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BBEJIEHHUE

Mertonuyeckue ykazaHus MpeIHa3HAYCHBI ISl CTYJCHTOB HaIpaBJie-
HUSL NOATOTOBKHU 40.04.01 «lOpucnpyaeHuus» mMarucTepCKoOm mpOorpamMMsbl
«Teopus 1 mpakTUKa MPUMEHEHHUS yTroJoBHOTO TipaBay (1-i kypc, 1- u 2-i
CEMECTphI, 3a04HOE oOyueHue). Ha mpakTudeckue 3aHsITusi 0 pabodyemy
ydueOHOMY 1any oTBoauTcs 14 u. [{enp npakTU4YECKUX 3aHATUNA — POpMHU-
pOBaHKE y MarucCTPaHTOB HEOOXOAMMOTO YPOBHS MHOSI3BIYHON KOMMYHH-
KaTUBHOU M MPOPECCUOHAIBHON KOMIETEHIIMHU ISl PEIICHUS COLIMaIbHO-
KOMMYHHMKATHUBHBIX U MPO(HEeCCHOHATbHO-OPUEHTUPOBAHHBIX 3a/1ad B MPO-
LeCcCe JIeJI0BOTO OOILIEHUSI.

[TepeueHb TEM NMPAKTUUECKUX 3AHITUM:

[IpakTrueckoe 3ansaTre Ne 1. 3HAKOMCTBO Y NMPENCTABICHUE JIFOIEH
IpYT APYry. Y CTAHOBIIEHUE KOHTAKTOB — | 4.

[Ipaktuueckoe 3anstue No2. Haznauenuwe BcTpeun. TenedoHHBIN
pasroBop — | 4.

[Ipaktrueckoe 3ansaTue Ne3. [Ipezentannu — 1 4.

[IpakTuueckoe 3anstue Ned4. Kapnepa B ropucnpyaeHiuu — 1 d.

[Ipaxktrueckoe 3anstue Ne5. [Iporecc ycTporictBa Ha paboTy— 2 4.

[Ipaktrueckoe 3ansatre Ne6. @opmbl opranuzanuu OusHeca — 1 4.

[IpakTuueckoe 3aHsTue Ne7. OcOOCHHOCTH CTHIISI MPOBEJCHUS Mepe-
TOBOPOB — 3 4.

[IpakTrueckoe 3ansatue Ne§. IOpuanyeckoe conencTBue B OpraHu3a-
My OuszHeca — 1 4.

[Ipaktrueckoe 3ansaTue Ne 9. CocraBiieHHE U paCTOPKEHUE KOHTPAK-
Ta—3 4.

(I)OpMI/IpyeMI)Ie Ha MPAKTHYCCKUX 3AHATUAX KOMIICTCHIINH

Bun

Kommnierennn I11C3
KOHTPOJIS

OK-4 — cnocoOGHOCTH ¢BOOOIHO TT0JIBK30BAaThECH | 1-9
PYCCKMM M HHOCTPAHHBIM SI3BIKAMH KaK CPEJICTBOM 3auer
JIEJIOBOTO OOIIEHUS

@opMbI TEKyIIEro KOHTPOJS: JEKCUKO-TPAMMATUYECKOE TECTUPO-
BaHUE, OOCYXJICHUE CUTYallNi, apryMeHTaIusi COOCTBEHHOU MO3UIIUH, CO-
CTaBJICHUE JEJOBOM KOPPECHMOHAEHIMHU, CaMOOOCIEIOBAaHHE HAa OCHOBE
TECTOB.



OueHuBaHue B paMKaxX peiiTUHIOBO-MOAYJIbHOM CUCTEMBbI: 3a pa-
00Ty Ha MPAKTUYECKUX 3aHATHUSAX MaKCUMaJIbHOE KOJHUYECTBO OAJIIOB 3a
NepBbIi KameHaapHbii Moaynb coctaBisieT — 60: IM 1 — ot 0 no 30 6ain-
noB, IM 2 — ot 0 go 30; 3a BTOpOM KaJeHJIApHBIA MOJYJb COCTABISET —
60: IM 3 — 0-30, IM 4 — 0-30. KonkpeTrHsie BHABI paOOT U UX OIICHUBA-
HUE TIPEJCTABICHBI B KOKIOM 3aHSATHH.

TPYJAOEMKOCTbH MOAYJIEX U MOJAYJbHBIX
EJUHUL JUCHUIIJINHBI

Bcero ya- | AymuropHas | Baeayau-
Monaynb u MOyIbHAS

€IMHUII TUCIUTITUHBI coB Ha pabora TopHaid pa-
MOJTYJTb J JIII3 | 60ota (CPC)

1 2 3 4 5

Mopyis 1. [ToBcenneBHOE 14 1 3 10

JIEJIOBOE OOIIICHUE.

Monaynbehas enununa 1.1.
3HAKOMCTBO U MPEJCTaBIIC- 5 1 1 3
HUE JIFOJIEN IPYT APYyTry. YcC-
TAHOBJICHUE KOHTAKTOB.

MonynbHas eqununa 1.2.

Hasznauenue Bctpeuu. Tene- 4 1 3
(OHHBIN Pa3roBop.

MonaynbsHas enununa 1.3. 5 1 4
IIpoBeneHue mpe3eHTaluu.

Monyns 2. Kapsepa B ropuc- 20 1 3 16
pYyACHIUU.

MonynbHas enuauna 2.1.

[Ipodeccuu B obnactu 5 1 5
opucHpyaeHuu. buznec-

IOPUCT.

MonynbHas equHuna 2.2. 9 1 5 10

YcrpoiicTBO Ha paboTy.

Moayns 3. FOpuanueckoe

14 4 10
COMPOBOXKJEHUE OU3HEca.
MonynpHas equamuIa 3.1
KopnopaTtusHoe 1paso. 5 1 4

HOpuanueckoe KOHCYJIBTUPO-
BAaHUE.




Okonuyanue TadI.

1 2 3 4 5

MoaynpHas enuaua 3.2.

9 3 6
IIpoBenenre eperoBoOpoBs.
Monyis 4. Buabl ropuanye-
CKOUM KOPPECTOHJICHIIUN U 20 4 16
JIOKYMEHTOB.
MonaynsHas enuauna 4.1.
FOpuanueckas KoppecnoH- 6 1 3)
JICHITHSL.
MonynpHas enuauma 4.2.

8 3 5
KoHTpakT.
[ToaroroBka K 3a4ety 6
3aueTr 4
UTOI'O 72 2 14 52

TEMATHUYECKUH NJIAH IPOBEIEHUS _
INPAKTUYECKUX U CEMUHAPCKHUX 3AHATUU

Howmep u Ha3BaH Kou-Bo
71a00paTOPHBIX/ 4acoB
Howmep monyns
. | MPaKTHUYECKUX 1
Ho- | u MonyneHOM . Bua KOHTpOJIBHOTO
Me CJIUHULIBI TUC SAFDITHH € MEPOTPHUITUS
P yKa3aHUEM pomp
IUTIIAHBI
KOHTPOJIbHBIX
MEpPONPUATUN
1 2 3 4 5
1 |Moayns 1. IloBcemneBHOE ge- 3
Y A A TectupoBanue
JIOBOE OOIIICHUE.
MonyinbHas [Ipaktnueckoe | Iuanorm mno 3aaaH- 1
eqnauniia 1.1. 3anaTue Ne 1. HBIM CUTYaIUsIM,
3HAaKOMCTBO U | 3HAKOMCTBO U | IEKCHYECKHUM TECT
MIPEICTABJICHUE | IIPEICTABICHUE
JOAEN APYT JTHOAEU APYT
Ipyry. ¥Ycra- | apyry. Ycra-

HOBJICHHUEC KOH-
TAaKTOB

HOBJICHHUEC KOH-
TaKTOB

! BI/III MEPOIPUATHSI. TCCTUPOBAHUEC, KOJUIOKBUYM, 3a4€T, 9K3aMEH, JAPYroe
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[Tponomxenue Tad.

2 3 4 5
MonaynbHas [IpakTnueckoe | JIuamorm 1o 3aaaH- 1
equauIa 1.2. 3anaTue Ne 2. | HbIM CUTYaLUsIM,
Hasznauenue Hasznauenue TECTUPOBAHUE
BCTpeun. Te- BCTpeun. Te-
nedhOHHBIN nedOHHBIHI
pa3roBop pa3roBop
MonynbeHas [Ipaktnueckoe |IIpoBenenne  mpe- 1
equanna 1.3. | 3ansatue Ne 3. | 3eHTanuu
[IpoBenenue [IpeseHTanun
IPE3EHTALUH
Monayns 2. Kapbepa B topuc- | TectupoBaHue 3
pyACHIUU
MonyibHas [IpakTuueckoe | JIlekcuyeckuit TecTt 1
enuanna 2.1, | 3agartue Ne 4.

[Ipodeccun B | Kaprepa B
obJractu IOpUCTIPYICH-
IOPUCTIPYJICH- | [IUU
muu. bwuznec-
FOPUCT
MonyibHas IIpaktnueckoe | CocTtaBiieHUE pe3ro- 2
equauia  2.2. | 3aggatue Ne 5. M€ 1 COIPOBOIU-
YcrporictBo Ha | [Iponiecc ycr- | TENBHOTO MUCHhMA.
paboty poiictBa Ha pa- | [uanor «Cobeceno-

ooty BaHUE B IOpUIUYE-

CKOU pupme»

Mopayns 3. HOpuauueckoe co- TectupoBanue 4
MPOBOXKJEHHUE OU3HECA
MopynbHas CutyanmonHele 3a- 1
eqununa 3.1 | IIpaktudeckoe | maym.
Kopnopatus- | 3ansitue Ne 6.
HOE npaBo. | Dopmel opra-
FOpuanyeckoe | HU3aIMKU OU3-
KOHCYJIbTUPO- | HEca,
BaHHUE
MonynbHas [Ipaktnueckoe | [lemoBas urpa: mpo- 3
equHuiia  3.2. | 3aHatue Ne 7. | BeIeHUE TEPETroOBO-
[IpoBenenue OcobeHHOCTH | pOB
MEPEroBOPOB | CTUJISI TPOBE-

JEHUS TIEPETO-
BOPOB




Oxonuanue Ta0l.

|

2 3 4 S

Monayne 4. Buael ropuauueckon TectupoBanue 4
KOPPECIOHACHIIUU U JOKYMEH-

TOB
MonynbeHas [IpakTnueckoe | Hanmucanue nenoso- 1
equauna 4.1, | 3ansatue Ne 8. | ro mnuchbMa HOPHIH-
Opuanyeckas | FOpuandeckoe |4eckoro xapakrepa
KOPPECIIOH- cojaelictBue B | (Ha BBIOOD)
JCHIUS OpraHu3aluu

OusHeca
MonyJiibHas [Ipaktnueckoe | Hamncanue myHKTOB 3
enquauna 4.2, | 3anstue Ne 9. | KoHTpakTa
KonTpakr CocraBiieHue

pacTopKEeHUE

KOHTpPaKTa




MOIVYJIb 1. IloBcegHeBHOE 1€J10BO€E O0IIEHUE
Oowan cymma o6annoe — ot 0-30

IIpakTuueckoe 3ansitue Nel. 3HAKOMCTBO U NpeACTABJIEHUE JIOACH
APYT APYTrY. YcTaHOBJeHNEe KOHTAKTOB (1 1)

Oowaa cymma oannoe — 0-10

Ilenv 3anamus — GopMUpPOBAHUE SI3BIKOBBIX HABBHIKOB U YMEHUH,
HEOOXOMMBIX JIJII CUTYyaIliid MIOBCEAHEBHOTO JISIOBOTO OOIICHHMS.

Dopmupyemvie na 3anamuu komnemenyuu — OK-4 — cmocoOHOCTH
CBOOOJIHO MOJIb30BATHCSI PYCCKUM M MHOCTPAHHBIM SI3bIKAMU KaK CpPeJICT-
BOM JISJTIOBOT'O OOIICHHS

3agaHud K 3aHATHIO

Lead-in
When meeting new people and starting a conversation in English, what
do you find most difficult?

e Knowing the correct language to use

e Knowing how to greet someone suitably: whether to shake hands,
bow, exchange business cards. etc.

e Knowing how to address them after the introduction, for example by
first name or surname.

e Knowing what to say to make the other person feel comfortable, put
him / her at ease.

e Understanding what the other person says.

e Responding to the other person in the right way.

Useful language
Introducing people
When you approach someone and introduce yourself, you may say:

Excuse me, may | introduce my- | I3BuHHTE, pa3pemuTe NpejcTa-
self. My name’s Jack Brown. (I’m | Butbcsi. Mens 30ByT [[xek bpayH.
Jack Brown) [Toxamyiicta, 30BuTEe MeHS J[KeK.
Please call me Jack. Mory s y3HaTh Bare ums?

And may | ask your name?




This is the way you introduce people:

You: Mr. Brown, let me intro-
duce Mr. White to you. He is our
in-house counsel.

Mr. Brown: How do you do?
Mr. White: How do you do?
Mr. Brown: Pleased to meet you.
Mr. White: Soam I.

I'-u bpayH, n03BOJIbTE MHE IPEI-
cTtaBuTh Bam r-Ha Yaura.

OH — HaIl ITAaTHBIN FOPHUCT.
3apaBcTByHTE!

3npaBcTByMTE!

Pax moznakomuthes ¢ Bammn.

S Toxe.

May | (Let me) (I’d like to) intro-
duce Mr. White to you?
| want you to meet Mr. White.

Mr. Brown, have you met Mr.
White?
Jack, this is Bill. (Jack, meet Bill).

[To3BonbTEe MHE TIpeAcTaBUThL Bam
r-Ha Yaura.

4 Xxo4y Bac MNO3HAKOMUTH C T-HOM
Yaurowm.

I'-u bpayHn, Bbl 3HaKOMBI ¢ T-HOM

VYaitrtom?

JIxxek, ato bu.

Possible Replies

This is pleasure.

Pleased (glad, nice) to meet you.
How do you want me to call you?

| have been looking forward to
meeting you.

| have always wanted to meet you.

I don’t think we have met before.

We have met before.

| have heard so much about you.
We have already been introduced.
Could I have seen you some-
where?

Haven’t we met before?
Your face seems familiar to me.
Your name sounds familiar.

OueHb IPUSATHO.

Pan moznakomuthbes ¢ Bamu.
Kak mHe k Bam oOpamatbcs?

C HeTepneHueM KJ1aJl HAIEeTo
3HAKOMCTBA.

Bcerna xoren ¢ Bamu no3Hako-
MUTBCSL.

He nymaro, 4T0 MBI BCTpEYaIuCh.

MpI yKe BCTpedanuch.
S mHoro o Bac cibimant.
Hac yxe npencraBuiu.

A mor Bac Bunets panblie?
MpbI pasblIe HE BCTPEYATUCH?

Bare nuno mMmue 3HaKoMoO.
Baine Mg MHE 3HAKOMO.

10




Making small talk

How was your flight?
Not too bad but it was two
hours late.

Kaxk Bru1 nonerenu?
Henoxo, HO MBI IpUJIETENIM Ha JBa
qaca I103Xe.

Did you have a good trip?
Yes, fine. Thank you.

Br1 xopomro goexanu?
Ja, oueHp xopoiio, cnacuoo.

Where are you from? (What
country (state, city) are you
from?)

I’m from London.

Oh, really! How interesting! Is
this your first visit to Russia?

