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First steps: Very short sentences and simple topics. You will
find the most basic possible verbs, nouns and cases.

Basic: The vocabulary is a bit wider and the sentences are
a bit longer, but still using basic verbs, nouns and cases.

Intermediate: Longer sentences with more tenses and
cases. The vocabulary is a bit more complicated.

Upper intermediate: Sentences are sometimes complex.
Vocabulary is wide. It's getting closer to an advanced level.

Advanced: For learners with very good knowledge
of Russian. Advanced vocabulary and difficult verbs.
Sometimes we use idioms and complicated expressions.

Expert: For learners with very deep knowledge of Russian.
Sentences and vocabulary are very advanced, with
complicated structures and meanings.
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1. MépBas BcTpeya

First meeting

Hosbie cnosa / New words

pa3peLinTe NpeacTaBUTLCS
Mo3HaKOMbTECh
reHepasnbHblii AUPEKTOP
6yxranrtep
npeacTaBuTesNb
pyKOBOAWTENb
COTPYAHUK / COTpYAHMLA
MEHepKep No Npoaaxam
HaYanbHUK

oTaén

JI0roBop

CYét

BCTPéya

chépa

OMbIT paboThbI

pabduee MEcTo
06513aHHOCTb
npurnawéxme

BU3UTHas KapToyka
AApec 3NEKTPOHHON MOUTHI
6€e3yC/IOBHO
HEeobXoANMbIN
JIOMONHUTENbHbIN

C ceroaHsilLHEro AHs

B 6nvdkaiiuee Bpéms
COTpyAHMYaTb

let me introduce myself
let me introduce you to...
CEO, general manager
accountant
representative

manager

employee (male) / employee (female)
sales person, sales manager, sales executive
boss

department, area
contract, agreement
bank account, receipt
meeting

area, field

work experience
workplace

duty, responsability
invitation

business card

email address

certainly

required

additional

from today on

in the near future

to cooperate

Ouanor 1

- 3npaBctByiTe! Paspelunte
NpeacTaBUTbCs. MeHsi 30BYT
AHTOH UBAHOBUY. S reHeparnbHbIN
JIMPEKTOP KOMMAHWN.

- OyeHb NpusATHO. MeHs 30BYT
CvnbBust BpayH. S npeacraBvTenb
KOMMaHUN «YMHOE peLléHne».

- 51 dueHb pap HALWel BCTpéue. S
XO4Yy MPEACTABUTb BaM HALLEro
nepesoaumka. E€ 30ByT BukTopus.
OAHAKO 51 BUXKY, UYTO Bbl OTJINYHO
roBOpUTE MO-pyccku. 4 aymato, 4To
nepeBoOAUMK HaM He NoTpébyeTcs.

- Bonblude cnacnbo. Ecnm y MeHst
6ynyT TpyAHOCTH, S 06pallych 3a
NOMOLLbIO K NEPEBOAUNKY.

[Ouanér 2

- [166poe yTpo, KONnéru.
Mo3HaKOMbTECh C HALIEN HOBOM
coTpyaHuLen. E€ 3oByT ExkateprHa
BacvnbeBHa. OHa 6yaeT pabdTtaTb
B OTAENE 3aKyrnoK. Y Heé 60/bLuoii
OnbIT pabdThl B 310 Chépe.

- 3npaBcTByiTe. 4 O4YeHb pada
C BaMK nosHakoMuTbest. C
CEroAHSALIHEro AHS Bbl MOXETE
06paLLATLCA KO MHE Mo /1H06bIM
BOMpOcaMm.

- [106pd noxxanoBaTb B KOMNEKTVB,
ExatepviHa BacinbeBHa. S sBnsitoch
PYKOBOAVTENIEM OTAEA 3aKYrOK.
PaspelunTe nokasartb BaM Ballie
pabdyee MECTO 1 BCce HEOHXOANMbIE
JIOKYMEHTBI.
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Dialogue 1

- Hello! Let me introduce myself.
My name is Anton Ivanovich. I am
the CEO of the company.

- Nice to meet you. My name is Silvia
Brown. I am a representative of
"The Smart Solution" company.

- I am very pleased to have this
meeting. I want to introduce you to
our interpreter. Her name is Victoria.
However, I see that you speak
perfect Russian. I think we won't
need an interpreter.

- Thank you very much. If I have
difficulties, I will ask the interpreter
for help.

Dialogue 2

- Good morning, colleagues. Meet
our new employee. Her name is
Yekaterina Vasilyevna. She will work
in the purchasing department. She
has extensive experience in this
field.

- Hello. I am very glad to meet you.
Starting today, you can contact me
with any questions.

- Welcome to the team, Yekaterina
Vasilyevna. I am the head of the
purchasing department. Let me
show you your workspace and all
the necessary documents.



Ovanér 3

- 3npaBcTByMTE. NM03HAKOMBTECH,

- MpUATHO NO3HaKOMUTLCSA. MeHs

Ovanér 4

Dialogue 3

- Hello. Please, let me introduce you
to our secretary Elena. And this
is our accountant Mikhail. Mikhail
is responsible for contracts and
accounts.

- Nice to meet you. My name is Anna.
I am a lawyer of the "Printers and
Faxes" company. Mikhail, I have a
few questions about the contract.

MOXXanynucra, 3To Halll CEKpeTapb
Enéna. A 310 Haw 6yxrantep
Muxanni. Mmuxann OTBEYAET 3a
JI0roBOpbI M cYeTa.

30BYT AHHa. Sl SBNAIOCH IOPUCTOM
KOMMaHWUK «pyHTEPbI U HAKChI».
Muxann, y MEHSI €CTb HECKOJTbKO
BOMPOCOB MO Z10roBopy.

4 6yny paa nomoyb BaM. Mpoxoaute - I'll be glad to help you. Come on
B MO Ohuc, NMoXKanymcra. into my office, please.

Dialogue 4

[066pbiit AeHb. MeHsi 30ByT METP
Cepréesud. S paboTato B KOMMaHWK
«Mporpécc». Mos AGMKHOCTb —
MEHEMKEP MO NMPOAAKAM.
MpUATHO MO3HAKOMUTBLCS.
MeHsi 30ByT AHHa MeTpoBHa. 4
(bHAHCOBBIN AMPEKTOP PUPMBI
"Ycnéx".
AHHa MeTpdBHa, 1 XOTEN 6bl
NMPUrNacuTb Bac Ha Hally
KOHbepéHuuio.
A yeM 3aHMMaeTCa Balla koMnaHusa? - And what does your company do?
B13HeC-KOHCANTUHI 1 ByxranTtépus. - Business consulting and accounting.
Bonblude cnacnbo 3a npurnawuénme. - Thank you very much for the
S Mory npuiATv ¢ Konnéramm? invitation. May I come with my
colleagues?
- Certainly. Here is my business card.
If you have any questions, call
me, please. And here is my email
address. I can send you additional
information.

- Good afternoon. My name is
Piotr Sergeyevich. I work in the
"Progress" company. My position is
a sales manager.

- It's nice to meet you. My name is
Anna Petrovna. I am the financial
director of the "Success" company.

- Anna Petrovna, I would like to invite
you to our conference.

BesycnoBHo. BoT MOsi BU3NTHas
KapTouyka. Ecnu y Bac 6yayT
BOMPOAChI, NMO3BOHUTE MHE,
noXxanyicra. A BOT Mol aapec
3NeKTPOHHOM NOYTHI. S Mory
BbIC/1aTb BaM AOMOSIHATENBHYIO
nHbopMaLmIO.

[Jwuanor 5

- [166pbIilt BéUep. MeHs 30BYT
AHapéin PomaHoBmY MeTpoB.

Balwa npeseHTauus 6bina

O4eHb MHTEpécHOM. CKaxuTe,
MOXanymcra, KTo 3aHUMAancs 3Tmm
NMPOEKTOM?

Mnésa npoékTa NpUHaaNEXUT
HaLWweMy aAnpékTopy. Ho k&xapiii
COTPYAHWK KOMIMAHUW YYACTBOBa B
npoékTe. S cocTaBuna 6U3HeC-NNaH,
cekpeTapb MapviHa paspabdTana
rpadukm, a AM3anHepbl caénamm
KpacuBYIO Mpe3eHTaLuIo.

Mow no3apaBnéxns! Mel 6ynem
paabl COTPYAHMYATL C BaMU.
MOry Ha3HAUMTb BCTPEYY C BALLUM
JIVNPEKTOPOM?

KoHéuHo. Y Bac ecTb BU3NTHas
KapTouka? Mbl CBSXKEMCA C BaMU B
6nmkaniiee Bpéms.

[wnanér 6

- [166pbilt AeHb. Bbl Mapus
HukonaesHa? S HOBbIM pabOTHUK
cknaaa AHapén Kapros.

- [166pbiit AeHb. OueHb NpUATHO. Yem
S1 MOTY BaM NoMOUb, AHAPEéN?

- Bbl 3aHMMaeTech Bonpocamm
OTMYCKOB, HE Tak n? 9 XoTén Gl
Y3HATb, KOraa s Mory B3siTb OTMYCK.

- V3BMHWTE, 3TO HE BXOAUT B
MOM 06513aHHOCTM. Bbl MOXeTe
MoroBOpUTb 06 3TOM C BALLUM
HaYa/IbHUKOM.

- BonbLude cnacvbo. o cBMAAHMS.

