1. TlepeBeauTe cnemyronue MpeAIOKEeHUs, oOpalias BHUMaHue Ha WHPUHUTUB U

repyHauil B QyHKIUU ONPEIeTICHUS:

1. Give me something to eat.

2. Have you got anything to declare?

3. He was the first to realize the situation.

4. The method to be followed is based upon some peculiar properties of these
rays.

5. Here are some more figures to be referred to later.

6. There are some other properties of water to be considered at this point.

7. There are only a finite number of wave numbers to characterize electronic
states.

8. Pictographic writing is a true writing, since it is a means of recording

language, not just an alternative way of expressing the concepts which language
expresses.

9. I don’t see any use in going there.

10. There is no necessity of making any corrections.

11.  Tea ceremony requires years of training and practice to graduate in art.

12.  The observed intensity of the radiation thus emitted depends on the
probability of there being an electron in the upper level of the transition.

13.  There is some reason for questioning this assumption.

JIornko-cMbIC/IOBbI€ CBsI3M (BBOJHBIE CJI0OBA)

BBoaHbie clO0Ba B AHIJIMHCKOM SI3BIKE CIIyXKaT JJIi TOrO, YTOOBI CBSI3aTh
MBICJIH, CJIEAYIOIIUE OJHA 34 JIPYrol B NMHUCHbMEHHOM WM YCTHOM pe€uYd, APYr C
JpyroM. OTH CJIOBAa HE TOJIBKO COEIUHSIIOT HJIEH, OHU TaKKE MOTYT BBECTHU
HEKOTOpbIE HU3MEHEHUs] B COOOIIECHHE, MPOJEMOHCTPUPOBATH KOHTPACT WJIU
MMPOTUBOMNOCTABIICHUE, BBIICICHUE WA COTJIAIICHUE, LeNb, pPEe3yJbTaT WIH

3aKJIFOYCHHUC.



BBojaHble cjioBa coryacus, 100aBjeHHs, CXOJACTBA

BBonneie cioBa Ttmma “‘also’, ‘likewise’, ‘in addition’, moreover,
furthermore, not only ... but also B aHriauiickom si3pIK€ OMOTAIOT MPEJIOCTABUTH
JOTIOTHUTENBHYIO WH(OPMAINIO, TMOAYCPKHYTh HJICI0, BBIPA3UTh COTJIACUE C
MPEIBIIYIIEH MBICIBIO.

BBoaHbIe CJIOBA MPOTHBONOCTABJIEHHS, OTPAHUYEHUSI, MPOTHBOPEYHUsI

Takue BBOJHBIC CJIOBAa B AHTJIMMCKOM SI3BIKE BBIPAXKAIOT Ty MBICIb, YTO
CYIIIECTBYET OYEBUIHOE TPOTHBOIIOCTABICHWE WM YKa3bIBAIOT Ha HAJIWYUC
aIbTEPHATUBBI, TAKUM 00pa30M CO3JaeTcsl KOHTpacT. in contrast, besides, on the
other hand, on the contrary, at the same time, although, in spite of, even so /
though, however, nevertheless/

BBoaHbIe cjI0Ba MPUYMHBI, ycjaoBusi, meau in order to , provided that,
because of unless due to

Takue BBOJHBIE CJIOBAa MOTYT IepefaBaTb OCOOCHHBIC YCIOBUS WJIU
HaMEPEHUS B aHTJIMICKOM SI3BIKE.

BBo/HbIE C/I0BA MPUMEPOB, MOIEP:KKH, aKIIeHTHpPoBaHus iN other words,
especially, in particular.

Takue BBOAHBIC CIIOBA WCIIOJB3YIOTCS B AHTJIMMCKOM SI3BIKE NJIsi BBEICHUS
MPUMEPOB, 0003HAYEHUSI BAXKHOCTU WJIM B KaueCTBE JIEMOHCTpAIlUU, YTOOBI Ues
ObLJIa MOHATHOM CITYLIATENI0/YUTATEIIO.

BBoauble ciioBa 3¢ ¢exra, cjIeCTBUA, Pe3y/IbTaTa

HekoTopble U3 3THMX BBOJHBIX CJIOB HCITOJIB3YIOTCS B aHTJIMACKOM SI3BIKE JIJISI
TOTO, YTOOBI TIOKA3aTh, UTO MOCJIC OMPEACICHHOTO IepHoIa BPEMEHHU ObLITN KaKue-
TO TIOCJICACTBUS WJIM ObLI onpeenaeHHbIi a3 dekT. as a result, thus, in that case, for
this reason, for mockombky, then, hence, consequently, therefore, accordingly.