Otkyna BeI? (3 Kakoil BBl CTpaHbI
(trrata, ropoaa)?)

S u3 JlornoHa.
[IpaBna?! Kak natepecno! Bel Bnep-
BbI€ B Poccumn?

How long are you going to
stay?
For about a week.

Kak noisro Bel maHupyere 3/1€Ch Mpo-
OBITH?
ITpumepHO HEnEo.

What do you do? (What’s your
job?)
| am a lawyer.

Kem BbI paboTaere?

S — ropucr.

What company do you work
for?
| am with MST.

B kakoit komnanuu Bbl paboraere?
S pabotato B kommanuu MCT.

What company are you from?

| am from MST.

W3 kako# BbI KOMIIAHUU?

A paboraro B komnanuu MCT.

Where are you based?
Our company (head office) is
based in London.

I'ne naxonurcs Bai oduc?
Ham kommnianust (royioBHoO# oduc) Ha-
xonutcs B JlongoHe.

Have you been long with your
company?

I’ve worked for my company
for 10 years.

CKoJbKO BBI paboTaeTe B 3TOM KoMIa-
1505070
A paborato B komnanuu 10 ser.

Saying goodbye

Formal situation

| am sorry | have to go now.
Thank you very much, goodbye.

Cosanero, HoO MHE yKe mopa.
Cmacu0o0, 10 cBUIaHHUS.
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| look forward to seeing you
again soon,

Goodbye, | had a very nice time.
| hope you have a good trip /
flight.

| will be in touch.
It has been nice meeting you.
It has been nice seeing you.

C HeTeprieHrEM Ky Hallle CIeayro-
1IEW BCTPEYH.

Jlo cBU1anus1, OBUIO OYEHDb MPUSITHO
YBHUJIETHCS.

CuactiuBoro myTu / osieta!

Sl ¢ BaMu CBSIKYCb.
[IpusTHO OBLIIO TO3HAKOMUTHCS C BAMH.
[TpusTHO OBLIO YBUIETHCS.

Informal situation

Bye-bye! So long!

See you later / soon.

See you tomorrow.

Have a good weekend.

| will give you a ring.
Good luck! — Thanks, I will
need it.

All the best!

IToka!

J1o BcTpeun!

Jlo 3aBTpa!

XOopomuXx BEIXOAHBIX!

S1 TeGe mMO3BOHIO.

Vnaun! — Crracu60, oHa MHE ITOHAJI0-
ourcs.

Bcero xopormero!

Exercise 1. Think of a su
How do you do?
It’s nice to meet you.

Have you met Joanna?

NG WNE

itable reply to these phrases.

May | introduce Mrs. Jones to you?

Haven’t we met somewhere before?

My name is Freda Goldberg. Do call me Freda.

May I introduce myself? I’'m Sarah Collins from GNF Ltd.
How do you know my marketing manager?

Paboma svinonnsemces unousuoyanvho.
Cmoumocmo gvinonnenno2o 3adanus. 0,2 6ainia 3a Kaxayro CUTYalHUIo.

Kpumepuu:

® pelieHne KOMMYHHKAaTUBHOM 3a1a4H;

e JieKcHueckoe o(popMIICHHE BHICKa3bIBAHUS,

® rpamMMaTuyeckoe opopMiieHHE BhICKA3bIBAaHUS,
e (oneruueckoe ohOpMIICHHE BHICKA3bIBAHHS.

Exercise 2. Put the phrases in the correct order.

1. Pleased to meet you. Do

call me Martin.

12




2. That’s very kind of you. Do you know my colleague, Diana Pascal?
3. Very well, thank you, Mr. Hyde, and you?

4. No, I don’t. How do you do?

5. Good morning, Mrs. Bird. How are you?

6. And you must call me Diana. Shall we get down to business?

7. I’'m fine, thank you. Would you like some coffee?

8. How do you do? I’'m pleased to meet you.

9. Yes, here is our latest catalogue...

Paboma svinonnsemces unousuoyanvho.
Cmoumocms 8b1n0IHeHH020 3a0anus. 1 6ai.
Kpumepuu:
e OpraHu3anus TeKcTa (JIOTMKa MOCTPOCHHUS BhICKA3bIBAHUM, CTPYKTY-
pHUPOBAHUE).

Exercise 3. Listen to Lisa and Sean starting a conversation with a po-
tential customer from another company. Underline the correct answer.

1. Sean introduces Lisa / Lisa introduces Sean to the customer.

2. The customer gives / doesn 't give them his business card.

3. Lisa repeats the customer’s name / the company’s name t0 check
she has heard correctly.

4. Lisa has heard / hasn’t heard of PD Solutions before.

5. The customer has heard / hasn’t heard about Speedsystems be-
fore.

6. Speedsystems produces office furniture / software.

7. The customer is looking for a faster / cheaper system.

Paboma sevinonnsemes unousuoyanvho.
Cmoumocms evinonnennozo 3adanus. 0,3 6aa 3a KaKIyH CUTYaIHIO.
Kpumepuu:

® pelIeHNe KOMMYHHUKATHBHOM 3a]1auH,

® [IOHMMAaHHE COJICP)KAHUS 3BYyYAIlCH pPEeUH.

Exercise 4. Look at this list of conversation topics.
e Asking about family: relationship/partner/spouse/children/parents
Talking about interests: hobbies/music/sports/leisure activities
Asking about where a person lives: house/apartment, etc.
Asking about where a person lives: country/city/town, etc.
Complimenting someone on their clothes/hair/jewellery, etc.

13



e Talking about your salary
e Talking about relationships at work
e Talking about travel and holidays

a) Which of these topics do you think you might use with the follow-
ing people? Rate the topics on a scale of | to 5, where | is ‘safe’ and 5 is
‘risky’.

a client a superior a subordinate
a project partner  a colleague someone of the opposite gender

b) Think about the following questions.

In your country and place of work, which of the topics above is it nor-
mal to talk about?

Are there any topics which you would never discuss?

Developing a working relationship often involves sharing some person-
al information.

What questions might you use to open a conversation on any of the
above topics?

Paboma svinonnsemces unousuoyanvho.
Cmoumocmo 8vinonnenno2o 3adanus. 0,2 6anna 3a Kaxayr CUTYyaIuIo.
Kpumepuu:

® pelleHne KOMMYHHKAaTUBHOM 3a1a4H;

® JIeKCHYecKoe 0(OpPMIICHHE BHICKa3bIBAHUS,

® rpaMMaTHyeckoe opopMiieHHE BhICKA3bIBAHUS,

e (oneTnueckoe o) OpMIICHHE BHICKA3bIBAHNS,

® MPaBWJIBHO U YETKO CPOPMYITMPOBAHHBIC BHIBOJIBI U APTYMCHTHI.

Exercise 5. Michelle and Frank work in two different branches of the
same company. They are going to be working on the same project and are
both attending an induction session for the new project. They are talking
during a coffee break. Listen to their conversation and mark the following
sentences as True or False.

1. Frank doesn’t work in New York.

2. Frank has worked for the company for more than two years.

3. Frank knew Graham Robson in London.

4. Michelle was Graham’s team leader.

5. Michelle has a low opinion of Graham.

6. Frank has known Graham for a long time.
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Paboma svinonnsemcsa unousudyanvho.
Cmoumocmo evinonnerno2o 3adanusi: 0,3 0aia 3a KaKIyr CUTYaIHUIO.
Kpumepuu:

® pellleHNe KOMMYHUKATUBHOM 3a/1auu;

® TIOHHWMAaHHUE COJICPIKAHUS 3ByHAICH pPEeUH.

Exercise 6. Listen to the rest of Michelle and Frank’s conversation.
Answer these questions. (King, D., tr.3.2)

1. What questions does Frank ask to find out more about Michelle?

2. Which question is probably too personal?

3. How does Michelle respond to the question?

4. How does frank recover the conversation?

5. How does Frank bring the conversation to an end?

Paboma evinonnsemces unousuoyanvho.
Cmoumocmb evinonnenHozo 3aoanusi: 0,3 6aia 3a KaxIyro CUTYaIuIo.
Kpumepuu:

® peElIeHNE KOMMYHUKATUBHOM 3a/1auu;

® T[OHMMAaHME COJACPKAHUA 3ByUallel peUHu.

IIpakTnueckoe 3ansTue Ne2. HaznaueHue BcTpeyH.
Teaedonnblii pazrosop (1 u)

Oowaa cymma oannoe — 0-10

Ilenv 3anamus — GopMUpOBaHUE S3BIKOBBIX HABBHIKOB M YMEHUH,
HEOOXOAUMBIX IJIT OOCYKJICHHS BO3MOKHOCTH BCTPEYH W IPOBEICHHUS
ouUIMaTBHBIX JEJIOBBIX Oecel Mo TenedoHy.

Dopmupyemvie na 3anamuu komnemenyuu — OK-4 — ciocoOHOCTH
CBOOOTHO TI0JIb30BAThCA PYCCKUM M MHOCTPAHHBIM SI3bIKAMU KaK CPEACT-
BOM JIEJIOBOT'O OOIIEHUS

3aaHud K 3aHATHIO

Lead-in

What do you find difficult about making arrangements in English?
e times and dates;
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e using the phone;
e negotiating the meeting;

e clarifying the reason for the meeting and the agenda;
e understanding the other person;
e offering alternative times and dates.

Useful language
Making an appointment

Asking for an appointment

I’d like to make an appointment
to see Mr. Black, please.

Yes, certainly. I’ll just have a
look in his diary.

S OBI XOTET BCTPETUTHCS C T-HOM
bierikom.

Jla, koHeuHO. S mOCMOTpIO B €10
pACIMCAaHUU BCTPEY.

| think it would be a good idea if
we met to discuss this.

Yes, | agree. Just see my PA (Per-
sonal Assistant) for an appoint-
ment.

Jlymaro, Ob1710 OBI XOPOIIIO BCTpE-
TUTHCS U TIOTOBOPUTH 00 ATOM.

Ia, s cornaceH. JloroBopurtech ¢
MOMM JIMYHBIM ITIOMOIITHUKOM O
BCTpEUE.

Sug

esting a date

What day would suit you?

Would Monday suit you?

Are you free on Wednesday?
Would tomorrow be convenient?
Would you like to meet for lunch?
Where would be the most conve-
nient for you?

Kakou nenp Bac yctpout?
Ilonenenpank Bam nmomoiiner?
Br1 cB0OOIHBI B cpeny?

3aBTpa Bac ycTtpout?

He xotute nmu BMecTe noodenats?
I'ne Bam ynoGHee Bcero BcTpe-
TUTHCA?

Answering a suggestion

That suits me fine.

| could manage early (late) in the
afternoon.

Yes, I'd like that.

I’m sorry, I’d love to but I can’t
make it on Tuesday.

I’m afraid I’m at a conference all
day.

I’m sorry, he already has an ap-

MHe 5TO BIIOJIHE ITOIXOIUT.

Jla, 1 MOTy OCBOOOAUTHCS B HAaya-
e (B KOHIIE) JTHS.

Jla, oueHb X0OTENI OBI.

Coxarnero, s1 Obl C YJIOBOJbCTBUEM,
HO BO BTOPHUK 5 HE MOTY.

K coxanenuto, st Bech JI€Hb Oy Ay
Ha KOH(EPEHIINH.

K coxanenuto, y HEro yxe ecrtb
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pointment in the morning.

BCTpEUYa YTPOM.

Cancelling an appointment

I’m afraid that I’ll have to can-
cel our appointment.

I’m afraid I’ll let you down.
Please accept my apologies for
this inconvenience.

I was going to ... but now I
have to ...

K coxanenuro, s 10JKEH OTMEHUTD
HaITy BCTpeUy.

borock, uTo s TeOs moaBeRy.
[Iporry mporeHus 3a MPUIHHEHHOE
HEYA00CTBO.

S cobuparncs ... , HO Tenepsb 5 A0JI-
KEH .

Suggesting another possibilities

Would it be possible to make
another appointment / to set up
another meeting?

Would you like to suggest
another date that suits you?
Let’s see... I could make...
It’s not very convenient for me.
to postpone / to put back / to
defer / to delay

to bring forward/ to make
sooner

to fix something up

7:30 sharp

to walk in cold for an appoint-
ment

Mo>KHO Ha3HAYUTh APYTYIO BCTpeUy?

[Ipennoxure, noxanyucra, Ipyrou
JI€Hb, KOTOPBIN BaC YCTPOUT.
ITocmotpum... S Mor ObI ...

MHe 3T0 HE OYeHb Y00HO.
OTKJIA]IbIBATh

YCKOPHUTH YK€ HAMEUEHHYIO BCTPEUy
OpUIyMaTh 4TO-HUOY b

poBHO B 7:30

NPUNATH, HE TOTOBOPHUBIIKCH O
BCTpeUe; NPUNTH 0€3 mpeaynpexie-
HUS

Telephoning. Standard phrases

Speaking.

Who’s this, please?

Who’s speaking?

Mr. Green speaking.

Is that Mr. Green?

Can | have a word with him?
You’ve got the wrong number.
Sorry, you must have the wrong
number.

Sorry to have bothered you.
The line is engaged.

Can you hold on?

Ciymiaro.

Kto y Tenedona?

KTo rosopur?

I'oBopur m-p I'pun.

910 M-p ['pun?

Mo0>XHO MHE IOTOBOPUTH C HUM?
Bo1 ommubnarcs Homepom.
W3BuHUTE, BbI, 1OJAKHO OBITH,
OIIMOJINCH HOMEPOM.

W3BuHuUTE 32 OECTIOKONCTBO.
Howmep 3ansr.

Br1 MmoxeTe He BemaTh TpyOKy?
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I’ll see if he 1s 1n.

I’m afraid he is out at the moment.

He is not available now.

I don’t expect him in until Mon-
day afternoon.

Can | take a message?

Will you leave a message?
Could you take a message?

Is there any message?
Would you like to call back later?

4 mocMoTpro, Ha MECTE JIU OH.
[To-moemy, ero cemyac Her.

Ero ceityac Her.

S He Ky ero paHbliie NOHEAEb-
HUKa BO BTOPOM ITOJIOBUHE JIHS.
Ilepenats uTo-HUOYb?

Br1 octaBute coolrieHue?

Bbl He Moryin ObI epeaaTh Koe-
4yTO?

Uro-uubOy b nepeaaTs?

Bbl Moriu Obl IEpe3BOHUTH MO3KE?

Exercise 1. Think of a suitable reply to these phrases.

Would Monday suit you?

N O WNE

Can you make Tuesday next week?

What would be the most convenient for you?

Can you manage a bit earlier?

I’d like to make an appointment to see Mr. Money, please.
Would you like to meet for lunch?

Might | suggest Wednesday afternoon?

Would you like to suggest another date that suits you?

Paboma evinonnsemes unousuodyanvHo.
Cmoumocms evinonnernno2o 3adanus. 0,1 6aina 3a Kaxmayro CUTyaluro.

Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOM 3a/1a4H,

e  JleKcuueckoe O(QOopMIICHUE BHICKA3BHIBAHMUS,

e  TpammaTudeckoe 0OpPMIICHHE BHICKAa3bIBAHNUS;
o dboneTnueckoe ohopMIICHHE BHICKa3bIBAaHUS.

Exercise 2 Match the English phrases to the Russian equivalents.

Is this Mr. White?

Yes. Who’s calling?

This is Black. Good morning.

Oh, good morning, Mr.
Black. Go ahead, please.

Could we meet tomorrow
morning?

