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BBEJIEHUE

OcCHOBHOI1 11e/1bI0 00yUEHHSI HHOCTPAHHOMY SI3bIKY IS CIIELUAJIBHBIX LIeJIer
Ha COBPEMEHHOM »JTale SBJISETCS MOArOTOBKA CTYIEHTOB K HHOS3BIYHOMY
npodeccuoHaIbHOMY — OOLIeHHIO, T.€. (OPMUPOBAHUIO KOMMYHHKAaTHUBHOMN
KOMITETEHIIMM, OOYYEHHMIO CTYIEHTOB TOBOpeHHUIo. I[loCKONbKy JeKcuka — 3TO
BaKHEHMILIMN KOMIIOHEHT OCHOBHBIX BHUJIOB PEUYEBOM JEATEIBHOCTHU: ayJUpOBaHUS,
TOBOPEHUS, YTCHHUS M MHCbMa, TO Ha HaYaJIbHOM 3Tare OOyYeHUs] HHOCTPAHHOMY
A3BIKY JUISI CHELUalbHBIX LEJNed B HEA3BIKOBOM BY3€ €l yaensercs ocoboe
BHUMaHue. B ocHoBe mpuoOpeTeHus mMpodeccHoHaNbHO 3HAUMMBIX 3HAHUU |
YMEHUN MHOA3BIYHOTO OOIIECHMS JieXKaT U 0a30Bble 3HAHUSI OOILIEr0 MHOCTPAHHOTO
A3bIKa y 00y4aeMbIX.

B y4eOHO-MeTOIMYECKOM MOCOOUU MPENCTABICHBI YIIPAXXHEHUS U 3aaHHUS,
IPEIHA3HAYEHHbIE  JUI1  HA4YaJlbHOIO  JTala  OBJAJCHUS  WHOS3BIYHOU
npodecCHOHAIbHON JIEKCUKOM B cepe TrocyaapCTBEHHOTO U MYHHUIMIAIBHOIO
ynpasiieHus. Llenb mocoOust momoub cTyaeHTam OakajlaBpuaTta aganTHPOBaThCS B
cBoell mpodeccronanbHoM cdepe. Llenp 3amaHuii — MOATOTOBUTH OOyYaeMbIX K
NOHUMAHUIO CMBICJIA AyTEHTUYHBIX TEKCTOBBIX MAaTEpHAJIOB, PAa3BUBATH YMEHUS
OTBEYaTh Ha BONPOCHI, BECTU auajor. PaspaboTaHHble yrpakHEHUS NOAXOIAT JIs
CaMOCTOSITENIbHOM pabOThl, KaKk B ayTUTOPHH, TaK U 32 €€ MpeAesiaMu.

[Tocobue cocTouT M3 § ypoKOB, B COCTaB KOTOPBIX BXOAST Y4€OHbIE TEKCThI
u ynpaxHeHus. [lpencraBieHHble B MOCOOMHM TEKCThl MH(OPMATHBHBI,
npodecCuoHaNIbHO OpUEHTHpOBaHbl. [locie KaXaoro TekcTa — YIPaKHEHHS Ha
paclIMpeHre CJIOBAPHOIO 3amaca yyaliuxcsd M NOHMMaHWe mpoduTaHHoro. llpu
HEOOXOAMMOCTH MOTYT BBINOJMHATHCS YIOPAXXHEHUs] Ha IOBTOPEHHE paHee
M3Y4eHHOTO MaTepHaia.

Takum oOpaszoM, mpeajaraeMble 3aJaHus CTABAT CBOEH LIEIbIO Pa3BUTh Y
00y4JaromMxcsi HaBbIKK MCIIOJIb30BaHUS COOTBETCTBYIOIINX JIEKCUUECKHUX EIUHUL U

UX MPUMEHEHHUS BO BpeMsl padO0Thl C HAyYHO-TEXHUYECKOH JIUTEPaTypPO.



UNIT 1. CAREER OF A CIVIL SERVANT. PROFESSIONAL
QUALITIES AND ETHICS

Read and learn the active vocabulary:

a federal civil servant - ¢peaepanbHBIN rocyTapCTBEHHBIN CITY>KaIIIAMA

the federal budget - dpenepanpHbIi OrOIKET

the professional official activity - mnpodeccruonanbHas oQuIHaIbHAS
JeSATETbHOCTh

a state civil — servant - rocynapcTBEHHBIN TPaXXIaHCKUN CITy KAl

a position - TIOJBKHOCTh

an intra-organizational career - BHyTpHOpraHU3alMOHHAs Kapbepa

an inter-organizational career - MeXXOpraHU3aIMOHHAsI Kapbepa

a specialized career - cieruanu3upoBaHHas Kapbepa

a non-specialized career - HecnieruaIM3MpOBaHHAs Kapbepa

a vertical career - BepTuKaJibHasi Kapbepa

a horizontal career - ropu3oHTaJIbHAs Kapbepa

stages of development - aTansl pa3BuTus

training - oOy4yeHue

employment - Tpyn0yCcTpOHCTBO

professional growth - npodeccuonanbubiii poct

support - mogaepKKa

development of individual professional abilities -  pa3BuTue
WHIUBUYAJbHBIX MPO(ECCHOHAIBHBIX CIIOCOOHOCTEM

retirement - OTCTaBKa, yX0/ Ha MEHCHUIO

moral requirements - MopasbHble TPEOOBaHUS

relations with colleagues - oTHOIIEHHSI C KOJIEraMu

to carry out - BBIIIOJIHATH

to distinguish - BeII€NATH, pa3nuyarh

to climb the corporate ladder - mogHATHCS MO KOPIIOPATUBHOM JICCTHHUIIS

to look at - B3ISIHYTh



to move - ABUraTrbCcsa

to follow the oath - gepxarb KIATBY

to bring to the attention - cTaBUTh B U3BECTHOCTh

to inform management - ”HPOPMUPOBATH PYKOBOJICTBO
to fulfill the duties - ucnonHsATH 00s13aHHOCTH

to take care of - 3a60TUTBHCS

to provide information - mpegocTaBIATh HH(OPMAITUIO
to respect the rights- yBaxats npaBa

to accept gifts - npuHUMATH MOTAPKH

to become a member - cTaTh YWICHOM

Read and translate the text:

Textt. CAREER OF A CIVIL SERVANT. PROFESSIONAL
QUALITIES AND ETHICS

A federal civil servant is a citizen who carries out professional official
activity in the position of the federal civil service and receives a monetary
remuneration at the expense of the federal budget.

A state civil servant of a subject of the Russian Federation is a citizen who
carries out professional official activity in the position of a state civil service of a
subject of the Russian Federation and receives a monetary remuneration at the
expense of the budget of the relevant subject of the Russian Federation.

The word “career” in French means “successful progress”.

It is possible to distinguish different types of careers of public civil servants.

An intra-organizational career means that a civil servant goes through all
stages of development: training, employment, professional growth, support and
development of individual professional abilities, retirement. He goes through these
stages sequentially within the walls of one executive authority. Such a career can
be specialized and non-specialized.

An inter-organizational career means that a public civil servant goes through

all stages of development consistently, working in various positions in various
6



executive authorities. This career can also be specialized and non-specialized.

A specialized career is characterized by the fact that a particular state civil
servant goes through various stages of his career in the course of his professional
activity.

A non-specialized career i1s characterized by the fact that a particular state
civil servant, climbing the corporate ladder, should be able to look at the
organization from different sides, without staying in one position for more than
three years.

A vertical career involves climbing to a higher level of the structural
hierarchy (promotion, which is accompanied by a higher level of remuneration).

A horizontal career involves either moving to another functional area of
activity, or performing a certain official role at a stage that does not have a rigid
formal fixation in the organizational structure (for example, performing the role of
the head of a temporary task force, program, etc.); a horizontal career can also
include the expansion or complication of tasks at the previous stage.

The list of the moral requirements that are imposed on civil servants of the
Russian Federation includes:

» moral requirements of the professional nature;

» moral requirements in relations with colleagues;

» moral requirements for self-education and qualification level;

» moral norms of communication with citizens;

* moral imperatives of an individual’s off-duty behavior;

» moral requirements and relationships in the family and household sphere;

 moral norms of the relationship with the commanding staff.

In turn, the general moral values of the behavior of civil servants can be
represented in the following imperatives:

* to faithfully follow the oath and moral requirements of public
administration;

* to bring to the attention of the direct management all the circumstances and

facts relating to the personality of a civil servant and affecting his moral authority;
7



* to respect human dignity, individuality, experience and efficiency of
employees, to provide them with the necessary assistance, not to shift their
mistakes and miscalculations to them, not to appropriate other peoples success and
merits; the obligation to promptly and accurately execute the instructions of the
management within the boundaries of the law;

* to thoroughly inform management about all the facts and phenomena
directly related to the work; not to let third parties into the alleged contradictions in
the field of professional competencies;

» to fulfill the duties, comply with the rule of law and legal norms, improve
professional knowledge, engage in self-education;

* to take care of the authority of the public service, respect the rights of the
individual and the dignity of citizens, not to provide information of the individual
nature that is not directly related to their official duties;

* not to accept gifts (including relatives) from people or organizations
officially associated with them,;

* not to become a member of an organization pursuing prohibited goals,
illegally operating political parties, religious sects.

A number of these provisions have been legally consolidated in Federal Law

No. 79-FL of July 27, 2004 “On the State Civil Service of the Russian Federation™.

Exercise 1. Answer the following questions:

1. Who is a federal civil servant?

2. Name the types of careers of public civil servants.

3. What is the difference between an intra-organizational career and inter-
organizational career?

4. What does the list of the moral requirements include?

5. Where have the general moral values of the behavior been legally

consolidated?

Exercise 2. Complete the following sentences:



1. The word “career” in French means....

2. An intra-organizational career means ....

3. He goes through these stages ... .

4. A specialized career is characterized by the fact ...

5. A vertical career involves climbing ... .

6. A horizontal career can also ... .

7. The list of the moral requirements that are imposed on civil servants of the

Russian Federation includes: moral requirements for self- education ...

Exercise 3. Match the parts of the sentences:

1. A federal civil servant is a citizen
who carries out professional of- ficial
activity

a) working in various positions in
various executive authorities

2. The word «career» in French means

b) that a particular state civil servant
goes through wvarious stages of his
career in the course of his professional
activity

3. An inter-organizational career means
that a public civil servant goes through
all stages of development consistently

c) that does not have a rigid formal
fixation in the organizational structure

4. A specialized career is characterized
by the fact

d) in the position of the federal civil
service and receives a monetary
remuneration at the expense of the
federal budget

5. A vertical career involves climbing to

e) moral norms of the relationship with
the commanding staff

6. A horizontal career involves either
moving to another functional area of
activity or performing a certain official
role at a stage

f) «successful progress»

7. The list of the moral require- ments
that are imposed on civil servants of the
Russian Federation includes

g) a higher level of the structural
hierarchy

Exercise 4. Match the words and their definitions:

Word

Definition




a) someone who legally belongs to a
1. budget particular country and has rights and
responsibilities there.

b) payment for work, especially in the

2. citizen form of a salary.

c) a job or profession that you have
3. career been trained for, and which you do for a
long period of your life career in.

d) when you stop working, usually

4. remuneration
because of your age

e) a system of organization in which
5. retirement people or things are divided into levels
of importance.

f) something that must be done because

6. hierarchy of a law or rule.

g) an official statement that a
government makes about how much it
intends to spend and what taxes will be
necessary.

7. requirement

Exercise 5. Say whether the following sentences are true or false
according to the information from the text. Correct the false sentences.

1. A federal civil servant is a citizen who carries out professional of - ficial
activity in the position of the federal civil service and receives a monetary
remuneration at the expense of the federal budget.

2. The word «career» in French means «ailurey.

3. An intra-organizational career means that a military officer goes through
all stages of development: training, employment, professional growth, support and
development of individual professional abilities, retirement.

4. An inter-organizational career means that a public civil servant goes
through all stages of development consistently, working in various positions in
various executive authorities.

5. A specialized career is characterized by the fact that a particular state civil
servant, climbing the corporate ladder, should be able to look at the organization

from different sides, without staying in one position for more than three years.
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6. A vertical career involves climbing to a higher level of the structural
hierarchy.

7. A horizontal career involves that a public civil servant goes through all
stages of development consistently, working in various positions in various

executive authorities.

Exercise 6. Make up the plan of the text and retell it

Exercise 7. Translate into English:

1.  @epepanbHblii  TOCYIapCTBEHHBI  CiIyXalluid  J10OPOCOBECTHO
OCYIIECTBIISIET NPOPECCUOHAIBHYIO CIIYKEOHYIO 1eATEIbHOCTb.

2. @epepanbHbId TOCYHAPCTBEHHBIA CIYKAlIAKM TMOJMy4YaeT JECHEXKHOE
BO3HArpa)JI€HUE 3a CUET CPEACTB (PeiepaibHOTO OIOKETA.

3. Kapbepa rocyapCcTBEHHOTO CIYXKAIIEro BKJIFOUAET BCE ATAlbl Pa3BUTHS:
oOydeHHe, TPYIOyCTPOUCTBO, MPO(ECCUOHATBLHBIA POCT, MOAJEPKKA U PA3BUTHE
VHAMBHUIYAJIbHBIX TPO(ECCHOHAIBHBIX CIOCOOHOCTEN, BBIXO/ Ha IEHCHIO.

4. Kapnepa rOCy1apCTBEHHOTO CITy’KaIlero MOXET OBITH
CIIELIMAJIM3UPOBAHHON U HECTIEHUATU3UPOBAHHOM.

5. IlpodeccuonanbHas 3TMKa HaKJIaIblBaeT MOpajbHbIe 0053aTeNbCTBA B
OTHOUIEHUSIX C KOJIJIETAMH M TPakIaHaMHU.

6. HeoOxomumo ciemoBaTh TpHUCSITe HW  MOPAIBHBIM  TPEOOBAHUSIM
roCyIapCTBEHHOTO YIIPABIICHHUS.

7. 3ajmada 3aKiIO4aeTcs B TOM, YTOObI MH(OPMHPOBATH PYKOBOJCTBO 000
BceX (paKkTax u SIBICHUAX, HETIOCPEICTBEHHO CBA3AHHBIX C PadOTOil.

