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1.1 Introductions. Work and leisure. 

Jobs and studies. Nationalities. 

Days, months, dates. Leisure activities.  

/ / 

1 4 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 

2  

1.2 Introductions. Work and leisure. 

Jobs and studies. Nationalities. 

Days, months, dates. Leisure activities. 

 

to be; a/ an with jobs; wh- questions. 

Introducing yourself and others. Meet 

conference attendees. Writing: e-mail. 

 

Present simple. Adverbs and expressions 

of frequency. Talking about work and 

lОТsurО.  / / 

1 64 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 

0  
- 

 
 . 

  
 . 

 
 

. 

1.3 Business trips.  Food and entertaining. 

Travel details: letters, numbers, times. 

Making booking and checking 

arrangements. 

Eating out: food and menu terms.Choose a 

rОstКurКЧt ПШr К ЛusТЧОss ЦОКl.  / / 

1 4 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 

2  

1.4 Business trips.  Food and entertaining. 

Travel details: letters, numbers, times. 

Making booking and checking 

arrangements. 

Eating out: food and menu terms.Choose a 

restaurant for a business meal. 

CКЧ/МКЧ’t. TСОrО Тs/КrО. TrКЯОllТЧР. 
Writing: e-mail. 

Some/any. Countable and uncountable 

nouns. Ordering a meal. Dining etiquette.  

/ / 

1 64 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 
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1.5 Sales. People. 

Choosing a product or a service. 

Types of colleagues. Starting a business. 

DОsМrТЛТЧР pОШplО.  / / 

2 6 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 

2  

1.6 Sales. People. 

Choosing a product or a service. 

Types of colleagues. Starting a business. 

Describing people. 

Past simple. Past time references. 

Presenting a product. Writing: e-mail. 

Past simple: negatives and questions. 

Question forms. Negotiating: dealing with 

problems. 

/ / 

2 78 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 
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1.7 Markets. Companies. 

Types of markets. Meetings: participating 

in discussions. 

Successful companies. Describing 

МШЦpКЧТОs. / / 

2 6 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
2.2 

2  

1.8 Markets. Companies. 

Types of markets. Comparatives and 

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

Successful companies. Describing 

companies. Present continuous. Present 

simple or present continuous. Writing: 

МШЦpКЧв prШПТlО. / / 

2 77 -1. -4 

-2. -4 

-4. -4 

-4. -3 

1.1 1.2 2.1 
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5.    

5.1.     

      : 
1. Progressive test 

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

 

 

Э    : 
1. Read and translate the text. 

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

3. Write the business letter. 
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6.1.2.   
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Business English: Business Correspondence: 
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  (  ),  ,     . 
E-mail       ,   . 

   ,   . 
2           . 

    .  , «7  2016 .»    7 April 2016, 7th April 2016, 7/4/16  
07/04/16.   ,        -  (     ,  : 
April 7, 2016).        . 

 

1.      ,   Dear Sir or Madam.     ,  
  :    ,      . 

2.   ,   ,      . , Dear Mr 

Johnson —    ; Dear Mrs Johnson —  ; Dear Miss Johnson — . 
3.          .     

  ,    ,     Ms: Dear Ms Johnson 

4.      ,  : Dear Dr. Huxley; Dear Prof. Atkinson. 

   :          Mr/Mrs/Ms,   
   : 

Dear Mr Smith, 

    Mr/Mrs/Ms  ,     — : 
Dear Mr. Stevens: 

 ,     .     ,      
. 

 : 
1.      ,    Yours faithfully. 

2.    ,     Yours sincerely. 

3.  . 
   ,      .    ,    

: 
Olga Smirnova (Ms) 

    

1.          — , ,   . . 
2.    ,   .       , 

       ,   . 
3.    ,       —    ,  
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