1) He mornu Obl MBI BCTpe-
TUTHCS 3aBTPa YTPOM?

2) Oto bask. Jlobpoe yTpo!

3) Onny MmunHyTy. 11 yacoB
Bac ycrpausaer, r-u biak?

4) Jla, ME€Hs 3TO yCTpauBaeT.

5) A, nobpoe yTpo, r-H biak!
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Just a minute. What about 11 T'oBopure.

o’clock. Mr. Black? 6) Toraa mo BcTpeuu B 11 ya-

It’s all right with me. coB. /1o cBuganus

See you at 11 then. Good- 7) Knay Bctpeun ¢ Bamu. Jlo
bye. CBUIaHUS!

I’m looking forward to 8) Ha. Kto roBoput?
meeting you. Goodbye. 9) Oro r-H Yaiir?

I
Hello, is that Mr. Wright’s secre- 1) MHe aiib, HO 5 JJOJDKEH yeXaTh

tary? Y HE CMOTY BCTPETUTHCS B MATHH-
Yes. Iy THEM.

| want to confirm my appoint- 2) Ao, 3T0 cekpeTapb r-Ha Paii-
ment with Mr. Wright on Monday Ta?

morning. 3) 4 6orock, uTo r-H PaiiT He
I’m afraid Mr. Wright cannot CMOYET BCTPETUTHCS B MOHEIEIIb-
manage Monday morning. Per- HUK yTpoM. BO3MOXHO, BB MOTJIH
haps you could meet on Friday af- ObI BcTpeTUTBCS BMECTO 3TOTO B
ternoon instead? NSATHALYY JHEM?
I’m sorry but I have to go away 4) Hy, s mymato, 3T0 OJOMAET.
and won’t be able to manage Fri- 5) f xo4y moaTBepIuTh Ha3HA-
day afternoon. YEHHYIO BCTpeuy C r-HoM PaiiTom B
Could I suggest Thursday instead? moHeACIEHUK YTPOM.

12 o’clock at our office as ar- 6) Ja.

ranged? 7) Mory st Ipe10KUTh BMECTO

Well, | think that will be all right.  3Toro weTBepr? B 12 gacos B Ha-
meM ouce KaK JOrOBOPEHO?

Paboma svinonnsemces unousudyanvho.
Cmoumocms 8blnoaHeHH020 3a0anus. 1 6am.

Kpumepuu:
®  pElICHHE KOMMYHHUKAaTUBHOM 3a/1a4H;
o MOHUMAaHUE COAEPKAHUSI IPOUYUTAHHOTO TEKCTA,;

e  opraHuzanus TeKcTa (JIOTUKa MOCTPOCHUS BhICKa3bIBAHUM,
CTPYKTYPUPOBAHHUE).

Exercise 3. Listen to the phone call and look at the message that the
receptionist takes. Correct the mistakes.
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_Eeg#%—m Cader Time: _Thursday 10:35

PN T . e e —

Caller: _£dYiss Wasarmman from QAZ
Re: Meeti next Thursda

Message:

Can you call im on 077 HE5 G437

Paboma evinonnsemcs unousuodyanvHo.

Cmoumocmb 8binonHenHo2o 3adanus. 1 Gan.

Kpumepuu:

®  pEIICHHE KOMMYHUKAaTUBHOU 3a/1a4H;

®  TIOHMMaHHUE COJACPKAHMS YCIBIIIIAHHOTO TEKCTa,

e  OopraHuzanus TeKcTa (JIOTMKa MOCTPOCHUS BHICKA3bIBAHMUIA,
CTPYKTYPUPOBAHHUE).

Exercise 4. Rewrite these sentences so the second means the same
as the first.

1. Which day would you prefer?

When would be ?

2. ’m afraid, I can’t make it on Tuesday.
suit me, I'm afraid.

3. I need to postpone our interview.
| need to put
4. Why don’t we say at three?

How ?
5. I’m afraid I won’t be able on the first.

I'm sorry but I can’t

Paboma svinonnsemcs unousudyanvho.
Cmoumocms ebinonnenHo2o 3adanus: 0,3 6aia 3a Kaxmayro CUTyaIuro.
Kpumepuu:
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®  pelleHHEe KOMMYHUKATUBHOW 3aJ1a4H;

e  JieKcHuyeckoe o(hopMIIECHUE BbICKA3bIBAHMUS,

e  rpaMMaTH4ecKoe OPOpMIICHUE BHICKA3bIBAHUS;

e  oOpraHu3anus TeKcTa (JIOTMKa MOCTPOEHUS BhICKA3bIBAHUM,
CTPYKTYPUPOBAHHUE).

Exercise 5. Fill in the gaps with the words and expressions given
below. Translate the sentences into Russian.

hold on hang up put someone through  cut off
get through ring up get back (to someone)

1. Sorry, I don’t know what happened. We got ... .

2. 1’11 ... you ... to her extension.

3. The line is constantly busy — I never seem to be able to ... .

4. Could you ... a minute and I’ll see if she’s in her office.

5. Would you ... Sky Air and ask if they have any seats on this Sat-
urday’s flight to Delhi?

6. I’ll make some enquiries and ... to you by eleven.

7. Don’t ... yet; the call may be diverted to another number.

Paboma svinonnsemcesa unousuodyanvho.

Cmoumocmw ebinonnernHo2o 3adanus: 0,2 dajina 3a KaxKIyto CUTYalHIo.
Kpumepuu:

®  pelieHHe KOMMYHUKATUBHOMW 3aJ1a4H;

®  JIEKCMYECKOE O(OpPMIIEHUE BHICKA3bIBAHUS;

®  [IOHMMAaHHUE COJICP>KAHUS MPOYUTAHHOTO TEKCTA.

Exercise 6. What would you say in the given situations?

1. Someone phones but the call is for a colleague who works on the
second floor.

2. The line went dead. The person you were speaking to rings back.

3. You’re on the phone but need to get a file from the office next
door.

4. You’re on the phone but haven’t got all the information to hand.
You need about an hour to get it together.

5. The number is constantly engaged.

6. You want someone else to call Global Tours for you.
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Paboma svinonnsemcsa unousudyanvho.

Cmoumocmsb 8binonnenno2o 3adanusi: 0,2 0aa 3a KaxIyro CUTYalHIo.
Kpumepuu:

®  pCIICHHE KOMMYHUKAaTUBHOM 3a/1a4H,

e  JieKcHuYecKkoe Oo(opMIICHUE BHICKA3bIBAHMUS,

e  TpammaTHdeckoe 0)OpPMIICHHE BhICKAa3bIBAHNUS;

e  (onernyeckoe ohopMIICHUE BHICKA3bIBAHMUSI.

Exercise 7. Restore the dialogue into English.

Secretary: “Brown and Co”. Can I help you?

You: Ckaxure, uTo Bel X0Tenu 661 TOTOBOPHUTH € T-HOM bpayHoM.

Secretary: Who’s calling?

You: IlpeacraBbrech [[KOHCOHOM, JETOBBIM TApTHEPOM I'-Ha bpayHa.

Secretary: One moment, please. I’m afraid Mr. Brown is not availa-
ble at the moment.

You: Copocute, MOKHO JIM OCTaBUTh cooO1eHne. CKaKurte, 4To
3BOHWII [[?KOHCOH, 4TOOBI OOCYIUTh YCIOBUS KOHTPAKTA.

Secretary: Sure. How could we contact you later?

You: Ckaxxute, 4TO Bbl CaMU TIEPE3BOHUTE B YETBEPT.

Secretary: Good bye, Mr. Johnson.

Paboma svinonnsemcesa unousuodyanvho.
Cmoumocmb 8b1noaHeHH020 3a0anusi. 1 da.
Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOU 3a/1a4H,

e  JieKcHueckoe odopMIIEHUE BHICKA3bIBAHMS,

e  TpammaTH4ecKoe 0OPMIICHHUE BhICKAa3bIBAHNUS,
e  (onernyeckoe o(hopMiIeHNE BHICKA3bIBAHMUS.

Exercise 8. Erich Binder is arranging a conference call with four
people. Listen to his conversation with Cheng Ying and answer the ques-
tions.

. Is this Erich’s first conversation with Cheng Ying?
Why is Erich changing the appointment?

. Does Erich want the appointment sooner or later?

. What does Cheng look at?

. What day isn’t good for Cheng?

. What day and time do they agree on?

. How will Erich confirm the appointment?
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Paboma svinonnsemcsa unousudyanvho.

Cmoumocmo ebinonnerno2o 3adanusi: 0,3 0aia 3a KaKIyr CUTYaIHIO.
Kpumepuu:

®  pelieHHEe KOMMYHUKATUBHOMW 3aJ1a4H;

®  TPaBUJILHO U Y€TKO CHOPMYJIHUPOBAHHBIE BHIBOIHI;

®  [IOHMMAaHUE COJICP>KAHUS YCIBIIIAHHOTO TEKCTA.

IpakTnyeckoe 3ansaTue Ne 3. [Ipe3entamun (1 4)

Oowaa cymma oannoe — 0-10.

Henwb 3anamus — GopMUpOBaHUE S3BIKOBBIX HABBIKOB M YMEHUM IS
MIPOBEICHUS IIPE3CHTAIIMN Ha MHOCTPAHHOM SI3BIKE.

Dopmupyemeoie nHa 3auamuu komnemenyuu — OK-4 — cnoco6GHOCTH
CBOOOHO TI0JIH30BAThCS PYCCKUM M HHOCTPAHHBIM SI3bIKaMU KaK CPEJICT-
BOM JICJIOBOT'O OOITICHUS

3agaHus K 3aHIATHIO

Lead-in

How often do you give presentations in your job?

Who do you normally present to?

Have you ever given your presentation in English? Was it a success?

How do you feel about presenting in a foreign language?

Think of an excellent (or terrible) presentation that you have at-
tended. What made it good (or bad)?

Useful language
Presentations
audience nyOJvKa, 3pUTeNu, ayTUTOPHUS
bullet point Mapkép ab3aia; CHMBOJ BBIICICHUS MTyHKTA
B CITUCKE; TOYKa nepe hpa3oi, BU3yaabHO
0003Havaroas HOBBIA TE3UC B TPE/IbSIB-
JISIEMOM TEKCTE

content COZlep)KaHUE, CyTh, CYLLECTBO, CYLIHOCTb;
3HAYEHUE, CMBICIT

explain OOBSCHSATE; PACKpPhIBATh, PA3bSICHATH; TOJI-
KOBAaTh

focus attention(on) oOpamars BHEMaHue (Ha 9TO-T100), 320CT-

pATh BHUMAaHUE (CIyniaTenei)
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greet

handouts
illustrate
key point

make presentation
TalluKo
present

presentation

show

slide-
summarize= sum up

visuals

IPUBETCTBOBAThH; 3J]0pPOBATHCSI, BCTPEUYATh
pa3aaTOYHbIE MaTEPUATIBI
WJUTIOCTPUPOBATH, TPUBOJIUTH TPUMEPHI OC-
HOBHOE TTOJIOKEHUE, KIIFOUYEBOM JJOBO/I,
Ba)KHAs! MBICJIb

MIPOBECTH MPE3CHTALINIO, YCTPOUTH MPE3CH-

MPENOJHOCUTD, TPETOCTABIIATH
Ipe3eHTals, CIIoco0 MPenoHEeCCHNUS;
NpeIbsIBICHUE; Oga4a

MO0Ka3; MOKa3bIBaHUE, IEMOHCTpAIUS / TIO0-
Ka3bIBaTh, IECMOHCTPUPOBATH
JAAIIO3UTHUB; CIIANI, Kaap

PE3IOMHUPOBATh; CYMMHPOBATh; 000011aTh;
IMOJBOJIUTH UTOT

3PUTENBHBIN P, H300paKCHUE

Welcoming the audience and introducing yourself

Good morning, ladies and gentle-
men.

Jlobpoe yTpo, 1aMbl U TOCIIO/IA.

Hello everyone.

First of all, I'd like to thank you all
for coming here today.

[Ipexne Bcero, MHE XOTEIOCH
ObI O0JIAroAAPUTH BCEX BAC 32
TO, YTO BBI IIPUIIM CHOJ1A Ce-
TOJHS.

It’s a pleasure to welcome you to-

day.

Pan nonpuBeTcTBOBaTH Bac ce-
TOTHA.

Let me just start by introducing
myself. My name is .....

[To3BoJIbTE MHE BHAYalIe TIpea-
CTaBUTHCS. MEHsI 30BYT. ..

For those of you who don’t know
me, my name is ....

Ecnu xT0o He 3HaeT, MEHH 30-
BYT...

Opening St

atement

Today I'm going to talk about...

CCFOJIHSI s X04y pacCKa3aTrhb O

The purpose/objective/aim of this
presentation is to...

L{enp maHHOW IIpe3eHTALIUU —
3TO. ...

Today I’d like to give you an over-
view of....

CerojHs st XoTel ObI IpecTa-
BHUTb BaM 0030D...

In this presentation, I'd like to tell
you a little bit about...

B cBoel npe3eHTrauuu s XoTes
OBl BKpaTIIE paccKka3aTh BaM O
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You may not know that ...

Bo3Mo0kHO, BBI HE 3HAETE, UTO

The first thing to say about ...is ...

ITepBoe, 4To ciieayer cka3arb
0..., TAK 37O ...

What you really need to know
about ... 1s ...

Yro Bam cieayer 3HAThH O ...,
TaK 37O ...

Have you ever asked yourself why
2

Bb1 koria-HuOy b 38 TyMbIBa-
JIMCh, IOYEMY ... ?

3HaJIM JIK BBI, YTO...?

Imagine you had to... . What
would be your first step?

[IpencraBpTe, 4TO BaM HYKHO
... . Kakum 6b11 OBI Bar nep-
BBIM I1ar?

Moving Forward

Taking into consideration what we
have said ...

[IpuHUMas BO BHUMAHHE TO,
YTO YK€ OBLIO CKAa3aHo ...

We have to keep in mind that ...

CHCI[YGT YYUTHBIBATD, 9TO ...

Now let's look at ...

A Tenepb paCCMOTPUM ...

Let’s turn to ...

JlaBaiite oOparumcs ...

Another interesting thing to say
about ... is ...

K Tomy ke, roBops o ..., cneny-
€T YIOMSIHYTh, YTO ...

In addition, ... Bno6aBoxk ...

By the way ... K cnoBy ckazars ...

Naturally ... Kak u cienoBano 0KUaaTh, ...
Moreover ... Kpowme Toro ...

Although ... Hecmotps Ha ...

However ... OmHako xe ...

Similarly ... ITogoOHO ATOMY ...

Whereas ... [IpuHrMast BO BHUMAaHHE ...

Consequently ...

CnenoBaTenpHO ...

Using Visual Aids

If you could just take a look at ...

Ecnn Bl nOCMOTpUTE HA ...

As you can see from this graph
representing ...

Kak BbI BUguTE, TaHHBIN rpa-
(UK OTpaxKaer ...

Looking at this drawing we can see
that ...

OOpaTUBIIUCH K 3TOMY PUCYH-
Ky, MBI BHJIUM, YTO ...

To 1llustrate this, let’s have a closer

UT0OBI NPOMILTIOCTPUPOBATH
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look at ...

9TO, BHUMATCIIbHO ITIOCMOTPHUM
Ha...

The chart on the following slide
shows...

I'paduk Ha ciaeayroIeM claiiae
MOKa3bIBAET. ..

According to this graph, ....

Kax BunHO Ha rpaduke,.....