8. OOyueHue Ha TMPOTSHKECHUM BCEM >KU3HU TIPEANoJiaraeT MOCTOSIHHOE
CaMOPa3BUTHE TOCYAAPCTBEHHOIO CIYXKAIIETO.

9. TocymapcTBEHHOMY Ciy)KalleMy 3allpelIeHO CTAaHOBUTHCSA YJIEHOM
OpraHu3aly, MpeciaeyoueH 3arnpenieHHbIe Heu.

10. Bam cnenyet yBa)kaTh MpaBa JUYHOCTU U JOCTOMHCTBO TPAXK]IaH.

11



Test 1. Choose the correct variant:
1. The civil servant is good ... solving conflicts.
a) in
b) of
c) about
d) at
2. A vertical career involves climbing to a ............ level of the structural hierarchy.
a) low
b) higher
c) lower
d) high
3. The word «career» in French means ... .
a) successful progress
b) great achievement
c¢) climbing the ladder
d) successful work
4. A ... is characterized by the fact that a particular state civil servant goes
through various stages of his career in the course of his professional activity.
a) inter-organizational career
b) intra-organizational career
c) specialized career
d) non-specialized career
5. The civil servant ... respect human dignity.
a) need to
b) can to
¢) should
d) ought
6. It is necessary for the civil servant .... the duties with responsibility.
a) fulfilling

b) to fulfill
12



c) fulfilled
d) does fulfill

7. A ... career involves climbing to a higher level of the structural hierarchy.

a) vertical

b) horizontal

c) specialized

d) inter-organizational
8. An inter-organizational career means that a public civil servant goes
stages of development consistently.

a) through

b) beyond

c) above

d) under

13



Unit 2. THE EVOLUTION OF PUBLIC ADMINISTRATION

Read and learn the active vocabulary:

€normous - OrpOMHBIN

government - IPaBUTEIIbCTBO

trusted councilors and advisers - 10BepeHHBIC KOHCYJIBTAHTHI U COBETHUKHU

day-to-day activities - moBCceTHEBHAs ACATSIBHOCTD

a judge - cynbs

a tax collector - cOopiK HATOTOB

civil service - rpaxaaHcKas ciryx0a

transfer of power - nepenaya Binactu

health - 3m0poBbe

welfare - GmarococTosinue

defense - 3amuTa

agriculture - cenbCcKoe X035HUCTBO

taxes - HaJIOru

trade - Toprosmus

transportation - TpaHCIIOPT

to rely on - mojararbcst Ha

to give the orders - oTnaBarh npuKasbl

to carry out - BBITIOJHSTH, UCTIOTHSTh

to organize public affairs - opraHu3oBbIBaThH OOIIIECTBEHHBIE JI€JIa

to report back - oTunTarhcs

to employ - HaHUMAaTh

to create a hierarchy - co3nate nuepapxuto

to examine candidates for civil service - TpoBepATH KaHAMIATOB Ha
rOCyIapCTBEHHYIO CITYKOY

to prove practical skills and professional qualities - goka3biBaTh
MPAKTUYECKUE HABBIKU U MPO(EeCCHOHAIILHBIE KaueCTBa

to lose the post - moTepsTh JOKHOCTD
14



to be in charge of - HeCTH OTBETCTBEHHOCTSH 32

to separate the civil service from politics - OTAETUTH TOCYIapPCTBEHHYIO
CITyOy OT MOJUTUKU

to introduce selection on merit - BBecTH 0TOOp MO 3aciIyram

to embrace the power - IpUHSATH CHITY

Read and translate the text:

Text. THE EVOLUTION OF PUBLIC ADMINISTRATION

Public administration has ancient origins. In ancient times, soldiers were
almost the only people who served the government. In those days, the government
was usually in the hands of a king. He could call on his soldiers in time of war. In
peacetime, he relied on a small group of trusted councilors and advisers. The king
also gave some of his power to officials, such as judges and tax collectors, who
saw to the day-to-day activities of government. This was the beginning of civil
service as we know it today.

Building the great pyramids of ancient Egypt was an enormous engineering
project. The Egyptian pharaoh gave the orders. But many lesser officials were
needed to carry the orders out. The Egyptian civil servants were responsible for
slave workers, building stone, food, drink, and money to pay for it all. In antiquity
the Egyptians and Greeks began to organize public affairs by office, and the
principal officeholders were responsible for administering justice, maintaining and
providing law and order.

Gradually, as civilization developed, governments began to employ specially
trained people to carry out the tasks of government. The Romans developed a
sophisticated system of administration under their empire. They created distinct
administrative hierarchies for justice, military affairs, finance and taxation, foreign
affairs, and internal affairs, each with its own principal officers of state. This
elaborate administrative structure covered the entire empire. Officers reported back
through their superiors to the emperor. This structure was later imitated by the

Roman Catholic Church. After the fall of the Roman Empire in Western Europe in
15



the 5th century, this sophisticated structure disappeared but many of its practices
continued in the Byzantine Empire in the East. By the Middle Ages, there was
some form of civil service in most countries of Europe.

The Chinese built up a centralized administration and a well-organized civil
service which was undoubtedly the longest lasting in history and which ran the
Chinese empire for 2,000 years. The Chinese came to the idea of examining
candidates for civil service. Only one candidate out of every 100 was successful. A
candidate for civil service position had to know the Chinese classics and to prove
practical skills and professional qualities by different testing methods. Examination
papers were copied by clerks, examinees were identified by number only, and three
examiners read each paper to ensure fairness in grading. Examination grades were
decisive in admission to the civil service and in career promotion. The idea of civil
service examinations was imitated by civil services in many other countries.

In medieval times, civil servants depended on the king. When the king died
and a new king succeeded him, a civil servant could expect to lose his post. But in
most modern civil services the transfer of power from one administration to
another does not mean the whole removal of all civil servants. They are public
employees, who continue working for the state, irrespective of whatever
government holds power. In democracy the government of the day makes laws,
and it is the job of the permanent civil service to carry them out. While civil
servants carry on the work of each government department, a government minister
is in charge of the department and is responsible to parliament and the people.

Early European administrative structures developed from the royal
households of the medieval period. Until the end of the 12th century official duties
within the royal households were ill-defined, often with multiple holders of the
same post. Exceptions were the better-defined positions of a butler (responsible for
the provision of wine), a steward (responsible for feasts), a chamberlain
(responsible for receiving and paying out money that was kept in the royal sleeping
chamber), and a chancellor (usually a priest with responsibilities for writing and

applying the seal in the mon-arch’s name).
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In the 13th century the functions of keeping the royal household and the
functions of governing the state were separated. Many household posts
disappeared. However, the office of chancellor, which was always concerned with
state matters, survived and became the most important link be-tween the old court
offices and modern ministries. As for the chamberlain’s office in the royal
household, it developed into the modern treasury or finance ministry.

From the middle of the 13th century three major bodies for handling affairs
of state emerged: the high court (evolving primarily from the chancellery), the
exchequer, and the collegial royal council. In England and France, however, such
bodies appeared only in the early 14th century, and in Brandenburg (which later
formed the basis of the Prussian state) only at the beginning of the 17th century.

Apart from justice and treasury departments, which originated in old court
offices, modern ministerial structures in Europe developed out of the royal
councils. Royal councils were powerful bodies of nobles appointed by the
monarch. Gradually labor was divided within these councils, and the monarchs’
secretaries who had a low status within such councils be-came the first
professional civil servants in Europe in the modern sense. The secretaries were
always near the monarch that is why they knew more about royal intentions. The
secretaries were relatively permanent that is why they had greater expertise in
particular matters of state than transient nobles of the council. They were also
assisted by staffs. The secretaries grew in importance in the 15th and 16th centuries
as they became more or less full members of the council.

Initially, the functions among secretaries were distributed based upon
geography. In England, for example, there was a secretary of the North and a
secretary of the South until 1782, when the offices of home and foreign secretary
were created. In France the distribution of territorial responsibilities among
secretaries of state was even more complex until 1789, when functional
responsibilities appeared.

As governments became more complex, it became clear that civil servants

must be properly qualified. Reforms were brought in to separate the civil service
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from politics, and to introduce selection on merit, through examinations open to
all. Today, almost all civil servants are chosen in this way.

The work done by the civil service covers every activity of government:
health, welfare, defense, agriculture, taxes, trade, transportation, and so on. As
modern life has become more and more complex, so the number of civil servants
has grown.

Public administration is an ever evolving area. It's a subject we can learn a
lot from, including where we might be headed when implementing new laws.
Organization and innovation are key factors in helping public administration
develop in modern society. From Plato to Adam Smith, iconic historical figures
have shown the people how to embrace their power. Public administration is the art

of putting elective laws into place in the best interest of the people.

Exercise 1. Answer the following questions:

1. What was the beginning of civil service as we know it today?

2. What do the Chinese built up?

3. What can you say about Early European administrative structures?

4. What can you say about administrative structures in England?

5. Why has grown the number of civil servants?
Exercise 2. Complete the following sentences:

1. Public administration has ... .

2. The Egyptian civil servants were responsible for ... .

3. Royal councils were powerful bodies of ... .

4. In France the distribution of territorial responsibilities among secretaries
of state was even more complex until 1789, ... .

5. Reforms were brought in to separate the civil service from politics, and to
introduce selection on merit, ... .

6. As modern life has become more and more complex, ... .

7. Organization and innovation are key factors in helping ... .
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Exercise 3. Match the parts of the sentences:

1. The king also gave some of his
power to officials,

a) in most countries of Europe

2. Building the great pyramids of
ancient Egypt was

b) civil servants depended on the king

3. By the Middle Ages, there was some
form of civil service

c) the functions of governing the state
were separated

4. The Chinese came to the idea of

d) when the offices of home and
foreign secretary were created

5. In medieval times,

e) such as judges and tax collectors,
who saw to the day-to-day activities of
government

6. In the 13th century the functions of
keeping the royal household and

f) examining candidates for civil

service

7. In England, for example, there was
a secretary of the North and a secretary
of the South until 1782,

g) an enormous engineering project

Exercise 4. Match the words and their definitions:

Word

Definition

1. government

a) a group of countries that are all con-
trolled by one ruler or government

2. king b) the system of charging taxes

3. empire c) the group of people who govern a
coun-try or state

4. justice d) a new idea, method, or invention
e) the system by which people are

5. taxation judged in courts of law and criminals are
punished

6. reform f) a man who rules a country because he

1s from a royal family

7. innovation

g) a change or changes made to a system
or organization in order to improve it

Exercise 5. Say whether the following sentences are true or false according to

the information from the text. Correct the false sentences.

1. In ancient times, soldiers were almost the only people who served the

government.
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2. Gradually, as civilization developed, governments began to em-ploy
specially trained people to carry out the tasks of government.

3. The Chinese developed a sophisticated system of administration under
their empire.

4. The Egyptians created distinct administrative hierarchies for jus-tice,
military affairs, finance and taxation, foreign affairs, and internal af-fairs, each
with its own principal officers of state.

5. The Chinese came to the idea of examining candidates for civil service.

6. Public administration is an ever evolving area.

7. Public administration is the art of putting elective laws into place in the

best interest of the students.

Exercise 6. Make up the plan of the text and retell it

Exercise 7. Translate into English:

1. TocymapcTBeHHOE YIIpaBiI€HUE UMEET APEBHUE KOPHHU.

2. CtpoutenscTBO Benukux nupamua Jpesnero Erunra Ob110 rpaHAHO3HBIM
WHXEHEPHBIM ITPOEKTOM.

3. B npeBHOCTH IvIaBHBIE JOJDKHOCTHBIE JMIAa ObUIM OTBETCTBEHHBI 3a
OTIIpaBJIEHUE MPABOCYAUS, OJJEPKaHUE U 00eCTIeYeHNE 3aKOHHOCTH U MOPSIKA.

4. TlpaBuTenbCcTBa Hauyajdyd HaHUMAaTh CIELUATbHO OOYUYEHHBIX JIIOACH s
BBITIOJIHEHHS 0COOBIX 3a]au.

5. Puminigne paszpaboranu pa3iauyHble aJMUHUCTPATHBHBIE HEPAPXUM IS
IPAaBOCYAMsI, BOGHHBIX /1], PUHAHCOB U HAJIOTOOOIOKECHHUS.

6. Kwuraiiupl co3nanu UEHTPaIM30BaHHYIO AJMUHUCTPALMI0O M XOPOIIO
OpPraHMU30BaHHYIO TOCYaPCTBEHHYIO CIIYXOY.

7. MuHUCTp BO3IVIABISUI JENApTAMEHT M HEC OTBETCTBEHHOCTh MHEPEN
MapJIaMEHTOM U HapOJOM.

8. Ilo Mepe yCIIO)KHEHMSI YHPABIECHHS CTAJIO SCHO, YTO TOCYIapCTBEHHBIE

CITyXallyue JOJDKHBI 00J1aaTh HaUIeKaller KBaiupukauei.
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9. TocymapcTBeHHOE yHOpaBlI€HUE — OTO JUHAMUYHAS, [OCTOSHHO

pa3BUBAIOMIASICS 00JIACTb.

10. I'maBHas 3a/lada roCyaapCTBCHHOI'O YIIPABJICHHUA BO BCC BPCMCHA — 3TO

CO6J'IIOI[CHI/IC H UCITIOJIHCHHUC 3dKOHOB B HAMJIYUIINX MHTCPECAX HApOIa.

Test 2. Choose the correct variant:

1. Public administration ... ancient origins.

a) haves
b) has
c¢) does

d) is

2. The Egyptian pharaoh ... the orders in ancient times.

a) gave
b) give
c) was give

d) did gave

3. The Romans developed a sophisticated system of administration under their ... .

a) office
b) monarchy
c) empire

d) kingdom

4. The idea of civil service examinations was imitated ... civil ser-vices in many

other countries.

a) by
b) in
c) with
d) at

5. In medieval times, civil servants depended ... the king.

a) on
b) in
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c) at
d) between
6. Great pyramids were builtin ... .
a) Rome
b) Egypt
c) Babylon
d) Greece
7. The fall of the Roman Empire in Western Europe took place in the ... century.
a) sixth
b) seventh
¢) ninth
d) fifth
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Unit 3. PUBLIC ADMINISTRATION

Read and learn the active vocabulary:
public - rocynapcTBeHHBIN, 001IIECTBEHHBIN
administration - ynpaBiieHHE
administrator - ynpaBJIsitOIINMi, PyKOBOIUTEIh
authoritative - o¢uuanbHBIN, BIUATEIBHBINA
to implement - BBITIOTHSATH, OCYIIECTBIIATH
legimate - 3aKOHHBII
policy - Kypc, cTparerusi, cucrema, moJuTUKa
to defend - 3amumare
bureaucracy - 0ropokparus
sophisticated - TUIIEHHBIA TPOCTOTHI, €CTECTBEHHOCTH
petition - meTUIKA, IPOILICHNE
judiciary - 3aKOHHBIN, Cy1€OHBII

to disrupt - pa3poOuTh, pa3dUTh, pa3pyIIUThH

Read and translate the text:

Text. PUBLIC ADMINISTRATION

Public Administration is difficult to define; this is because it covers a vast
amount of activity. Public Administration jobs range from the exploration of outer
space to sweeping the streets. Some administrators are highly educated
professionals; others possess few skills that differentiate them from the mass of the
citizenry. Some public administrators make policies that have a nationwide impact
and may benefit millions of people; others have virtually no responsibility for
policy - making and simply carry out the mundane governmental tasks of filling
and record - keeping. Public administrators are doctors, lawyers, scientists,
engineers, accountants, personnel officers, managers, clerks, manual labourers and
individuals engaged in many other occupations and functions. One specific

definition of it is that public administration is the use of managerial, political, and
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legal theories and processes to fulfill legislative, executive, and judicial I
governmental mandates for the provision of regulatory and service functions for
the society as a whole or for some segments of it.

When people think about government, they think of elected officials. The
attentive public knows these officials who live in the spotlight but not the public
administrators who make governing possible; it generally gives them little thought
unless it is to criticize «government bureaucrat s». Yet we are in contact with
public administration almost from the moment of birth, when registration
requirements are met, and our earthly remains cannot be disposed of without final
administrative certification. Our experiences with public administrators have
become so extensive that our society may be labelled the «administered society».
Various institutions are involved in public administration. Much of the policy -
making activities of public administration is done by large, specialized
governmental agencies (micro - administration). Some of them are mostly involved
with policy formulation, for example, the Parliament or Congy.