BBo/HbIE CJIOBa 3aKJIKYEHHUsI, HTOra, MoaATBep:kaeHus in short , generally
speaking, as shown above, altogether, in brief, in the long run , usually, to sum
up, on the whole, in fact, after all, in conclusion, hence. Takue BBOJHBIC CllOBa
WCIIOJIB3YIOTCS B QHTJIMMCKOM SI3bIKE JJII TOTO, YTOOBI CHENaTh 3aKIOYEHUE,

MMOJIBECTH UTOT, 0003HAYHUTH OOIIUH BBIBO/I.



6600HOE€ C/1080 Ilpumep

_ "He was very persuasive; accordingly, | did what he
accordingly: so ced
asked.

besides: in addition || like the job. Besides, | need the money.
likewise: in addition  The region is beautiful. Likewise, the climate is excellent.
consequently: so She had a fever; consequently, she stayed at home.

He is a good friend. Hence, | was not embarrassed to ask
hence: for that reason |
him for help.

We wanted to arrive on time; however, we were delayed
however: but )
by traffic.

moreover: in addition She is very intelligent; moreover, she is very ambitious.

otherwise: if not, or _
| We should consult them; otherwise, they may be upset.
else

_ It is a long way to the beach. Still, it is a fine day to go
still: but o
swimming.

then: next, afterwards We went shopping, then we had lunch.

therefore: for that
| was nervous; therefore, | could not do my best.
reason

o He travelled as quickly as possible. Thus, he reached
thus: so, in this way
Boston the next day.

Ynpasicnenusn
1. TlepeBenauTe mpeIOKEHUST HA PYCCKHUM S3BIK, OOpalias BHUMaHUE Ha BBOIHbBIC

CJIOBA.



1. John didn't pay his tuition. Consequently, he was dropped from all his
classes.

2. You should be on time to class. Moreover, you should do your homework.

3. Buying and living in a 200-year-old house would be interesting; on the other
hand, it would probably be very expensive to maintain

4.  Jack is seven feet tall. Indeed, he is a large man.

5. Mount Whitney is very tall; in fact, it is the tallest mountain in California.

6.  Jane had a bad experience shopping at that store; consequently, she decided
never to shop there again.

7. Growing apples is an interesting hobby which provides me with a lot of

pleasure; furthermore, | don't need to buy apples at the store.

2. BoibepuTe npaBUIIbHBIN BapHaHT.

[Ipumep:

(1) Will you come with me? (Also, Otherwise) | shall have to go alone.

Will you come with me? Otherwise | shall have to go alone.
(2)She is kind. (However, Consequently) she is rather forgetful.

She is kind. However, she is rather forgetful.

1. Ted is very good at maths; (besides, on the other hand), he isn't very good at
English.

2. The weather wasn't nice. It rained very hard. (However, As a result), the game
was cancelled.

3. Yesterday Silvia was ill and should have stayed home; (however, besides), she
went to school.

4.You'll have to start taking better care of your body and stop smoking;
(consequently, otherwise), you'll die early.

5. Patricia and Karl lost interest in each other; (however, consequently), they both

agreed to a divorce.



6. The child was sleepy. (Otherwise, Therefore), we went home early.
The food was delicious. (Likewise, Nevertheless), the service was excellent.

7. You need to put more effort into your work; (otherwise, instead), you won’t get
a passing grade.

8. We wanted to spend the day at the beach; (however, therefore), it rained so we
stayed home.

9. She is a very smart girl; (therefore, however), it’s not at all surprising that she
gets such good grades.

10. The book is long. (Consequently, Furthermore), the vocabulary is difficult.

3. HquHTaﬁTC TCKCT, COCTAaBbTC I1JIaH WU HAITMIITUTC TC3UCHI.

There are several ways building materials can impact upon human health.

o Firstly, there is human exposure during the manufacturing process.
o Secondly, there are associated health effects during installation procedures.
o Thirdly, there are health impacts during use and maintenance.

o Lastly, there is exposure during both removal and disposal.

Most people are now aware that interior environments can impact upon their
health and well being. Poor indoor air quality, inferior lighting and inadequate
ventilation rates are only a few of the factors that contribute to sick building
syndrome, building related illness and unhealthy interior environments.

Incorporating environmental responsibility into construction activities
requires the recognition of the relationship between human health and indoor air
quality. More and more, people are experiencing a lower tolerance to chemical
emissions. Many products and materials traditionally used in construction are
known to be toxic. Some adhesives contain hazardous solvents such as xylene,
toluene and acetone, solvents that remain in a highly volatile state until the

materials 'cure'. Other materials, such as paints, finishes and certain types of



composite wood products, may contain formaldehyde which can be toxic, or at the
very least irritating.