Asking for Questions

Now, if you have any questions,
I’d be happy to answer them.

A Tenieps 5 Oyay pajl OTBETUTh
Ha BCE Ballld BOIPOCHI.

Please feel free to interrupt me
with any questions you may have
during the presentation.

Br1 MokeTe cBOOOIHO 3a1aBaTh
CBOH BOIIPOCHI, KOTOPHIE MOT'YT
y Bac BO3HHKHYTb, 10 X0y
MIpE3CHTAIINH.

Feel free to ask questions at any
time during my talk.

Br1 MokeTe cBOOOIHO 3a1aBaTh
CBOH BOITPOCHI 10 XOTy MOETO
BBICTYIIJICHHUS.

Do you have any questions?

Kakue ectb BOonmpochI?

I'd like to ask you to keep any
questions you may have for the end
of the presentation.

CBoOU BOIPOCHI BBl CMOXKETE
3a7aTh Cpa3y ke MOCIE MOEH
MPE3EHTALHH.

There will be time for questions af-
ter my presentation.

[Tociie moey npe3eHTauuu y
Hac OyJeT BpeMmsi 1151 BOIIPO-
COB.

Summarizing

Finally, I’d like to say a few words
about ...

W B 3aBepliieHME MHE XOTEJIOCH
OBI CKa3aTh HECKOJILKO CJIOB O...

In conclusion, it is necessary to
note ....

B 3axirouenne HeE00X0IUMO
OTMETHUTD ...

Tosumup ...

IloaBonga uror ...

Let me quickly summarize the
principal points: ...

JlaBaiiTe BkpaTie 00001mmum
HauboJee BaXKHBIC MTOJIOKECHUS:

I'd like to quickly go over the main
points of today's topic: ...

MHe X0Tenoch Obl TOBTOPUTH
OCHOBHBIE TTOJIOKEHUS TIPEI-
CTaBJIECHHOM CETOJHS TEMBI. ...

So, there are three things to re-
member about ...

Hrak, cylmecTBYOT TpH BEIIIH,
KOTOPBIE HY>KHO 3aITOMHUTH O...

Before we end, let me briefly recap
what we have discussed here today.

[Ipex e ueM Mbl 3aKOHYUM,
I03BOJIBTE KPATKO TIEPEUNC-
JIATH TE€ BOIIPOCHI, KOTOPBIE MBI
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00CYWIN CETOJTHS.

This is important to you because ...

DTO BayXHO JUIS Bac, TaK Kak ...

Finishing the Presentation

I'd like to thank you all for coming
in today.

MHe xoTenoch 0kl modaroga-
PHUTH BCEX, KTO MTPHUCYTCTBOBAJ
CEroaHA.

Thank you all very much for taking
the time to listen to this presenta-
tion.

Cnacu00 3a TO, 4TO yJIeUIu
BHUMAaHUE U BBICITYIIATN MOE
BBICTYTUUICHHE.

Exercise 1. Match these less formal phrases with the more formal

phrases from the table.
What I want to do today is ....
As you know, I’'m ......

It’s good to see you all here.

Today I’m going to talk about.....

about....

More formal

1. Good afternoon, ladies and
gentlemen.

2. Today I would like to ...

3. Let me just start by intro-
ducing myself. My name is .....

4. It’s a pleasure to welcome
you here today.

5. In my presentation |
would like to report on ...

6. The topic of today’s pres-
entation is ...

7. 1 suggest that we begin
Now.

8. I’m aware that you all have
very tight schedules.

| know you are all very

Ok, shall we get started?

Hi, everyone!

. Inmy talk I’ll tell you

Less formal

Paboma evinonnsemces unousuoyanvHo.
Cmoumocmo ebinonnerno2o 3adanusi: 0,2 0aiia 3a KaKIyr CUTYaIHIO.
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Kpumepuu:
®  pCEIIEHHE KOMMYHHUKATUBHOM 3a1auu

e  OpraHu3anus TEKCTa (JIOrMKa NOCTPOECHUS BhICKAa3bIBAHUM,
CTPYKTYPUPOBAHHUE)

Exercise 2. Listen to the beginnings of four presentations. Which one
starts with:

1. a rhetorical question?

2. an interesting fact?

3. an anecdote?

4. a problem to think about?

Paboma evinonnsemcs unousuodyanvHo.

Cmoumocms ebinonnenHo2o 3adanus: 0,3 6aiia 3a Kaxmayo CUTyalHIo.

Kpumepuu:

®  peleHHEe KOMMYHUKATUBHOW 33]1a4H;

®  [IOHMMAaHUE COJICPKAHUS YCIBIIIAHHOTO TEKCTA;

e  opraHuzanus TeKcTa (JIOTMKa MOCTPOCHUS BhICKa3bIBAHUM,
CTPYKTYPUPOBAHHUE).

Exercise 3. Match items from the three columns to make attention-
grabbing openings.

1. Did you know | that can 't is a four let- | Who would you tell first?
that ter word?
2. | read in an ar- | compete with the Chi- | by eliminating one olive

ticle somewhere | nese? from each salad served in
first-class?
3. Imagine American Airlines Of course we can!

saved $40,000 in 1997
4. Can we really | youwon amillioneuros |1 tend to agree with that!

Paboma svinonnsemces unousudyanvho.

Cmoumocms ebinonnenHo2o 3adanus: 0,3 6aia 3a Kaxmayro CUTyaIuro.
Kpumepuu:

®  pelIeHHEe KOMMYHUKATUBHOMW 3aJ1a4H;

e  JeKcuyeckoe oQopmIICHHE BHICKa3bIBAHUS,

e  rpaMMaTH4YecKoe OPOPMIICHUE BHICKA3bIBAHUS;
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e  [IOHMMAaHHUE COJICPKAHUS TPOUUTAHHOTO TEKCTA,
e  OopraHuzanus TeKcTa (JIOrMKa MOCTPOCHUS BHICKa3bIBAHUIA,
CTPYKTYPUPOBAHHUE).

Exercise 4. Complete the sentences with the words and phrases from
the box.

appropriate, audience, audiovisual aids, feedback, informative, ob-
jectives, structure

1. Make sure your presentation is - most people want to learn
something new.
2. Your presentation will be easy to understand if it has a clear

3. I'm very nervous; there are over a hundred people inthe

4. At the start, explain your _ so people know why you are talk-
ing to them.

5. Knowing your audience will help you choose material that is
____for their interests.

6. Using _ isagood way to help communicate your ideas.

7. If you want to know if your presentation was interesting, ask the
audience for their

Paboma evinonnsemces unousuodyaivHo.

Cmoumocms gvinonnennoco 3adanus. 0,2 0aa 3a KaXIyro CUTYaIHIo.
Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOM 3a/1auu

e  JIeKcHYecKkoe O(OopMIICHHE BHICKA3bIBAHUS

e  TpaMmaTHYecKoe 0(OPMIICHHE BhICKAa3bIBAHUS

Exercise 5. Match the two parts of the sentence.

1. That leads me to a. we hope to finish things soon.

2. As | mentioned earlier, |Db. to contact me at any time.

3. You are welcome C. S0 many of you here.

4. To summarize d. there are some potential problems.
5. It’s good to see e. what I have said so far....
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6. Analysts are forecasting | f. a very healthy outlook for the compa-
ny.

7. Excuse me g. my main point,

8. The graph compares h. for a moment.

9. Having said that I. the number of complaints over a six-
month period.

Paboma evinonnsemces unousuoyaivHo.

Cmoumocms evinonnernHo2o 3adanus: 0,2 6aia 3a KKy CUTyaryro.
Kpumepuu:

pelieHne KOMMYHUKAaTUBHOW 3a/1a4H;

JeKcudeckoe odopmiieHHEe BBICKA3bIBAHHUS,

rpaMMaTHieckoe o(popMIIeHIE BEICKA3bIBAHHUS,

MOHUMAaHHUE COAEPKAaHUS IPOUYUTAHHOTO TEKCTA,

o OpraHu3aIys TeKCTa (JJOTHKa MOCTPOCHUS BHICKA3hIBAHUM,
CTPYKTYPUPOBAHHUE).

Exercise 6. Sometimes you have to deal with interruptions or unex-
pected questions during your presentation. Listen to the following excerpts
from four different presentations and say in which one the presenter:

1. postpones answering the question;

2. deals with an aggressive question;

3. explains a term that somebody doesn’t understand;
4. deals with a difficult question.

Paboma evinonnsemces unousuoyaibto.

Cmoumocms evinonnernHo2o 3adanus: 0,2 6ajina 3a KaxKIyto CUTyalHIo.
Kpumepuu:

®  pelieHre KOMMYHUKATUBHOW 3aJ1a4H;

®  MPaBWIBHO U YETKO CHOPMYJIUPOBAHHBIEC BHIBOBI;

®  [IOHMMAaHUE COJICP)KAHUS YCIBIIIAHHOTO TEKCTA.

Exercise 7. What would you say in these presentation situations?

1. Start a talk. Explain what you are going to talk about.

2. You are giving a presentation and someone asks you to go back to
a previous slide. What could you say as you are looking for it?

3. Invite questions from the audience.

4. Refer to some details on a graph or chart.
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5. Finish the talk. Thank the audience.

Paboma evinonnsemces unousuoyaivHo.

Cmoumocms vinonnerHoco 3aoanust: 0,4 daa 3a Kax Iyt CUTYaluIo.
Kpumepuu:

pellleHne KOMMYHUKATUBHOMW 3a]1a4H;

JeKcu4yeckoe o(opmiieHuE BbICKA3bIBAHMUS,
rpaMMaTH4eckoe o(popMIIeHHE BHICKA3bIBAHHUS,
dboHeTHyeckoe opopmiICHUE BHICKA3bIBAHUS,

e  oOpraHuzanus TeKcTa (JIOTMKa MOCTPOECHUS BhICKAa3bIBAHUM,
CTPYKTYPUPOBAHHUE).

MOAYJIb 2. Kapsepa B OpucnpyaeHuun
Oowaa cymma 6annoe — ot 0—-30

IIpakTHueckoe 3anaTue Ned. Kapnepa B ropucnpyaeniun (1 1)

Oowaa cymma oannoe — 0-10

Ilenv 3anamua — pacuIMpeHHE TEPMUHOJIOTHYECKOTO CIIOBAPHOTO
3amaca 1mo TeMe u (GopMHUpPOBAHHUE MPECTABICHHUIN 0 Ipodeccusix B chepe
IOPUCTIPYACHITUH.

Dopmupyemoie na sanamuu komnemenyuu — OK-4 — cnocoOHOCTD
CBOOOJIHO TIOJIb30BAThCS PYCCKUM M MHOCTPAHHBIM SI3bIKAMU KaK CPEICT-
BOM JIEJIOBOTO OOIIICHUS

3agaHus K 3aHITHIO

Lead-in.

What is the major objective of lawyer's work?

Where do lawyers work?

What legal jobs do you know?

Is it important to specialize in any particular area? Why?

Useful language
Legal job titles

an advocate aJIBOKAT
an attorney aJIBOKaT / MOBEPEHHBIN
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a barrister

Oappucrep

a clerk

Kiepk (a court clerk — cyneOHBI# cexpe-
Taphb)

a corporate lawyer

KOPIOPATUBHBIN FOPUCT

a defender 3aIUTHUK

a detective JIETEKTUB

In-house counsel IITATHBIA FOPUCT

a judge CyIbs

a jurist IOPHUCT, IIPaBOBE/I

Jury COCTaB ITPUCSIKHBIX

a lawyer IOPUCT, IIPABOBE/]

a legal secretary IOPUIMYCCKUI CEKpeTaph

a notary HOTapuyc

a paralegal IOMOITHUK FOPUCTA

a prosecutor IIPOKYpPOp

a sheriff mepud

a solicitor COJIUCUTOP
Activities

to advise / counsel on

KOHCYJIbTUPOBATH (110 BOIIPOCY)

to defend

3alHIIATh

to plead a case

3alUIIaTh B CYyJIe

to act for a client / present a
client

IMpCACTAaBIIATh KIIMCHTA

to prepare / brief a case

TOTOBUTH JI€JI0 / COCTaBUTh CBOJKY
1o JIeNTy

to draft

COCTAaBJIATH JOKYMCHT

to mediate

COJICMCTBOBATH COIJIAIICHUIO MEXKTY
CTOpPOHAMU

to bring an action

BO30YKJaTh Cy1€OHOE JIeJ10, ITPeIb-
SIBJISITH WCK

to file a lawsuit

BO30YXXJ1aTh Cy1eOHOE J1eJ10, TIPEh-
SIBJISITh UCK

to provide expertise

JaBaTh 3aKJIFOUEHUE, SKCIIEPTHYIO
OILICHKY

expertise

npodeccruoHaabHasi KOMIIETEHIINS,
3HAHHE JIeNa
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to Initiate a criminal case

Ha4YMHATb YI'OJIOBHOC ACJI0

to conduct criminal proceedings

BCCTH YT'OJIOBHOC ICJIO

to prosecute

BBICTYIIaTh B KQUECTBE OOBUHUTEIS,
peCieI0BaTh B CyJCOHOM MOPSIIKE

to present the evidence

IMPCACTABJIATh JOKA3aTCJILCTBA

to preside

npeaceaaTeIbcTBOBaTh (preside in a
court - B cyne; at trials - Ha cye0-
HBIX MPOLIECCaX)

to administer justice

OTITPABJISITh PABOCYIAE

to decide a case

IIPUHUMATH PELICHUE T10 eIy

to resolve a case / a dispute

MPUHUMATh PELICHUE MO JIeTy / 1O
cropy

to give judgment

BBIHOCUTD PCIICHUC 110 ACITY

to direct / instruct the jury

JaBaTb HacTaBJIeHHUE/ HHCTPYKIIHUIO
IPUCAKHBIM

to award relief

yAOBJIETBOPUTH TpeOoBaHuE (110 UC-
KY)

to determine guilt

IIPpU3HATb BUHOBHBIM

to see into the evidence

BHHUKATb B CYTb JOKA3aTCJILCTB

to determine the facts

ycTaHaBIWBaTh (akThl (pakTrye-
CKYIO CTOPOHY JI€J1a)

to apply the law

IIPUMCHATH 3aKOH

to reach / give a verdict

JlaBaTh BEPAUKT

Exercise 1. Read the text and answer the questions.

Target the Career

It’s common knowledge that lawyers practice law but no one “just
practice law.” You can build the practice in the area of your interest. Law
deals with everything: money, goods, people, computers... If you take in-
terest in business, work toward Corporate Law. You love nature and care
about it. So, go ahead with Environment Law. A computer fanatic and web
searcher will do fine in Computer or Internet Law. Do you regularly fol-
low the stock market and advise on speculation matters? You can opt for

Banking or Finance Law.

What do you really like? What do you know and love? You’ll al-
ready know how things work in that area and you’ll be in tune with every-

thing. You’ll like your clients because you share the same interests.
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So, make your real legal career.

What area of law have you chosen to practice in?

What attracts you?

What exactly are you going to do / do you do as a professional?

What are the major skills and knowledge needed in your practical area?
What are the perspectives of the career in that law area?

Paboma evinonnsemces unousuoyaivHo.

Cmoumocmsb evinonnennozo 3adanus. 0,4 6anmna 3a KaXJIbplid OTBET.
Kpumepuu:

®  pelleHre KOMMYHUKATUBHOW 3aJ1a4H;

e  JeKcuuyeckoe odopMIICHUE BHICKA3bIBAHMS,

e  rpaMmaTHdecKoe opOopMIICHHE BHICKa3bIBAHMUS,

o dboHeTHYeckoe 0(popMIICHHUE BHICKA3bIBAHUS.