- Bcerd pébporo.
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Dialogue 5

- Good evening. My name is
Andrey Romanovich Petrov. Your
presentation was very interesting.
Tell me please, who was involved in
this project?

- The idea belongs to our director.
But every employee of the company
took part in the project. I put
together the business plan, Marina,
the secretary, elaborated the charts,
and the designers made a beautiful
presentation.

- Congratulations! We look forward to
cooperating with you. Can I arrange
a meeting with your director?

- Of course. Do you have a business
card? We will contact you shortly.

Dialogue 6

- Good afternoon. Are you Maria
Nikolaevna? I am a new warehouse
worker Andrey Karpov.

- Good afternoon. Nice to meet you.
How can I help you, Andrey?

- You deal with holiday matters, don't
you? I would like to know when I
can take a holiday.

- Sorry, it's not part of my duties. You
can talk about it with your boss.

- Thank you very much. Goodbye.
- All the best.



2. CobecénoBaHue

Job interview

Hosbie cnosa / New words

BaKaHTHasi AG/HKHOCTb
OTAEN KAapoB

3a rpaHuLIen

BbiClLiee 06pa3oBaHue
neperoBopbl

NpocheCccUOHANbHbIN PoCT

CTpaxdBKa
cBepxypdyHas pabdta
KOMaHAMpOBKa
néanucb

pabOTHMK
paboToaaTtenb
WwTaMmn

06bsiBNéHMNE
3apnnarta

nnaH Npoadx
paboumnin aeHb
nepepbiB Ha 06€7
BPEMEHHbIN KOHTPAKT
YBOJIbHEHME
3anBnéHne
BO3MOXHOCTb

nomck
UCNbITATENbHbI CPOK
MHOCTPAHHBbIA
MeXayHapOaHbIN

vacancy
human resources department
abroad

higher education
negotiations
professional growth
insurance

overtime

business trip
signature

employee

employer

stamp

advertisement

salary, wage

sales target

workday

lunch break
temporary contract
dismissal, redundancy
application
opportunity

search

trial period

foreign

international

Ouanor 1

- 3npaBcTByUTE. A Y3HAN, YTO B
BALUEM KOMIMAHWMM €CTb BaKaHTHas
JOMKHOCTb NepeBOAYMKa.
Cka)knTe, NoXanymcra, Kyaa s mMory
OTMNPABUTb PE3IOME?

- Bbl MOXeTe OTNpaBUTb pestoMé
Ha 3TOT 3NeKTPOHHBIN aapec.
Moxxanyincra, HanvwnTe B
3arosidBke nuncbMa "B OTAEN
Kaapos".

[Ouanér 2

- Mbl NocMOTpénu BaLlie pestoME.
PacckaxwiTe noapdbHee o BalleM
OnbiTe paboTbl, NOXANYACTA.

- 5l pabdTato B AaHHOM chépe
yxé 10 net. Kakde-To Bpéms 1
pabdTan v yunncsa 3a rpaHuvuei. B
CLLA s nonyumn BTOpOE BhICLLEE
06pa3oBaHue.

- 3a YTO Bbl OTBEYA/IM HA MOCNEAHEM
Mécte paboTbi?

- 51 oTBeYan 3a NOMCK KIIMEHTOB U 3a
npoBeaéHNE NeperoBOpOoB.

- XopoLwlo, S BWXKY, UYTO Bbl LEHHbIN
CreumnanuncT. A noYemy Bbl XOTUTE
pabdTaTb MMEHHO B HALLEN
KOMMaHUn?

- 9 cuuTalo, UTO BALLIA KOMMAHMSA

ABNIAETCA BeAyLLeN B

[aHHoN 66bnactu. 310 AaéT

MHOro BO3MOXHOCTEN Ans

npodeccroHanbHOro pocTa.

Bonblude cnacn6o. Mbl coo6LIMM

BaM O pe3ynbTartax cobecénoBaHus.
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Dialogue 1

- Hello. I have found out that there is
a vacancy for an interpreter in your
company. Please tell me where can
I send my resume to?

- You can send your resumé to this
email address. Please write in
the subject of the email "for the
personnel department.”

Dialogue 2

- We have looked through your
resume. Tell us in more detail about
your work experience, please.

- I've been working in this field for
10 years now. For a while, I worked
and studied abroad. In the US, I got
my second degree.

- What were you responsible for at
your previous workplace?

- I was responsible for finding clients
and for carrying out negotiations.

- Ok, I see that you are a valuable
specialist. And why do you want to
work precisely in our company?

- I think that your company is a
leader in this field. It gives a lot
of opportunities for professional
growth.

- Thank you very much. We will let

you know about the results of the
interview.

10



Ovanér 3

- [66pbii AeHb. Mbl Mony4nnn
BCE HEOHXOANMBIE [IOKYMEHTBI.
Ball KOHTPAKT y»é roTos.
MOnHbIM pabounin feHb, OTNycK
N MeavLMHCKas CTpaxoBka.

BoT, npounTtainTe BHUMATENBHO,
MoXanymncra.

- CKa)uTe, NnoXanymcra, Kak
OMJ/IAYMBAETCS CBEPXYPOUHas
pabdra?

- B 3ToM nyHKTE ecTb BcA
nHdopMaums. A 34ech Bbl MOXETE
NMPOYUTATb O KOMAHAMPOBKaxX U
Npémmsix.

- Xopowd. ['ae s admkeH noanucaTs?

- Bot 3pnech, B rpadé "paboTHuK".
OTnnuHo. Tenépb Most NéAnuch B
rpaché "pabotoaarens" u WTammn.
Bcé roTdeo.

Ovanér 4

- Baw 6nbIT paboTbl BneyaTnser.
CKaXKMTE, Ha KaKyto 3apriaTy Bbl
pacCYNTbIBAETE?

- 81 cornacHa Ha 3apniaTy, KOoTopyto
Bbl YKa3a/1 B 06bSBNEHUN.
CKaXxnTe, MoXKasnyncTa, y Bac
6bIBAIOT NPéMuA?

- [a, Mbl perynsipHo Aaém npémmm no
pesynbTatam paboTsl. ECTb Nnpémun
3a BbIMOJIHEHWE NNIAHa NPOAAX U 33

CBepXYpOUHyto paboTy. Kpome Toro,

Mbl MOBbILLIAEM 3aPTIATY KaX/abli
roa.
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Dialogue 3

- Good afternoon. We have received
all the necessary documents. Your
contract is already ready. Full-time,
vacation and health insurance.
Here, read it carefully, please.

- Please tell me how much is overtime
paid?

- In this clause there is all the
information. And here you can read
about business trips and bonuses.

- Ok. Where should I sign?

- Here, in the "employee" column.
Excellent. Now my signature in the
"employer" column and the stamp.
It's all done.

Dialogue 4

- Your work experience is impressive.
Tell me, what salary do you expect?

- I agree to the salary that you stated
in the add. Tell me please, do you
have bonuses?

- Yes, we regularly give bonuses
for work performance. There are
bonuses for reaching the sales
target and for overtime work.
Besides, we raise salaries each year.

- Kak Bbl 3HaeTe, Halla dhvpMa
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[Ovandr 5 Dialogue 5

- As you know, our firm cooperates
COTPYAHWYAET CO MHOTUMU with many international companies.
MeXayHapoaHbIMM KoMnaHusaMu. Bel Do you agree to business trips?
COrMACHBbI HA KOMaHANPOBKMN?

- [a, 9 cornaceH. Y MeHsl yé ecTb - Yes, I agree. I already have

OnbIT pabOThbl C MHOCTPAHHBIMU experience with foreign clients.
KnnéHtamu. S cBob661HO roBoptd I'm fluent in English. And now I'm
MO-aHIINNCKN. A cenvac g nsyvato learning German.

HEMELIKUI A3bIK.

- OTnM4YHo. Bbl MOxeTe paccunTbiBaTh - Excellent. You can count on 2-3

Ha 2-3 KOMaHAWUPOBKN B MECsLL. business trips per month. The
Pabduunin neHb B 6durce HaumHaeTcs  working day at the office begins at
B 9 yacoB yTpa v 3aKaH4MBAETCS B 9 am and ends at 6 pm. The lunch
6 yacoB Béuepa. NepepblB Ha 06éa break is 1 hour.

- 1 vac.

- Y Bac ectb apecc-kéa? - Do you have a dress code?

- [a, KocTiOM, pyballKa 1 rancryk. - Yes, a suit, a shirt and a tie. But
Ho no nATHMLaM apecc-koa He on Fridays the dress code is not
0653aTeNeH. obligatory.

[Ovandr 6 Dialogue 6

- CkaXkuTe, noxanyicra, kak gonro - Tell me please, how long is the trial
JUTATCS UCMbITATENBHbIN CPOK? period?

- UcnbiTaTenbHbit cpok — 3 Mécaua. - The trial period is 3 months. For this
Ha 310 BpéMs Mbl 3aK/1I04AEM time, we sign a temporary contract.
BPEMEHHbIN KOHTPAKT. Mbl MOXXEM We can terminate the contract at
PacTOPrHyTb KOHTPAKT B JIH060M any moment.

MOMEHT.

- Y710 MOXeET 6bITb NMPUYNHON ANS - What could be a reason for
YBOJIbHEHUSI? dismissal?