But to implement their decisions public administration also requires
numerous profit and nonprofit agencies, banks and hospitals, district and city
governments (macro - administration). Thus, public administrations may be
defined as a complex political process involving the authoritative implementation
of legitimated policy choices. Public administration is not as showy as other kinds
of politics. Much of its work is quiet, small scale, and specialized. Part of the
administrative process 1s even kept secret. The anonymity of much public
administration raises fears that government policies are made by people who are
not accountable to citizens. Many fear that these so-called faceless bureaucrats
subvert the intensions of elected officials. Others see administrators are mere cogs
in the machinery of government. But whether in the negative or positive sense,
public administration is policy making. And whether close to the centers of power
or at the street level in local agencies, public administrators are policy makers.
They are the translators and tailors of government. If the elected officials are

visible to the public, public administrators are the anonymous specialists. But
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without their knowledge, diligence, and creativity, government would be
ineffective and Large - scale administrative organization has existed from early
times. The ancient empires of Egypt, Persia, Greece, Rome, China, and later the
Holy Roman Empire as well as recent colonial empires of Britain, Spain, Russia,
Portugal, and France - they all organized and maintained political rule over wide
areas and large populations by the use of quite a sophisticated administrative
apparatus and more or less skilled administrative functionaries. The personal
nature of that rule was very great. Everything depended on the emperor. The
emperor in turn had to rely on the personal loyalty of his subordinates, who
maintained themselves by the personal support from their underlings, down to
rank- and file personal on the fringes of the empire. The emperor carried an
enormous work load reading or listening to petitions, policy arguments, judicial
claims, appeals for favors, and the like in an attempt to keep the vast imperial
machine functioning. It was a system of favoritism and patronage. In a system
based on personal preferment, a change of emperor disrupted the entire
arrangements of government. Those who had been in favor might now be out of
favor. Weak rulers followed strong rulers, foolish monarchs succeeded wise
monarchs - but all were dependent on the army, which supplied the continuity that
enabled the empire to endure so long. In the absence of institutional, bureaucratic
procedures, government moved from stability to near anarchy and back again.
Modern administrative system is based on objective norms (such as laws,
rules and regulations) rather than on favouritism. It is a system of offices rather
than officers. Loyalty is owed first of all to the state and the administrative
organisation. Members of the bureaucracy, or large, formal, complex organisations
that appeared in the recent times, are chosen for their qualification rather than for
their personal connections with powerful persons. When vacancies occur by death,
registration, or for other reasons, new qualified persons are selected according to

clearly defined rules. Bureaucracy does not die when its members die.

Exercise 1. Answer the following questions:
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l.

What is public administration?

2. Have you ever been in contact with public administration?

3.

What institutions and agencies are involved in public administration?

4. What institutions are involved with policy formulation?

5.

What are public administrators?

6. What 1s the difference between macro - administration and micro -

administration?

7.

What changes could a change of emperor lead to in a system based on

personal preferment?

8.

What are modern administrative systems based on?

Exercise 2. Complete the following sentences:

1
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. We are in contact with ..... almost from the moment of birth.

. Public administration is said to be not ..... .

. Public administration are the anonymous specialists, who ..... .

. Whether in the negative or positive sense, public administration is ...... :
. The ancient and recent colonial empires ..... :

. Modern administrative system is based on ..... :

. When people think about ... , they think of elected officials.

. Various institutions are involved in .... .

. Others see ..... as mere cogs in the machinery of government.

10. ..... does not die when its members die.

Exercise 3. Match the words to their definitions:

1.

registration

. government

. bureaucrat

2
3
4,
5
6

administration

. legitimate

. official
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7. empire

a) an official who works in a bureaucracy, especially one who you think
follows rules and procedures too strictly;

b) the departments, ministries, and committees that carry out the decisions of
the political leaders of a country;

c) the recording of something such as a person 's name or the details of an
event in an official list;

d) this person helps to organise and supervise the way that a country,
company, or institution functions;

e) a number of nations that are controlled by one country;

f) a person who holds a position of authority in an organisation;

g) allowed or justified by law.

Exercise 4. Translate into English:

1. AHOHMMHOCTH TOCYIapCTBEHHOI'O YINPAaBIEHUS BbBI3BIBAET Yy MHOIHX
OIaCEHUs, YTO TOCYJapCTBEHHAsl CTparerusi OyJeT BblpadaThIBaThbCs JIOIbMHU, HE
MOJIOTYETHBIMU TPAXKIAHAM.

2. IIpu cmeHe umneparopa, pa3pyliajics BECh TOCYIAPCTBEHHBIN MEXaHU3M,
U JIIOAU, KOTOpbIe ObLIN B TIOYETE, MOTJIM OKa3aThCsl B HEMUJIOCTH.

3. Ilpu CcoBpeMEHHOW CHCTEME TOCYJAPCTBEHHOTO  YIPABIICHMS
rOCy/IapCTBEHHbIE CIY)KalllMe HA3HAYal0TCsA COIVIACHO MX KBalIU(HKAIMM, a HE IO
JMYHBIM CBS35IM C BIUSATEIbHBIMU JIFOAbMHU.

4. TocynapCTBEHHOE IMpPABICHHE 3ABHCENO OT HMMIEparopa, KOTOPOMY, B
CBOIO OY€pe/lb, TPUXOAUIIOCH MOJAraTbCs Ha MPEAAHHOCTh MOAYNHEHHBIX.

5. NMrnepaTop BBINONHSUI OTPOMHYIO pPabOTy - YWTal M CIOylIaji

XO/IaTaicTBa, pa3oupal cyneOHbIe UCKA U TPOCKOBI O TOMUJIOBAHUH.

Exercise 5. Translate into Russian:
1. Yet we are in contact with public administration almost from the moment

of birth.
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2. Our experiences with public administrator s have become so extensive
that our society may be labelled the "administered society".

3. Various institutions are involved in public administration.

4. Much of the policy - making activities of public administration is done by
large specialized governmental agencies (micro - administration).

5. But to implement their decisions public administration also requires
numerous profit and nonprofit agencies, banks and hospitals, district and city

governments (macro-administration).

Exercise 6. What is English for:
1) rocyaapcTBEHHOE YIIPaBICHUE
2) IpaBUTh, TOCIIOJICTBOBATH
3) TpeboBaHue, MPETECH3UA
4) psiioBBIC CITyIKAIIHe
5) aqrMUHHCTpaTHBHAS CHCTEMa
6) IpUBOIUTH B UCTIOJIHCHUE
7) IpeMaHHOCTh MOTYNHEHHBIX
8) MeNKUil YNHOBHUK
9) Gropokparus

10) neTunusi, npouieHue

Exercise 7. Guess the meaning of the following words and phrases:
policy - making (activity); policy formulation; administered society; to be
based on personal preferment; micro - administration; macro - administration;

bureaucracy.

Exercise 8. Read the text for general information to complete the following
statements:
1. The text deals with the problem of....

2. Various institutions are involved in public administration ......
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3. The role of public administrators ....
4. The text tells us about administrative organisation of the ancient
empires....

5. The text views modern administrative system as ......

Exercise 9. Speak on the following problems:
1. Personal preferment and objective norms in a public administrative
system.

2. Public administration as policy making.
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Unit 4. RUSSIAN FEDERATION STATE SYSTEM

Read and learn the active vocabulary:
collapse - kpax
elect - BBIOMpaTh
election - BEIOOPHI
term - Cpok
popular vote - HapoJIHOE TOJI0COBaHUE
Supreme Commander -in-Chief of the armed forces - BepxoBHbrii
TJIaBHOKOMAH YOI BOOPYKEHHBIMH CHJIAMH CTPAHBI
make treaty - 3aKJ1t04aTh JI0TOBOP
enforce law - MpOBOIUTE B ’KU3HB 3aKOH
appoint - Ha3Ha4YaTh
legislative -3akoHOMaTEILHBIN
executive - HICIIOJTHUTEIbHBIN
judicial - cyneOHbIN
Upper Chamber - BepxHsisi nanara
Lower Chamber - HW»KHsS manarta
bill - 3akoHOTIPOEKT
veto - HAJIOXKUTH BETO
Constitutional Court - Koucturyrmonnsiii Cyy
stripe - moyioca
two -headed eagle - nByriaBbIil Opén
State Duma - ['ocynapctBenHas [lyma (HUxkHsS nanara napiaMmenta PO)
amend - BHOCUTh MTONIPaBKY, U3BMEHEHHUE, JOTIOJHEHHUE (B KOHCTUTYIIHIO).
amendment - monpaBka
draft - mpoekr
entry into force - BcTymieHue B cuity
Federal Assembly - ®enepansnoe Cobpanue -napaameHnt PO.

Federal Council - Coser ®@enepauuu (BepxHsis nanara napiamenra PD)
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submit - mpencTaBIsATh HA PACCMOTPEHHE
coat of arms - rep6

an anthem - rumMH

Read and translate the text:

Text. RUSSIAN FEDERATION STATE SYSTEM

The Russian Federation is set up by the Constitution of 1993 after the
collapse of the Soviet Union. According to the Constitution Russia is a Federation
and a Presidential Republic.The President is elected by popular vote for six-year
term and is the head of the State.The President is also the Supreme Commander -
in-Chief of the armed forces. He makes treaties, enforces laws and appoints
ministers, the judges of the Supreme and Constitutional Courts. The Federal
Government consists of three branches: legislative, executive and judicial.

All of them are checked by the President. The legislative power is vested in
both government and the Federal Assembly of the Russian Federation. It consists
of two chambers. The Upper Chamber is the Council of Federation (176-member);
the Lower Chamber is the State Duma (450-member). The Federation Council is
formed of the heads of the regions. The Duma is elected by the population. The
Duma examines and discusses different bills. To become a law a bill must be
approved by both chambers and signed by the President. The President may veto
the bill. The executive power belongs to the Government which is headed by the
Prime Minister. The Prime Minister forms his Cabinet. The judicial power is vested
on the judges of the Supreme and Constitutional Courts. The State symbol of
Russia is a three - coloured banner with three horizontal stripes: white, blue and
red. The white stripe symbolizes - nobility, the blue one - honesty and the red one
symbolizes — liberty. The flag was introduced by Peter the Great in 1705 as well as
the State Emblem, national flag regained its status in1993. The national coat of
arms has been changed. It is two -headed eagle. It was created in the 14th century
to symbolize Russian Monarchy and as the symbol of Russia's position between

the East and West. After the October Revolution of 1917 the symbol was not used
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for 76 years. At last in 1993 the first President of the Russian Federation Boris
Yeltsin ordered to make the two -headed eagle the State Coat of Arms again. Now
the two heads of the eagle symbolize the Asian and Europian parts of the country.
Russia also has some other national symbols. For example, the birch is the symbol
of beauty and grace; bear is the symbol of might. Another national Russian symbol
is the anthem. The hymn of Russia is The Patriotic Song by Mikhail Glinka. The
hymn of the country is created by Alexandrov and Mikhalkov. On December
30,2000 President Vladimir Putin approved the final version of the text of the
national anthem. The anthem reveals patriotism and devotion to the country.
Russian is the state language of Russia. It is spoken throughout the whole territory
of the Russian Federation. Different religions are spread on the territory of the

country, but the main is the Russian Orthodox Christian Church.

Exercise 1. Answer the questions on the text:
1. What kind of state is Russia?
. Who is the head of the in Russia?
. What powers does the President possess?

. For how long is the President elected?

2
3
4
5. What branches does the Government consist of?
6. Whom does the legislative power belong to?

7. What are the functions of the Duma?

8. How is a law made?

9. Who possess the executive power in Russia?

10. Whom is the judicial power vested on?

11. What does the system of courts consist of?

12. What are the national symbols of Russia?

13. Can you depict the State symbol of Russia?

14. What is the National Emblem (coat of arms) of Russia?
15. What is the anthem of Russia?

16. Who are the authors of the Russian anthem?
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17. What is the official language of the country?

18. What is the Fundamental Law of the Russian Federation?

Exercise 2. Say whether the following sentences are true or false according to
the information from the text. Correct the false sentences.

1. Russian Federation is a federal republic.

2. The Prime Minister is the head of the State.

3. The Federal Government consists of three branches: legislative, executive
and judicial.

4. The Upper Chamber is the State Duma, the Lower Chamber is the Council
of Federation.

5. To become a law a bill must be approved by both chambers and signed by
the President.

6. The President may veto the bill.

7. The President is elected for three-year term.

8. The executive power is represented by Federal Assembly.

9. The anthem of Russia is The Patriotic Song by Mikhail Glinka.

10. The legislative power is represented by the Constitutional Court.

Exercise 3. Complete the sentences using an appropriate preposition given in
brackets (for, by, about, in, of, on, between, with, before, after):

1. The State Duma consists 450 deputies.

2. The Russian language is the state language  the whole territory
__Russian Federation.

3. The State symbol  Russia is a three -coloured banner three horizontal
stripes.

4. The Russian Federation is set up _ the Constitution 1993 the collapse
_the Soviet Union.

5. The President is elected 6 years term.

6. Different religions are spread  the territory _the country.
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7.The national coat of arms was adopted _ ancient times.

8.The two -headed eagle is the symbol Russia 's position the East and
West.

9. The Constitution reads: "All the citizens are equal _ the law.

10. The basic law of our country is its Constitution and how _ Britain?

Exercise 4. Match adjectives and nouns as they occur in the text:

1. legislative a) court

2. fundamental. b) power

3. upper. c) constitution
4. popular d) chamber

5. legal €) song

6. state f) rights

7. patriotic g) law

8. constitutional h) vote

9. federal 1) republic

10. different g) Religions

Exercise 5. Give one - word equivalents for the following definitions. Make use
of the words in brackets: (constitution, duty, election, power, right, legislative,
nominate, suffrage, a deputy, constituency).

1. the system of laws and principles according to which a state is governed,;

2. something one may do or have by law;

3. what one is obliged to do by law;

4. person or organization having authority or influence;

5.law-making;

6. a person to whom authority is deputed;

7. choosing of candidates by vote;

8. to put forward the name of a person for election to an office or position;

34



9. having the power to make laws;
10. the sovereign political entity of a fixed territory.
(constitution, duty, election, power, right, legislative, nominate, suffrage, a

deputy, constituency).

Exercise 6. Translate into Russian:

1. rights of man which are guaranteed by the Constitution; 2. to give every
person a sense of security; 3. to enjoy equal rights; 4. the right to work; 5. the right
to rest and leisure; 6. the right to maintenance in the old age; 7. the right to health

protection; 8. the right to vote; 9. the right to education; 10. equal rights.

Exercise7. Translate into English

1. I'maBa mapnamenTckoit pecryoauku Poccuu - mpe3ueHT.

2. 3aKOHOIIPOEKT CTAHOBUTCS 3aKOHOM, €CJIM IPE3UJECHT HE HAJIOXKUT Ha
HEro BeTO. 3. 3aKOHOMPOEKT JOJKEH ObITh 0JJ00pEeH 00eMMU NajaraMu U MOAMUCaH
IIPE3UICHTOM.

4. VcnONHUTENbHYIO BIACTh MPEACTABISIET KAOMHET MHUHUCTPOB,
BO3IJIABJISIEMBII IPEMbEP-MUHUCTPOM.

5. Cynebnas BiacTh ocymecTBiasercss KOHCTUTYHHMOHHBIM — CYIOM,
BepxoBHBIM CyIOM U IPYTUMHU CyAaMHu.

6. [Ipe3uneHT BoIOMpaeTcs Ha BIOOpAxX Ha CPOK 6 JIeT.

7. IlpaButenscTtBO PO cocrout mn3 aByx nanar: Jyma u3z 450 uneHoB u
Cosetr ®enepanuu 3 176 4neHoB.

8. OdunmanbHbIil rocygapCcTBEHHBIN A3bIK B Poccun - pycckuid.

9. PaznuuHble pENUTUU PACIPOCTPAHEHbl HA TEPPUTOPUM CTPAHBI, HO
Haubosnee nomynsipHa Pycckast mpaBociaBHast HEPKOBb.

10. IIpe3naeHT Takke SBISIETCS DIABHOKOMAHAYIOIIUM BOOPYKEHHBIMU

CUJIAMH CTPAHBI.

Exercise 8. Carry on the following dialogue:
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A: Did you have the right to vote in the last election?
B: No, I have just come of age and will be entitled to take part in the next

election only. And what about you?

Exercise 9. Read and act the Dialogues:

Dialogue 1

A: The Constitution reads: "All the citizens are equal before the law". Can
you explain it?

B: Why can't you understand? All the citizens are equal before the law,
irrespective of their nationality, religion and social standing.

A: Well, what does that mean?