Exercise 2. Every legal profession has responsibilities clearly de-
fined in occupational descriptions published by the administrative bodies.
Below are simplified descriptions that lack job titles. If you complete the
sentences with appropriate job titles, you'll learn about the job responsibili-
ties of these legal professionals.

Mind there are four legal professionals under one item number that
have similar job responsibilities. The first item is done for you.

1. Jurist is a person who has legal background and does research in a
legal area or history of law, he writes articles or books on legal issues.

2. ... presides in courtroom and administers justice, resolves dis-
putes between the parties, decides the case during the trial, directs the jury
and gives the judgment. He/she either awards relief, in civil cases, or de-
termines the guilt, in criminal cases.

3. ....... Investigates a criminal case, aims to discover the criminal,
collecting evidence and tracing him.
4. ... Ve , or ...... advises the clients on legal matters, prepares a

case or documents brlefs a case, presents the case in a lawcourt, acts and
speaks for the client, mediates a case, defends or pleads the client's case,
brings an action when somebody breaks law, drafts legal documents.

5. ....... usually initiates a criminal case and conducts criminal pro-
ceedings, presents the evidence of the committed crime.
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6. ....... are elected community members who during the court pro-
ceedings carefully see into the evidence, determine the facts of the case,
then accept the law given by the judge and apply that law when reaching a
verdict.

7. ......supports and counsels the business he works for, provides ex-
pertise in corporate, commercial, tax, insurance and other legal issues,
drafts documents and contracts, acts for the company in negotiations, deals
and lawsuits, and files lawsuits or brings a legal action against those who
break law.

8. ... keeps law and order in a community or a region protecting the
citizens from law-breakers; he is ready to find and arrest the criminal.

9. ...l Is a court officer who files papers and keeps records of
court proceedings.

10. ....... Is a public officer who certifies the document's or its copy's au-
thentity and witnesses official acts: wills, commercial papers, etc.

Paboma evinonnsemces unousuoyanwvto.
Cmoumocmsb gbinonnennoco 3adanus: 0,3 0aa 3a KaXIyr0 CUTYaIHIO.
Kpumepuu:
pelieHrne KOMMYHUKATUBHOW 3aJ1a4H;
JIEKCUYECKOe O(OpMIICHUE BHICKA3bIBAHMUS,
rpaMMaTH4ecKkoe o(popmIiIeHHE BhICKA3bIBAHUS,
doHeTnueckoe 0(hopMIICHHE BICKa3bIBAHNUS;
MOHUMAaHUE COAEPKAHUS TPOUUTAHHOTO TEKCTA,;

e  opraHuzanus TeKcTa (JIOTUKa MOCTPOCHUS BhICKa3bIBAHUH,
CTPYKTYPUPOBAHHUE).

Exercise 3. Study the table and read the dialogue to find out the dif-
ference between the professions of a solicitor, a barrister and an attorney.
Write down the responsibilities of a solicitor, a barrister and an attorney.

a solicitor

to solicit — xomaralicTBOBaTh, XJI0MOTATh.

So, solicitor is a lawyer who solicits for the client.

a barrister

bar — 1) 6apbep, 3a KOTOPBIM HaXOIUTCS CY/I;

2) Cy/ B IIOJTHOM COCTaBe;

3) KOJIIeTHS aJIBOKATOB.

So, banister is a lawyer who is a member of the bar and who can speak
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before the bar.

an attorney

to attorn — nepenaBaTh KOMy-JI100 IIpaBa, MOPyYaTh.

So, attorney is a lawyer who a client attorns the case to, or transfers the
right to deal with the case

A.: | have some problems and need to consult a lawyer. Can you tell
me where to find a good attorney?

B.: Attorney? You see, here, in London, we have solicitors or barris-
ters.

A.: Solicitors and barristers... Which one is better to approach?

B.: A solicitor will help you from the start. But solicitors can't
represent you in court. This lawyer deals with clients, advises them and
prepares legal documents. Barristers speak for clients in court. Solicitors
do most of paper work for them.

A.: | see. In America counseling and advocacy in lawcourt is per-
formed by attorneys.

B.: What is your problem? Anything serious?

A.: Yes, rather. | think of bringing the action to court. So, I'd like to
find a good barrister.

B.: We'd better visit my solicitor first. He will have an interview with
you, look into the matter and then introduce you to a barrister, if necessary.

A.: Of course it will be necessary! B.: Is it a criminal case?

A.: No, why?

B.: Because barristers speak in higher courts. Solicitors can speak for
their clients in lower courts. Minor civil cases are decided in lower courts.

A.: | see. Then we’d better make arrangements with your solicitor as
soon as possible.

Paboma svinonnsemces unousudyanvho.

Cmoumocmby 8bIN0IHEHHO20 3a0anus. 2 Oaa.
Kpumepuu:

®  peIICHHE KOMMYHUKAaTUBHOM 3a/1a4H;
JeKkcudeckoe odopmiieHuEe BhICKA3bIBAHMUS,
rpaMmaTudeckoe ohopMIICHUE BHICKa3bIBAHMS,
NPaBUIILHO M Y€TKO COPMYJIUPOBAHHBIE BHIBOJIHI;
MOHUMaHHE COACPKAHUS TPOUYNTAHHOTO TEKCTA.
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Exercise 4. Explain your job in the legal profession to a partner. If
you haven’t worked in the legal profession yet, imagine a job you would
like to have. Use the expressions below.

The important thing about a (defendant) is .....

We must be....

What we do is ....

A basic part of our training is .....

This means we can .....

The (defendant’s) job is to ....

You really have to be able to ....

Paboma svinonnsemces 6 napax.

Cmoumocmsb 8binoanenHo20 3adanus. 3 6ana.
Kpumepuu:

pelieHne KOMMYHUKATUBHOM 3a1a4H;
JeKCuIecKoe o(opMIIeHHE BRICKA3bIBAHHS,
rpaMMaTHIecKoe o(popMIIeHIE BRICKA3bIBAHHUS,
dboHeTHyeckoe opopmiICHUE BHICKA3bIBAHUS,
B3aUMOJEHUCTBHE C COOECETHUKOM,

e  opraHuzanus TeKcTa (JIOTMKa MOCTPOCHUS BhICKa3bIBAHUM,
CTPYKTYPUPOBAHHUE).

IpakTnuyeckoe 3ansaTue Ne 5. [Ipouecc ycrpoiicTBa Ha pa6ory (2 4)

Oowasa cymma o6annoe — 0-20

Henv 3anamua — GopMUpOBaHUE HABBHIKOB IPEIOCTABIICHHUS JTMYHOU
nH(pOpPMAITUH MPH YCTPONUCTBE HA PadoOTYy.

Dopmupyemote na 3auamuu komnemenyuu — OK-4 — criocoOHOCTH
CBOOOJTHO TTOJIF30BaThCS PYCCKUM M MHOCTPAHHBIM SI3BIKAMU KaK CPEICT-
BOM JICJIOBOT'O OOIIICHUSI.

3agaHus K 3aHIATHIO
Lead-in
What do you find difficult about applying for a job?
e how and where to look for vacancies;
e how to write a CV and cover letter;
e  how to prepare for the interview;
e  some general ethical rules concerning the interview.
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Useful language

an applicant KaHJIUJIAT, IPETEHICHT, COMCKATEb, Ke-
JAFOIIMH MOJTYYUTh JOJKHOCTD

to apply for the job 10J1aBaTh 3asBJICHUE O MPUEME Ha padoTy,
y4acTBOBATh B KOHKYpPCE Ha BAKaHTHOE
MECTO

a contact / to contact KOHTAKT, CBSI3b (JEJI0BOr0 XapakTepa); X0-

POLLINI 3HAKOMBIN; 1EJ0OBOW IapTHEP
/cBSI3BIBATHCS, YCTAHABIUBATH JICJIOBYIO
CBSA3b

contact information uHdOpMaIUK, HeOOX0auMast IJIs Jajlb-
HEHIIIMX KOHTAKTOB;, KOHTAKTHast HHPOP-
Marnus

a contribution JIMYHBIN BKJIAJ, COACHCTBUE, y4acTHE, CO-
TPYAHUYECTBO

a cover letter / a letter of | conpoBoaHTEILHOE TUCHEMO
application

a credential JTUIUIOM O BBICIIIEM 00pa30BaHHH, BEPH-
TeJIbHAs TPaMOTa; yIOCTOBEPEHUE JINYHO-
CTH

a Curriculum Vitae (CV) | npodeccruonambHas Onorpadus (Jat. «ITyTh
KM3HIDY;, KPATKOE OTMCAaHUEe 00pa30BaHus,
po(eCCHOHATIBHOTO OIbITa U JOCTHKCHUH,
KOTOPOE COCTABIISICTCS IIPH YCTPONCTBE HA
paboTy, moaue JOKyMEHTOB Ha YIacTHUE B
KaKOM-JIN0O KOHKYPCE M T. J1.)

to dismiss YBOJIbHSTh
an educational
qualification
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Exercise 4. Say what benefits of hiring you may result from the
statements below. Use the following phrases of making yourself clear to
the listener by rephrasing what you have just said.

I mean (that).... That’s to say, ...
What I mean is ..... What I'm driving at (is)....
All I mean is... What I'm trying to say (is)...

In other wordes,....

Model: | have an extensive computer and word processing expe-
rience. (I mean you will save time and money as there will be minimal
learning time and immediate results.)

1. My co-workers always praise me for being reliable and punctual.
2. | am always eager to learn and try new things.

3. | get along with others very well.

4. | have exceptional organizational skills.

5. I like to play sports in my free time.

Paboma evinonnsemces unousuoyanvHo.

Cmoumocms ebinonnenHo2o 3adanus: 0,3 6aiia 3a Kaxmayro CUTYalHIo.

Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOU 3a/1a4H,

e  JeKcHueckoe o(opMIICHUE BHICKA3bIBAHMS,

e  TpammaTudeckoe 0OpPMIICHHE BhICKAa3bIBAHNUS;

e  (oHernyeckoe 0o(hopMIIECHUE BHICKA3bIBAHMUS;

®  TPABUJIBHO M Y€TKO CHOPMYJIHUPOBAHHBIE BHIBOIHI;

e  opraHu3aius TeKcTa (JIOTuKa MOCTPOCHUS BHICKA3bIBAHUM,
CTPYKTYpHUPOBAHUE).

Exercise 5. These people are talking about different aspects of their
contracts of employment. Make a list of the points they are sure or unsure
about. What, in your experience, does a standard contract of employment
usually say about these points?
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Paboma evinonnsemcs unousudyanvro.
Cmoumocmbs 8bln0IHeHHO20 3a0anus. 2 Oaua.

Kpumepuu:

o peleHrne KOMMYHUKATUBHOU 3a/1a4H;

o JIeKCU4YecKkoe o(QopMIIeHHE BbICKa3bIBaHUS,

o rpaMMaTH4eckoe o(popMIiIeHHE BhICKA3bIBAHUS,

o MPaBUJIBLHO U YETKO CHOPMYJIUPOBAHHBIE BBIBOJIBI;
[ ]

INOHUMaHHUEC COACPKAHUA IIPOYHUTAHHOTO TCKCTA,
OopraHu3anusa TCKCTa (J'IOI‘I/IKa IMOCTPOCHUA BI)ICKa?)I)IBaHI/II\/'I,

CTPYKTYPUPOBAHHUE).

Exercise 6. Match the words and expressions from a contract of em-

ployment (A) with the words and expressions that have similar meaning in
plain English (B).

A. contract vocabulary B. plain English
1. surrender a. agreement
2. duration b. holiday
3. undertake c. have the right to
4. consent d. terms
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5. commence e. promise

6. leave f. in place of

7. be entitled to g. length (of time)
8. provisions h. invalid

9.in lieu of I. give back

10. inoperative J. begin

Paboma svinonnsemces unousuoyanvho.
Cmoumocmo sbinonnerno2o 3adanusi: 0,2 6aiia 3a KaKIyr CUTYaIHIO.
Kpumepuu:
®  pelIeHHEe KOMMYHUKATUBHOMW 3aJ1a4H;
e  JieKcHMYecKkoe OQOpMIICHHE BHICKa3bIBAHUS;
¢  [IOHMMAaHHUE COJIEPKAHUS MPOUYUTAHHOTO TEKCTA.

Exercise 7. Below are some clause headings taken from a standard
contract of employment. Match them with the correct clauses. One heading
does not fit anywhere.

Absence Applicable law Competition Confidentiality
Duration of contract / Terms of employment

Leave entitlement  Severance Working hours

1

The Employee shall not make known to any third party any informa-
tion in respect of patents, know-how, trade secrets or other confidential
material which relate to the company or its Clients or its suppliers or its
co-operation partners. The originals of any documents relating to such in-
formation are to be surrendered to the Company immediately upon termi-
nation of employment.

2.

For the duration of this contract of employment and for a period of
two years thereafter the Employee undertakes not to be employed in any
way either by firms which compete with the Company or conduct similar
business to that of the Company or by firms which are connected to or as-
sociated with such firms without the consent of the Company.

3.

The Employee’s service with the Company commences on April 1
20.. and continues for an unlimited period of time, but until no later than
the statutory retirement age.

4,
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Should the Employee be unable to work on account of certified ill-
ness, full pay will continue according to the length of service scales set
forth in the attached Staff Handbook. Irrespective of the length of service,
there is a minimum full pay entitlement of 30 days.

5.

The Employee is entitled to 30 days’ paid leave in the calendar year
plus public holidays. In arranging the dates of this leave, the Employee
shall give proper consideration to the needs of the Company.

6.

The construction, validity and performance of this contract shall be
governed in all respects by English law.

7.

The invalidity or unenforceability of individual provisions does not
affect the validity or enforceability of the contract as a whole. In lieu of
any such inoperative provisions, agreement shall be reached by parties on
replacement provisions which approximate as closely as possible to the
stated commercial intentions of the parties.

Paboma evinonnsemeces unousuodyaivHo.

Cmoumocmsb gbinonnennoco 3adanus: 0,7 0aa 3a KaXIyr0 CUTYaIHIO.
Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOM 3a/1a4H,

®  MPaBWILHO U YETKO CHOPMYITHUPOBAHHBIC BHIBOIHI;

®  TIOHMMaHHWE COJACPKAHUS MIPOUYUTAHHOTO TEKCTA.

MOJAYJIb 3. IOpuaudeckoe cOnpoBoxIeHHe OM3Heca
Oowaa cymma oannoe — ot 0-30
IpakTnuyeckoe 3ansaTHe Ne 6. ®opmbl opranusanuu ousHeca (1 4)

Oowan cymma oannoe — 0-10

Ilenw 3anamus — pacuiMpeHune npeacTaBieHnit o popmax opranuza-
Uy OusHeca U POpMHUPOBAHKME HABBIKOB MPEIOCTABICHUS IOPUIAYECKOM
KOHCYJIbTAIUH.

Dopmupyemvoie na 3auamuu komnemenyuu — OK-4 —crnocoOHOCTh
CBOOOJIHO TOJIb30BATHCS PYCCKUM U MHOCTPAHHBIM SI3bIKAMU KaK CPECT-
BOM JIEJIOBOTO OOLIEHUH.
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3agaHud K 3aHATHIO

Lead-in

What business organizations do you know?

Why should a lawyer know the types of business organizations and
the principles of their formation?