- Mbl pacTOpraeM KOHTPAaKT, Koraa - We terminate the contract when the

pabAOTHUK HE BbIMOJHAET CBOW employee does not fulfil their duties,
0643aHHOCTM, OMA3AbIBaET Ha arrives late for work, or submits a
pabdTy WM caM NoaaéT 3asBNEéHNE resignation request themselves.

Ha YBOJIbHEHME.

12



3. Pa3rosop no tenedoHy

Phone conversation

Hosbie cnosa / New words

COBeELLaHNE

3BOHOK

HeABWKUMOCTb

CpOK

JIOCTaBKa

peLuéHune

3aKa3

TOBap

npaBso

JINHWA 3aHATa

OAHY CEKYHAO0UKY
npeanoxeHme

CTpaxoBasi KOMMAHMS

cKMAKa

ycnyra

COO06LWATb - COOBLNTbL
3BOHWTb - MO3BOHWUTb
nepenaBaThb - NepeaaTb
nepe3BaHMBaTb - NEPE3BOHUTb
COE[IMHATb - COENHWUTb
paccMaTpuBaTh - PacCMOTPETh
OTNpaBsiTb - OTNPABUTb
NpenocTaBnATb - NPeNOCTABUTb
N3BMHWTE 3a 6eCnoKOMCTBO
Bbl OLLNGINCH HOMEPOM

B NMpuHLUMNe
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meeting

(phone) call

real estate

term, deadline

delivery

decision, solution

order

goods

right

line is busy

one moment, one second
proposal, suggestion, offer
insurance company
discount

service

to inform, to let know

to call (on the phone)

to pass (information), to leave a message
to call back

to connect, to put through (on the phone)
to consider

to send

to give, to provide

sorry for the inconvenience
wrong number

in principle

Ouanor 1

- KomMnanus "MIBaHOB 1 napTHEpLI".
YeMm 5 MOry BaM NoMoOuUb?

- 3npaBcTByiTE. MOXXHO NMOrOBOPUTH
C AVUPEKTOpOM?

- K coxkanénuio, AMpEKTop cenyac
3aHAT. OH Ha coBeLlaHuK. YTto emy
nepenaTb?

- MepenaiiTe, NoXxanymcra, 4to
3BoHWN Cepréii MiBaHoBuy XXaaHoB
n3 KoMnaHum "Ceert".

- OZIHY CEKYHAOUKY. S 3anuLuy.
M&Ho Ball HOMep TenedoHa?

- [a, koHéYHo. Mot HOMep 170-14-
22.

- A Mo kakOMy BoOMpOcy Bbl 3BOHUTE?

- 51 3BOHIO MO NOBO/lY KOHTPaKTa. 3TO
JI0BOSIHO CPOYHO.

- Cnacmnbo. S Bcé 3anucana. s
Co06LLYy AMPEKTOPY O BALLEM 3BOHKE
nocne CoBeLLaHus.

- OTnnyHo. S 6yay »aaThb erd 3BOHKA.
[Owuanér 2

- lOpuanyeckas KoMnaHusa «Mpaeos».
Cekpetapb Codvist. 466pbIit AeHb!

- [66pbili aeHb, Coduiss. Mory s
MOroBOPUTb C KEM-HUBYIb U3
oTAéna HEABWXUMOCTU?

- O[IHY CEKYHAOUKY, S BaC COEANHIO.
M3BUHWUTE, NNHUS CEMYAC 3aHATA.
Bbl xoTVTe NoaoXAATL?

- HeT, s nepesBoHIO No3aHée,
cracnbo. 1o KoTOporo Yaca Bbl
pabdTaeTe ceroaHs?

- Mo NATHML@M Mbl paboTaeM 10
naTu.
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Dialogue 1

- "Ivanov and partners". How can I
help you?

- Hello. Can I talk to the director,
please?

- Unfortunately, the director is busy
now. He is at a meeting. Do you
want to leave a message?

- Please, let him know that Sergey
Ivanovich Zhdanov from the "Light"
company called.

- One second. I will write it down.
May I have your telephone number?

- Yes, of course. My number 170-14-
22,

- And what is the purpose of your call?

- I'm calling regarding a contract. It's
quite urgent.

- Thank you. I have written
everything down. I'm going to
inform the director about your call
after the meeting.

- Excellent. I'll be waiting for his call.

Dialogue 2

- Good afternoon! "Right" law firm.
This is Sofia speaking.

- Good afternoon, Sofia. May I speak
to someone from the real estate
department?

- One second, I'll put you through.
Sorry, the line is busy now. Do you
want to wait?

- No, I will call back later, thank you.
Until what time do you work today?

- On Fridays, we work till five.
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Ovanér 3

- Annd! Komnanusa "HoéBble peluénms'”.

- 30pABCTBYMITE, C KEM S MOry
MOroBOPUTb OTHOCUTE/IbHO MOEro
3aKasa?

- Y10 MMEHHO Bac MHTEpecyeT?
CpOKu AOCTABKMN?

- HeT, s XAy oT Bac CYET yxé
HECKOJTbKO AHEN.

- B 3ToM cniyuae s coeamHid Bac ¢
HaWwuM ByxrantepoM. He BéliaiTte
TPYOKY, NOXANyWCTa.

Ovanér 4

- [66pbili AeHb, ViBaH Hukonaeswu.
Sl BYUEpa 3BOHWIA OTHOCUTESTbHO
HALLEN BCTPEYN B MATHULLY.

- [a, 30paBCTBYITE, A1 Bac C/ylLato.

- MHe d4yeHb Xarsb, HO S 60KCb, UTO
BCTpé4a CHOBa OTK/IAAbIBAETCS.
[1éno B ToM, 4TO 5 éay B
KOMaHAMPOBKY Ha HECKOJIbKO AHEN.

- 3TO HEMHOI0O MEHSIET HALUM
nnaHbl. Ho Hnyero, g aymato,

YTO Mbl CMOXXEM HAMTM BbIXOA M3
MONIOXKEHWS.

- Cnacnbo 3a NoHWMaHve. B
NpyHUMNeE, B 6nvxkaiiiuee Bpéms
Mbl MO 6bl YCTPOUTL BUAEO
KOHepéHuuio, écnin BaM yao6Ho.

- 310 Hennoxas naés. OaHaKo s
NPeAnoYNUTAI0 BCTPETUTBCS JINYHO.
Mot ceKpeTapb CBSHKETCA B BAMM
Ha cnéayiollen Heaéne.

- Xopowd. byay »paaTb OT Bac
HOBOCTéM.

- Xopouier noésaku. o cBUaAHS.
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Dialogue 3

- Hello. "New Solutions".
- Hello, who can I talk to regarding
my order?

- What exactly are you interested in?
Shipping schedule?

- No, I've already been waiting for an
invoice from you for several days.

- In this case, T'll put you through
to our accountant. Don't hang up,
please.

Dialogue 4

- Good afternoon, Ivan Nikolaevich.
Yesterday I called regarding our
meeting on Friday.

- Yes, hello, I'm listening.

- I'm very sorry, but I'm afraid that
the meeting has to be postponed
again. The thing is that I'm going
on a business trip for a few days.

- It slightly changes our plans. But it's
fine, I think we can find a way out.

- Thank you for your understanding.
As a matter of fact, we could
arrange a video conference in the
nearest future if it's convenient for
you.

- It's not a bad idea. However, 1
prefer to meet in person. My
secretary will contact you next
week.

- Good. I'll wait for news from you.

- Have a nice trip. Goodbye.

[Jwuanor 5

- [166pbiit AeHb, rocnoavH bpayH.
Bac 6ecriokouT Balla CTpaxoBas
KOMMAHWS.

- [166pbili AeHb. 9 cnywato.

- 51 Xo4y CooBLINTb BaM, YTO
B AHBapé HAllla KOMMaHus
NpPenoCTaBIAET CKUAKU Ha psa,
YChyr.

- U3BUHWTE, HO ceiyac S B METPO
N He GYeHb XOpoLLO BaC CribiLLYy.
He Mornn 6bl Bbl OTNPABUTL MHE
nHbopMaLMIo Nno dakcy Nnn Ha
nménn?

- Xopouwd. Ceiyac Mbl OTMNPaBUM BaM
chakc.

- Bonblude cnacnbo. Yépes yac s
6yny B 6uce n paccMoTpiO Balle
npeasioXxeEeHue.

- Ecnm y Bac 6yayT Bonpdckl, Mbl
6ynem paabl BaM noMoub. Beerd
n66poro.

- lo cBUAAHMS.

[wnanér 6

- 30paBCTBYINTE, 3TO MarasuH
"ToBapsb! ana aoma"?

- Her, Bbl olIN6MCb HOMEpOM. 3TO
He MarasiH.

- N3BMHMTE 3a 6eCNOKONCTBO.

- Huyerd. [o cBupaHms.
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Dialogue 5

- Good afternoon, Mr. Braun. This is
your insurance company calling.

- Good afternoon. I'm listening.

- I'd like to inform you that in
January, our company offers
discounts on a range of services.

- Sorry, but now I'm in the metro,
and I can't hear you very well.
Could you send me the information
by fax or email?

- Okay. We will send you a fax now.

- Thank you very much. In an hour,
I'll be in the office, and I'll consider
your proposal.

- If you have any questions, we will
be happy to help you. All the best.

- Goodbye.
Dialogue 6

- Hello, is this the "Goods for Home"
shop?

- No, you've dialled the wrong
number. This is not a shop.

- Sorry for the inconvenience.

