a hot day that we decided to stay indoors.
OR

It was so hot a day that we decided to stay indoors.

It was such an interesting book that he couldn’t put it down.
OR

It was so interesting a book that he couldn’t put it down.

subject + verb + such + adjective + {

plural count noun

}+ that + subject + verb
non-count noun
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She has such exceptional abilities that everyone is jealous of her.

plural count
noun

They are such beautiful pictures that everybody will want one.
plural count
noun

Perry has had such bad luck that he’s decided not to gambile.

This is such difficult homework that | will never finish it.
non-count
noun

NOTE: It is NOT possible to use so in the above rule.

Meanings:
It has been such a long time since I've seen him that I’m not sure if | will
remember him.
(’'m not sure if | will remember him because it has been a long time.)

Cause: It has been a long time.
Effect: I’m not sure if | will remember him.

subject + verb + so + {rInUICh} + non-count noun + that + subject + verb
ittle

He has invested so much money in the project that he cannot abandon
it now.
The grass received so little water that it turned brown in the heat.
Peter has such long fingers that he should play the piano.
(Peter should play the piano because he has very long fingers.)

Cause: Peter has very long fingers.
Effect: He should play the piano.

Professor Sands gives such interesting lectures that his classes are
never boring.

(Professor Sands’s classes are never boring because he gives very
interesting lectures.)

Cause: Professor Sands gives very interesting lectures.
Effect: His classes are never boring.
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This is such tasty ice cream that I'll have another helping.
('lIl'have another helping of ice cream because it is very tasty.)

Cause: The ice cream is very tasty.
Effect: I’ll have another helping.

Exercise 34: So/Such
Following the formulas, use either so or such in these sentences as
appropriate.

1. The sun shone brightly that Maria had to put on her sunglasses.

2. Deanwas a powerful swimmer that he always won the races.

3. There were few students registered that the class was
cancelled.

4. We had wonderful memories of that place that we decided to
return.

5. We had good a time at the party that we hated to leave.

6. The benefit was great a success that the promoters decided
to repeat it.

7. It was a nice day that we decided to go to the beach.

8. Jane looked sick that the nurse told her to go home.

9. Those were difficult assignments that we spent two weeks
finishing them.

10. Ray called at an early hour that we weren’t awake yet.

11. The book looked interesting that he decided to read it.

12. He worked carefully that it took him a long time to complete
the project.

13. We stayed in the sun for a long time that we became
sunburned.

14. There were many people on the bus that we decided to
walk.

15. The program was entertaining that nobody wanted to miss it.

ANSWERS FOR EXERCICES

Exercise 21: Conditional Sentences

1. understood or 11. paint 21. had studied
could understand 12. were 22. hears

2. would not 13. writes 23. see
have been 14. would permit or 24. gets

3. will give had permitted 25. turn

4. would have told 15. could spend 26. were

CoBpeMeHHbI M'ymaHuTapHblil YHuBepcutet

104



5. would have been 16. will accept 27. would have called

6. had 17. buys 28. would have talked
7. would stop 18. had decided 29. explained

8 needed 19. would have written ~ 30. spoke

9. would have found 20. will leak or

10. enjoyed may leak

Exercise 22: Used To

1. eating 2. eat 3. swim 4. like 5. speaking 6. studying 7. dance 8.
sleeping 9. eating 10. eating

Exercise 23: Would Rather

1. stay 2. have stayed 3. work 4. studied 5. not study 6. have 7. stood
8. not cook 9. had not arrived 10. have slept

Exercise 24: Must/Should + Perfective

1. should have had 6. should have studied

2. must have been 7. must have been

3. must have damaged 8. should have deposited
4. should not have parked 9. must have forgotten

5. must have studied 10. must not have studied

Exercise 25: Modals + Perfective

1.  would 6. may have slept
2. would have gone 7. might have had
3. may have had 8. could have lost
4. should have done 9. shouldn’t have driven

5. must have forgotten  10. may have run

Exercise 26: Adjective and Adverbs

1. well 2. intense 3. brightly 4. fluent 5. fluently 6. smooth 7. accurately
8. bitter 9. soon 10. fast

Exercise 27: Linking (Copulative) Verbs

1. terrible 2. well 3. good 4. calm 5. sick 6. quickly 7. diligently
8. vehemently 9. relaxed 10. noisy

Exercise 28: Comparisons

1. as soon 2. more important 3. as well 4. more expensive 5. as hot 6.
more talented 7. more colorful 8. happier 9. worse 10. faster
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Exercise 29: Comparisons
1.than 2.than 3. from 4.than 5. as 6.than 7. as 8.than 9.than 10. from

Exercise 30: Comparisons

1. best 6. better 11. the better 16. twice as
2. happiest 7.good 12. frommuchas 17. few

3. faster 8. more awkwardly 13. less impressive 18. much

4. creamiest 9. least 14. the sicker 19. farthest
5. more colorful  10. prettier 15. than 20. famous

Exercise 31: Nouns Functioning as Adjectives

1. twelve-story 2. language 3. three-act 4. two-day
5. 79-piece 6. five-shelf 7.16-ounce 8. six-quart
9. brick 10. ton-speed

Exercise 32: Enough

1. enough people 5. soon enough 9. enough flour

2. enough French 6. early enough 10. enough books
3. enough time 7. hard enough

4. fast enough 8. slowly enough

Exercise 33: Because/Because Of

1. because 2. because 3. because of 4. because
5. because of 6. because of 7. because of 8. because
9. because 10. because of

Exercise 34: So/Such

1so 2. such 3.s0 4. such 5.s0
6. so 7.such 8.s0 9. such 10. such
11.s0 12. so 13. such 14. so 15. s0
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