Useful vocabulary

sole trader CIMHOJIMYHBIN BJIaeIIel

(sole proprietorship - US)

partnership TOBAPHIIECTBO

limited liability company | xoMmaHus ¢ OrpaHUYeHHONW OTBETCTBEH-

Ltd. [limitid] HOCTBIO

(corporation — US) the abbreviation is pronounced as a word,
not by letters

public limited company | oTkpbITasi KOMIIAHHUS C OTPAaHUYCHHOM
OTBETCTBEHHOCTHIO

private limited company | 3akpsiTas aKIlHOHEpHAs KOMIaHMSI

legal entity IOPUAMYECKOE JTUIIO0

natural person / individual | pusngeckoe o

profit pUOBLTH

loss-losses yOBITKH

interest 70JIsI B JIeJI€, 10JIEBOE yUacTue (bawukK. -
MPOLICHT)

debenture oOnMTranus akKIMOHEPHOT0 O0IIeCTBa

share J0JIs1 aKIIHOHEPa B KaIluTaje Mpepu-
STUST, aKIUs

transfer shares nepeaBaTh aKIuu

subscribe for the shares [MOANNCHIBATHCA HA aKIUU

equity OCHOBHOM KaITMTajl; aKTUBBI IIPEAPH-
STHS 32 BBIYETOM 3a0JKCHHOCTH

capital KamuTaji, COCTOSTHUE

stocks aKIMH, TAKET aKI[1H

stake JI0JIs1 KanuTana B IPEANPUATHY; Al

Exercise 1. Read the introduction and study the table below. Answer
the questions.

Business activity is organized in statutory forms. Each form, or type
of business organization, provides the responsibilities, rights and liabilities
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of business owners. The major types of business organizations are: sole
ownership (sole proprietorship — US), partnership and limited liability
company (corporation — US).

Businesses and companies are created by people coming together for
mutual benefit. There are different ways in which an organization can be
created. The form selected will depend on the type of organization and the
country it is in. It is important to ensure that the right type of organization
Is created for the intended activity: production of goods or rendering ser-
vices.

Money raised for business creation is the capital or stock. Naturally,
a sole owner has the whole capital and partners have certain parts, or
stakes. Company members, who have invested their money into this busi-
ness, have shares of the capital.

Every business is supposed to grow and bring profits. Profits are di-
vided between the partners in partnership, or between shareholders in a
company, and only a sole owner gets all the profits. The liability for losses
or debts is proportionable to capital interest.

Study the forms of business organization in the USA and answer the
questions below.

MAJOR FORMS OF BUSINESS ORGANIZATION

Sole proprietorship General partnership Corporation
Requirements None Agreement of the Obtain a charter from
for organizing parties the state; organiza-
tional fees
Legal status Owner is the business; Mot a separate entity in Separate entity from
not a separate entity many states OWners
Liability of Unlimited liability Unlimited liability Liability limited to
owWners amount of investment
Management Owner makes all Partners have equal say Directors (elected by
decisions in management unless shareholders) set policy
otherwise specified in and appoint officers
agreement who run the company
Dissolution Terminates upon Terminates by agree- Ends when charter
owner's decision or ment of partners or terminated
death upon a partner’s death,
withdrawal, bankruptcy
Ease of Just do it Moderately difficult Assistance of legal
formation counsel required
Duration Death or as proprietor Death, bankruptcy, Can be perpetual
determines or withdrawal of any
partner
Ability to Poor Moderate Excellent

attract
professional
managers
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1. Which form of business organization does not involve unlimited
personal liability for its owners?

(a) sole proprietorship (b) partnership (c) corporation

2. Which form of business organization does not terminate upon the
death of its owner(s)?

(a) sole proprietorship (b) partnership (c) corporation

3. Which form of business is the easiest to set up?

(a) sole proprietorship (b) partnership (c) corporation

4. Which form of business has the greatest potential to bring together
large sums of capital?

(a) sole proprietorship (b) partnership (c) corporation

5. Which form of business has the greatest potential for attracting
professional managers?

(a) sole proprietorship (b) partnership (c) corporation

6. Which form of business organization requires a charter from the
state? (a) sole proprietorship (b) partnership (c) corporation

7. The UPA governs (a) proprietorships (b) partnerships (c) corpora-
tions

8. Which form of business organization is looked upon as being an
artificial entity, separate from its owners?

(a) sole proprietorship (b) partnership (c) corporation

Paboma evinonnsemces unousuoyaivHo.

Cmoumocmsv 8blNOJIHEHHO20 3a0aHus. 2 Oaa.
Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOM 3a/1a4H,

®  TIPABUJILHO M Y€TKO CHOPMYJIHUPOBAHHBIE BEIBOIHI;
®  [IOHWMaHHE COJICP)KAHUS MPOUYNTAHHOTO TEKCTA.

Exercise 2. Study the situations, answer the questions, and then pre-
pare arguments to support your answers.

1. One day Sol had an idea to make money. He took his savings and
went out and bought large blocks of tickets for the main entertainment at-
tractions in Branson, Missouri. He then called several tour directors to see
if they would buy them. When they did, Sol charged them a dollar extra
per ticket. He did nothing else. What form of business organization does
Sol have?

2. Sol hired Nadine to deliver the tickets in his car to the theaters just
as the tour buses arrived. If Nadine has an accident on such an errand,
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what are the potential consequences for Sol’s business and his personal as-
sets?

3. After several months of brokering tickets to tour directors, Sol
thought it would be a good idea if he offered his ticket service to people

on the Internet. His friend Tom was a computer programmer, and Sol
made him an offer to join the business. Tom would control computer mar-
keting of the tickets and, rather than a salary, would receive a percentage
of the profits. What form of business organization exists between Sol and
Tom?

4. If Nadine has another accident while delivering tickets, what might
the consequences be for Sol and Tom’s business and personal assets?

5. As Sol and Tom’s business continued to grow, they decided to
open a storefront on the main access road into Branson. Unfortunately,
their business was still too new to get a loan from the bank, and their per-
sonal credit standings would not support a loan the size they needed. They
did have some friends who were interested in investing in their business.
However, the friends did not want to be exposed to unlimited personal lia-
bility. What type of business organization seems ideal in this situation, and
why?

6. Sol and Tom decide to go forward with the new storefront and to
organize as a corporation. Now another employee is delivering tickets and
has an accident. What are the potential consequences for the owners’ busi-
ness and personal assets?

7. Sol and Tom have been running their business as a corporation for
a decade. It has grown so much it is difficult to keep up with all the work.
One day Sol mentions they could hire professional managers to run the
business and live on the dividends from their stock ownership. Tom
thought about this and said, “just because we want to hire a professional
manager doesn’t mean we could find one to work for us.” “Actually, we’re
in the right business form to attract a good one,” replied Sol. Is he correct?

Paboma svinonnsemcs unousudyanvho.

Cmoumocmsb gbinonnenno2o sadanusi: 0,5 0ana 3a KaxIyro CUTYaltIo.
Kpumepuu:

®  pCIICHHE KOMMYHUKAaTUBHOU 3a/1a4H;

e  JeKcuyeckoe o(opmIICHHE BHICKa3bIBAHUS,

e  TpammaTudeckoe 0OpPMIICHHE BhICKAa3bIBAHNUS;

®  TIPaBWJIBHO M YETKO COPMYITMPOBAHHBIC BEIBOJIBI M APTyMEHTHI,
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e  opraHuzanus TeKcTa (JIOTMKa MOCTPOCHUS BhICKa3bIBAHUM,
CTPYKTYPUPOBAHHUE).

Exercise 3. You will hear five short extracts in which lawyers are
talking to clients who are directors of companies.

Task 1. Choose from the list A-F what each director wants to do.
One letter is extra.

A. leave the board for reasons of ill health.

B. set up a new company.

C. continue in his position.

D. remove the Company Secretary.

E. get involved in another business.

F. continue a business arrangement after leaving a company.

Paboma svinonnsemcesa unousuodyanvho.

Cmoumocmsb gbinonnennoco 3adanus: 0,3 0aa 3a KaXIyr0 CUTYaIHIO.
Kpumepuu:

®  peleHHEe KOMMYHUKATUBHOW 33]1a4H;

¢  [IOHMMAaHHUE COJICPKAHUS YCIBIIIAHHOTO TEKCTA.

Task 2. Choose form the list A-F what each lawyer is doing. One let-
ter is extra.

A. offering reassurance.

B. reminding.

C. changing opinion.

D. regretting.

E. offering an alternative.

F. agreeing with a plan of action.

Paboma svinonnsemcs unousudyanvho.

Cmoumocms ebinonnenHo2o 3adanus: 0,3 6aia 3a Kaxmayto CUTyaluro.
Kpumepuu:

e  pelIeHHEe KOMMYHUKATUBHOMW 3a1a4H;

®  [IOHMMAaHUE COJICP)KAHUS YCIBIIIAHHOTO TEKCTA.

Exercise 4. You are a business lawyer. This is the list of your

clients who need your legal advice and are scheduled for a meeting.
What will you advise?
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1.Erik and Jane Owner, a married couple, are eager to start a
business. They have some money and can get a loan from the bank.
Erik thinks they can manage a small restaurant. What type of organiza-
tion should they choose? (Jane thinks they’d better be partners)

2.Linda Venture sees herself as perspective businesswoman. She
has an idea to launch a beauty parlour. She has perfect business skills,
but she has little money. Her friend Alice Scholar has got a lot of mon-
ey and is ready to invest a certain sum into Linda’s enterprise. Alice is
not interested in business and wants to go on with her scientific re-
search. What business form would you recommend?

3.John Boss represents a group of shareholders who intend to in-
vest into manufacturing business. John wants to know more about cor-
porations and, just in case, about LLC, as some shareholders find it a
better form of conducting business.

Paboma evinonnsemces unousuodyanvHo.

Cmoumocmsb gbinonnennoco 3adanus: 0,5 0aa 3a KaxIyro CUTYaIHIo.

Kpumepuu:

perieHne KOMMYHHKAaTUBHOM 3a1a4H;

JeKkcudeckoe o(opmiieHNEe BRICKAa3bIBAHHUS,

rpaMMaTHieckoe o(popMIIeHIE BEICKA3bIBAHHUS,

MPAaBUJILHO M YETKO C(HOPMYTUPOBAHHBIC BHIBOBI M ApTYMEHTHI,
e  opraHu3aius TeKcTa (JIOTuKa MOCTPOCHUS BHICKA3bIBAHUM,

CTPYKTYpHUPOBAHUE).

IpakTuueckoe 3ansiTue Ne 7. OC00E€HHOCTH CTHUJIA NPOBEICHMS
neperosopos (3 )

Oowaa cymma oannoe — 0-20

Henwv 3anamua — pacmipeHue NpeacTaBICHU 0 CTHISX U Gopma-
Tax MEPEroBOPHOTO TpoIiecca.

Dopmupyemvie na 3anamuu komnemenyuu — OK-4 — ciocoOHOCTH
CBOOOJTHO TTOJIb30BaThCS PYCCKUM M HMHOCTPAHHBIM SI3BIKAMU KaK CPEICT-
BOM JIEJIOBOT'O OOILICHMUSI.

33}]3HI/IH K 3aHATUIO

Lead-in

Have you ever negotiated in English?

What skills and qualities do you think good negotiators need?
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Useful language
Welcoming

I would like to welcome you to ... .
On behalf of ... | would like to welcome you to ...
Suggesting a procedure

| would like now to begin by suggesting the following procedure /
agenda.

To start with, | think we should establish the overall procedure.

Does that seem acceptable to you?

Is there anything you’d like to change?

Proposing / Asking for opinions

Our basic position is ...

There are several options ...

We propose / suggest ...

Regarding your proposal, our position is ...
Would it be possible ...

How do you feel about ...

Do you think you could consider ...

What are your thoughts on ....?

What do you think (about)...?

Responding to suggestions

As far as your proposal is concerned, we think that ...
May we offer an alternative? We propose that ...
From where we stand, a better solution might be ...
Considering that, I would like to suggest ...

Agreeing
We agree with you on that point.
That’s a fair suggestion.

You have a strong point there.
| think we can both agree that...
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Objecting

| understand where you’re coming from; however,...
If you look at it from my point of view...

I’m afraid | had something different in mind.
I’d have to disagree with you there.

Reasoning

This is because ...

The reason for that is ...

... 18 essential and vital for our customers.
We have to / must have ...

Reassuring

Let me reassure you that ...
We can promise you that ...

Giving a hint
Our main concern is ...
It is vital / crucial that ...
Our intention 1s ...
We might like to ...
[ am willing to accept ... if ...
It would be an alternative to ...
There a few things we can compromise ...

Clarifying

It seems that ...

Do you suggest ...

Do you mean ...? / Does it mean ...?

If I understood you correctly ...

What exactly do you mean by ... ?

I’m not sure | fully understand your point.
Could you clarify one point for me?
Could you be more specific?

In other words, you feel that...
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Let me make sure I understand what you’re saying.
Can we summarize your position up to this point?

Identifying obstacles

The main thing that bothers us is ...

One big problem we have is ...

The main obstacle to progress at the moment seems to be ...

Let’s take a closer look at this problem.

| would like to analyze this situation and get to the bottom of the problem.

Compromising

How flexible can you be on that?

In return for this, would you be willing to ...?

May we offer an alternative?

We are ready to accept your offer; however, there would be one con-
dition.

What do you think is a fair way to resolve the situation?
Would you be willing to accept a compromise?

Delaying

We would have to study this. Could we get back to you on this later?
We’ll have to consult with our colleagues back in the office.

We’d like to get back to you on it.

I don’t have the authority to make that decision by myself.

Refusing a proposal

[ am afraid we couldn’t agree to that.

I’m sorry, we can’t accept that.

I’m afraid your offer doesn’t go far enough.

I’m sorry, but we must respectfully decline your offer.

That would be very difficult for us because ...

That’s totally unacceptable.

Unfortunately, we must decline your offer for the following reasons.
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Accepting a proposal

We are happy to accept this agreement.

| believe we have an agreement.

| think we have a deal.

| think we will have to agree to...

We can only agree with you there.

I have to admit that you’re right.

| am willing to work with that.

It sounds like an alternative / option / possibility ...
That sounds reasonable.

Closing / summarizing

Can we review what we have agreed on so far?

Now, let’s just take a moment to review what we’ve discussed.
So, what we’ve finally decided on is ...

Let’s make sure we agree on these figures (dates / etc.).

Can we check these points one last time?

Let’s just confirm the details, then.

Final greetings

It has been a pleasure doing business with you.
We look forward to cooperating with you again.

Exercise 1. Read about two negotiation formats and list their advan-
tages and disadvantages.

Negotiation format

Advantages

Disadvantages

Positional bargaining

Principled negotiation

A negotiation is a communication process in which multiple parties dis-
cuss problems and attempt to solve them via dialogue in order to reach a
resolution. Negotiations occur constantly on micro and macro scales, both
in the office and in everyday life. As in-house counsel, you are sure to en-
counter numerous types of negotiations as part of your daily tasks, such as
salary negotiations, contract negotiations with outside counsel, settlement
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negotiations during litigation, union negotiations, purchase order negotia-
tions, and more.

There are two main formats in which negotiations take place.