B: It means that everybody has an equal rights, but if they commit crimes,
they 'll be tried and found guilty, regardless of their standing, religion and so on. Is
that clear?

Dialogue 2

A: The basic law of our country is its Constitution.

B: And how about a Britain?Has it got a written Constitution?

A: I believe it has. How can a state function without it?

B: Well, just imagine, you're wrong. England is the only country in the world
having no written Constitution.

A: Then what is its state system based on?

B: It's based on Parliamentary Acts, ancient laws, customs and traditions.

Exercise 10. Group discussion:
1. Discuss the role of the Constitution in the life of our country.
2. Describe your first experience during elections.

3. Speak on the Constitutional rights and duties of the Russian citizens.
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Exercise 11. Make up the plan of the text and retell it
Unit 5. LEVELS OF GOVERNMENT

Read and learn the active vocabulary:

a democratic federal rule-of-law state - meMmokparuueckoe denepaabHOe
IIPaBOBOE TOCYIAPCTBO

a republican form of government - pecniyonukanckas (popma mpaBieHuUs

a republic - pecryonuka

a territory - kpai

a region - peruoH, 00JacTh

a city of federal significance - ropoa denepanbHOTO 3HaAUEHUS

the ideological and political diversity - uaeosoruyeckoe M MOIUTUUYECKOE
pazHooOpasue

a multiparty system - MHOTOIIapTHiiHasi cUCTEMA

a secular state - cBeTCKO€ rocyaapcTBO

an official language - rocynapcTBeHHBIHN S3BIK

the basic law - ocHOBHOI 3aKOH

legislation - 3aKkoHOIATEIHCTBO

a subject - cyObeKT

legislative authorities - 3aKkoHOAATEILHBIE OPTaHBI

executive authorities - opranbsl HCTIOTHUTEILHON BIACTH

judicial authorities - cyneOHbIe opranbl

independent - He3aBUCUMBIN

a military doctrine - BoeHHasi JOKTpUHA

the guarantor of the Constitution - rapant Koncturyuu

to be separated - OBITH OTIETEHHBIM

to establish official languages - yctaHOBUTH OuIIHaNbHbIE S3bIKU

to contradict - MpOTUBOPEUUTH

to ensure - rapaHTUPOBATh, 00ECTIEYNBAThH

to coordinate - KOOpAUHUPOBATh
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to define the main directions of the domestic and foreign policy -
OTIPEICNISATh OCHOBHBIC HAIIPABJICHHSI BHYTPCHHEH W BHEIITHEH MTOJIUTHKU

to dismiss - yBOJUTH

to adopt the law - mpuHUMAaTH 3aKOH

to develop and submit the federal budget - pa3paGorate u npencTaBuUThH

dbenepaabHbIN OIOKET

Read and translate the text:

Text. LEVELS OF GOVERNMENT

The Russian Federation (RF) is a democratic federal rule-of-law state with a
republican form of government. It consists of republics, territories, regions, cities
of federal significance, autonomous regions, autonomous districts that are equal
subjects of the Russian Federation.

Russia recognizes ideological and political diversity, multiparty system.

The Russian Federation is a secular state. No religion can be established as a
state or compulsory one. Religious associations are separated from the state and are
equal in the face of the law.

The official language of the Russian Federation throughout its territory is
Russian. The republics have the right to establish their official languages.

The basic law of Russia is its Constitution. It has the highest legal force,
direct effect and is applied throughout the territory of the state. Laws and other
legal acts adopted in the Russian Federation must not contradict its Constitution.

The subjects of the Russian Federation have their own constitution or
charter, as well as legislation.

The following constituent entities of the Russian Federation are part of the
Russian Federation: 24 republics, 9 territories, 48 oblasts, 3 federal cities, 1
autonomous region, 4 autonomous districts.

State power in the Russian Federation is exercised on the basis of the
division into legislative, executive and judicial. The legislative, executive and

judicial authorities are independent.
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The Head of State is the President of the Russian Federation, who ensures
the coordinated functioning and interaction of all state authorities.

The highest legislative body of the country is the Federal Assembly of the
Russian Federation.

Executive power is exercised by the Government of the Russian Federation.

Judicial power in the Russian Federation is exercised by courts.

The President of the Russian Federation is the guarantor of the Constitution,
human and civil rights and freedoms. He defines the main directions of the
domestic and foreign policy. The President of Russia is elected for four years.

The main powers of the President of Russia include:

* appointment, with the consent of the State Duma, of the Chairman, Deputy
Chairmen and other members of the federal Government, as well as the decision on
his resignation;

* submission to the Federation Council of candidates for appointment to the
positions of judges of the Constitutional Court, the Supreme Court and the
Supreme Arbitration Court of the Russian Federation, as well as the candidacy of
the Prosecutor General of the Russian Federation, sub-mission to the Federation
Council of a proposal to dismiss the Prosecutor General of the Russian Federation;

« appointment of judges of all other federal courts;

* appointment and dismissal of plenipotentiary representatives of the
President of the Russian Federation;

* formation and leadership of the Security Council of the Russian
Federation;

« approval of the country’s military doctrine;

« appointment and release of the Supreme Command of the Armed Forces of
the Russian Federation, being their Supreme Commander-in-Chief;

« appointment of elections of the State Duma and its dissolution in the cases
and in the manner provided for by the Constitution;

* introduction of draft laws to the State Duma;

* signing and publication of federal laws;
39



* resolving issues of citizenship of the Russian Federation and granting
political asylum;

* the exercise of clemency.

The Federal Assembly

The Federal Assembly — the Parliament of the Russian Federation is the
highest representative and legislative body of the country. The Federal Assembly
consists of two chambers — the Federation Council (upper house) and the State
Duma (lower house). Draft federal laws are first submitted to the State Duma. The
federal law adopted in the State Duma is submitted to the Federation Council for
consideration. After the approval of the federal law by the Federation Council, it is

considered to be finally adopted.

The Federation Council

The Federation Council consists of two representatives from each subject of
the Russian Federation — one from the representative and executive bodies of state
power.

The jurisdiction of the Federation Council includes:

 approval of the change of borders between the subjects of the Russian
Federation;

« approval of the decree of the President of the Russian Federation on the
introduction of martial law;

« approval of the decree of the President of the Russian Federation on the
introduction of a state of emergency;

* resolving the issue of the possibility of using the Russian Armed Forces
outside the territory of the Russian Federation;

« appointment of presidential elections of the Russian Federation;

» removal of the President of the Russian Federation from office;

« appointment of judges of the Constitutional Court, the Supreme Court and

the Supreme Arbitration Court of the Russian Federation;
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» appointment and dismissal of the Prosecutor General of the Russian
Federation.

The State Duma

The State Duma consists of 450 deputies. Deputies of the State Duma are
elected from various political parties, social movements or as independent
candidates for a term of 4 years and work on a professional permanent basis.

The State Duma is responsible for:

* giving consent to the President of the Russian Federation to appoint the
Chairman of the Government of the country;

* resolving the issue of trust in the Government of the Russian Federation;

« appointment and dismissal of the Chairman of the Central Bank;

* appointment and dismissal of the Commissioner for Human Rights;

 announcement of amnesty;

* bringing charges against the President of the Russian Federation to remove

him from office.

Government of the Russian Federation

The Government of the Russian Federation consists of the Prime Minister,
Deputy Prime Ministers and federal Ministers.

The Government:

* develops and submits to the State Duma the federal budget and a report on
its execution;

 ensures the implementation of a unified financial, credit and monetary
policy, as well as a unified state policy in the field of culture, science, education,
health, social security, ecology;

» manages federal property;

* implements measures to ensure the country's defense, state security, and the
implementation of the foreign policy of the Russian Federation;

» implements measures to ensure the rule of law, the rights and freedoms of

citizens, the protection of property and public order, the fight against crime, etc.
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Exercise 1. Answer the following questions:

1. What is the basic law of Russia?

2. Who is the Head of State in Russia?

3. How many federal districts are there in Russia?
4. What term is the Russian President elected for?

5. What are the main powers of the President of Russia?

Exercise 2. Complete the following sentences:

1. Russia recognizes ideological and ... .

2. Religious associations are separated from ... .

3. The republics have the right to establish ... .

4. The subjects of the Russian Federation have their ... .

5. The highest legislative body of the country is ... .

6. Judicial power in the Russian Federation is exercised ... .

7. The Federal Assembly consists of two chambers ... .

Exercise 3. Match the parts of the sentences:

1. The Russian Federation (RF) is a
democratic federal rule-of-law state

a) is Russian.

2. Russia recognizes ideological and

b) 24 republics, 9 territories, 48 oblasts,
3 federal cities, 1 autonomous region, 4
autonomous districts.

3. The official language of the Russian
Federation throughout its territory

c) with a form of

government.

republican

4. The basic law of Russia is

d) political diversity, multiparty system.

5. The following constituent entities of
the Russian Federation are part of the
Russian Federation:

e) its Constitution.

6. The Head of State is the President of
the Russian Federation,

f) one from the representative and
executive bodies of state power.

7. The Federation Council consists of

g) who ensures the coordinated
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two representatives from each subject of
the Russian Federation —

functioning and interaction of all state
authorities.

Exercise 4. Match the words and their definitions:

Word

Definition

1. president

a) when people vote to choose someone
for an official position

b) a set of beliefs that form an important

2. citizen part of a religion or system of ideas
c) a way of doing something that has
: been officially agreed and chosen by a
3. election . :
political party, a business, or another
organization
4 doctrine d) the official leader of a country that

does not have a king or queen

5. possibility

e) the right to do what you want without
being controlled or restricted by anyone

6. policy

f) someone who lives in a particular
town, country, or state

7. freedom

g) an opportunity to do something, or
some-thing that can be done or tried

Exercise 5. Say whether the following sentences are true or false according to

the information from the text. Correct the false sentences.

1. The Russian Federation is a secular state.

2. The following constituent entities of the Russian Federation are part of the

Russian Federation: 25 republics, 19 territories, 46 oblasts, 5 federal cities, 1

autonomous region, 4 autonomous districts.

3. State power in the Russian Federation is exercised on the basis of the

division into legislative, executive and judicial.

4. The highest legislative body of the country is the State Duma of the

Russian Federation.

5. The President of Russia is elected for five years.

6. The Federation Council consists of three representatives from each subject

of the Russian Federation.
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7. The State Duma consists of 450 deputies.

Exercise 6. Make up the plan of the text and retell it
Exercise 7. Translate into English:

1. Poccuiickass denepanusi sBIsSE€TCS JAEMOKPATUYECKUM (eepaTUBHBIM
MPaBOBBIM FOCY/IAPCTBOM C pECIyOIUKaHCKON (OpMOM IIpaBIICHHUS.

2. Poccuiickas @enepauusi MPU3HAECT UIACOIOTHYECKOE M IOJIUTHYECKOE
pa3HooOpasue, MHOTOMAPTUIHOCT.

3. Hmeror nu pecmyOiaMKd TpPaBO YCTAHABIMBATH CBOM OQHUIIHMAIbHBIC
A3BIKU?

4. KakoB ocHOBHO 3ak0H Poccuiickoii @enepaunn?

5. ImaBou Poccuiickon @enepauun sBusgercs lIpe3nneHt, KOTOpBIN
o0ecreunBaeT CONacOBaHHOE (YHKIIMOHUPOBAHUE U B3aUMOJECHCTBUE BCEX
OpraHOB rOCY/IapCTBEHHOM BIACTH.

6. Bes rocynaperBenHas Biacth B Poccniickoit denepanyy noapasaensercs
Ha 3aKOHOJIaTEJIbHYI0, UCTIOJIHUTENBHYIO U CYEOHYIO.

7. ®enepanpbHoe CoOpanue coctouT u3 AByx nanar: Coera dexeparuu
(BepxHss manata) u ['ocynapctBeHHo# JlyMbl (HUXKHSS 1aiaTa).

8. TocymapctBeHHass Jlyma oOTBe4yaeT 3a Ha3HAYCHWE W YBOJbHEHHUE
VYIIOTHOMOYEHHOTO IO MPAaBaM YEIOBEKA.

9. Kto ympasnsieT ¢enepanbHO COOCTBEHHOCTHIO?

10. OdunmansubM s1361Kk0M Poccuiickoit @enepaniny Ha BCe €€ TEpPUTOPHUH

ABJISIETCS PYCCKHM SI3BIK.

Test 3. Choose the correct variant:

1. The Russian Federation ... a democratic federal rule-of-law state.
a) are
b) is
c) does

d) has
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2. The basic law of Russia is ... Constitution.
a) it’s
b) its
c)itis

d) it

3. Laws and other legal acts in the Russian Federation ...

Constitution.
a) must to
b) must
¢) must not
d) can
4. Three branches of state power include:
a) legislative, executive and judicial.
b) legislative, managerial and judicial.
c¢) innovative, executive and judicial.
d) legislative, executive and anti-corruption.
5. Executive power is exercised by ... .
a) the Government of the Russian Federation.
b) the President of the Russian Federation.
c) the Federal Assembly of the Russian Federation.
d) the State Duma.
6. The President of Russia is elected for ... years.
a) five
b) six
c) four
d) three
7. .... consists of 450 deputies.
a) The Government of the Russian Federation.
b) The Supreme Court of the Russian Federation.
c) The Federal Assembly of the Russian Federation.

contradict its
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d) The State Duma.
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Unit 6. LEVELS OF STATE AND MUNICIPAL ADMINISTRATION

Read and learn the active vocabulary:

a level - ypoBenn

a branch - BetBb

a basis - ocHoBa

a link - cBs3B

a social institution - conuanbHBI HHCTUTYT

division of territorial entities - paznenenue TeppUTOpUATBHBIX 00pa30BaAHUIA

an executive activity - ucroyHuTeIbHAS ACATEIHLHOCTD

an effective mode - a3 dhexTuBHBIN pexuM

protection — 3aruTa

reproduction — BOCIIpOM3BOJICTBO

branches of government - BetBu BiacTu

a «bottom-upy direction - HanpaBiieHUEe «CHU3Y BBEPX»

a priority direction - mproOpUTETHOE HANIPABICHHE

arbitration — apoutpax

defense — zammura

civil society institutions - HHCTUTYTBI TPAKIAHCKOTO OOIIECTBA

satisfaction of municipal interest - ynoBiaeTBOpeHHME MYHUIUIAIBHBIX
UHTEPECOB

a prerequisite - o0s13aTeILHOE YCIIOBHE

separation of powers - pa3aenenue BiacTei

protective — 3amuTHBIH

social — conmanbHbIH

legal - ropuarueckuii (mpaBoBoi)

executive — MCIIOTHUTEIbHBII

legislative — 3akoHOHaTEIBHBIN

judicial — cyne6Hbrit

to divide — pa3nensaTh
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to indicate — yka3piBaTh

to define — onpenensaTs

to depend on - 3aBuceTh OT

to contain — coxepxath

to regulate social relations perynupoBaTh 001IeCTBEHHbBIE OTHOIIICHHS
t0o assume — nipearoiarath

to perform several functions - BeIOTHATE HECKOIBKO (BYHKIIAN

to adapt — amanTupoBaThCs

to consist -cocToATs

to contribute — cnoco6¢cTBOBATH

Read and translate the text:

Text. LEVELS OF STATE AND MUNICIPAL ADMINISTRATION

The basis of the state and municipal administration (SMA) system consists
of vertical and horizontal links that create stable governance structures for each
territorial entity, be it a state, region or municipality that determine the nature of
the work of the social institutions that make up these structures.

Vertical ties include the division of territorial entities into levels of
government or otherwise — the levels of the SMA, while horizontal ones into
branches of government or otherwise — branches of the SMA.

The levels of power are vertically ordered ranks of executive activity,
divided in accordance with the mode of delegation of authority from the highest
management levels to the lowest.