- No problem. Goodbye.
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4. B 6aHke

In the bank

Hosbie cnosa / New words

O06MEHHBIV KypC

Tabné

cymma

KpynHas kyntdpa
Mérkasl Kyrdpa

CYET

KpeauTHas kapTa
nebuTtoBas kapTa
JEHEXHbIV NepeBo
dopmynsip

KBUTAHLUMS

CrnpaBka o 3apnnare
NPOLEHTHas CTaBKa
6aHKoMaT

KoMmuceus

KpeauT

OCTATOK CpeacTB
nony4arenb
HeeNCTBUTENBHbIN
OTKPbIBATb - OTKPbITH
3aKpbIBATb - 3aKpbiTb
CHUMATb - CHATb
BHOCUTb - BHECTU
6nok1poBaTb - 3abnoKMpoBaTb
nepeBoANTb - NEPEBECTM
3anMosHATb - 3anO/HUTb
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exchange rate
information board
sum

large denomination
small denomination
account

credit card

debit card

money transfer
form

receipt

salary statement (payslip)
interest rate

cash machine, ATM
commission

credit

balance (in your bank account)
recipient

invalid

to open

to close

to withdraw

to deposit

to block

to transfer

to fill in

Ouanor 1

- 166pbilt AeHb. Sl XOTén 6bl
06MeHATb pybnn Ha éBpo. Kakon
celyac kypc?

- 166pbIli AeHb. Bbl MOXeTe yBUAET
TEKYLLNIA 0BMEHHBIN KypC Ha Tabno.
Kakyto CyMMy Bbl XOTUTE MOMEHSTL?

- MATbAecAT ThicaY pybnéi.

- Xopouwd. Bbl npeanounTaeTe
KpyrHble Kyniopbl NN MENkue?

- KpynHble, écnm MOXHO.

- BoT, noxanyicra. Pacnvwmnrecs B
KBUTAHLIMW.

- FoTéBO, cnacnbo. [1o cBUAAHUS.

- [lo cBUAAHMS.

[Ouanér 2

- 3npaBcTByiTE. 4 XOTén 6bl B3ATb
KpeauT B BALLEM BAHKe.

- [166pbIli AeHb. Kakylo cyMMy Bbl
XOTénu 6bl B3ATH?

- CTo ThicAY pybnéin.

- Y Bac y>x€ eCTb HEMOTrALLEHHbIN
KpeauT B HalleM 63HKe?

- Her, 5 népBbilt pa3 6epy y Bac
KpeauT.

- XopoLwd. Ham Hy>keH Ball NacnopT
M CnpaBKa O 3apriaTe C BALLEro
Mécta paboThl.

- Bcé noHATHO. CrakuTe,
MOXANyncTa, a KakoBa NpoLEHTHas
CTaBKa?

- 10 NpOLEHTOB roAoBbIX.

- 9 nymato, 3T0 MHe NoaxoaumT,
cnacnbo. 9 noaroToBM0 AOKYMEHTBI.

- XopoLwo, A0 CBUAAHMS.
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Dialogue 1

- Good afternoon. I'd like to exchange
roubles for euros. What's the
exchange rate now?

- Good afternoon. You can see the
current exchange rate on the
information board. What amount do
you want to exchange?

- Fifty thousand roubles.

- Good. Do you prefer large notes or
small?

- Large, if that's possible.

- Here you are. Sign on the receipt.

- Done, thanks. Goodbye.
- Goodbye.

Dialogue 2

- Hello. I would like to take a loan
from your bank.

- Good afternoon. What amount
would you like to take?

- A hundred thousand roubles.

- Do you already have an outstanding
loan at our bank?

- No, it's the first time I'm taking a
loan here.

- Fine. We need your passport and a
payslip from your workplace.

- Everything is clear. Tell me, please,
and what's the interest rate?

- 10 percent annual.

- I think it suits me, thank you. I will
prepare the documents.

- Okay, goodbye.
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Ovanér 3

- [166pbili AeHb. S 6b1 XoTéna
0hOPMUTbL KPEAUTHYIO KapTy.

- [166pbIii AeHb. Y Bac Y€ ecTb CYET

B HalleM 63HKe?

- Hert, y MeHs1 HeT cuéTa.

- Huuerd, ceiuac s oTKpoto BaM
CYET. Bbl AO/MKHBI 3aNONTHUTB
3TOT hopMYNAp U AaTb MHE Ball
nacrnopT. Bbl XoTVTE NONMy4nThH
Cpasy nebeToBYIO U KpeAWUTHYIO
KapTy?

- a, écnu MOXHo.

- KoHéuHo. Ho B 3ToM cnyyae MHe
HY>XHA CNpaBKa C BALUEro MEcTa
paboThl.

- Y MeHs$1 ecTb 3Ta CripaBka ¢ cob0i.
Bot, noxanyucra.

- OTAMYHO. Balum kapTbl 6yayT
rotoBbl Yépe3 Heaéno. Bbl xoTnTe
MoNyynTb MX NO NoYTE?

- Het, cnacn6o. 9 3abepy vx n1MuHo.

Ovanér 4

- 30paBcTByMTE. Ha MOE nMs

AOMKEH 6bIN NOCTYNWUTL AEHEXHBIN

nepesoa. MeHs 30ByT METP
BacnnbeBny VBaHoB.
- OfIHY CEKYHAOYKY. S NocMOTpIO.

[a, Ha Balle UMsi NpULWEN nepesoa

Ha cymmy B 20 000 py6néit. Balu
MacropT, NoXanymcra.

- OW1, A 3abbln MACMOPT, HO Y MEHS
€CTb BOANTE/bCKME MPaBa.

Dialogue 3

- Good afternoon. I would like to
request a credit card.

- Good afternoon. Do you already
have an account in our bank?

- No, I don't have an account.

- No problem, I'm going to open an
account for you now. You have to
complete this form and give me
your passport. Do you want to
receive a debit and a credit card at
once?

- Yes, if that's possible.

- Of course. But in that case, I need a
payslip from your workplace.

- I have this document with me. Here
you are, please.

- Excellent. Your cards will be ready
in a week. Do you want to get them
by mail?

- No, thanks. I'll collect them
personally.

Dialogue 4

- Hello. A money transfer should have
come to my name. My name is
Pyotr Vasilyevich Ivanov.

- One second, please. Let me see.
Yes, a transfer of an amount of
20 000 roubles has come to your
name. Your passport, please.

- Oh, I forgot my passport, but I have
my driving licence.

- K coxxanénuio, Bbl MOXeTe nonyuntb - Unfortunately, you can only get a

nepesoa TONBbKO MO MACMopTy.
- Xopouuo, a1 3anay 3aBTpa.
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transfer with a passport.
- Okay, I'll come by tomorrow.
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[Ovandr 5 Dialogue 5
- 166pbilt AeHb. MHe kaxeTcs, Bawl - Good afternoon. I think your ATM
6aHKOMAT He paboTaeT. S He Mory doesn't work. I can't withdraw

CHATb AEHBIU C KAPThI. money with my card.

- [166pbili AeHb. OaBanTte nocMoTpuM. - Good afternoon. Let's have a look.
BcTaBbTe KApTY M BBEAWUTE BalLl Insert the card and enter your PIN
MWH-KoA, NoXanyicra. code, please.

- [oToBO. - Done.

- 31€Cb HaMMCcaHo, YTO KapTa - It says here that the card is invalid.
HenencTBuTenbHa. MoxeT 6biThb, BBl Maybe you have blocked your card
3ab6/10KMpoBanu KapTy camu? Ecnn yourself? If not, then this is some
HET, TO 3TO KaKas-To oLMbKa. sort of mistake.

- U yTo MHe Tenépb aénatk? - And what should I do now?

- Huuerd cTpaluHoro. Mbl 3akaxeM - It's not a problem. We will order a
HOBYIO KapTy. OHa byaeT rotosa new card. It will be ready in two
yépes fBe Heaénu. Ho Bbl MOXeTe weeks. But you can withdraw or
CHSATb WIN BHECTV AEHBIN Ha CYET deposit money into your account in

B HaweM oduce. [Ans 3Toro Hy>xeH our office. To do that, you only need
TONbKO BalLl MACTOPT. your passport.
- Xopowwd. Bonblude cnacvbo. - Good. Thank you very much.

[Ovandr 6 Dialogue 6

- 30paBcTBYITE, A1 6bl XoTéNa 3aKpbiTb - Hello, I would like to close my
CBOM CYET. BoT Mot nacnopr. account. Here's my passport.

- [166pbili AeHb. OfHY CEKYHIOUKY. - Good afternoon. One moment,
OCTATOK CpeacTB Ha BALLEM CYETE - please. The balance in your account
5146 py6néii. is 5146 roubles.

- [a, Bcé npaBubHo. S xoTéna 6bl - Yes, everything is correct. I'd like to
CHSATb 3TW AEHBIU U NEPEBECTU UX withdraw the money and transfer it
Ha 3TOT CYET. BoT HOMEp cyuéTa. to this account. Here is the account

number.

- 3TOT CYET OTKPbIT Ha BALLE NMS? - Is that account opened in your name?

- HeT. 310 cYéT Moerd myxa. - No. It's my husband's account.