Positional bargaining, also known as distributive, assertive, or aggres-
sive negotiation, involves arguing based on a position. Each side takes an
extreme position based on its wants, needs, and limitations. These posi-
tions are almost always on opposite ends of the spectrum. The parties then
treat the negotiation as a zero-sum game in which only one party can
“win” the negotiation. By starting with an extreme initial position, the par-
ties are then forced to make concessions to reach agreement. The smaller
the concessions made, the more victorious one party feels. However, by
starting with extreme positions and making only small concessions, the
parties find that the negotiations become tense and drag on. A failed nego-
tiation results when a stalemate is reached, and no final agreement is made.

Positional bargaining is best characterized by a pie analogy - each party
Is competing for the biggest slice of the pie. The negotiating room grows
hostile, and communications may involve threats and lack transparency. A
lack of trust ensues, and the future of the relationship may seem preca-
rious. As the negotiation continues, parties grow even more entrenched in
their positions, refusing to change their minds. Parties strongly commit
themselves to one position and one position only and focus only on their
own goals.

Despite its flaws, there is a time and place for positional bargaining. It
works best when haggling on price, compromising on a position with
another party that has conflicting underlying interests, or acting in a situa-
tion of immediate crisis.

Principled negotiation, also known as integrative, cooperative, friendly
or conciliatory negotiation, is another negotiation format in which parties
work together to forge a value-creating agreement that leaves both parties
happy with the outcome and with the status of the relationship. Principled
negotiation creates a collaborative environment in which parties establish
shared interests and work together to build mutually beneficial solutions.
Parties are able to understand each other and trust each other while also
being creative in solving the shared problem. Rather than thinking in terms
of positions, the parties think in terms of interests and problems. Rather
than a zero-sum game, principled negotiation leaves both parties no worse
off than when they started the negotiation. Principled negotiation can also
be characterized by a pie analogy - each party collaborates with the other
to try to create a bigger, mutually beneficial pie in which to share.
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each

Paboma evinonnsemcs unousuodyanvho.

Cmoumocms 8bIN0OIHEHH020 3a0anus. 3 daa.
Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOM 3a/1a4u

e  JieKcHYecKoe O(OpMIICHUE BhICKa3bIBAHUS

e  TpamMmaTH4ecKoe 0)OPMIICHHE BhICKAa3bIBAHUSI
e  TIOHMMAaHHUE COJACPKAHUS MPOUUTAHHOTO TEKCTa

Exercise 2. In addition to the negotiation formats discussed above,
individual has his/her own negotiation style. There are five main ne-

gotiation styles: competing, collaborating, compromising, avoiding, and
accommodating. Each negotiation style deals with conflict differently and
has its advantages and disadvantages. It is crucial to be tactical in which
style you choose, considering such factors as the style of the other negotia-
tor and the type of negotiation. Determine your negotiation style at Does
the result correspond to what you feel about your negotiation skills? Make

notes

Paboma svinonnsemces unousuodyanvho.

Cmoumocmu gbinonnenno2o 3aoanus. 3 damia.

Kpumepuu:

° pellleHrnE KOMMYHUKATUBHOW 33/1a4H;

JIeKCUYecKoe Oo(opMIIeHUE BbICKA3bIBAHHUS,
rpaMMaTH4eckoe o(popmIIeHHE BhICKA3bIBAHUS,
IpaBWIbHO CHOPMYITUPOBAHHBIE BHIBO/IHI;
MOHUMAaHUE COJCPKAHUSA MPOUYUTAHHOTO TEKCTA.

Exercise 3. Think of some points that are important to remember

when

negotiating. Read the tips below (1-12) and match them with expla-

nations and reasons (a—1).

©O~NOUTAWNR

. Wait after each other.

. Get it in writing.

. Have a fall-back plan.

. Know your bottom line.

. Prepare carefully.

. Determine the extent of the other’s side authority.

. Listen to the other side.

Make sure you and the parties understand the contract.
Discuss everything, however difficult.
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10. Don’t be afraid to ask.
11. Know what you want.
12. Avoid using form contracts.

a. Negotiators often fail to raise an issue because they don’t think
they will have a chance of success. Don’t be shy!

b. Make sure you know exactly what you do and do not want. You
need to make sure that you do not end up with something less than accept-
able.

c. Never negotiate against yourself. Once you have made an offer,
wait for a response before making another offer. If you don’t wait, you en-
courage the other party to hold off its response in the hopes of getting an
even better offer.

d. When parties fail to live up to an agreement, written proof of the
negotiator’s intent is critical and helps those resolving the dispute to know
what was intended.

e. The three most important things about a negotiation are prepara-
tion, preparation and preparation. You should research the needs and wants
of your client and of the other party. You should also be able to anticipate
different responses and be prepared for how you will react.

f. Make sure you know if you are negotiating with the deal-maker or
not. If not, you have to convince the party to agree with your position and
make sure they understand it so that they can convince someone else.

g. By knowing what you want and what you need, you will know
when it is time to stop. If you look for more than you need, you may end
up losing everything.

h. Always keep your best alternative in mind if you are facing an un-
successful negotiation. If you don’t have a fall-back position, you will
have to keep negotiating until a deal is reached, even if that agreement is
unacceptable.

I. Good negotiators are good listeners and good communicators, not
only good speakers. By listening, observing behaviour and body language,
and being attentive, you can learn things that will further your interests.

J. Most people don’t like to argue. Negotiations should not be arguments,
but remember that avoiding tough issues amy cause problems later on.

k. Form contracts merely drive negotiations towards a predetermined
result proposed by one side. The draft contract must reflect the negotiation
100 %.
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I. Never sign anything on behalf of a client or advise a client to sign
unless they have fully understood all the contract terms.

Paboma svinonnsemcs unousuodyanvho.

Cmoumocmsb gbinonnennoco sadanus: 0,4 0aa 3a KaxIyro CUTYaIHIo.
Kpumepuu:

®  pelIeHHEe KOMMYHUKATUBHOMW 3aJ1a4H;

e  TPaBUILHO CHOPMYJIUPOBAHHBIC BHIBOIBI,

e  [IOHMMAaHHUE COJICP>KAHUS TPOYUTAHHOTO TEKCTA.

Exercise 4. Rank your top five tips on successful negotiations. Give
your arguments.

Paboma svinonnsemcs unousudyanvho.
Cmoumocms evinoanennozo 3adanus. 0,3 6ana.
Kpumepuu:

e  pelleHHe KOMMYHUKAaTHBHOM 3a/1auHu;

e  JeKkchdeckoe O(OpPMIICHHE BBICKA3hIBAHUS,

e  TpamMMaTHYecKoe 0(hOpPMIICHHE BHICKa3bIBaHUS.

Exercise 5. While a negotiator represents one party or the other, a
mediator is an impartial facilitator with no link to either party in a negotia-
tion. He has no interest in the substance of an agreement itself, but is, ra-
ther, concerned with the process of helping the parties reach a satisfactory
agreement on their own. Complete the stages in a mediation (1-12) using
the words in the box.

agreement allow askfor build effect explain hear
name identify  positions probe trade-offs

1o, parties’ stories.

2. i, venting.

3.Beginto .......... trust.

4. Writean ............

5. Discuss ........... of not resolving.

(S the process.

(i, understanding.

8. Focus on interests and ...... of parties.
9....... areas of agreement.
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10. ...... desired outcomes.
11. Discuss priorities and ...... :
12, ......... positives.

Paboma svinonnsemcs unousuoyanvho.

Cmoumocmo svinonnerno2o 3adanusi. 0,1 6aia 3a KaKIyr0 CUTYaITHUIO.
Kpumepuu:

®  pCIICHHE KOMMYHUKAaTUBHOM 3a/1a4H,

e  JieKcHYecKoe 0(OopMIICHUE BHICKA3bIBAHMUSI.

Exercise 6. Although most mediators undoubtedly would prefer
agreements that are as fair as possible, ensuring fairness is not specifically
the mediator's job. The website of Stephen Marsh, a lawyer who practices
and teaches mediation, features these five elements that define mediation
as a practice:

e  Animpartial, third-party facilitator.

e A third party who protects the integrity of the proceeding: con-
fidentiality, the fact that parties maintain control over arriving at agree-
ment, etc.

e  The good faith of the parties: their willingness to seek solutions, ra-
ther than abuse or take advantage of the other party, or avoid responsibility.

e  The physical presence of the parties (although not necessarily in
the same room).

e  An appropriate site or venue that's comfortable and safe for
both parties.

o Listen to a conversation about being a mediator and decide
whether these statements are True or False.

Hannah hasn’t met John before.

John has been working in employment law for a very long time.
John knows a lot about mediating.

A mediator should not favour one party.

John’s client continues to work with her boss.

Mediation should take place away from the employee’s environ-

Sk wnE

ment.

~

Parties in a mediation must tell the truth.
. Mediation is similar to what lawyers do.
9. John admires Hannah’s work.

oo

Paboma svinonnsemcsa unousudyanvho.
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Cmoumocmsb gbinonnenno2o 3adanus: 0,3 Oaa 3a KaxIylo CUTYalHIO.
Kpumepuu:

®  pElIEHHE KOMMYHHUKAaTUBHOM 33/1a4H;

o MOHUMAHHE COJCPKAHUS YCIIBIIIAHHOTO TEKCTA.

Exercise 7. You are mentoring a new employee of your law firm. He
has asked you for some advice on negotiating successfully. Email the em-
ployee giving him some useful advice. Use the following phrases of advice
and sequencing.

Most importantly, ....

It’s vital that ....

You should always / never .....

In addition to this, ...

It’s not a good idea to ....

My main advice would be ...

Don’t forget to ...

Don’t be put off by ...

Always consider ...

You must first ....

Following that, ....

Paboma svinonnsemces unousuodyanvho.
Cmoumocmo 8b1N0IHeHHO20 3a0anusi: 5 0aoB.
Kpumepuu:
e  pelleHHe KOMMYHUKAaTHUBHOM 3a/1auu;
®  JIeKCHMYecKOe O(OPMIICHHE BHICKAa3bIBAHUS,
e  rpamMMaruueckoe opopmieHre BhICKa3bIBAHUS;
e  opra"u3zanms TeKCTa (JOTHKa MOCTPOSHUS BBICKA3bIBAaHUM,
CTPYKTYpHUPOBAHUE);
e  opdorpadus ¥ MyHKTyaIHs.
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MOJYJb 4. BUABI OPUJINYECKOIN KOPPECNOHIEHIUUA
U JOKYMEHTOB

Oowaa cymma oannoe — ot 0-30

IIpakTnueckoe 3ansaTue Ne8. FOpuanueckoe coneiicteue
B OpraHu3amnum Ou3Heca: aejoBas nepenucka (1 1)

Oowan cymma oannoe — 0-10.

Ilenv 3anamus — pa3BuTHE HABBIKOB COCTABJICHUS JEI0BOM KOppec-
TTOHICHITNH.

Dopmupyemvie na 3auamuu komnemenuuu — OK-4 — ciocoOHOCTH
CBOOOHO TI0JIH30BAThCS PYCCKUM M HHOCTPAHHBIM SI3bIKaMU KaK CPEJICT-
BOM JISJTIOBOT'O OOIIICHMS.

3agaHud K 3aHATHIO

Exercise 1. Use the list of word choices to answer the following
questions.

salutation date complimentary closing signature
inside address return address writers typed name  body
1o Is the place for the writer to handwrite their name.

2. The recipients name, company name, and address are called the

3. The purpose of the letter is included inthe .....................
4. Yours truly, is an exampleofa .................
5. The last line in a business letter isthe ..................

Paboma svinonnsemces unousuoyanwvHo.

Cmoumocms evinonnenno2o 3adanus. 0,1 6aina 3a Kaxmayro CUTyaIuro.
Kpumepuu:

o perieHne KOMMYHHKATHBHOM 3a1a4H;

o JeKkcudeckoe odopmiieHHEe BRICKAa3bIBAHHUS,

o MOHUMaHUE COACPKaHUS TPOUYNTAHHOTO TEKCTA.
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Exercise 2. For each of these phrases, indicate whether they would
be used to refer to a previous letter (RF), give an opinion (O), summarize
(S) or attach (A).

Depending on the situation, this can be a good idea....
Please see the attached document for further details on ....
This decision could be a good way forward because....

[t is my opinion that....

In my response to your query regarding ....

Briefly, the process begins with...

This process can be of benefit to both parties.

| would recommend a colleague of mine.

. With reference to your letter of 8" October, .

10. I think you should look into the matter further

11. T attach a document that goes into more detail about the benefits of ....

©Co~NoGhkwhE

Paboma evinonnsemeces unousuodyaivHo.
Cmoumocms ebinonnenHo2o 3adanus: 0,2 6aa 3a Kaxmayto CUTyaluro.
Kpumepuu:

® pellleHNEe KOMMYHUKATUBHOM 3a/1auu;

e JieKcuueckoe o(pOopMIIEHHE BHICKA3bIBAHUS;

® Opra"u3aius TeKCTa (JOTMKa MOCTPOCHUS BBICKA3bIBAHUMN, CTPYKTY-
pUPOBaHMUE);

® T[OHUMAaHHE COACPKAHUS MPOYNTAHHOTO TEKCTA.

Exercise 3. You are a lawyer, and one of your clients, Carl Posner,
has just started his own business. Mr. Posner has written to you asking for
some advice on disciplinary matters. Read his letter, on which you have
made some notes. Then, using all the information in your notes, write a re-
ply to Mr. Posner. Follow the rules of letter writing.
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Dear Mr Tims,

As you know, I have recently{set up my own business and I am now looking
into establishing(clear disciplinary procedur@for the company.

I would be grateful if you could let me knowGwhat I should be aware of

when setting up these procedures. Also, could yow(clarify the legal options
employees have if they are unhappy with any disciplinary actions taken

by me? —— mediation can save
tlme and money!

I look forward to hearing from you.

Sincerely
Carl Posner

( very Lmportant - sa Y w@

outline what
to constder

descrtbe
employees’ options

come back to me
with any queries

Paboma svinonnsemcesa unousuodyanvho.
Cmoumocmb 8binonHenHo2o 3adanus. 4 Ganna.
Kpumepuu:

pelIEeHNE KOMMYHUKATUBHOW 334U,

L4 JICKCHUYECKOC O(l)OpMJ'IeHI/Ie BBICKA3bIBAHUA,

L4 rpaMMaTHu4CCKOC O(l)OpMJ'IeHI/Ie BBICKA3bIBAHUA,

L4 opraHnmusanus TCKCTa (J'IOFI/IKa IOCTPOCHMUS BBICKaSBIBaHI/Iﬁ,
CTPYKTYpPUPOBAHUE);

° oporpadus u myHKTyaIus.
Exercise 4. You are moving to a different department in your law

firm and are transferring your remaining cases to a colleague. A client
wants to sell electronic equipment to a company in another country. You

have been neg

otiating the contract. Write a memo to your colleague to

brief him on the case. Your memo should:

[ J

[ ]

[ J
To:
From:
Date:

give some information on the client and the deal;
explain what point you have reached in the negotiations;
outline what needs to be done next.

Re: (Subject)

The body

Sender’s name / initials



Paboma svinonnsemcsa unousudyanvho.
Cmoumocmsb 8bln0IHEHHO20 3a0aHus. 3 Oala.
Kpumepuu:

e  pelieHWe KOMMYHUKAaTHUBHOM 3a1auu

e  JIeKCMYEeCKOe O(POPMIICHHE BHICKA3bIBAHUS

e  rpamMmMaruueckoe opopMiieHHE BBICKA3bIBAaHUS

e  OpraHu3aius TeKCTa (JIOrUKa MOCTPOCHUS BHICKa3bIBaHUM,
CTPYKTYpPUPOBAHHUE)

e  opdorpadus U MyHKTyaILHs

IIpakTnyeckoe 3ansitue Ne 9. CocraBjieHHe M PACTOPKEHHE
KoHTpakTa (3 4)

Oowaa cymma oannoe — 0-20

Ilenv 3anamua — paclIMPEHUE TEPMHUHOJIOTHYECKOTO CIOBAPHOTO
3amaca mo TemMe u (GOpMHUPOBAHUE HABBIKOB OOCYKJICHHUS M COCTABJICHUS
IYHKTOB KOHTPAKTA.