The number of levels indicates the degree of subordination in managerial
decision-making and the order of transmission of command information. The
levels of government define a way to divide administrative responsibility between
official functions in the organizational structure. Moreover, the number of levels

depends on the number of these functions and the degree of their specialization.
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The SMA system contains two main levels of management: state and
municipal. The functions of both levels differ significantly, but together they are
able to determine the effective mode of society development.

State administration is designed to regulate social relations that ensure the
protection and reproduction of the integrity of the state and its basic institutions.
The state assumes the right to realize the public interest in the development of its
constituent territorial entities.

State administration is the process of regulating relations within the state
through the distribution of spheres of influence between the main territorial levels
and branches of government.

State administration is based on the state interest aimed at protecting the
integrity of the state, its key institutions, and supporting the level and quality of life
of its subjects. Among the priority directions in the implementation of public
(state) interest is the need to perform several functions: protective, defense, social,
legal, economic, political and arbitration.

The vector of municipal government has a “bottom-up” direction, being
designed to adapt local territorial interest to the state. The meaning of this
adaptation consists in the arrangement of the environment of direct human
habitation, the satisfaction of its primary needs and the establishment of inter-
economic relations between territories. All this is the essence of municipal (local)
interest, contributing to the strengthening of civil society institutions and serving as
a starting point in the organization of local self-government. The object of
municipal interest is issues of local importance, the nature and features of which
can be adequately understood only by people directly residing in this territory.
Satisfaction of municipal interest is a prerequisite for satisfaction of public (state)
interest.

Branches of government (management zones) are horizontally ordered areas
of managerial activity determined in accordance with the principle of separation of

powers used in a democratic political regime.
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Traditionally, the branches of government include the executive, legislative
and judicial.

Exercise 1. Answer the following questions:

1. What does the basis of the state and municipal administration system
consist of?

2. What do the vertical ties include?

3. Does the number of levels indicate the degree of subordination in
managerial decision-making and the order of transmission of command
information?

4. What do the levels of government define?

5. The SMA system contains two main levels of management. What are
they?

6. How do the functions of state and municipal levels differ?

7. What is state administration based on?

8. What does the vector of municipal government have?

9. What is the essence of municipal (local) interest?

10. What do the branches of government include?

Exercise 2. Make up word combinations with the following words:

1. vertical and horizontal a) relation

2. territorial b) institution

3. social c) link

4. executive d) interest

5. official ) administration
6. social f) entity

7. public g) function

8. state h) interest

9. municipal 1) activity

Exercise 3. Complete the following sentences:
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1. The basis of the state and municipal administration (SMA) system

consists of ... .

2. The levels of power are vertically ordered ranks of executive activity, ...

3. The number of levels indicates the degree of subordination in managerial

decision-making and ... .

4. Moreover, the number of levels depends on ...

5. The SMA system contains two main levels of management: ...

6. State administration is designed to regulate social relations ... .

Exercise 4. Match the parts of the sentences:

1. The number of levels indicates the
degree of subordination in managerial
decision-making

a) state and municipal.

2. The levels of government define a
way to divide administrative
responsibility between

b) the state through the distribution of
spheres of influence between the main
territorial levels and branches of
government.

3. Moreover, the number of levels
depends on

c) that ensure the protection and
reproduction of the integrity of the state
and its basic institutions.

4. The SMA system contains two main
levels of management:

d) and the order of transmission of
command information.

5. State administration is the process of
regulating relations within

e) and serving as a starting point in the
organization of local self - government.

6. State administration is designed to
regulate social relations

f) official functions in the organizational
structure.

7. All this is the essence of municipal
(local) interest, contributing to the
strengthening of civil society
institutions

g) the number of these functions and the
degree of their specialization.

Exercise 5. Match the words and their definitions:

Word

Definition

1. protection

a) the act of living in a place

2. authority be settled

b) the process of judging officially how an argument should

3. separation

¢) when someone or something is protected

4. municipality

d) how good or bad something is
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e) a town, city, or other small area, which has its own

5. habitation government to make decisions about local affairs, or the
officials in that government

6. arbitration f) when something separates or is separated

7. quality g) the power you have because of your official position

Exercise 6. Say whether the following sentences are true or false according to
the information from the text. Correct the false sentences.

1. The basis of the state and municipal administration (SMA) system
consists of vertical and horizontal links.

2. Vertical ties include the division of territorial entities into levels of
government.

3. The levels of power are horizontally ordered ranks of executive activity,
divided in accordance with the mode of delegation of authority from the lowest
management levels to the highest.

4. The levels of government define a way to divide administrative
responsibility between official functions in the organizational structure.

5. The SMA system contains three main levels of management: federal, state
and municipal.

6. State administration is designed to intensify social relations.

7. The vector of municipal government has a "bottom-up™ direction, being

designed to adapt local territorial interest to the state.

Exercise 7. Make up the plan of the text and retell it.

Exercise 8. Translate into English:

1. BeprukaibHble W TOPU3OHTAIBHBIE CBS3M CO3JAIOT CTAOWJIbHBIC
CTPYKTYPBI YIPaBIACHUS JI KaXKJA0T0 TEPPUTOPUATILHOTO 00pa30BaHMUS.

2. KonuyecTBO ypoBHEH YyKa3blBa€T HA CTENEHb MOAYMHEHHOCTH IMpHU
IIPUHATUN YIIPABICHYECKUX PELICHUM.

3. bonee TOro, KOJIMYECTBO ypOBHEW 3aBUCUT OT KOJIMYECTBA (PYHKUUN U

CTCIICHHU UX CIICOHAJIM3allH.
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4. Cucrema rocy1apCTBEHHOIO M MYHUIIMIAIBHOTO YIPABIECHUS COAEPIKUT
JIBa OCHOBHBIX YPOBHSI: TOCYJapPCTBEHHBIM U MyHULIUITAJIbHBII.

5. TocynapcTBeHHOE yHpaBi€HUE PETYJIUPYET OTHOLICHHUS BHYTPH
roCy/apcTBa IMOCPEJACTBOM pacrpenenacHuss chep BIUSHUS MEXKIY OCHOBHBIMU
TEPPUTOPUATBHBIMU YPOBHSMHU U BETBSIMU BIIACTH.

6. TpamuuMoHHO  BETBM  BJACTH  BKJIIOYAIOT  UCHOJHUTEIBHYIO,
3aKOHOJATEJIbHYIO U CYyA€0HYIO.

7. Oprasbl TrOCyJapCTBEHHOI'O YIIPABICHUS BBINOJHAIOT HECKOJIBKO
GyHKIMI:  OXpaHHYIO, OOOpPOHHUTENBHYIO,  COIMAIbHYIO, OPUAHYECKYIO,
HYKOHOMHUYECKYIO, TOJINTUYECKYIO ¥ apOUTPaKHYIO.

8. I'ocynapcTBo MMeEET IPaBO PeaTn30BbIBaTh OOIIECTBEHHBIE HHTEPECHI.

9. Kakue ypoBHM roCy1apCTBEHHOI'O YIIPABJICHHUSI Bbl 3HAETE?

10. TocynapCTBEHHBI HMHTEpEC HANPABJIECH Ha 3allUTy LEJIOCTHOCTH

rocygapcrtsa U NoAACPKKY YPOBHA U KAaUCCTBA JKU3HU I'PAKIAH.

Test 4. Choose the correct variant:
1. The basis of the state and municipal administration system consists ... vertical
and horizontal links
a) about
b) at
c) of
d) from
2. The number of levels depends ... the number of functions.
a) about
b) on
c) of
d) from
3. State administration ... to regulate social relations.
a) is designed

b) designed
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C) is design
d) has designed
4. ... the priority directions in the implementation of public (state) interest is the
need to perform protective, defense, social and other functions.
a) among
b) at
c) of
d) from
5. Branches of government are ... ordered areas determined in accordance with the
principle of separation of powers.
a) vertically
b) horizontally
C) separately
d) directly
6. Traditionally, the branches of government include ... .
a) executive, legislative and judicial
b) legislative, managerial and judicial.
c) innovative, executive and judicial.
d) legislative, executive and anti-corruption.
7. The object of municipal interest is issues of ... importance.
a) local
b) federal
¢) world

d) country

54



Unit 7. BUSINESS ETHICS

Read and learn the active vocabulary:
aim - HaMepeHue, 1eIb
aware of smth — ocBeZJOMJIEHHBIH, COZHAIOIIHI YTO-]1.
to boost — MoBbIIATE, YBEIUYUBATH
bribe — B3sTKa, MOAKYTI
bribery — B3ITOUHUYECTBO
to bribe — monkynarb; 1aBaTh B3ATKY
condition - yciioBH€; TTOJIOKEHUE
contemporary — COBpeMEHHbBIH
to encourage to do smth - moowupsTe, NOoAAEPKUBATH
environment - OKpy>Ke€HHE, OKpYyKarolasi 00CTaHOBKA; OKpYy»KaroIas cpena
environmental protection — oxpaHa OKpy>KaroIiei cpepl
environmentally friendly — sxonorudecku 6e3onacHbIit
to force — 3acTaBisITh, BRIHYX/IATh
harm - Bpen; ypoH, yiiepo
harmful — BpeaubIit
harmful to health — BpeanbIif 1715 3M10pOBBS
harmless — Oe3onacHbli, 6€3BpeAHbIN
income — JJ0X0J1, 3apab0TOK
an annual income — roJo0Bo# 3apaboToOK
to insure — cTpaxoBaTh, 3aCTPAXOBbIBAThH
insurance — cTpaxoBaHUe
to lack — UCTIBITBIBATH HEMOCTATOK, HYXKIAThCS; HE UMETh YTO-JI.
merchandise — ToBapsI
to mislead - BBoguTh B 3a0IyKICHHE
misleading — BBosAIIMIA B 3201y XK eHNE, 0OMaHYMBBIN
misleading advertising — pexiama, BBOAsIIAs B 3a0TyKICHUE

operating costs — 3KCIUTyaTallMOHHbBIEC PACXO/IbI
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redundant — yBOJIEHHBII 110 COKPAIICHUIO IITAaTOB
cost-saving — COKpamarmui ce0eCTOMMOCTh
labour-saving — cokpararomui Tpya10EMKOCTb
energy-saving — 3Heprocoeperaronmi
strengthen— ycunuBath(cs); YKpETUISITh(Cs)

vital — ()KU3HEHHO) Ba)KHBIM, HACYIITHBIN; HEOOXOIUMBIN

Read and translate the text:

Text. BUSINESS ETHICS

It has always been accepted that the aim of business is to make a profit. This
point of view can be easily explained. Various products are being produced non-
stop to satisfy the growing demand of the public.

The more goods have been sold, the more income has been received. So if
you want to increase a company profit all efforts must be taken to boost sales and
maintain high production performance. This can be done by several methods: more
manufacturing plants should be opened; a bigger number of workers can be
employed, new technologies might be applied. However there is a cost to all these
activities. In order to build a new plant and to install up-to-date equipment huge
expenses are needed. Workers should be paid at least average wages in this
industry. New technologies will pay off in the long run but at the initial stage a lot
of investment and staff training are required. At the same time a lot of workers can
be made redundant if a company introduces cost-saving and labour-saving
technologies. To avoid costs and to gain extra high profits some companies use
illegal or unethical methods of business. Management employ illegal immigrants
and pay them low wages. The workers may live in unhealthy conditions and lack
medical service as they haven’t been insured. Most multinational companies try to
get cheaper labour force and save on operating costs, a few companies have even
been involved in industrial espionage to gain a competitive advantage. Some
businesses encourage corruption when they try to bribe government officials who

are in charge of important construction or production projects.
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Examples of unethical behaviour in relation to the staff of a company are
constantly being discussed in mass media. Employees may be discriminated on the
basis of race, age and gender. Women are often confronted with the so-called glass
ceiling problem when they can’t be promoted to senior positions only because men
are considered better executives.

Development of international trade creates serious problems for many firms
operating in countries where bribes are a common part of business activity. In the
field of advertising false and misleading advertising is treated as illegal and
unethical because it persuades consumers to buy unnecessary or dangerous goods.
This 1s especially important in the case of health-related products and products for
children Now companies are becoming aware of the fact that it is vital to have a
code of ethics and to follow certain ethical standards if they want to keep their
image as good citizens and ethical businesses.

Today consumers’ attention is focused not exclusively on the product
characteristics. A growing number of customers prefer environmentally friendly
merchandise that hasn’t been tested on animals. More and more people are buying
organically grown fruit and vegetables. So companies are being forced to use
technologies and processes that should be harmless to the environment. Moreover,
if a business positions itself as ethical this could be considered a clever marketing
strategy. The corporate and brand image will be strengthened if the public trust and
rely on the ethical standards for the staff and the executive board of a company. As
a result, the aim of a contemporary business is to maintain its reputation as a fair

business that is both socially responsible and customer oriented.

Exercise 1. Answer the following questions using the text.
1. What has always been the aim of business?
2. What should be done to increase company profits?
3. Why do companies have to make some of their workers redundant?
4. What are the advantages and disadvantages of new technologies?

5. Why is it unethical to employ people illegally?
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6. What methods do multinational companies use to save on operating costs?

7. How is corruption encouraged by some unethical businesses?

8. What type of discrimination are women often confronted with?

9. What were several American companies prosecuted for?

10. What kind of advertising is treated as illegal and unethical and why?

11. Why is misleading advertising especially dangerous in the case of health-
related products?

12. Why are a lot of companies starting to focus more on ethical issues?

13. What is the aim of a contemporary business that wants to stay

competitive in the long run?

Exercise 2. Say whether the following sentences are true or false according to
the information from the text. Correct the false sentences.

1. The more goods are sold the more profit a company gets.

2. It 1s not very expensive to install new equipment and introduce new
technologies.

3. Up-to-date technologies pay off in the short run.

4. Some companies employ illegal immigrants because they are better
qualified.

5. If the workers are not insured they don’t get medical service.

6. Government officials often try to bribe the executives of huge
multinational corporations.

7. Sometimes employees are discriminated because they come from a
different nation or are too old for the job.

8. The so-called “glass ceiling” type of discrimination means that bosses
keep an eye on every employee all day long.

9. Illegal payoffs and bribes are different things.

10. False advertising persuades consumers to run to supermarkets and buy
useless and expensive things.

11. It is more important for a company to increase profits than to be
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environmentally responsible.

12. Today people prefer to buy more fast food because it is good for your
health and is organically grown.

13. If people trust ethical standards of a business it improves the brand

image and increases sales.

Exercise 3. Translate the following sentences from English into Russian.
1. He reads contemporary English writers in the original.
2. Our aim is to boost sales.
3. A lot of vital questions have already been discussed.
4. Energy-saving technology has been introduced at this plant lately.
5. Cultural awareness is vital in modern business.
6. I have never heard of bribery in this sphere.
7. This merchandise will bring our company a huge income.
8. Who forced you to bribe him?
9. We spend a lot of money on environmental protection.
10. How can we strengthen the position of our company?
11. At the meeting [ was asked about our working conditions.

12. Smoking is harmful to your health.

Exercise 4. Translate the following word combinations from Russian into
English.

Hacymnas mnpobieMa, HSKOHOMUTh Ha JKCIUTyaTallMOHHBIX pacxojax,
3aCTaBUTh  COKPATUTh COTPYAHWKA, HEIOCTAaTOK HH(OpPMAIUU, BBOJUTH
MoKymarejaed B 3a0NyKJIEHHUE, TIOBBICUTH JOXOJ KOMIIAHWHM, TPHUHECTH BpE.
MOKYyTaTesiM, OJKOJIOTHYEeCKH Oe30MacHble TOBaphl, TMOBBINIATH 3aHATOCTH
HaceJeHus, 0co3HaBaTh A(P(HEKTUBHOCTH CTUMYIUPOBAHUS COBITA, CTPEMUTHCS K

BBICOKHUM pE3YyiibTaTaM, INOAKYIIUTE CTAPIICTO MCHCIKEPA.