- B 310M cniyyae 3anénHuTe 31oT - In that case fill in this form. Here
dopmynsp. 3aecb HYXXHO HanucaTb you have to write the name and
UM 1 haMrnnio NonyyaTens. surname of the recipient. The
Komvcens 3a nepeBdn - 20 pybnéi. transfer fee is 20 roubles.
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5. Mpopaxu

Sales

Hosbie cnosa / New words

KaTanor

MOCTaBLLUWK
Npou3BOAUTENb
3aBoa

pacrnpoaaxa

BbI6OP

CTOMMOCTb
CHWKEHHas LieHa
MOKYTKa

HannyHble

MoAéNb

B Kpeaut
6ecnnartHo

onToM

MECTHbIN
3apy6EXKHbIN
BbIrOAHbIV

J0BOMeH / noBOMbHa
COrniaceH / cornacHa

YOENSTb - YAENUTb BPEMS

OMNJIAYMBaTh - ONATUTb
3aKa3blBaTh - 3aKa3aTb
peKnaMMpoBaTh
N6/1b30BaThCs CrPOCOM
OT/INYATHCA

npoAaBaThb - NPOAATb
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catalogue

provider

manufacturer, producer
factory

sale

selection, choice

cost, price

reduced price
purchase

cash

model

in installments

free of charge, free

by wholesale, in bulk
local

foreign

profitable, favourable, reasonable (price)
satisfied, contented, happy
to agree

to dedicate time

to pay

to order

to advertise

to be in demand

to differ

to sell

Ouanor 1

- [166pbIli AeHb. YeM 5 Mory BaMm
noMoyb?

- 3npaBcTByiTE. CKaXKMNTE,

noXxanymcra, roe s Mory

MOCMOTPETb LIéHbI Ha BALLIW

TOBApbI?

BoT kaTandr. Halwa koMnaHus

COTPYAHWYAET C 3apy6EXHbIMU

MOCTaBLLMKAMU U C MECTHBIMU

npousBoanTENsiMU. Mo3ToMy HaLK

LieHbl BCErAA CAMbIE BbIrOJHbIE.

- A ecTb HOBblE MOAENN?

KoHéuHo. 3a€ecb Bbl MOXETE HaUTU

camble nocnéaHue moaénu. Ho,

6013Cb, UTO OHM 6€3 CKNAKM.

- A Ha KaK1e TOBAPbl ECTb CKUAKA?

Celuyac ce30H pacrnpoaax, rno3Tomy
€CTb MHOIO TOBAPOB MO CHUYKEHHOM
LeHé. Ectb cknakm go 70
NpoLUéHToB. BoT Moaénb, KoTOpast
nonb3yeTcs 60/bLIVM CrIPOCOM.
Cnacnb0o. 310 O4YeHb MHTEPECHOE
npeasoXxeEeHue.

[Ouanér 2

- CKa)XuTe, NnoXxanyimcra, MOXHo
KYMUTb 3TOT NPOAYKT B KPEAUT?

- [la, Mbl NPENOCTaBISAEM KPEeaUT
Ha oaviH roa. Ho 40 npouéHToB
CTOMMOCTW HY>KHO OMJIaTUTh MpW
MOKYTIKE.

- A KaKOB& NPOLEHTHas CTaBka?

- CTaBKa no KpeauTy — Bcero 2
MPOLEHTa.

- Xopouwd. S cornaceH Ha 3Tn
ycnoBus.
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Dialogue 1

- Good afternoon. How can I help
you?

- Hello. Please tell me where I can
see the prices of your products?

- Here is a catalogue. Our company
cooperates with foreign suppliers
and local producers. That is why
our prices are always the most
reasonable.

- And are there new models?

- Of course. Here you can find the
latest models. But I'm afraid that
they don't have any discount.

- And on which items is there a
discount?

- It's the sales period now, so there
are a lot of goods at a reduced
price. There are discounts up to 70
percent. Here is a model that is in
high demand.

- Thank you. This is a very interesting
offer.

Dialogue 2

- Please tell me can I buy this product
in installments?

- Yes, we give a credit for one year.
But you have to pay 40 percent
of the cost at the moment of
purchase.

- And what is the interest rate?

- The rate on the credit is only 2
percent.

- Good. I agree to these terms.
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Avanor 3 Dialogue 3 [Ovandr 5 Dialogue 5
- 30paBCTBYITE, A XOTéN 66l ciénatb - Hello. I would like to make an order - 166pbiit AeHb. MeHs 30BYT MBAH - Good afternoon. My name is Ivan
3aKas Ha Moaénb HOMep 5. for the model number 5. Cepréesuuy. S npeacTaBuTeNb Sergeyevich. I am a representative
- OTNYHBIN BbIGOP. Bbl XOTéNM 6bi - Excellent choice. Would you like to koMnaHum "Kpyrnbii cton". of the "Round Table" company. We
OMMaTUTb HalIMYHBIMU B MOMEHT pay in cash upon delivery or with a Mbl npofaém éducHble sell office supplies. Let me show
JIOCTABKM VN KPEAUTHOMN KapTon? credit card? NpUHaaNéxHocTu. Paspelwnte you our range of products.
- {1 NpeAnoYMTalo ONNMaTUTb - I prefer to pay with a credit card. MOKa33aTb BaM Halll aCCOPTUMEHT.
KPEAUTHOW KAPTOMN. - Bbl 3HaeTe, Mbl Y€ paboTaem - You know, we are already working
- Bbl MOKeTe qo@nats 510 Ha HalLeM cafte. - You can do it on our website., C OAHOW KOMMAHWEN U OYEHb with a company, and we are very
- Xopowd. A AOCTaBKa BXOAUT B - Good. And is the shipping included JI0BOJIbHbI. happy.
CTOMMOCTb? in the price? - Ho HALLM LéHbI CAMble HU3KKE - But our prices are the lowest in the
- Het, noctaBska onnaunsaeTcs - No, the shipping is paid separately. Ha pblHKe. BoT, cMoTpuTe. Y Hac market. Here, look. We always have
oTaénbHo. foctaBka ctouT 200 The shipping costs 200 roubles BCErza eCcTb CKMAKM Ha 6ymary ans discounts on printer paper, pens,
py6néi no répoay n 500 pybnéin no  within the city and 500 roubles NMPUHTEPA, PYYKW, KapaHaaluw, pencils, staplers, punchers and
obnactu. within the state. cTénnepbl, AbIPOKOIbI M MHOroe many more. With the first order, you
- A KakO# CpOK [IOCTABKMN? - What is the delivery time? Apyroe. Npu NépBoM 3aKase Bbl get three folders and two mouse
- Cpok AocTaBku - 3 aHs. MNpu 3akase - Delivery time is 3 days. When rMoslyyaeTe Tpy Nanku 1 Aga pads for free.
Ha CANTE Bbl IO/MKHBI YKa3aTb Balll ordering online, you must state kOBpMKa A1 MbIWK 6eCnnaTHo.
aapec n yadbHoe s Bac Bpéms. your address and the time that is - [a, 9 BXY, YTO LIéHbI Y Bac - Yes, I see that your prices are very
convenient for you. O4eHb xopolune. 9 nepenam 3ty good. I will forward this information
- Xopowd. Bonblude cnacvbo. - Good. Thank you very much. MHDOPMALIMIO HALLEMY CEKpeTapHd. to our secretary. She usually orders
OHa 06bIYHO 3aKa3bIBAET BCe all office supplies.
[Ovanor 4 Dialogue 4 OhUCHBbIE MPUHAANEXHOCTM.
- Cnacvbo, YTo yaenunm MHe Bpéms. - Thank you for your time.
- 3apaBcTByiTe. MOxeTe coeanHntb - Hello. Can you put me through to a
MEHS1 C MEHe/DKEPOM Mo nMpoAdxaM?  sales manager? His name is Anton. [Ovandr 6 Dialogue 6
Er6 30BYyT AHTOH.
- 3710 9. YeM g Mory BaM NoMoOub? - That's me. How can I help you? - [166pbIii BéUep. CKOMbKO CTOUT - Good evening. How much is the
- CKa)XWTe, NMoXXanymcra, noyemy - Tell me, please, why do the prices of KOMMbIOTEP, KOTOPLIN CENYAC computer that is now advertised on
LIéHbI Ha BALLM TOBAPbI B MHTEPHETE  your products on the Internet differ PEKNaMUPYIOT MO TENEBU30PY? TV?
OT/INYAIOTCS OT LiEH B KaTanore? from the prices in your catalogue? - OH CTOUT CTO ThiCIY py6néit. - It costs one hundred thousand
- A Ha KaKOM caiiTe Bbl CMOTPENn? - And what website did you check? roubles.
- Ha cainte www.tovary.ru. - On the website www.tovary.ru. - A YEM OH OT/INYAETCS OT - And how does it differ from the
- 3TO He Halla KoMMaHus. 3To 3aBOA - That's not our company. That's a npeabiayLen Moaénu? previous model?
— npovseoanTenb. OHM NpodaldT manufacturing plant. They only sell - Y Herd HOBas onepaunoHHas - It has a new operating system and
TONbKO ONToM. Mo3ToMy LéHbI HUWXKe.  in bulk. Therefore, the prices are cucTéma n 60nbLLIOH XKECTKUMN ANCK. a large hard drive.
lower. - B niobomM cnyyae, 3To C/IMLLIKOM - In any case, it's too expensive.
- Tenépb Bcé noHsATHO. Cnacvmbo. - Now everything is clear. Thank you. aoporo.
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6. KOHTpaKTbl

Contracts

Hosbie cnosa / New words

KOHTPAKT / AOroBop

MyHKT

pa3nén

TpéboBaHune

n3MeHéHne

JaHHbIE

®UO (bamnnus, nmsi, GTYECTBO)
MECTO XWUTENbCTBA
AOroBOp KYNn-npoadxm
obopynoBaHue

CTOpPOHa

06CTOSATENBCTBO
apeHzoaaTens / apeHaaTop
XKUNbE

3anor

apéHaHasa nnata

cndcob onnathl
nocnéacreue

noapo6Ho

N3NaraTb - U3NOXUTb
BbIMOJIHATL - BbIMOMHUTb
YUMTBIBATb - YYECTb
3aK/0YaTb - 3aKNOUYNTb
MoAMNMCbIBaTb - MOAMUCATb
pacTopraTh - pacTOprHyTh
03HAKOMUTbCA
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contract / agreement
clause, point

section

demand, requirement
change

data, details

full name

place of residence

purchase agreement
equipment

party (in a contract)
circumstance, reason, cause
landlord / tenant

dwelling, housing

deposit

rent, rental fee

payment method
consequence

in detail

to state, to express

to fulfil, to comply with

to take into account, to consider
to close (a contract)

to sign

to terminate

to familiarize oneself, to study, to examine

Ouanor 1

- UBaH CepréeBuy, Ball TpyaoBOi
JIoroBOp y>é rotos. Bor,
03HaKOMbTECh, MOXAyUCTa.

