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  1. .       

1.1 Introductions. Work and leisure. 

 

Jobs and studies. Nationalities. to be a/ an 

with jobs; wh- questions. Introducing 

yourself and others. Speaking: Meet 

conference attendees. Writing: e-mail. 

Reading: Meet Jeffrey Immelt. 

Listening: Talking about yourself. 

 

Days, months, dates. Leisure activities. 

Present simple. Adverbs and expressions 

of frequency. Socialising 1: talking about 

work and leisure. Speaking: Interview 

employees about working conditions. 

Writing: list. Reading: Carlos Ghosn, 

Superstar – CNN. / / 

1 28 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.2 Introductions. Work and leisure. 

 

Jobs and studies. Nationalities. to be a/ an 

with jobs; wh- questions. Introducing 

yourself and others. Writing: e-mail. 

Reading: Meet Jeffrey Immelt. 

Days, months, dates. Leisure activities. 

Present simple. Adverbs and expressions 

of frequency. Socialising 1: talking about 

work and leisure. Writing: list. Reading: 

Carlos Ghosn, Superstar – CNN. / / 

1 9 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.3 Problems. 

 

Travel details: letters, numbers, times. 

CКЧ/МКЧ’t. TСОrО Тs/КrО. Making booking 

and checking arrangements. Speaking: 

Book guests into a hotel. Writing: e-mail. 

Reading: A business hotel brochure. 

Listening: travel information. 

 

Eating out: food and menu terms. 

Some/any. Countable and uncountable 

nouns. Socializing 2: entertaining. 

Speaking: Choose a restaurant for a 

business meal. Writing: e-mail. Reading: 

Ordering a meal. 

/ / 

1 26 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.4 Problems. 

 

Travel details: letters, numbers, times. 

CКЧ/МКЧ’t. TСОrО Тs/КrО. Making booking 

and checking arrangements. Speaking: 

Book guests into a hotel. Writing: e-mail. 

Reading: A business hotel brochure. 

Listening: travel information. 

 

Eating out: food and menu terms. 

Some/any. Countable and uncountable 

nouns. Socializing 2: entertaining. 

Speaking: Choose a restaurant for a 

business meal. Writing: e-mail. Reading: 

Ordering a meal. 

/ / 

1 9 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  
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1.5 Business trips (airports, hotels).  Food and 

entertaining. 

 

Choosing a product or a service. Past 

simple. Past time references. Presentation 

1: presenting a product. Speaking: Sell a 

mobile phone and service package. 

Reading: IKEA: lower prices, higher sales 

– Financial Times. Listening: an interview 

with the director of a sales training 

company. Writing: e-mail. 

 

 

Types of colleagues. Starting a business. 

Describing people. Past simple: negatives 

and questions. Question forms. 

Negotiating: dealing with problems. 

Speaking: Negotiate a solution to a 

problem with an employee. Writing: e- 

mail. Reading: Mercedes Erra – Financial 

Times. Listening: An interview with a bank 

НТrОМtor КЛout К ЛКН ЦКЧКРОr  / / 

2 18 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.6 Business trips (airports, hotels).  Food and 

entertaining. 

 

Choosing a product or a service. Past 

simple. Past time references. Presentation 

1: presenting a product. Speaking: Sell a 

mobile phone and service package. 

Reading: IKEA: lower prices, higher sales 

– Financial Times. Listening: an interview 

with the director of a sales training 

company. Writing: e-mail. 

 

 

Types of colleagues. Starting a business. 

Describing people. Past simple: negatives 

and questions. Question forms. 

Negotiating: dealing with problems. 

Speaking: Negotiate a solution to a 

problem with an employee. Writing: e- 

mail. Reading: Mercedes Erra – Financial 

Times. Listening: An interview with a bank 

director about a bad manager 

/ / 

2 12 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.7 Sales. People. 

 

Choosing a product or a service. Past 

simple. Past time references. Presentation 

1: presenting a product. Speaking: Sell a 

mobile phone and service package. 