Exercise 5. Complete the following sentences using the necessary prepositions.
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1. He insured his business ... a huge sum of money. 2. They aim ... a high
income. 3. I can not understand what they save ... . 4. Are you aware ... your
problems? 5. There is a lack ... water in this district. 6. ... what condition will they
sign the contract? 7. I am afraid it can be harmful ... you. 8. We think that this
matter is ... vital importance. 9. I don’t think he will be made ... redundant. 10.

Most of his problems come from a lack ... confidence.

Exercise 6. Insert the missing words. Use your active vocabulary.

1. We would like to ... our business for $300 000. 2. He is afraid to be ... ...
because of the crisis. 3. It is difficult to ... a large sum of money. 4. What is his
annual ... 7 5. It is ... to your health to eat fast food. 6. He was ... by advertising
and bought this expensive merchandise. 7. I am sorry, I was not ... of the fact. 8.
When we find out all your ... we will make a decision about the future
cooperation. 9. Because of ... of time he could not meet the deadline. 10. Our top
management ... employers to increase their professional skills. 11. It was my own
decision, I was not ... to change jobs. 12. We are sure this merchandise will ... our

sales.

Exercise 7. Paraphrase the following words and expressions using your active
vocabulary.
1. to set aside
. to stimulate
. essential, important
. a purpose

. to make smb. do smth.

2

3

4

5

6. having knowledge
7. to grow stronger
8. to increase

9. of the present time

10. payment received for goods or services
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11. absence of smth.
12. to lead into error of judgement

13. goods

Exercise 8. Translate the following sentences from Russian into English.

1. Broasimas B 3a01yKIeHUE peKkiiaMa MOKET HAHECTH BPE]l OKYATEIIsIM.

2. K uemy Bbl cTpemutech?

3. MbI ipoiaeM TOJIBKO 3KOJIOTHYECKU O€30MacHbIE TOBAPHI.

4. Mpbl WCHBITBIBAEM HENOCTAaTOK B COBPEMEHHBIX TEXHOJOTHAX, KOTOPBIE
COKpAILAIOT ce0ECTOMMOCTh U TPYAOEMKOCTh POU3BOJCTBA.

5. OH cka3ai, 4TO €ro CKOpO COKpATAT.

6. Bol coOupaerech 3acTpaxoBarh CBOE KUJIbE?

7. MBI HE MOXEM 3KOHOMUTH Ha OXPaHE OKPYXKAIOLIEH CPEIBI.

8. Ero 3acTaBUJIM U3MEHUTH YCIIOBHSI I0TOBOPA.

9. 1 He MOry MHOBEpUTb, YTO OH OEpeT B3SITKHU, Y HErO OYEHb BBICOKUI
TOZI0BOM JTOXO[I.

10. Bamm skcruryaTaliiOHHbIE pacXoAbl MOBBICHINCH. UTO CIrydniiocs?

11. MbI 3HaM, 9YTO OH CO3HAET MPEUMYIIECTBa HOBOM dHEprocOeperaromen
TEXHOJIOTUH.

12. Kakossl 11eiu Banien nesareisHOCTH?

Exercise 9. Read the following dialogue.

Managing Director Terry Warner and Marketing Director Jack Travis are
discussing the problem of staff redundancies at their small dairy factory.

Terry Warner: Right, Jack. I’'m not going to mislead you. I’'m sure you are
aware of the situation at our plant. The volume of production has been decreased
due to the lack of new equipment. The staff are unable to operate it as they haven’t
been trained to do so. Our sales are dropping and that doesn’t boost the enthusiasm
of the Board. Serious cuts will be made very soon.

Jack Travis: Now hold on, Terry. Let’s look at it from another point of view.
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The lack of equipment has been caused by your desire to save on training costs.
You preferred to keep the outdated unproductive tools because it would be time-
consuming to organize training for thestaff. If the workers are taught how to
operate contemporary equipment their average wages must be increased. As far as [
can see that is not your aim.

Terry Warner: Well, I have a better idea. We can employ a few workers
who are not American citizens. Then we won’t have to arrange medical insurance
for them or guarantee the same level of wages as our employees get. What do you
think of that?

Jack Travis: That is out of the question, Terry! Are you going to make our
workers redundant to take on illegal immigrants? That is against the law. Besides,
this will not make the quality of our merchandise better because the new
equipment won’t be used by the low-income staff. No, there must be other legal
ways to deal with this problem.

Terry Warner: We might go back to the old traditional recipe of Tapioka
pudding that was produced at our factory in the 70-s. It can be positioned as an
environmentally friendly dairy product useful for children and for people who want
to keep fit. This may help us to save on the production costs as the old tools will be
used. Also we won’t be forced to make anyone redundant — all our workers know
the production process.

Jack Travis: Great! Besides, Tapioka pudding production process is
completely harmless to the environment. And don’t forget, the recipe is our know-
how, so our competitive position will be strengthened and with a clever advertising
campaign customers can be encouraged to buy more of our healthy traditional
American food.

Terry Warner: That’s good for you to talk, Jerry, but we might be
confronted with various health inspectors and representatives of various food and
drink departments. We may be forced to get all sorts of quality certificates and
licenses.

Jack Travis: Come on, can’t these officials be bribed? I heard that’s the way
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business is done in many companies.

Terry Warner: Now it’s my turn to say: “It’s out of the question!” We have
nothing to hide: our product will be manufactured according to the health standards
and I will insist that it is vital to keep local people employed and to improve the
conditions of small business in our state.

Jack Travis: That sounds like a real long-term strategy, Terry. Let’s hope it
works out.

Notes:

1. to confront — CTONKHYTHCS

Answer the questions.

1. Why was the Managing Director worried?

2. What did he plan to do at first to cut costs?

3. What kind of equipment was the factory using?

4. Why did the Director keep outdated tools?

5. What kind of staff was he going to employ?

6. What was Jack’s opinion on the problem of staff redundancies and cheap
workforce?

7. When was the traditional pudding first produced by this factory?

8. How is it going to be positioned now?

9. What advantages can this decision bring to the company?

10. Did Terry agree to bribe some important officials? Why? Why not?

11. Who will benefit from the strategy to get back to the traditional

American food? Give your reasons.

Exercise 10. Make up a dialogue on the following assignment:

A: You are the managing director of a small company. Recently your staff
have become nervous and dissatisfied. The quality of work has dropped, the
conflicts have become more frequent. Meet with the trade union representative to
discuss this problem. Try to find ways to

improve the working environment and to encourage people to work with
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you.

B: You represent the personnel of the company and must defend their rights
and interests. Explain the reasons for the staff dissatisfaction: lack of information
about the plans and new tasks to perform, lack of trust and attention to the
proposals of the workers, low pay, unrealistic deadlines, dominating style of
management, etc. Try to force the boss to pay attention to the people’s problems
and to change his relations with the staff. Offer ways to strengthen the team spirit

and performance in your company.
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Unit 8. NEGOTIATING

Read and learn the active vocabulary:
to achieve — mocTurars, JOOMBATHCS
approach — mogxon, meton
to bargain —3aKJIIOUUTH CHENKY, TOPIOBaThCS
concession — yCcTymka
conclude — 3aBepiarh, 3aKI04aTh
to conduct — mpoBOIUTH
to derive — u3BIEKaTh, MOJIy4aTh
to explore — uccienoBarb, U3y4arb
to frustrate — pacctpauBath, HapyIIaTh
to identify — onpenensiTh, HICHTUPUITUPOBATH
incentive — CTUMYII
to mention — yloMHUHATh
to negotiate — BECTH IEPETOBOPHI, 00CYKAATh
objective — 11eJ1b
option— BbIOOp, BapUAHT

to seek — uckarp

Read and translate the text:

Text. NEGOTIATING

Negotiating is the process of bargaining with one or more parties for the
purpose of arriving at a solution acceptable to all. Negotiations can be used as an
approach to conflict management. They are also used in creating joint ventures
with local firms. Negotiations conducted between countries are used in
international trade.

There are several basic steps used in managing the negotiation process. This
process typically begins with planning. Planning starts with identifying objectives

and exploring the possible options for reaching these objectives. Research shows
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that the greater the number of options, the greater the chances for successful
negotiations. The second phase of the negotiation process involves getting to know
the people on the other side. In contrast to many other countries, Americans often
give little attention to this phase; they want to get down to business immediately,
which is often an ineffective approach. When American negotiators, often
frustrated by endless formalities, ceremonies, and «small talky», ask how long they
must wait before beginning to «do business,» the answer is simple: successful
negotiations have already begun. The next coming stage is exchanging information
on crucial issues. At this point the participants are trying to find out what the other
party wants to achieve and what it is willing to give up. In international negotiating
a number of specific tactics are used. First is where should negotiations take place?
If the matter 1s very important, most businesses will choose a neutral site. For
example, U.S. firms negotiating with companies from the Far East will meet in
Hawaii. South American companies negotiating with European firms will meet half
way, say in New York City. A number of benefits derive from using a neutral site.
One is that each party has limited access to its home office for receiving a great
deal of negotiating information and advice and thus gaining advantage on the other.
A second is that the cost of staying at the site is often quite high, so both sides have
an incentive to conclude their negotiations as quickly as possible. Time limits are
important negotiation tactics when one of the parties is under a time limit. For
example, most Americans like to be at home with their families for Thanksgiving,
Christmas and the New Year holiday. Negotiations held right before these dates put
the Americans at a disadvantage because the other party knows when the
Americans would like to leave.

Cultural differences are one of the most important factors affecting
negotiations. Before beginning any negotiations, review the negotiating style of the
parties. For example, Americans have a negotiation style different from that of
many other countries. They often make early concessions showing the other party
that they are flexible and reasonable. A comparative example will be the Arabs. In

contrast to the logical approach of the Americans they tend to use an emotional
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appeal in their negotiation style seeking to build a long term relationship with their
bargaining partners. They treat deadlines as only general guidelines for concluding
negotiations. Knowing all the above-mentioned aspects of a negotiation process

helps a lot in achieving the set goals.

Exercise 1. Answer the following questions using the text

1. What is negotiating?

2. Where are negotiations used?

3. What are the basic steps of a negotiation process?

4. What does planning start with?

5. What frustrates American negotiators at the second phase of a negotiation
process?

6. What is the aim of exchanging information on crucial issues?

7. What are the main negotiation tactics?

8. Why will most companies choose a neutral site for discussing matters of
great significance?

9. Why are time limits important for the Americans?

10. What are the differences in the negotiating styles of the Americans and

the Arabs?

Exercise 2. Say whether the following sentences are true or false according to
the information from the text. Correct the false sentences

1. Negotiating is bargaining with one or more parties used in home and
foreign trade.

2. The success of negotiations depends on the number of options for
reaching its objectives.

3. American negotiators find getting to know the people on the other side an
effective phase in negotiations.

4. At the phase of exchanging information on crucial issues negotiators

identify the objectives and seek the ways of solving them.
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5. A neutral site is seldom chosen by businesses for negotiating.

6. The choice of the time for conducting negotiations is strong negotiation
tactics.

7. American negotiators often make early concessions to show that they

want to build long-term relations.

Exercise 3. Translate the following sentences from English into Russian
1. I hate bargaining.
2. She forgot to mention where we should meet.
3. There was no satisfactory option.
4. He will never achieve anything.
5. Our managers are frustrated by the new government laws.
6. The employees had no incentive to work harder.
7. As it is a large order we can make concessions.
8. He is seeking my help in this matter.
9. They have already negotiated the terms of payment.
10. When you start planning you should identify the main objectives.

Exercise 4. Translate the following word combinations from Russian into
English

[TpoBoauTH KOH(EPEHIINIO; UCTIOIB30BaTh pa3HbIe METO/bI; OCHOBHAS 11€JIb;
BBIIICYTIOMSIHYThI€ BAPUAHTHI; MCKAaTh HOBBIX MAPTHEPOB; NOCTUYb yCIiexa; 0codas
YCTYIIKA; 3aKIIOYUTh CHENKY; 3aBEpPIIUTh OOCYXIEHUE; H3YyUYUTh pPE3YJbTaThl;
oOCyKJaTh  KOHTPAKT; OMNPEIEIUTh  IEJIH; HCCIENOBaTh  BO3MOXXHOCTH;

HCIIO0JIB30BaTh CTUMYIL.

Exercise 5. Complete the following sentences using the necessary prepositions
1. This drug is derived ... an African plant.
2. You should choose the right approach ... the research.

3. Let’s speak about the latest achievements ... science.
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4. Making a bargain ... this customer will bring you a lot of profit.

5. Our boss was frustrated ... the results ... our experiments.

6. The company is seeking ... young graduates to work ...the sales
department.

7. He has the option ... going ... London or Paris.

8. They prefer to bargain ... individual clients.

9. They have made a concession ... public opinion.

10. ... identifying a market they tried to break ... it.

Exercise 6. Insert the missing words. Use your active vocabulary
1. He was ... to find no support among his friends.
2. At first you will have to ... the aim of your research.
3. He had no ... to sell our goods.
4. She ... the book to me.
5. We have ... what we intended to do.
6. He ... his speech with a quotation.
7. The problem was ... closely.
8. The Sales Manager must take part in ...
9. When was the conference ... ?

10. This ... will give us an opportunity to cooperate with foreign partners.

Exercise 7. Paraphrase the following words and expressions using your active
vocabulary
1. to refer briefly to
. to clinch a deal

. to get by effort

2

3

4. a choice
5. to disappoint
6. to discuss

7

. a method
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8. to look for
9. to carry on
10. to end formally

11. to examine

Exercise 8. Translate the following sentences from Russian into English

1. Tlocne ycmnemHOro MHpPOBEACHUsS NEPETOBOPOB MApPTHEPHI IOANMCAIN
KOHTpakT. 2. Kakne MeToapl AOMKHBI UCIIONIB30BaThCS ISl TPOABHKEHUS HAILIETO
HOBOT'O TOBapa?

3. 1 He cobuparoch Toproparbcs ¢ Bamu 1o noBojay 1eHBI.

4. On nobusics ycrnexa B UCCIEI0BaHUN MTPOOIIEMBI.

5. TlocrapaiTech MCHOJNB30BaTh Pa3HbIE BAPUAHTHI I JOCTHIKEHUS ITOU
uenu. 6. BeieynomMsiHyTas ycTylka O4eHb Ba)KHa JIJIsl 3aBEPLICHUS IEPETOBOPOB.

7. MbI U3BIEKIN OOJIBIIYIO MMOIB3Y U3 HAIICH BCTPEUH.

8. baHKPOTCTBO OJTHOTO M3 MAPTHEPOB HAPYIIWJIO HAIIX IUIAHBI.

9. VM HY>XHO HalTH NOAXOASIINI PHIHOK KaK MOYKHO CKOpEe.

10. Bce BaxkHbIE BOIPOCHI yKe ObLIN 00CYKIEHBI.

Exercise 9. Read the following dialogue

A representative of Cable and Wireless, an American multinational company,
Andrew Giles, is negotiating a training programme for the new employees of their
French subsidiary. He is talking to the Training Manager, Leon Vernier.

Andrew Giles: Now, Leon, let me start by saying that we have explored
different options and have concluded that it is vital to standardise training
throughout the company worldwide. So we would like to conduct the training in-
company.

Leon Vernier: Does that mean that American staff trainers will identify the
objectives and run the training programmes here in France?

Andrew Giles: That’s right. Perhaps 1 should mention the fact that our

decision derives from a number of achievements we made while training our staff
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in Latin America and New Zealand.

Leon Vernier: That’s probably all right for these countries but our main
concern is that American trainers might not take into account the learning style and
the culture in this part of the world. Also we won’t be able to fund the training
programme unless there is some input from French training experts. So if you
consider a joint training programme we can agree to pay part of the training
expenses for the French subsidiary staff.