- Xopouwuo, cnacnbo. CKaxuTe,
MOXanymcra, a rae ykasaHbl Mou
06s13aHHOCT?

- Bot pasgén «lpaBa v 06513aHHOCTU
CTOpPOH>».

- [a, cenyac 9 BUXy. 9 He cornaceH
C 3TUM MYHKTOM. [1aBaiTe BHECEM
HEKOTOpbIE N3MEHEHWS.

- KoHéuHo. Mbl roToBbI YYéCTb BaLLU
TpéboBaHus. Ecnu y Bac 66nblue
HeT BONpAcoB, MPOBEPLTE BALLM
JaHHblE, Noxanyucra: PUO, MécTo
XXWTENbCTBA, HOMEp NacrnopTa,

a TaKKe BALIA KOHTAKTHas
nHbopMaLIMS.

- [a, BC& npaBuIbHO.

- Bot Bawwa konus aorosopa.
CoxpaHunTe e€, NoXxanyucra.

- Xopouwuo, cnacubo.

[Owuanér 2

- [loroBOp Ansi KIMEHTA roTtoB, HO
HaM Hy>XHa ero aHrnos3bl4Has
Bépcus.

- OTMYHO. Mbl OTAaAMM AOTrOBOp Ha
nepeso.

- O6paTnTe BHUMAHWE, YTO NnepeBon
JIOKyMéHTa A0/MKEH 6bITb 3aBEPEH
y HoTapuyca. Kpdme Tord, noroBop
CKpennéH ne4yarbto. MNeyartb Toxe
HY>XHO NMepeBeCT.

- Mbl BbINOMHUM Bce TPE6oBaHUS.
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Dialogue 1

- Ivan Sergeyevich, your employment

contract is now ready. Here,
examine it, please.

- Good, thank you. Tell me, please,

where are my responsibilities
stated?

- Here is the section "Rights and

obligations of the parties."

- Yes, now I see. I don't agree

with this clause. Let's make some
changes.

- Of course. We are ready to meet

your requirements. If you don't
have any more questions, please
check your details: full name,
address, passport number and also
your contact information.

- Yes, everything is correct.
- Here's your copy of the contract.

Keep it safe, please.

- Okay, thank you.
Dialogue 2

- The contract for the client is ready,

but we need a version in English.

- Excellent. We'll give the contract for

translation.

- Pay attention that the translation of

the document must be certified by
a notary. In addition, the agreement
is sealed with a stamp. The stamp
also needs to be translated.

- We will fulfil all the requirements.
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Avanor 3 Dialogue 3

- Mbl xoTénm 6b1 pactoprHyTb foroBop - We would like to terminate the

Kynn-npoaaxu 060pyaoBaHus. purchase agreement of the
equipment.

- Bac He ycTpavBatoT ycnioBus - Are you not satisfied with the terms
Jorosopa? of the contract?

- Hac He ycTpamBatoT LéHbl 1 cpokn - We're not satisfied with the prices
MOCTaBKW. Mbl peLIIN NOANUCATb and delivery times. We've decided
KOHTPAKT C ApYroi KOMMAHWEN. to sign a contract with another

company.

- MHe é4eHb xanb 3To cnbiwaTk. Ecim - I'm very sorry to hear that. If you
Bbl NepeayMaeTe, Mbl 6yaeM pajibi change your mind, we'll be happy
CHOBa BUAETb Bac CPeAN HALIKX to see you among our customers
KJIMEHTOB. again.

Ovanor 4 Dialogue 4

- BoT noroBop apéHabl Xxunbs. Mbl - Here is the home rental agreement.
MocTapaauncb Y4€CTb BCE BALLN We have strived to take all your
MOXeNaHms. wishes into account.

- A rzie yKasaH Cpok JéncTBus - And where are the agreement's

Jorosopa v cymMa 3anora? validity period and the deposit

amount stated?

- CMOTpUTE, BCSA 3Ta MHGOPMALUS - Look, all that information is in this
€CTb B 3ToM pasaéne. Kpdme Toro, section. Besides, the rental fee is
3/€Cb YKa3aHa apéHaHas nnarta. stated here.

- CKa)XUTe, a KTO OM/IAYnBaEeT - Tell me, please, who pays for the

KOMMYHA/bHbIE YCITYrU, apeHAATop utilities, the tenant or the landlord?
WK apeHaoaaTens?

- KoMMyHanbHbIE YCIyry He BXOAAT - Utilities are not included in the
B apéHAHYO Nnaty. Bbl AOMKHBI rental fee. You have to pay for
N1aTUTb OTA&BLHO 3a MEKTpUYECTBO,  electricity, heating, water and gas
3a OTOM/EHME, 3a BOaY M 3a ras. separately.

- B kakdM crydae MOxHO pactoprHyTb - In which case is it possible to
JI0roBOp A0CPOYHO? terminate the contract early?

- B cnyyae, écnmn oaHa us ctopoH - In the case that one of the parties
He BbIMOJHAET YC/I0BMS A0roBOpa. doesn't comply with the terms of
MocnéncTens yKasaHbl 37€Ch. the contract. The consequences are

stated here.
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[Ovandr 5 Dialogue 5

- Haw toprcT noarotoésmn NpoéxT - Our lawyer has prepared a draft
JloroBopa Kyrnnv-npoaaxu of the purchase agreement of the
MaTtepuanoB. [JaBante obcyaum erd.  materials. Let's discuss it.

- OTMYHO. Mbl IyMaeM, YTo 3Tu - Excellent. We think that these
pa3aénbl MOXXHO M3/TOXWTb sections can be written in more
noapdbHee. Ho camoe rnaBHoe - detail. But most importantly, the
LIéHbI HY)XXHO YKa3aTb B pybnsx, a prices must be stated in roubles,
He B Aonnapax. not dollars.

- Bbl npaebl. Ho 310 nuiib - You're right. But this is only a
¢opmManbHocTb. [NABHOE, YTO BCE formality. The main thing is that all
ycnoBusa cobntofieHbl, He Tak Nn? the conditions are met, right?

- B uénoM, y Hac HET NPETEH3W. - In general, we have no complaints.
Mbl MOXeEM MoANMUCaTb AOroBOp We can sign the agreement today.
ceréans.

[Ovandr 6 Dialogue 6

- 166pbIlt AeHb, rocnoavH TomMncoH. - Good afternoon, Mr. Thompson. I'm

S dueHb 6naroaapHa, YTo Bbl very grateful that you've found the
HaLw BpéMs BCTPETUTBCA CO MHOM  time to meet me today to discuss

ceroaHs 1 obcyanTb A0roBop. the contract.

- KoHéuHo. {1 Bcerna paa nomoub. - Of course. I am always happy to

- Y Hac ecTb Bonpockl No cnécoby help.
onnarbl ToBapa u no ¢opc- - We have questions about the
Ma)XOpHbIM 06CTOSATENLCTBAM. JTO method of payment for goods and
MYHKTbI 4 1 5. about the causes of force majeure.

They are clauses 4 and 5.

- 51 He YBEpEeH, YTO MOV 3HAHWS - I'm not sure if my knowledge of
PYCCKOrO $i3bIKa NMO3BONAT MHE Russian will allow me to study
MOJTHOLIEHHO M3YUNTb KOHTPAKT. the contract fully. Can we use the

M&HO BOCMO/Ib30BaTLCS YC/Tyramm services of your interpreter?
BALLEro nepeéaunKa?

KoHéuHo. U3BuHUTE, A He noayMana - Of course. I'm sorry, I hadn't

06 3Tom. Ceiyac g npurnaily thought of that. I'm going to call
HAaLIero nepeBoaYMKa. TeMm in our interpreter now. In the
BPEMEHEM PaspeLLNTE MPEIOXUTb meantime, let me offer you a

BaM kode. coffee.