Dopmupyemvie na 3auamuu komnemenyuu — OK-4 — cnocoOHOCTH
CBOOO/IHO MOJIb30BATHCSI PYCCKUM M MHOCTPAHHBIM SI3bIKAMU KaK CpPEJICT-
BOM JIEJIOBOT'O OOIIIEHHU.

3agaHud K 3aHATHIO

Lead-in

e  Have you ever drafted, negotiated or signed a contract?

e When you have to enter into a contract (employment
agreement, services agreement (with travel agency, club, Internet
provider etc), contract of tenancy (rent a flat) or any other) do you:

e read attentively every clause, make remarks and clarify
each point?

e scan it to find the stipulations that you care about most?

e  estimate it as a professional to find some inconformity
with legal rules?

e try to detect hidden pitfalls?
e  just look through and sign?
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e  start hot discussion on the clauses because you love to ar-
gue and reason? Give your reasons.

Useful vocabulary

to amend

BHOCHUTD ITIOIIPABKH

acceptance

AKLCIIT, IIPUHATHUC

bilateral contract

JIBYCTOPOHHUU JTIOTOBOP

to breach a contract

HapyUIUTh YCIOBUS JOTOBOPA

clause

CTaThs JIOTOBOpA

competent parties

KOMIICTCHTHBIC CTOPOHBI

commitment

00s13aTeBCTBO

consideration

BCTPCYHOC YIOBJICTBOPCHHUC, KOMIICHCA-
nysi, BOSMCIICHUC

counteroffer

BCTPEYHOE MPEIOKEHUE

to discharge

npekpamarh (00s13aTeIbCTBO)

to draft a contract

COCTAaBHUTb 1OT'OBOP

enforceable

UMEIOIINN UCKOBYIO CUITY, IPUHYIUTEIb-
HO OCYILIECTBJISIEMBII B CYJI€OHOM MOPSJIKE

to enter into a contract

3akirouath goropop (Not! - conclude a
contract)

to execute a contract

UCTIOJIHUTH JOTOBOP; alsS0: 3akiouuTh J10-
rOBOP

executed contract

A0TOBOP € UCITOJTHCHUCM B MOMCHT 3a-
KIIFOYCHUA

executory contract

JIOTOBOP, MOJJICKAIINN UCTIOJIHECHHIO B
OyymieM

express contract

BBIPXKEHHBIN (CPOPMYITUPOBAHHBIIN) KOH-
TPakT (4€TKO (PUKCUPYIOIINN 00513aHHOCTH
Y HaMEpEHUs CTOPOH)

implied contract

no/ipasyMeBaeMblii JOTOBOP (MpU3HAETCA
3aKOHHBIM Ha OCHOBAaHWH ITOBEJICHUS U
HAMEpPEHUN CTOPOH)

legal subject matter

pEeIMET JOTOBOPa

mutual agreement

B3aMMHOC€ COI'JIaCHUC

mutual obligations

B3aMMHBIEC 0043aTEIbLCTBA

to negotiate a con-
tract/agreement

BECTH MIEPETOBOPHI IO YCIOBUSIM KOHTPAK-
Ta, JOTOBAPUBATHCS 00 YCIOBUAX

67




offer

odepra; NpeIJIoKCHUE

offeror JIMIIO0, BHOCIIECE npeyioxenHue (odepeHr)

offeree JUI0, PUHUMAIOIIEe MPEAIOKeHNe (aK-
IIETITOP)

party/parties CTOPOHHI (JIOrOBOpA, COTJIAIIICHNS)

to perform a contract HCIIOJIHUTH JOTOBOP

/agreement

remedy CPEICTBO CYAcOHOM 3alIUTHI

to sign a contract

moAnMucCaTb 10roBop

specific performance

pCaJIbHOC UCITOJIHCHUC NOT0OBOPA

unilateral contract

OJHOCTOPOHHUH JIOTOBOP

voidable contract

OCIIOPUMBIN JOTOBOP

“voi1d” contract

JIOTOBOP, HE UMEIOIIUIN FOPUANYECKON CHUJIIbI

Exercise 1. First, study the difference between the words contract and
agreement: every contract is an agreement, but not all agreements are con-
tracts. “Agreement” is mostly used when we speak about types of contracts:
Employment Agreement, Franchise Agreement, Loan Agreement, etc.

Then look through the following list of agreement titles. Select those
that refer to business activities of corporate clients. The titles that you may
have a difficulty to render are given below.

Employment Agreement
Franchise Agreement
Services Agreement
Custody Agreement
Distribution Agreement
Retainer Agreement
Shareholders Agreement
Lease Agreement
Assignment of Copyright
Purchasing Agreement
Loan Agreement
Agreement to Sell Business

Subcontractor Agreement
Retainer Agreement
Assignment of Copyright

Partnership Agreement

Confidentiality Agreement

Prenuptial Contract

Joint Venture Agreement

Merger Agreement

Trust Agreement

Construction Agreement

Agency Agreement

Sale Contract

Copyright License Agreement

Sales Representative Agreement
Subcontractor Agreement

— IOTOBOP IOApsiIa
— JIOTOBOP Ha OKa3aHUE aJIBOKATCKUX YCITYT
— U3JIaTEJIbCKUM IOTOBOP

Copyright License Agreement — JIMIICH3UOHHBIM TOTOBOP Ha MCIOJIb-

30BaHHE€ aBTOPCKUX IPAB
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Finally, define the subject matter of the contracts concerning busi-
ness relations and specify a possible situation. Use plain English.

Model:

Employment agreement. An employer hires an employee. A company
Is taking on new staff. After a successful interview a new employee enters
into and signs the Employment Agreement.

Services agreement. A provider provides certain services to a client.
Internet provider service firm provides access to Internet for their clients.

Paboma svinonnsemcs unousudyanvho.
Cmoumocms 8bIN0IHEHH020 3a0aHus. 2 bana.
Kpumepuu:

®  pelieHHe KOMMYHUKATUBHOW 3a/1a4H;

®  JIGKCMYECKOE O(OPMIIEHUE BHICKA3bIBAHUS;

e  rpamMmaTudeckoe opopmiieHUE BhICKA3bIBAHMUE,
e  TPaBUILHO CHOPMYJIUPOBAHHBIC BHIBOJIBI.

Exercise 2. Read the information on contract drafting.

Contract drafting is one of the principal activities in law practice.
However, it may become a real burden unless a lawyer masters not only
the contract doctrines but also the basic methods and techniques.

Since contract is a document, it has a definite structure. Being a legal
document it requires the use of distinct, comprehensible language and spe-
cific style.

The sample structure of an Agreement

— the heading;

— the part that identifies the parties to the agreement;

— the statement of agreement between the parties;

— the open clause lines for terms and conditions;

— the clause where the dates and termination conditions are agreed
upon;

— the clause where the parties agree on the laws applied to;

— the clause where the parties agree on the document integrity;

— the clause that shows the parties binding to the agreement;

— the clause that shows the mutual agreement between the parties and
where the parties confirm that they are in no way forced to enter into the

agreement;

— the clause where important notes and additions are made;

— the closing part.
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Paboma svinonnsemcsa unousudyanvho.

Cmoumocmsb 8bl1n0IHEHHO20 3a0aHus. 1oa.
Kpumepuu:

®  pCIICHHE KOMMYHUKATUBHOM 3a/1a4H,

e  TIOHMMaHHUE COAECPKAHUS MPOUUTAHHOTO TEKCTA.

Exercise 3. Do you think contracts should be written in plain lan-
guage so that everybody can get the point or should be comprehended only
by legal professionals?

You will hear five short extracts in which various people talk about
the importance of language when drafting contracts.

Task 1. Choose from the list A-F who is speaking. One letter is extra.

A. a law student

B. ajudge

C. a senior partner

D. a trainer

E. a client

F. a new lawyer

Paboma svinonnsemcs unousudyanvho.
Cmoumocms ebinonnenHo2o 3adanus: 0,4 6aia 3a Kaxmayto CUTyalHIo.
Kpumepuu:

e  pelleHHe KOMMYHUKAaTHBHOM 3a1auu;

e  [IOHUMAaHHUE COJECP)KAHUS YCIBIIIAHHOTO TEKCTA.

Task 2. Choose from the list A—F what the speakers are talking about
with regard to drafting contracts. One letter is extra.

A. old-fashioned language

B. a common misconception

C. a confusion in terminology

D. a proper use of lawyer’s skills

E. a compromise

F. inadequate training

Paboma svinonnsemces unousudyanvho.
Cmoumocmo evinonnerno2o 3adanusi: 0,4 0aia 3a KaKIyr0 CUTYaIHIO.
Kpumepuu:

®  pelIeHMEe KOMMYHUKATUBHOM 3a/1a4H;
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L4 INOHUMAHHC COACPKAHUA YCIIBIIIAHHOTO TCKCTA.

Exercise 4. Read the extract and answer the questions.

1. What is a breach of contract?

2. What can the injured party do when there is a breach of contract?

3. What is the difference between a fundamental and anticipatory
breach?

Breach of contract

There is a breach of contract when a party to a contract fails to perform his
obligations under the contract. Examples of such breach are the failure to supply
goods or perform a service as agreed. There are varying degrees of breach,
depending on the terms of the contract and the importance of the terms to the core
of the contract. A breach of contract does not automatically serve to discharge the
contract. Each situation depends on the nature of the breach, but a breach of
contract does give the innocent party a number of options to terminate the contract.

The breaches that give rise to such options are express or implied repudiation,
where one party can repudiate the contract as a result of the party in breach failing
to perform some terms of the contract. Repudiation before performance is due is
known as anticipatory breach, where the contract is repudiated before
performance is due. Fundamental breach is where the party in breach has
committed a serious breach of a fundamental term or totally fails to perform the
contract. The effect of a repudiatory breach is not always the ending of the
contractual relationship. The innocent party does have a couple of choices: he may
treat the contract as discharged by frustration and bring an action for damages for
breach, or he may elect to treat the contract as valid, complete his side of the bargain
and then sue for damages from the other party.

Paboma svinonnsemcs unousuodyanvro.

Cmoumocmbo 8blnoaHeHHo20 3a0anus. 3 Oaia.
Kpumepuu:

®  pEIICHHE KOMMYHUKAaTUBHOM 3a/1a4H;
JeKcHIecKkoe o(opMIleHHE BBICKA3bIBAaHUS,
rpaMmaTudeckoe ohopMIICHUE BHICKa3bIBAHMS,
IPaBUILHO CHOPMYJIMPOBAHHBIC BHIBO/IHI,
NOHUMAaHUE COAEPKaHUS TPOUUTAHHOTO TEKCTA.

Exercise 5. Use words from the extract to complete these case ex-
cerpts. Write one more case excerpt for any type of breach.
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1. If A has contracted to sell a house to B, and A subsequently sells
the same house to C, then this is a(n) of A’s obligation to B.

2. If A contracts to sell a house to B, and A subsequently contracts to
sell the same house to C and communicates to B that he will not convey
the house to B as per the agreement, then A has the agreement
with B.

3. If A hires B to start work on 1% June, and A repudiates the contract
on 11™ May, B is permitted legally to sue on 23" May, even before the due
date of performance of 1% June, as he can sue because of

4. If A breaches a term of contract that is so important that it goes to
the root of the contract, then the injured party B may terminate the contract
and sue for damages for :

5. If A charters a ship to load a cargo for B, and the ship is unfit to
sail before the cargo is loaded, so the charterparty cannot be performed,
then the contract is discharged by

Paboma evinonnsemeces unousuodyaivHo.

Cmoumocms 8binoineHHo2o 3adanus: 0,5 0aIIOB 3a KaXKIyH0 CUTYaIHIO.

Kpumepuu:

®  pCIICHHE KOMMYHHUKAaTUBHOM 3a/1a4H,

e  JeKcHuyeckoe o(opMIICHUE BHICKA3bIBAHMS,

e  rpaMmaTudecKkoe opopmIICHHE BRICKAa3bIBAHMCE,

e  opraHuzaius TeKcTa (JIOTuKa MOCTPOCHUS BHICKA3bIBAHMM,
CTPYKTYpHUPOBAHUE);

e  opdorpadus u MyHKTyaIus,

®  MPaBWILHO CPOPMYIUPOBAHHBIC BHIBOJIBI.

Exercise 6. How many different types of damages can you name?
Look at the table and read the definitions. Listen and complete the left-
hand column.

Type of damages When applicable
| DR When the amount of damages is
2, fixed.
3 When damages have to vouched.
A When compensation is given be-
cause of loss experienced through
relying on the contract.
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S When damages relate to the type of
breach and do not have to be
vouched like special damages

0. e When the court orders a party to
complete the contract.

Paboma evinonnsemces unousuoyaivHo.

Cmoumocmsb evinonnennozo 3adanus. 0,5 0ainma 3a KaXJIplid OTBET.
Kpumepuu:

®  pelieHre KOMMYHUKATUBHOU 3aJ1a4H;

e  JeKcuuyeckoe odopMIICHUE BHICKa3bIBAHMS,

®  [IOHWMAaHHUE COJICP)KAHMS yCIBIIIAHHOTO TEKCTA.

Exercise 7. Role-play. Conduct a lawyer-client interview. ‘The law-
yer’ takes notes on the information received from ‘the client’. ‘The client’
responds to the questions inventing details when necessary.

Client: Allied Industries

Parties to contract: Allied Industries (Buyer) and Bennet Construc-
tion (Contractor).

Reason for consulting a lawyer: Can Allied Industries recover dam-
ages? What remedies are available?

Facts of the case:

1. Allies Industries contracted with Bennet Construction to build a
new factory.

2. During construction, the building collapsed once due to unfore-
seen strong winds.

3. Later, the building collapsed the second time due to what Bennet
calls ‘defects in soil’.

4. After the second collapse, Bennet refused to rebuild.

5. No liquidated damages clause in contract.

Lawyer

Getting an overview of the case: What is the nature of the dispute?

Signed agreement?

Establishing facts: What happened? Notice to terminate the contract
—how? In writing? What were the reasons? Was there anything in the con-
tract which might permit Bennet to terminate the agreement?

Paboma eévinonnsemcs 6 napax.
Cmoumocms 6binoaHeHHo20 3a0anus:. 4 damia.
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Kpumepuu:

pellIeHne KOMMYHUKAaTUBHOW 33/1a4H;

JeKkcuueckoe o(opmiieHHEe BhICKa3bIBAaHUS;
rpaMMaTrdeckoe o(opMIIeHUE BhICKa3bIBAHUE;
OpraHu3alius TeKcTa (JIOTUKa MOCTPOCHUS BHICKa3bIBaHUM,

CTPYKTYpPUPOBaHHE);

T'YMCHTHI,

dboneTnyeckoe o(hopMiICHUE BHICKA3bIBAHMUS;
MPaBWIBHO U YETKO CPOPMYIUPOBAHHBIE BBHIBOJIBI U ap-

B3aUMOJIEHCTBHUE C COOECETHUKOM.
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