Reading: IKEA: lower prices, higher sales 

– Financial Times. Listening: an interview 

with the director of a sales training 

company. Writing: e-mail. 

 

 

Types of colleagues. Starting a business. 

Describing people. Past simple: negatives 

and questions. Question forms. 

Negotiating: dealing with problems. 

Speaking: Negotiate a solution to a 

problem with an employee. Writing: e- 

mail. Reading: Mercedes Erra – Financial 

Times. Listening: An interview with a bank 

НТrОМtor КЛout К ЛКН ЦКЧКРОr  / / 

2 18 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  
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1.8 Sales. People. 

 

Choosing a product or a service. Past 

simple. Past time references. Presentation 

1: presenting a product. Speaking: Sell a 

mobile phone and service package. 

Reading: IKEA: lower prices, higher sales 

– Financial Times. Listening: an interview 

with the director of a sales training 

company. Writing: e-mail. 

 

 

Types of colleagues. Starting a business. 

Describing people. Past simple: negatives 

and questions. Question forms. 

Negotiating: dealing with problems. 

Speaking: Negotiate a solution to a 

problem with an employee. Writing: e- 

mail. Reading: Mercedes Erra – Financial 

Times. Listening: An interview with a bank 

НТrОМtor КЛout К ЛКН ЦКЧКРОr  / / 

2 15 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.9 Markets. Companies. 

 

Types of markets. Comparatives and 

superlatives. Much /a lot, a little /a bit. 

Meetings: participating in discussions. 

Speaking: Launch a new product. Writing: 

catalogue description. Reading: Welcome 

to Moscow, city of the gold Rolls Royce - 

Financial Times. Listening: An interview 

with a cross-cultural trainer. 

 

Successful companies. Describing 

companies. Present continuous. Present 

simple or present continuous. Presentation 

2: starting a presentation. Speaking: You 

and your company: Prepare an introduction 

to a presentation. Writing: company 

profile. Reading: atura aims to expand 

internationally – Financial Times. 

Listening: An interview with the CEO of 

UЧТpКrt.  / / 

3 20 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.10 Markets. Companies. 

 

Types of markets. Comparatives and 

superlatives. Much /a lot, a little /a bit. 

Meetings: participating in discussions. 

Speaking: Launch a new product. Writing: 

catalogue description. Reading: Welcome 

to Moscow, city of the gold Rolls Royce - 

Financial Times. Listening: An interview 

with a cross-cultural trainer. 

 

Successful companies. Describing 

companies. Present continuous. Present 

simple or present continuous. Presentation 

2: starting a presentation. Speaking: You 

and your company: Prepare an introduction 

to a presentation. Writing: company 

profile. Reading: atura aims to expand 

internationally – Financial Times. 

Listening: An interview with the CEO of 

Unipart. 

/ / 

3 18 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  
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1.11 The Web. 

 

Using the Internet. Plans for the future. 

Internet terms. Time expressions. Talking 

about future plans (present continuous and 

going to); will. Making arrangements. 

Speaking: Plan a sales trip.  Writing: e- 

mail. Reading: Online business model 

dressed to kill – Financial Times. 

Listening: An interview with a website 

ОППОМtТЯОЧОss МoЧsultКЧt.  / / 

3 16 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.12 The Web. 

 

Using the Internet. Plans for the future. 

Internet terms. Time expressions. Talking 

about future plans (present continuous and 

going to); will. Making arrangements. 

Speaking: Plan a sales trip.  Writing: e- 

mail. Reading: Online business model 

dressed to kill – Financial Times. 

Listening: An interview with a website 

effectiveness consultant.  / / 

3 18 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.13 Cultures. Jobs. 

 

Company cultures. Cultural mistakes. 

Company cultures. should /shouldn't, could 

/would. Identifying problems and agreeing 

action. Speaking: A change of culture: 

Discuss changes in a bank. Writing: action 

minutes. Reading: Wal- Mart finds its 

formula doesn't fit every culture - The New 

York Times. Listening: Four people talking 

about cultural mistakes. 