- [a, cnaa/bo. YepHbiIn kite, noxanyiicta. - Yes, thank you. Black coffee, please.
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7. XXanobel

Complaints

Ouanor 1

Hosbie cnosa / New words

olunbKka

anoba
XanobHas KHWra
cknaa

yek

Heyao6cTBO
cnyx6a AOCTaBKM
nsnénve
JVCKOHTHas KapTa
3aAépXxKa

CPOK réAHOCTM
3anax

NATHO

cnyyan
6paKOBaHHbIIi
CBEXUN
NPOCPOYEHHBbIN
HeKauYeCTBEHHbIN
HeHaaneXxaLmi
NOMKHBIM 66pa3oM
KOMTMEHCMPOBaTh
BO3BpaLUATb - BEPHYTb

0OMEHMBATbL - 0OMEHATH

nepenyTaTtb
rapaHTMpoBaTb
XPaHWUTbLCS
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- 166pbili AeHb. CKaxuTe,
noXanymcra, MOXXHO BEPHYTb
TOBAp, KOTOPbIV A KyMNWa B BALLEM
MarasnHe? OH 6pakOBaHHBIN.

- 3npaBcTByiTe. O6LIMHO Mbl HE
BO3BpALLUAEM N HE 06MEHNBAEM
TOBAp. YUTO MMEHHO Bbl KYMWIN U
YTO He TaK C TOBApOM?

- Tpu AHA Ha3aa A Kynuna canoru.
S Hapéna vx Bcerd oauH pas, u
CNIoMancs Kabnyk.

mistake - [1a, K&XeTcs, UTo canoru

complaint ﬂ,eﬁCTBl/'IT’eﬂbHO GQaKéBaHHble. a
complaints book MOCMOTPIO Ha CKaae, eCTb /I Y Hac
warehouse TaKas e napa.

receipt - Cnacvibo 6onblude, HO He HY>XXHO. S

XOTéna 6bl NoNy4YNTb AEHBIM Ha3aa.
- Xopowd. MéXHO NOCMOTPETH Ball
yek?
- [1a, KOHEYHO.

inconvenience
delivery service
article, item, product
discount card

delay - Moxxanyncra, BOT BALUN AEHBIW.
expiry date V|3BVIH1’/'ITe 3a Heyp,QGCTBa.

smell - Huuero, Bcé B nopsake.

stain

case )

faulty, defective Ovandr 2

fresh ) ) ) )
expired, bad (food) = ,El,ofipbwl AeHb. Cnyxba aocTaBku
low-quality CryLIaeT.

- [166pbilt AeHb. S 60tdCb, UTO
MHE JOCTaBUIM HE TO, UTO S
3aKasblBasa.

- OZIHY MUHYTY, noXxanyicra. Kak
BALLM UMS 1 haMnnna?

- MapvHa MBaHoOBa.

- Xopouwd. Homep 3akasa,
noxanymcra?

- Homep 748.

improper, poor

in a proper way

to compensate

to return an item

to exchange

to mix up

to guarantee

to be kept, to be preserved
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Dialogue 1

- Good afternoon. Please, tell me, can
I return an item that I bought in
your store? It's defective.

- Hello. Usually, we neither return nor
exchange merchandise. What in
particular did you buy and what is
wrong with the product?

- Three days ago, I bought boots.

I put them on only once, and the
heel broke.

- Yes, it seems like the boots are
really defective. I'll see in the
warehouse if we have the same
pair.

- Thank you very much, but it isn't
necessary. I'd like to get my money
back.

- All right. Can I see your receipt?

- Yes, of course.

- Here's your money. Sorry for the
inconvenience.

- Don't worry, it's ok.

Dialogue 2

- Good afternoon. Delivery service
speaking.

- Good afternoon. I'm afraid that
I was delivered what I hadn't
ordered.

- One moment, please. What are your
name and surname?

- Marina Ivanova.

- Good. Order number, please?

- Number 748.
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- OTnyHo. [la, Bbl 3aKasbiBanu - Excellent. Yes, you ordered a purple [Ovanér 4 Dialogue 4
néTHee nnatbe GronéToBoro coloured summer dress, size 42.
LBéTa, cOpoK BTOPOro pasMepa. Model 576. - 166pbIlt AeHb. Buepa s kynvn B - Good afternoon. Yesterday I bought

Mognénb 576.

- [a, Bcé BépHo. Ho s nonyuvna - Yes, that's right. But I've received a
NIaTbe Ha pa3Mép 60sbLLE. dress one size larger.

- [omkHO 6bITb, NponsoLwna owmnbka. - There must have been a mistake. I

BALLEM MarasvHe Morypr. Kaxercs, a yogurt in your store. It seems like
Y HEro UCTEK CPOK rOIHOCTM. it is past its expiry date.

- 3n0paBcTByMTE. Mbl HE MPOAAEM - Hello. We don't sell expired food.
NpocpOYeEHHbIE NPOAYKTLI. BoT Here it is written: best before

S cBAXYCb C KypbE€poM, U B
6nvkaniuee BpéMs BaM 06MEHSIIOT
TOBAp. Apec AOCTABKM TOT XKe?
- [a, BCcé TaK xe. Cnacnbo.

- Cnacnbo BaM 3a MOHUMAHME.
Ovanér 3

- [166pbiii AeHb. S xoTéna 6bl
BEpHYTb 3Ty 106Ky. CMOTpWTE, BOT
30€ecb NATHO, a 3aech NOPBAHO.

- 3apaBcTByiTE. K CoXanénuio,

Mbl HE MOXXEM MPUHATb HA3aA
3T0 u3nénue, NOTOMY YTO Bbl €rd
KyMWIM Ha pacnipoadxe. Bor,
BUAUTE, 31€Ch HAMNCAHO: «TOBAP

will contact the courier, and as soon

as possible they'll exchange the item.

Is the delivery address the same?

- Yes, everything is the same. Thank

you.

- Thank you for your understanding.
Dialogue 3

- Good afternoon. I would like to

return this skirt. Look, here there is
a stain, and here it is torn.

- Hello. Unfortunately, we cannot

take this article back because you
bought it on sale. You seg, it says
here: "the merchandise with a
discount is not subject to returns or

3/1€Cb HaM1CcaHo: yrnoTpebuTs Ao 22

HosI6psi. ElLé aBe Hepénw.

- [a, HO Y Herd CTPaHHBbIV 3amax.
MOeT 6bITb, OH XPaHW/ICA B
HEeHaaNeXalmx ycnoBuax?

- Bce npoayKTbl Mbl XpaHUM AOHKHBIM

06paszoM. M3BUHNTE, 3TO NEPBBLIN

TaKOW crydan y Hac. Sl rapaHTUpyto

BaM, YTO BCE MPOAYKTbI CBEXME.

[Jwuanor 5

- OULMAHT! CKaXkMTE, MOXKANYINCTa,

Koraa 6yaeTt rotoB Halll 3aKas?
- Baw 3akas 6yaeT rotoB B TEUEHNE
15 MUHYT. U3BUHUTE 33 33[1EPXKKY.

November 22nd. Still two weeks.

- Yes, but it has a strange smell.
Maybe it was kept in poor
conditions?

- We keep all our products properly.
I'm sorry, this is the first such case
we have had. I guarantee you that
all our food is fresh.

Dialogue 5

- Waiter! Please tell me, when is our
order going to be ready?

- Your order will be ready within 15
minutes. Sorry for the delay. We're

doing our best, but today we have
many customers.

- Okay, hurry up, please. Our lunch
break is already finishing.

Mbl AénaemM BC& BO3MOXHOE, HO
ceroaHs 4eHb MHOTO KIIMEHTOB.

- XopoLuo, NoOTOPOrWTECH,
noXanymcra. Y Hac y»xé
3aKaH4YMBaAETCS NepepbiB Ha 06éa.

- BoT Baw 3aka3. M3BUHUTE, UTO
3aCTaBW/IM Bac XAaTb.

- OT/INYHO, HO Mbl HE 3aKa3biBanu
pbiby. Bbl BCE nepenyTany.

- Ewé pa3 u3BMHUTE, cerMYac

CO CKWOKOW BO3BPATY M OBMEHY He exchanges".
MOANEXUT.

- 51 BCE MOHUMAI0, HO Bbl NPOAANU
HEKAYECTBEHHBI TOBAP.

- 9 coxanélo, Ho Mbl He

MOXXEM BEPHYTb BaM AEHbIU.

EAvHCTBEHHOE, YTO 5 MOTY

NPeAIOXNTb — BblAATh BaM HALLY

JANCKOHTHYIO KapTy B KAUYecTBe

KoMneHcauum. M3BmHUTE 3a

Heynob6cTBa.

MHe He Hy)XHa Ballia AUCKOHTHas

kapTa. [anTe, noxanyincra,

XKaNo6HYI0 KHUIY.

- Bot, noxanyicra.

- I understand everything, but you
sold a low-quality product.

- I'm sorry, but we can't give you
your money back. The only thing
that I can offer is to give you our
discount card as a compensation.
Sorry for the inconvenience.

- Here is your order. I'm sorry to have
kept you waiting.

- Excellent, but we didn't order fish.
You have mixed it all up.

- I'm sorry once again, we'll fix that
Mbl 3TO UCMpaBuM. PaspelunTte now. Let me offer you a dessert on
NpeasioXnTb BaM AECEPT 3a CYET the house to compensate for the
pEeCcTopaHa, YTdbbl KOMMNEHCUPOBAaTL  inconvenience.

Heyao6cTBa.
- Xopouwuo, cnacubo.

- I don't need your discount card.
Please give me the complaints book.