Human health is a complex interaction of many factors, some of which are
determined by heredity, diet, age, general health and exposure. Airborne pollutants,
toxins, moulds and mildews, particulate, humidity levels, ions, radioactive
elements, light, electromagnetic fields, temperature and noise can additionally
affect human health. The problems associated with indoor air pollution can be
resolved only partially by mechanical means such as exhaust ventilation, which
simply redirects the pollutants elsewhere. The best strategy for reducing exposure

to toxins and related health risks is to minimize or eliminate pollution at the source.

Kak Hanucatnb pe3roMeE Ha AHIJINICKOM sI3bIKe

Kak u B pe3tomMe Ha pPYCCKOM $3bIKE, BBIACISIOT TPU BHJIA PE3IOME:
XPOHOJIOTHYECKOE, (YHKIIMOHAIBHOEC M KOMOWMHUpOBaHHOE. UYTOOBI COCTaBUTH
pe3loMe Ha aHTJUHCKOM S3bIKE, HEOOXOAUMO BCIO HH(pOpMmaiuio pa3OuTh Ha
YJacTH.

PestoMe, kak IpaBMIIO, COCTOUT U3 CIAEAYIOMUX OJIOKOB:

Heading (First Name, Surname, Date of birth, Address, Phone (Cellular
phone, Home phone), E-mail) — manka gokymeHTa. DTOT pa3men pe3rome
BKJIIOYaeT B ce0si: ums, ¢daMuiauio, JaTy pOXKACHHS, aapec MNpPOKUBAHUS,
KOHTAaKTHbIE TeleQoHbl (MOOWIIBHBIM, JOMAIIHHI), AJICKTPOHHBIM  ajpec
COMCKATEs.

Objective — nienb. B 3TOM 010Ke yKa3bIBaeTCs, KaK MPaBHJIO, JOHKHOCTD, Ha
KOTOPYIO TIPETCHAYET COMCKaTeNb Ju00 cdepa, B KOTOPOW OH ILIAaHUPYET
pa3BUBATHCHA.

Work Experience (Dates, Position, Title of company, City, Major Dulties,
Special Projects, Accomplishments). Jlanublii pa3ien ONMUCHIBACT OMBIT PaOOTHI
corckatens (mepuo paboThl, TOKHOCTh, HA3BAHUE KOMITAHUH, TOPO/I, OCHOBHEIC

06}138,HHOCTI/I, IIPOCKTHI, I[OCTI/I}KGHI/I}I).



Education (Dates, Title of educational institution, Major, Degree). Dto
paszen conaepkut uHpopMmaiuo 00 o0pa3oBaHWU COMCKaTens (Tepuoj] ydeOsl,
Ha3BaHUE y4yeOHOTrO 3aBE/ICHUs, CIIeIMAIM3allus, 3BaHue/yueHas: cTeneHp). Takxe
3]1€Ch MOXKHO YIIOMSIHYTb O JOMOJHUTEIIBHOM 00pa30BaHUU: TPEHUHIaX, Kypcax.

Honors (Title, Awarding Organization, Date(s)) — Harpaasl (Ha3BaHHE
Harpajpl, OpraHu3alus, KOoTopas BpyuyWsa, Jara) — YyKa3bIBaeTCd IO Mepe
BO3MOKHOCTH.

Publications (Title and Type (Note, Article, etc.), Title of Publication
(Journal, Book, etc.), Publisher, Date Published) — myOaukaruu B rasere, xypHaje
(Tema myOJuKaIuu, TUM — 3aMEeTKa, CTaThd U T.I., B KAKOM >KypHaJie WJIU Ta3eTe
ObL1a OIy0JIMKOBaHa, laTa MyOJuKaIMK ) — YKa3bIBae€TCs [0 MEPE BO3MOXKHOCTH.

Special Skills (fluency in a foreign language, knowledge of a particular
computer application) — npodeccuonanbHble HaBbikK (3HaHUe [1K, MHOCTpaHHBIX
A3BIKOB).

Personal Information — nuunas wadopmanus. B maHHOM O5I0OKE MOXKHO
yKa3zaTh CBO€ Xx000U, ceMelHOe MOJI0KEHHE, JTMYHbIC KaueCTBa U T.I1.