 

Skills you need for a job. Skills and 

abilities. Present perfect. Past simple and 

present perfect. Interview skills. Speaking: 

Choose a candidate for a job. Writing: 

letter. Reading: A curriculum vitae. 

LТstОЧТЧР: AЧ ТЧtОrЯТОа Пor К УoЛ.  / / 

4 34 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

1.14 Cultures. Jobs. 

 

Company cultures. Cultural mistakes. 

Company cultures. should /shouldn't, could 

/would. Identifying problems and agreeing 

action. Speaking: A change of culture: 

Discuss changes in a bank. Writing: action 

minutes. Reading: Wal- Mart finds its 

formula doesn't fit every culture - The New 

York Times. Listening: Four people talking 

about cultural mistakes. 

 

Skills you need for a job. Skills and 

abilities. Present perfect. Past simple and 

present perfect. Interview skills. Speaking: 

Choose a candidate for a job. Writing: 

letter. Reading: A curriculum vitae. 

Listening: An interview for a job. 

/ / 

4 38 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

  2.   
( ) 
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2.1    /Э / 4 34,75 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

2.2   /K / 4 0,25 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

2.3   /K Э / 4 1 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

  3.  
 ( ё ) 

      

3.1   ё  / ё / 2 8,85 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

3.2   /K / 2 0,15 -4. -3 

-1. -4 

-2. -4 

-4. -4 

1.1 2.1 0  

              

5.    

5.1.     

      : 
1 Progressive test. 

2 Make up a dialogue based on the given situation. 

 

Э    : 
1. Read and translate the text. 

2. Make up a dialogue based on the given situation. 

3. Write the business letter. 

5.2.    

The Inquiry Letter 

The Sales Letter 

The Follow-Up Letter 

The Letter of Resignation 

The Letter of Complaint 

   

 ,   ,   ,      
           
         

 ,        
  «   »,    No 

10  30.08.20

              

6. -      ( ) 

6.1.   

6.1.1.   

 ,   ,  Э .  

1.1  . .  :    
 1    

(  ) 

- :  
, 2015 

http://elib.gasu.ru/index.ph 

p? 

option=com_abook&view 

=book&id=44:anglijskij- 

yazyk&catid=35:inostrann 

ye-yazyki&Itemid=180 

6.1.2.   

 ,   ,  Э .  

2.1  . .   ( ). 
Communicative english: let's read and discuss: 

-   

:  
 

, 2018 

https://icdlib.nspu.ru/view/ 

icdlib/7067/read.php 
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Business Letter 

 

Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a 

difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of 

sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get a 

well drafted letter. Writing as well as receiving a letter is always special. A Letter is a platform where you can express your innermost 

feelings in a straightforward manner. 

 

Business letters and personal letters are two types of letters. For all official and formal situations, you write business letter whereas 

letters written to friends, relatives, acquaintances are personal letters. Both follow the same format only the difference lies in the 

language used for writing. In business letters, formal language is used and situations discussed are work related. In personal letters 

language is informal and you discuss personal and intimate topics. 

 

The site will provide you with tips for writing different types of letters and various samples. Here you will get to read business as well 

personal letters. The samples will help you in drafting the letter you require in every possible manner. You can follow the format and 

make changes in the main body of the letter according to your needs. 

 

Business Letter Writing 

 

When an individual starts working in a professional environment, he needs to understand the various nuances of business letter   
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writing. Business letter has to be brief and concise. The purpose of writing the letter should feature in the first paragraph. Give enough 

information about the main idea but be specific. Professionals do not have time to read lengthy letters. So keep the letters as short as 

possible. The business letter has to effectively convey the message to the reader. Here in this section of the site, you will get tips to write 

business letters, types of business letters and samples of business letter. Use the formats and modify the content as per your 

requirements. 
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