- Here you are. - Good, thank you.
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8. KoHdhepéHums Conference
Hosbie cnosa / New words
npe3eHTaums presentation
Joknan report
“ccnénoBaHve pbiHka market research
rpacdumk chart
AOCKA board
9KpaH screen
BbIBOZA conclusion
pacyéThbl calculations
noaxoa approach
npvbbIIb profit
cnpoc demand
KonebaHue LieHbI price fluctuation
nepeMéHbl changes
nokasaTenb indicator
613HEec-MNaH business plan
NpON3BOANTENBHOCTb productivity
TéMMbl NPOM3BOACTBA productivity ratio
HOBOBBE/IEHNE innovation
HU3KMA low
HebnaronpusiTHbI adverse
npeaBapuTenbHbIV preliminary
MOJIOXKWUTENbHBbIN positive
HarnsiaHo visually, graphically
YBENNYMBATLCS - YBENINUUTHCS to increase
N306paxaThb - N306pasnTb to depict

COBETOBATbLCA - MOCOBETOBATHLCA
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to ask for advice, to consult, to confer

Ouanor 1

- [166pbIii BEéYep, Konnéru. s xoTén
6bl MPECTABUTb BALLEMY BHUMAHWIO
HOBBIV NMPOEKT. Halm aKkcnépTbl
MPOBENN UCCNIEA0BAHUE PbIHKA
JIOMALLHUX 371EKTPONpU6AOpOB.
CKaXKMTE, @ KaKOBbl pe3y/ibTaThbl
NccnénoBaHms?

Bce pesynbTarhl HArMsiAHO
n306paxkeHbl Ha rpadvike. Bl
MOXETE YBUAETb 3TOT rpacuk Ha
CTpaHvue 15 B cBOVX MaTepuanax,
a TaKkke Ha gocké. Bot 3aechb
MOKA3aHO, KaK MOXET YBEIMUYNTHCS
06bEM NPOAAX K CIEAYIOLLEMY
roay.

BonbLude cnacnbo, UBaH MetpdBuy.
Balwa naés nencTBATENBHO HaM
MHTEpécHa. Mbl paccMOTpUM
NPOEéKT noapd6Hee 1 cooblUUM BaM,
CMOXXEM N1 Mbl BOM/IOTUTB €rd B
XXM3Hb.

[Ouanér 2

- [166pbIli AeHb, YBAXXAEMbIE
3KcnépTol. Moxanyicra,
03HAKOMbTECH C 6V 3HEC-TIAHOM Ha
cnéaytolumii roa. Bce npeanoxénus
W BbIBO/bI Bbl MOXETE YBUAETH B
Tabnviue.

- OyeHb MHTEpECHBIV noaxoa. Bl
npeanaraeTe yBeminTb TEMIMbI
npon3BoAcTBa Ha 150 NpoLEHTOB?

- Mo NpeaBapuUTENbHbIM PacYETaM Mbl
MOXXEM AOCTNYb 3TOrO YPOBHS 32
nonréga. Ha Mol B3rsg 31o camoe
yAauHoe BpéMs s pacluMpEHns.

Copyright © www.redkalinka.com

Dialogue 1

- Good afternoon, colleagues. I would
like to bring to your attention a
new project. Our experts have
conducted a market research on
home appliances.

- And what are the results of the
research?

All the results are visually depicted
on the chart. You can see this chart
on page 15 in your documents

and also on the board. Here it is
shown how the sales volume could
increase by next year.

- Thank you very much, Ivan
Petrovich.Your idea sounds really
interesting to us. We will examine
the project in more detail and
let you know if we can make it a
reality.

Dialogue 2

- Good afternoon, dear experts.
Please, get acquainted with the
business plans for next year. You
can see all the proposals and
conclusions on the table.

- Very interesting approach. Are you
proposing to increase the rate of
production by 150 percent?

- According to our preliminary
calculations, we can reach that level
within half a year. From my point of
view, this is the most suitable time
for expansion.
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Ovanér 3

- Noporvie Konnéru, Mo AOoKNIaa o
HALWMX HOBBIX MAEAX U YCyrax
3aKOHYEH. Mbl Y)K€ aKTUBHO
NMPUMEHSIEM AAHHbIE METO/bI Y Hac
Ha pOAVHE 1 B HALWMX hunnanax no
BceMy M1py. Cnacnbo 3a BHUMAHKE.
Ecnm y Bac ectb Bonpocsl, 61 €
yAOBONIbCTBMEM Ha HMX OTBEUY.
Bonblude cnacnbo 3a npeseHTauuio.
BaLum NpoékTbl BNeYaTsioT.
CKaXX1Te, MoXanymcra, Kakom
NPOrHo3 Ha NPUMEHEHME AAHHbIX
mMéTtoaos B Poccin?

Mbl aymaeM, uto Poccvsi rotosa

K AAHHBIM HOBOBBEAEHMSAM. Halu
NPOrHo3 NoNOXUTENbHBIN. XOTS,
BO3MOXHO, Ha 3TO YUAET Bpéms.
Bcé sicHo. Y MeHsi 60nblue HeT
BOMpPOCOB.

Ovanér 4

- A ceiyac s xoTén bbl AaTb CIOBO
HALLEMY MEHEKEPY MO Pa3BUTUIO,
EnéHe MuxaiinosHe.

- Bonblude cnacnbo. S xouy
no6naroaapuTb MOUX KOMNEr 3a
OT/INYHYtO paboTy B 3TOM roay. S
pafa coobLUWTb BaM, UTO CKOPO Mbl
OTKPOEM HOBbIN hununan B Mocksé.
CornacHo MouM pacyétam, 310
YBEJIMUYUT NpUBbITb KOMMAHWUW B TpU
pasza.

- A Bbl y>ké COBETOBAIUCb C HALLMMMU
WNHOCTPAHHBIMW NApPTHEPaAMA?

- [a. OHN NoAAéPXUBAIOT 3Ty UAEH.
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Dialogue 3

- Dear colleagues, my report on our
new ideas and services is finished.
We are already actively applying
these methods in our home country
and in our branches around the
world. Thank you for your attention.
If you have any questions, I'll be
pleased to answer them.

- Thank you very much for your
presentation. Your projects are
impressive. Please tell us, what's
your forecast of the application of
these techniques in Russia?

- We think that Russia is ready for
these innovations. Our forecast is
positive. Although, perhaps, it will
take time.

- Everything is clear. I have no further
questions.

Dialogue 4

- And now I would like to give the
floor to our development manager,
Elena Mikhailovna.

- Thank you very much. I want
to thank my colleagues for their
excellent work this year. I am
pleased to inform you that soon we
will open a new branch in Moscow.
According to my calculations, it will
triple the company's profit.

- Have you already consulted with our

foreign partners?
- Yes. They support this idea.

[Jwuanor 5

- 166pbili AeHb, ViBaH Uropesuu.

K coxxanéHuto, Halla CTaTUCTMKA
yXyawmnack. Mbl NoKasanu XyaLyto
NMpPOV3BOANTENBHOCTb 3@ NMOCIEAHNE
5 ner.

- [166pbili AeHb, TaTbsiHa MIBAHOBHA.
[a, s noHuMato. Ho Mbl aénanu Bcé
BO3MOXHOE.

- MokasaTenum CAMLWKOM HU3KKE. 3TO
MOXET MMETb HEBNAronpUATHbIE
MocnéacTeusi.

- Mbl nocTapaeMcs HalTV BbiXoA U3
3TON CUTyaumu.

- Xopouwd. CooblunTe MHe 0
pe3ynbTaTax Kak MOXXHO CKopée.

[wnanér 6

- Joporvie Konnéruv, naBanTe
o6cyanM nnaH Npoaadx, KOTOpbIi
Bbl BUAUTE Ha 3KpPAHeE.

- A YTO M306paXKAET rpacmk cnpasa?

- 3TOT rpaduk M306paXkaeT cnpoc un

npeasoXxXEéHne Ha ToBapbl. A rpaduk

cnéBa 1306paXxkaeT KonebaHune
LIEHBI.

Bcé noHaTHO. 1 cumnTaio, uTo
BbIBOAB! 3TON MNPE3EHTALIMN OYEHb
Ccy6beKTMBHbI. Balle npeanoxéxHne
O4eHb puckdBaHHO. KoMnaHus
MOXET MOTEPATb MHOTO ZIEHET.

Bbl MpaBbl, €CTb OMNpeaeEHHbIN
pyCK. HO HALIM KOHKYPEHTbI YKé
NCNONb3YIOT AAHHYIO CUCTEMY U
JI0BOJIbHO YCMéLHo. S Aymato, YTo
HaCTynuIo Bpémsl MEPEMEH.
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Dialogue 5

- Good afternoon, Ivan Igorevich.
Unfortunately, our statistics have
worsened. We have shown the
worst productivity in the last 5
years.

- Good afternoon, Tatiana Ivanovna.
Yes, I understand. But we did
everything possible.

- The indicators are too low. This may
have adverse consequences.

- We're going to try to find a way out
of this situation.

- Good, let me know about the results
as soon as possible.

Dialogue 6

- Dear colleagues, let's discuss the
sales plan, which you see on the
screen.

- What does the chart on the right
show?

- This chart shows the demand and
supply of the products. The chart on
the left shows the price fluctuation.

- Everything is clear. I believe that
the conclusions of this presentation
are very subjective. Your proposal is
very risky. The company may lose a
lot of money.

- You are right, there is a certain
risk. But our competitors are
already using this system, and quite
successfully. I think the time of
change has come.
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