Andrew Giles: Can you tell me why you feel like that? Could you explain it
in more detail?

Leon Vernier: What I mean is the American management style is more
individualistic, dynamic and dominating. Personal achievement is the main
objective and promotion can be the major incentive. On the contrary, the French
corporate culture is aimed at coordinated group work with strictly outlined
responsibilities. This means that your training approaches may frustrate the French
staff.

Andrew Giles: I see. I think, in principle we would have no objection to a
joint programme if the details are worked out together. Besides, what financial
terms can you offer?

Leon Vernier: If you accept the training programme we could cover up to
75 % of the training costs.

Andrew Giles: That seems quite reasonable. If your local experts handle the
general planning we will work on problem solving and team-building seminars.

Leon Vernier: I’m afraid, we can’t agree to that. Strategic management and
general guidelines are your responsibility, aren’t they? Thus we won’t be able to
work it out unless the basic strategy and corporate aims are explained clearly by
the American head office. We prefer to be in charge of organising the workshops
on creativity and group performance as well as developing brainstorming and
meetings skills. Otherwise we find it impossible and impractical to pay the bigger
part of training expenses.

Andrew Giles: OK, I guess we could go along with that. Have we covered
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everything? Is there anything else you’d like to add?

Leon Vernier: That seems to be all. I suppose we could discuss details at
our next meeting.

Andrew Giles: Well, in that case, let’s have a cup of coffee in a coffee house
across the street.

Notes:

1. an objection — Bo3paxkeHHEe

2. a workshop — Mactepckas

3. to go along — cornmacuThCs

Answer the questions.

1. What is the purpose of the negotiations between the American

and French managers?

2. What kind of training programme does Andrew Giles offer?

3. What objections does Leon Vernier have to Andrew’s proposal?

4. Where were Cable and Wireless successful organising their training
programmes?

5. What is the difference between the American and French managing
styles?

6. How much is the French side ready to pay for the training programme?

7. What kinds of trainings is each party going to conduct?

8. Have the parties reached a mutually beneficial agreement?

Exercise 10. Make up a dialogue on the following assignment.

A.: You represent a multinational company with business links in Japan.
Your company needs a luxury apartment in the centre of Kyoto. Negotiate a deal
with a representative of the real estate company. Your requirements: a 3-storey 10-
bedroom apartment must be near a park or lake; it must be ready in two weeks; it
must be decorated in a special style and you are prepared to pay extra charge; there
must be a swimming pool and a private tennis court. If you can’t get all of these

you expect a generous concession.
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B.: You are from an international property company. You are selling luxury
apartments in Kyoto. Your offer derives from the following: the apartments in
Japan are rather small as there isn’t much spare land, it’s unreal to get an apartment
with a swimming pool and a tennis court;prices are very high and you can offer
only a 15% discount; you can offer a good bargain in the suburb of Kyoto (a 30-
minutes ride) which can be ready in 6 weeks with any design a customer requires.
Use the following phrases:

Offering

— We could offer you...

— May I draw your attention to ...

— I think we need to consider...

— Are you interested in...

Bargaining

— We can agree to that if...

— If you can... we can consider...

Refusing

— That’s not acceptable unless...

— I’m afraid it is impossible/ we can’t...

— I don’t think it will be sensible for us to...

Accepting

— That seems acceptable.

— We agree.

Summarising

—I’d like to confirm our terms

— Let’s run through the main points

— It’s been a very productive meeting
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APPENDIX
BUSINESS LETTERS

I. OdopmiieHue nes10BBIX MHCEM HA AHIVIMICKOM SI3bIKE

Martin Medical

3445 Medford Ave. ¢ Charleston, SC 29624
March 17, 20XX

Terrance Reilly

Box 557

Camden Creek, SC 29625

Dear Mr. Reilly,

I would like your help in solving a problem that people in businesses
such as yours have.

Each year, businesses that sell medical supplies are faced with
hundreds of new products. We would like your assistance in answering the
enclosed survey. By doing so, you will let us know how we can best serve
you. Also enclosed is a 10 percent-off coupon to use on your next order to
thank you for your time. I’ll call you on Wednesday to ask your opinions
concerning the survey.

We value people like you who are willing to take their time to help us
serve our customers better. Thanks for all your help.

Sincerely yours,

Signature

Jack Larimer

Sales Manager, 800-555-3590
Enc.

P.S. The coupon is good now!

B nenoBeIxX nmucbMax NPUMEHSETCS CIEAYIOMIMI MOPSIAOK PACTIOIOKEHUS €T0

4acTeu:
1. 3aroJioBoK,
. laTa M1uchMa,
. HAUMEHOBAHUE U aJIpec MoyyaTens NucbMa (BHYTPEHHUH aapec),
. BCTYIIUTEJIbHOE 00pallieHue,
. OCHOBHOM TEKCT IHUCHhMA,

. 3aKJIIOYUTEIIbHAS (POPMYIIa BEXKIIMBOCTH,

~N N »n A~ LN

. IOJIITHCH,
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8. yKa3zaHH€ Ha IPUIOKEHHUS.

1. 3aronoBok

ConmepXuT HaMMEHOBAaHME M  aJpec OpraHu3aluu Wikd  (QUPMBI,
OTIPABJIAIONIEH MUCHhMO, U HEKOTOPHIE MOAPOOHOCTH: MOYTOBBIN aapec, HoMepa
TenedoHOB,  JJEKTPOHHBIM  azapec.  OOpasenr  3arojioBKka  aHIJIMICKOU
MarmHocTpouteabHou Gpupmsl (Tuna O00):

BROWN &SWITH, LIMITED

Steam Turbines, Steam Engines, Air Compressors

65, Victoria Street, London E.C.4

Telephone:

Central 2856

2. HammeHoBaHMe M aJipec MoJIy4aress MUCbMa (BHYTPEeHHHMH ajpec)

Ecnu muceMo agpecyetcs pupme, To Tiepes ee Ha3BaHUEM (€ClId B Ha3BaHUU
bupmbl UMEIOTCS haMUITUU KaKUX-TMOO0 JIHIT) IPUHSATO CTAaBUTH CIOBO MessTs.

Ecnmm mmceMo azapecyercss OTAEIBHOMY JIHIy-MYXYHWHE, TO TEpel €ro
dbamunuent craButca ciaoBo Mr. (Mister), koropoe Tmpencrasisier coOoi
COKpAIIICHHUE CJIOBA MHUCTEP Y MOJTHOCTHIO HUKOT/IA HE TTHIIICTCS.

Korma mwmcemMo azapecyeTcss AODKHOCTHOMY JIMIy B KaKoW-HHOYIb
OpraHu3alud MW, €ciu ero (amwins HEW3BECTHA, TO ajpecar o0o03HadaeTcs
cnenyromum obpazom: The Chairman A.Smith&Co., Ltd

Ho ykazanme momxxocTH 0€3 (haMHIIMKM BO3MOXKHO JIUIIL TOT/A, KOTJA 9Ta
JOJKHOCTh SIBJIICTCSI ©IUHCTBEHHOW B OpraHu3aiuu. Eciam e W3BECTHBI Kak
JOJKHOCTh, TaK W (hamMwims aapecara, TO OHU IMHUIIYTCS CICTYIOIIMM 00pa3oMm:
R.S.Jones Chairman, A.Smith&Co., Ltd

[Ipu agpecoBaHMM THCEM 3aMY)KHUM JKCHITMHAM YIOTPEOJIIeTCS CIOBO:
Mrs. (mistress) muccuc, rocroxxa Mrs. Mary Jones.

[Ipu agpecoBaHny MHCEM HE3aMYXHUM KEHIIMHAM YHOTPEOSETCS CIIOBO
Mrs.

[Tocne HamMeHOBaHUS OpraHU3alUU WK (paMUJIMHU apecara Ha OTIACIbHOU

CTPOUYKC IMUUICTCA HOMCP AOMa M HA3BAHHC YIIMIIBI, 4 3aTCM TAKKC Ha OTJICJIBHOﬁ
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CTpOKE - Ha3BaHue ropoja. Has3Banue ropoga CONPOBOXKAAECTCA MPHUHATHIM
o0o3Ha4YeHHEM MOYTOBOTO pairioHa (rpadctBo B Auruu u mrar B CIIA). Ecim
MMCHMO UJET 3a TPAHUILY, TO MMOCIE Ha3BaHUs TOpo/ia CIeAyeT Ha3BaHUE CTPAHBI.

IIpumep:

The Modern Machine Tool Corporation,

300 Lincoln Place,

Chicago, Illinois,

U.S.A.

3. Haanuch koHBepTa

B mpaBoM BepxHEM Iy yKa3bIBaeTCS MOPSIOK OTIPABKU WM JOCTABKU H
OCOOCHHOCTH COZEpKaHMS KOppeCHOHACHIMH. Vcnonbp3yroTcst — cienyrouime
HaJITUCH:

Private - nuuHo

Private and Confidential- nu4HO 1 KOHPUACHITMATHHO

Confidential- koHpuAEHIIMATBHO

Strictly Confidential- ctporo koHpuAEHIMAIBHO

B amepukaHCKMX NHChMaxX WHACGKC THUINETCS HA OMHOW CTPOKE, IMOCIHE
HAWMEHOBAHUS CTPAHBI.

Nuneke nmumercss mponucHbIMU OykBamu. OOpaTHBIN afpec B aHJIUNUCKUX U
aMEPUKAaHCKUX MHUCHhMax YacTO MUIIETCS Ha OOpaTHON CTOPOHE KOHBEpTa WM B
JIEBOM BEPXHEM YTIIy JIMIIEBOM CTOPOHBI KOHBEPTA.

4. JlaTbl

JlaThl B aHIIMHCKUX MUChbMax 0003HAYAIOTCS CIACAYIOIIMM 00pa3oM:

12th October, 2005

12th October 2005

12 October 2005

B amepukanckux mucemax: October 12, 2005

OObIyHO B mHUChbMax M30erarT mepeHoca cioB. Eciu Bc€ ke ecTh Takas
HEO0OXOIUMOCTh, TO HAa CTPOKE OCTABIIAIOT pedUKe, MpeUKC U KOPEHb, WIH OJUH

KOpEHb.
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S. PerncrpanuoHHbIH HOMeP

Ecnm mepenuceiBatoTCs ABE OpraHm3anyd, B (QopMe MHChMa MOTYT
NOSIBUTHCS Takke Bxoasimmii u ucxomsaumit («Our reference», «Your referencey)
perucTpairoHHble HOMepa nepes oopaieHneM. JTo Tak Has3biBaeMasi «reference-
line, I ».

6. BcrynuTesibHOE o0pallieHue U 3aKJII0YUTEIbHAsA ()OpMa BeKJINBOCTH

B mucemax x pupmMaM M opraHM3aIUSAM MPUMEHSIOTCS CICTYIONTNE BUIBI
BCcTynuTenbHOro oOpamienusi: Dear Sirs, Gentlemen (6onsme B CIIA).
3axmountenbubie Gopmynsl: Yours faithfully, Faithfully yours, Yours truly. B
NUCbMax K OTHENbHBIM JMLAM: BerynutenbHoe oOpamenue: Dear Sir, Dear
Madam. 3akimtountenbHbie GOpMynbl Te Ke. Eciiu muchbMo agpecyeTcsi XOpoIlo
3HAKOMOMY JIMIly W HE HOCHUT O(HIMANbHBIA XapaKTep, TO BO BCTYMHTEIHHOM
oOpamenun numiercsi: Dear Mr. Smith, Dear Mrs. Brown. [locie BcTynutensHoro
oOpaleHusi CTaBUTCS 3arisiTasi.

Korma otmpaButens mnuchMa jkKellaeT, 4TOOBI MHCHhMO OBLIO TMPOYUTAHO
OTIPEICICHHBIM JIUIIOM B TOW OpraHM3alliy, JejlaeTcs cleayromas Haanuck: For
the Attention of Mr. D. Robinson.

7. YkazaHue Ha o0l1ee colepkaHne MUCbMA

[lepen OCHOBHBIM TEKCTOM YacTO JAa€TCs KPaTKOE yKa3aHWE OTHOCUTEIHHO
COJZIEPKaHUS W TEMBI IIHCHhMA.

[Tpumep:

Dear Sirs,

Order No. 1234, Contract No 252

We have received your letter...

8. Iloanuch

PykoBoguTenh KOMIaHUN OOBIYHO MOAMKUCHIBAET MMUCHMO TaK:

A. Smith & Co., Ltd

A. Brown Director

(A.Brown)

Jpyrue cioyxaine, KOTOpbIM pa3peieHo NOAMNUCHIBATh MUCbMA, IEJIAI0T 3TO
77



CIIEAYIOLIUM 00pa3oM:
For A. Smith & Co., Ltd
D. White
Export Department

9. YkazaHus HA NPUIOKEHUS

Ecau x IMMCBbMY IIPUIIOKCHBI KaKI/IC-HI/I6y,I[I> MaTcpralibl WJIM JOKYMCHTLI, TO

B JICBOM YyITIy HHWXC TIIOAIMCHU IIMHICTCA CJIOBO Enclosure IMPUIIOKCHUC H

MCPCUUCIIAIOTCA BCC IIPHUIIAracMbIC TOKYMCHTEI.

I1. OcHOBHBIE BBIpAKEHUS

CYHIGCTBYIOT CTAaHAAPTHBIC BBIPpAXKCHHUA, 4aCTO y1'[0Tp€6JIHeMBIe B HGHOBOﬁ

MNCPCIIUCKEC HA AHTJIMHCKOM A3BIKC, UCITOJIB30BAHHUC KOTOPLIX ITPUAACT BCKJIMBBIN U

O(bHHI/IaJIBHHﬁ TOH BallICMy ITOCJIAHHIO.

1. O0pamenue

Dear Sirs, Dear Sir or Madam

(GCJII/I BaM HC N3BCCTHO MM anpecaTa)

Dear Mr., Mrs., Miss or Ms

(ecnu BaM H3BECTHO HMMS ajpecara; B
TOM clly4ae, KOIrJla Bbl HE 3HaeTe
ceMeiHOe  TIOJIOKEHHE  JKCHIIMHBI,
cienyer nucatb Ms, rpy0oil ommoOkon
SABJISIETCS MCIOJIb30BaHue (paszbel “Mrs
or Miss”™)

Dear Frank,

(B oOpaniennu Kk 3HaKOMOMY Y€JIOBEKY)

2. Berymuienue, npeblayiee oo1ieHne

Thank you for your e-mail of (date)...

Cmacu0o0 3a Balie mMchbMO OT (Yncia)

Further to your last e-mail...

OrtBeuas Ha BaIlie IMUCHMO. ..

I apologise for not getting in contact
with you before now...

S mpoury nmpoieHus1, 4To 10 CUX MOop He
Hanucas BaM. ..

Thank you for your letter of the 5th of
March.

Cnacu0o 3a Bame nucsMo ot 5 Mapra

With reference to your letter of
23rd March

OTHOCHUTEJILHO BaIllero MUChMa OT 23
Mapra

With reference to your advertisement in
«The Timesy»

OTHOCHUTENIBHO Ballle peKJIamMbl B

Taiimc
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I am writing to acknowledge receipt of
your letter

S TUIITY, YTOOBI MOJITBEPIUTH
MOJTYYEHUE BaIlIeToO MUChMA.

We are grateful to you for...

Mpr1 Giarogapum Bac 3a. ..

3. Yka3zaHue NpMYMH HANIMCAHUS MUCHhMA

I am writing to enquire about

S nunry BaM, 4TOOBI Y3HATG. ..

I am writing to apologise for

S nunry BaM, 4TOOBI H3BUHUTHCS

3a...

I am writing to confirm

S umy Bam, 94T0 OBI MOATBEPAMTD. . .

I am writing in connection with

A IMUITY BaM B CBA3HU C ...