References — pexomenmanuu. Eciu mmeercs BO3MOXHOCTh MPEIOCTABUTH
pPEKOMEHJAIMU C TPEIbIAYIIEro MecTa paboThl WK y4dyeObl, MOXKHO yKa3aTh B
koHile pestome: «References are available upon requesty (Pekomenmanuu OyayT
MIPEIOCTABIIEHBI 110 TPEOOBAHHUIO).

B BepxHem yriy pe3ioMe Ha aHIVIMICKOM MOXHO TOMECTUTh (OTO

COHUCKATCJIA.

CTpyKTypa 1eJI0BOT0 MHUChMAa:

. Kommanus u anpec ornpaBurens — Sender’s address

. Nms, pomxHOCTH, KOMIaHus, aapec nonydarens — Addressee’s name, title,
company, address

. Ucxonsmmii HoMep aapecara u otnpasutens — Your ref / Our ref/

. Jara — Date

. Obpamenue — Salutation(Dear...)



6.
7.
8.
9.

Tema mucbeMa — Subject
Conepxxanne niucbMma — Letter Content (Body of the Letter)
Oxonuanue — Complimentary close (Yours...... )

[Toamwucs — Signature

10.Ums u gomkHOCTh oTipaButens — Sender’s name and title

11.Broxenue/ npunoxenne — Enclosure.

A e

o

CopnepikaHue JIeJI0BOIo MUChbMa M €ro CTWJIb 3aBHCAT OT XapakTepa mucbMa. Tem
HE MEHEee, €CTh 0OIlKe MpaBUIa:

[TrcbMO HOMKHO OBITH TAKOHWYHBIM B HH(POPMATHBHBIM.

[IpensioskeHust HE TOJKHBI OBITH JUIMHHBIMU U CIIOKHBIMH.

He ynotpebiidiite cokpamieHus B A€JIOBbIX MACbMaXx.

Ecnu Mexay Kakaoi 4acTu MUcbMa — MpoOebHasl CTPOKa, HET HE0OXOAMMOCTU
HAYMHATh HOBYIO YaCTh C KPACHOM CTPOKH.

[TucbMO HE AOMKHO COepkKaTh 00JIee OJTHON CTPAHULIBI.

OO0s13aTenbHO COXPAHAMTE KOMHUIO JEJIOBOTO THChMAa, OHO IOHAJO0UTCA U B
Oyay1iem.

[Tpu COBPEMEHHOM JTOMUHHPOBAHUU AIIEKTPOHHBIX CpENCTB
KOPPECTIOHJIEHITMN (KOTOPBIE 3a4acTyl0 HE JIOKAJM30BaHbl M BBIMOJIHEHBI Ha
aHTIIMHACKOM SI3bIKE) BAXKHO HE IMOTEPATh KYJIbTYpPY BEICHUS ITOKYMCHTAIlUH B
MPUHIIAIIE W JICJIOBOM TEPENUCKH B 4YacTHOCTHU. Bam mapTHep mo OmsHecy 0e3
Tpya MOMMET, UMEET JIU OH JeNo ¢ npodeccuoHanoMm uiu roouteneM. KauectBo
COCTABJICHHMSI MHChMa HA AHTJIMHCKOM S3bIKE — 3TO KauyecTBO pabOTHl Bamiei
KOMITaHUH.

[ToMHS O ponm KOHTpOJIsA 3a OW3HEC-KOMMYHHUKAIMEH, Ha4HeM ¢ Qopmara
JIEJIOBOTO  TMChbMA:  TOCJIEIOBATEILHOCTh  O(OPMIICHHUS  JIEJIOBOTO  ITHUChMa

OCYHICCTBJACTCA B CIICAYIOIICM IMOPSAAKE.

Tunbl 1eJ10BbBIX IHCEM.

[Mucemo-no3apasnenue - Letter of Congratulation
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[Tucemo-nipurnanrenue - Letter of Invitation
[Tucemo o mpuéme Ha padorty - Letter of Acceptance
[Tucemo-3asBienne — Application letter
[Mucemo-nipenoxenne - Commercial Offer
[Tucemo-xanoba — Letter of Complaint
[Tucemo-3amnpoc, TpeboBanue — Enquiry Letter
[Tucemo-oTBeT Ha 3ampoc — Reply(Quotation)