We would like to point out that...

Mp1 xoTenu Ob1 OOpaTUTh Ballle

BHHUMAaHHC HaA ...

4. IIpocsda

Could you possibly...

He moryu ObI BBI. ..

I would be grateful if you could ...

1 Ob11 ObI pU3HATENIEH BaM, €CITU

OBI BHI ...

I would like to receive

51 OBl XOTEJ MOJIYYHTb. .....

Please could you send me...

He Mo ObI BBI BBICIATh MHE. ..

5. Corianenue ¢ yCJIOBHSIMH

I would be delighted to ... S 6171 OBI paf ...
I would be happy to S ObL1 OBI CUACTIIMB. ..
I would be glad to 51 Ob11 OBI paf...

6. Coo01Ienue mJioxXux HOBOCTEH

Unfortunately ...

K coxanenuro...

[ am afraid that ...

borock, uTo. ..

I am sorry to inform you that

MHe TspKeno cooOmare BaM, HO ...

We regret to inform you that...

K  coxanenuro,
COOOIIUTH BaM O...

MBI BBIHYK/ICHBI

7. HpnnomeHne K IIHCbMY TONOJHHUTC/IbHBIX MATCPHUAJIOB

We are pleased to enclose ...

Mkl ¢ YAOBOJIbLCTBHUCM BKJIAIBIBACM. ..

Enclosed you will find ...

B npukpennennom Qaitie Bol HalgETe. ..

We enclose ...

MpbI npustaraem. . .

Please find attached (for e-mails)

Bl HaliieTe NpuKpeIIeHHbIN
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daii. ..

8. Boicka3piBaHue 0J1aroapHOCTH 32 1l

OSIBJICHHBIN MHTEpec

Thank you for your letter of

Cnacu60 3a Baiie IMMcsEMO

Thank you for enquiring

Cnacu0o0 3a posiBIIEHHBIN HHTEpEC. . .

We would like to thank you for

your letter of ...

Mg1 xotenu 661 TOOIaroIapUThH

BacC 3a...

9. Ilepexon K apyroii teme

We would also like to inform you...

MBI TaK e XOTeIU Obl COOOIIUTH

BaM O...

Regarding your question about ...

OTHOCHUTEIIBHO BallIETO BOIIpOCaA O...

In answer to your question (enquiry)

about ...

B orBet Ha Bam Bompoc o...

I also wonder if...

MeHs Takke UHTEPECYET. ..

10. /IonoiHMTEIbHBIE BOIIPOCHI

I am a little unsure about...

S5l HEMHOTO HE YBEPEH B ...

I do not fully understand what...

1 He M0 KOHIIA ITOHSI. . .

Could you possibly explain...

He moryu ObI BBl OOBSICHUTE. ..

11. Ilepexaya nHpopmanum

I’m writing to let you know that...

A nunry, 4T006I COOOUIUTH O ...

We are able to confirm to you...

MBI MOXEM NOATBEPIIUTS ...

I am delighted to tell you that...

MBI ¢ y10BOJIECTBHE COOOIIAEM O. ..

We regret to inform you that...

K COXaJICHUIO, Mbl BBIHYKICHBI

COOOIIUTH BaM O...

12. Ilpensoxkenne cBOEH MOMOIIHU

Would you like me to...?

Mory nu s (caenars)...?

If you wish, I would be happy to...

Eciu xoture, s ¢ pagocCTsiO. ..

Let me know whether you would

like me to...

Coo0muTe, eciay BaM NOHAJ00UTCS MOST
ITOMOIIIb.

13. HamoMuHaHue 0 HAMEeYEHHOM BCTpede WM OKUIaHue OTBETA

I look forward to ...

Sl ¢ HeTepnieHneM K1y,

hearing from you soon

Koraa CMOry CHOBA yCJIBIIIATH BacC

meeting you next Tuesday

BCTPEYM C BAMU B CIICTYIOIIUHN
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BropHuk

seeing you next Thursday BCTpEUH ¢ BaMH B UeTBepr

14. lloanuch

Kind regards, C yBa)KCHHEM. ..

Yours faithfully, Hckpenne Bami, (ecnu uMs yenoBeka

BaMm He n3BecTHO)

Yours sincerely, (ecau umsa Bam n3BecTHO)

HexoTopbie 0CO0€HHOCTH HANTUCAHUSA JIEKTPOHHBIX MHACEM

DJIeKTpOHHAs MOYTa MpEArojiaraeT T€ e IMpaBHiia ATUKETAa HaIUCAHUs
MIMCEM, YTO U TI0YTa OObIKHOBEHHasA. CyIIeCTBYET JHIIb JIBE 0COOCHHOCTH.

Bo-niepBhbIX, B nojie «rema nuchbMa» («subject») Heo0X0AuMO HamucaTh TEMY
nucbMa. OCOOEHHO 3TO Ba)XKHO, €CJIM 3TO MEPBOE MOCIaHUE, KOTOPOE BbI MUIIETE
JAHHOMY ajpecary. OJEeKTPOHHbIE TMCbMa ©0€3 yKa3aHusl TEMbl MOTYT
paccMaTpHuBaThCs Kak CliaM UM KaK BUPYCOHOCHUTEIIH.

Bo-BTOpBIX, MO TEM e NMpUYNHAM HE PEKOMEHYeTCS OTIPABISATH MUChMA C
MPUJIOKEHUSIMHU 0€3 CIEeNHaTbHOTO YBEJOMJICHHST 00 SToM. A emé Jaydiie -
MPEIBAPUTEIHLHO 00PATUTHCA C TPOCKOON Pa3pEIINTh MPUCTATh TAKOE TUCHMO.

COOTBETCTBEHHO, IO COOOpaXeHUsIM O€30MacCHOCTH, €CIM Bbl CaMu
MoJiy4aeTe MUchMa OT HE3HAKOMBIX JIMIl 0€3 yKa3aHUs TEMbI U C MPUIIOKECHUSIMU,
TO caMmoe Jiydlliee — yAajasTh TaKhe MUChbMa, He OTKPhIBAs UX.

JIekcuka 1mo reme

a registered letter- 3aka3HOE TUCHMO addressee, receiver- moiry4arelb,
a regular telegram- oObIKHOBEHHAS aapecar
Tenerpamma air mail- aBuamoura

a telegram blank- 6;aHk TeaerpamMmel avenue (ave)- MpOCIIeKT

address- agpec boulevard (blvd.)- 6ymsBap

an express telegram- cpounas
TenerpamMmma

business letter- nexoBoe MUCHEMO

correspondence- KOppECIOHICHIINS,

an international telegram — reperncka

MEXIyHapoIHas TeJerpaMma o
district- paiion

e-mail- AIeKTpOHHOE MTUCHMO
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index- MHIEKC

letter- muceMoO, OCIaHNUE
mail-1moyra, IMoYTOBBIN

message- COOOIIeHHE

post office- mouToBsIit oduc, moura
postal- mo4YToBBIit

sign- TOATMHCH

signature- TIOJITUCH

to mail- oTmpaBIAThH MO MOUTE

to note the contents of the letter-
MIPUHSATH K CBEJICHUIO COIEPKAHUE
MchMa

to post- OTIIPaBIIATH 110 IOYTE

to receive the letter- momyyars
MHCHMO

to send the letter- ormpaBisaTh
MIHCHMO

to type the letter- mewararb mucrMo
to write the letter- mucaTs MUcHEMO

zip code- UHIEKC

embankment- HaGepexxHas
envelope- KOHBEPT
highway /motorway- mocce

informal letter- nuunoe\nedhopmanbHOE
MTUCHMO

lane- nmepeynok

mail box- TOYTOBBII SIIUK
official letter- opurmansHOE
MTUCHEMO

parcel post- 6anaeposb

parcel- mochLKa

post box- MOYTOBBIN AMIUK
private letter- TMYHOE MUCHMO
region- 00J1acTh

sender- OTIIpaBUTEIh

square (sq.)- TUIOIIAb

stamp- Mapka

street (st.)- ynuia

territory- kpai

the recipient’s address, the inside
address-agpec nomyuarens

the sender’s address, the return
address- agpec ornpaBuTens
to sign- MOJIMKUCHIBATH

way- mpoesJ

82




CIIMCOK UCITOJIb30BAHHOM JIUTEPATYPBI

1. Auronosa, H.B. English for managers: yue6Ho-MeTOu4eCcKOE TOCOOHE /
H.B. AnTonoga, XX .H. [lImenesa; Kpacunosipckuii I'AY. Kpacnosipck, 2012. — 95 c.

2. Auapuenko A. C. English For Public Administration Students (English
for Specific Purposes): yuebHoe mocoOue IS CTYACHTOB HES3BIKOBBIX
cneuuansHocTelt By3a / A.C. Auapuenko; ®I'AOY BO «tOxwubiii (enepalibHbIi
yauBepcutet». — Yebokcapol: U1 «Cpenax, 2021. — 164 c.

3. I'mausaryumnaa [1.P. English for Public Administration (Central, Regional
and Municipal Administration) (AHTTUACKUI SI3BIK JJIS1 CTYACHTOB, O0YYArOIIUXCS
[0 HampaplieHUIO0 «l'OCyJapCTBEHHOE U MYHUIIMIIAJIBHOE YIpPaBICHHE»: yueOHOE
nocobue / JI.P. I'mamsarymmuna, ['.P. ®acxyrnuHoBa;, M-Bo 00pa3. W HayKu
Poccun, Kazan. Ham. uccien. texuoi. yH-T. — Kazans: M3n-so KHUTY, 2013. —
104 c.

4. Jlooponer O.B. English for Public Administration: ydue6. -meTomuu.
nocobue A ciaymaTesiell crenuaibHOCTH «l oCyJapCTBEHHOE YIpaBieHHE». /
O.B. HoOponer, A.P. XKopoBa. — Mu.: Axkan. ynp. npu Ilpesunenre Pecn.
benapycs, 2008. — 128 c.

5. Honranépa E. E., Illekounxuna C.B. AHrIuickuil s3bIK: yueOHOE

nocodue g CTYJIEHTOB OakajaBpuaTa, OOydYalolUMXCsl 1O HalpaBICHHUIO
NOATOTOBKU «l'OoCyAapCTBEHHOE W MYHHIMNAIbHOE ympasieHue»: Y. 2. —M.:
PuHaHCOBBIA yHUBEPCUTET, 2016. — 152 c.

6. Mpamenko WU.A. English for Public Administration. AHTIUACKUI sS3bIK
st chepbl TOCYAapCTBEHHOTO UM MYHHUIMIAIBHOTO YNPaBICHUS [DIEKTPOHHBIN
pecypc]: yue6. mocooue / U.A. UBamenko. — 4-e uza., crep. — M.: ®JIMHTA,
2014. — 216 c.

7. Jleuenko, B.B. AHrnmiickuii sI3pIK Il U3YYarOIIMX FOCYIapCTBEHHOE U
MyHUIUNaNbHOE yrpasinenue (A2-B2): yyeOHMK M NpakTHUKyM [Js By30B /
B.B.JIeBuenko, O.B. Memepskosa, E. E. JlonraneBa. — Mocksa: FOpaiit, 2023. —

391 c. (Beiciiee oOpazoBaHue).
83



8.  IlpodeccrmonanbHbIil aHTIMICKUAN S3BIK: Y4yeOHOe TmocoOue st
cryaeHtoB YI'C «3Oxonomuka u ynpasinenue» / Coct. E.B.MenbmukoBa. —
HwxneBapToBck: M3a-Bo HuxueBapt. roc. yH-ta, 2013. — 115 c.

9. IlImenesa, XK. H. Aunrmmiickuii mms npodeCCHOHAIBHBIX IIeiei
[DnexkTpoHHbI pecypc]: yueOHoe mocodue / K. H. Illmenesa, C. A.
Kancapeuna; KpacHOApCKHI TOCYJapCTBEHHBINM arpapHbI YHUBEPCUTET. —
Kpacnospck, 2023. — 160 c.

10. Studying text content: special and business (for bachelors, masters and
postgraduates) PaGoTa ¢ TEKCTOBBIM MaTepHajOM CICIUAIBHOTO W JCIOBOTO
XapakTepa Ha ypOBHE OakallaBpuara, MarucTparypbl, aclUpaHTyphl. YueOHO
metoamdeckoe mocobue [/ HoBocmOMpCKHiT TOCYTapCTBEHHBINH — arpapHbId
yHHUBEpCUTET, (aKkylIbTeT OKOHOMHKH U ympaBieHus; coctaButenn. E.I.
Kopotkux, B.B.Ky3pmuna, E.FO.CementoBckas — Hosocubupck: WL HT'AY
«30110TOM KOJIOCY, 2022. — 132 C.

HNuTepHer - pecypcebl

1. AIMUHUCTPAaTUBHO-TEPPUTOPUATIBHOE JIEJICHHE Poccun. URL:
https://infoselection.ru/ infokatalog/obuchenie-i-znaniya/geografiya /item/ 789
administrativno — territorialnoe - delenie-rossii (nara oopamienus: 20.01.2025).

2. Opranel  Bmactu B P®: crpykrypa wu momHomoums. URL:
http://duma.gov.ru/news/49137/ (nata odpamenus: 30.01.2025).

3. CypkoBa C.A. CymHOCTb KOHIIENIIMU «E€-governmenty (daeKTpoHHOE
npasutenscTtBo) URL: http://www.rusnauka.com/26_WP_2013/ Gosupravlenie/
2_143882.doc.htm (mata obpamienus: 30.01.2025). DaekTpoHHas OUOIMOTEYHAS
cucrteMa «Znanium.Comy» MznarensctBo « MHDPA-M».

4. Tlouckonas cucrema PamOnep www. rambler.ru.

5. [louckoBas cuctema Auaexc www. yandex.ru.

6. Lingvo 6.5 (Abbyy) En-Ru-En crnoBapr Ha ocnHoBe Miromnepa +
MHOXECTBO CIEIMAIN3UPOBaHHbIX cioBapeil (Ha CD + oHnailH Ha caiite

Lingvo.ru) www.lingvo.ru/lingvo/index.asp.

84


https://infoselection.ru/

7. Onnaiin cnoBapsb - http://www.multitran.ru.

8. oOyuaromue TecThl - www.native-english.ru/grammar.

9. uHGOPMALIMOHHBIM CaWT ISl CaMOCTOSITENIBHOW paboThl (rpamMmaruka,
Jekcuka) - www.english.language.ru/posob/.

10. MadopmarimoHHbIN CalT IJi1 CaMOCTOSITEILHON paboThl (IpamMMaTHKa,
nekcuka) - www.study.ru/lessons/ (aHIJIIMICKUM SI3BIK).

11. WMudopmManmMOHHBI CalT IS CaMOCTOATEIbHON paboThl (CIIOBaph,
nepeBoaunK) - www.pereklad.online.ua (aHIIUHCKUN SI3BIK).

12. NadopManiMOHHBIN CalT ISl CaMOCTOSTEIHHOU PabOThI (TIEPEBOIUHK) -
www.promt.ru (AHIJIMACKUH S3bIK).

13. UudopmanroHHbIil calT (epeBoqyuuk) - www.translate.ru (aHrmuiickuii
A3BIK).

14. Nudopmarnmonnsiii CaiT (crioBapb-NIEPEBOTUHK) -
www.translate.google.ru (aHIITUHACKUIL SI3BIK).

15. http://www.bbc.co.uk/worldservice/learnenglish (17151 pa3BuTHSI HaBBIKOB
ayJIMpOBaHUs U TOBOPEHUS).

16. http://www.eslgold.com/speaking/phrases.html (ay1s1 pa3ButHsi HaBBIKOB
TOBOPEHHS).

17. http://www.speakingaboutpresenting.com/content/presentation-title/ (s

ITIOATOTOBKH K HpGSCHTaHI/II/I).

85