[Tucemo-BeTpeuHoe mpeiokenue — Counter — proposal

10.1TuceMm-3aka3 — Order

11.0T1Bert Ha 3aka3 - Response to Order

12.Cuér-daxtypa — Invoice

13.ITucemo-otuét (U3 Ganka), cuét — Statement

Ynpasxcnenusn

1. CoequnuTte (passl U UX TEPEBO/I:

CV vocabulary

1 | job experience 1) | uenb moucka paboThI

2 | cover letter 2) | IJIaBHBIC JOCTHXKCHUS

3 | references are available |3) | compoBoauTenbHOE TUCHMO

upon request

4 | job goal 4) | pekOMeHIAMH JOCTYIHBI [0
3anpocy

5 | key functions 5) | ombIT paboOTHI

6 | main achievements 6) | xiroueBbie PyHKIUH

7 | core skills 7) | KJIFOYEBbIC HABBIKH

8 | establishing effective | 8) | moamepkka KIMEHTOB

relationships

9 | participating in projects 9) | MOMCK HOBBIX KIIMEHTOB

10 | customer support 10) | ycranoBinenue  3(h(HEKTUBHBIX




OTHOLIEHUU

11 | searching new clients 11) | ygacTue B MpOCKTaxX
12 | negotiating with clients 12) | BeacHHE OTYETHOCTH
13 | Reporting 13) |onTuMH3aMs ~ CYIIECTBYIOUIUX
MPOIIECCOB
14 | job hunting 14) | BegcHHE IICPErOBOPOB C
KIIMEHTAMH
15 | optimization of  existing | 15) | mouck paboThI
processes
16 | market/competitors’ analysis | 16) | mpoBeaeHHE TPEHUHTOB
17 | making presentations 17) | aHanu3 phIHKA/KOHKYPEHTOB
18 | conducting training courses | 18) | mpoBeneHne Npe3CHTAAN
19 | Budgeting 19) | ynpaBneHuWe M MOTHBAIUS
KOMaH bl
20 | staff recruiting and | 20) | opraHu3aNUs MEPOTIPUATHIA
development
21 |staff  management  and |21) |e3aUTH B KOMaHIUPOBKU
motivation
22 | organizing events 22) | mogbop nepcoHana
23 | to go on business trips 23) | bopmupoBanue Or0KETA
24 | full-time employment 24) | paboTa 10 COBMECTUTEIIBCTBY
25 | part-time employment 25) | OIBITHBIM
26 | at a salary of 26) |pabora Ha TONHBIA pabounii
J€Hb
27 | Advertisement 27) | oTmen
28 | responsibilities, duties 28) | ¢ 3apabOTHOI IIaTOMN
29 | graduated with high honors | 29) | oObsBICHHE
30 | to cancel an appointment 30) | oOs3aHHOCTH
31 | Department 31) | OKOHYEH C KPaCHBIM AMITIOMOM




32 | Experienced 32) | OTMEHHUTH BCTPEUY

33 | till present 33) |moctymute Ha  paboTy B
KOMITAaHHIO

34 | join the company 34) | mo HacTosIIee BpeMs

2. CocTaBbTe CBOE pE3IOME Ha aHTJIMHCKOM SI3bIKE TI0 MPEIJIOKEHHOMY IUIaHY:

Personal details (name, address, telephone, email) — nuunbIc 1aHHBIC
Job objective — nenn

Education — o0Opa3oBanue

Qualifications — gumaoMel, CBUAETEILCTBA

Work experience — omsIT paboThI

Skills — naBbIKH

Interests — unTepech

References — pexkomenanuu

... (First Name, Surname)

... (Address (Number of your house, Street, City, Region, Country))
... (Date of birth)

Cellular phone: ...(Number), Home phone: ... (Number)

E-mail: ...

OBJECTIVE To obtain a position as ...
or
Apply my skills as ...
or

A careerin ...

ACCOMPLISHMENTS ... (sphere of action)
... (accomplishment);



... (accomplishment).
.. (sphere of action)
.. (accomplishment);

.. (accomplishment).

WORK EXPERIENCE
... (Dates) ... (Position)
... (Title of company)

... (City)
Type of business - ...

... (Dates) ... (Position)
... (Title of company)

... (City)
Type of business - ...

EDUCATION
... (Dates) ... (Title of educational institution, Major, Degree)
... (Dates) ... (Title of educational institution, Major, Degree)
SKILLS Computer: ... (Name of program)

Languages: ... (Native and foreign)
HONORS ... (Title, Awarding Organization, Date(s))
PUBLICATIONS ... (Title and Type, Title of Publication, Publisher, Date

Published)



PERSONAL ... (Hobby etc.)
INFORMATION

REFERENCES Available upon request

Ilpouumaitme u nepeeeoume mekcm. Boinonnume ynpajxcnenus K mexcmy.

Expense management

Expense management refers to the systems deployed by a business to
process, pay, and audit employee-initiated expenses. These costs include, but are
not limited to, expenses incurred for travel and entertainment. Expense
management includes the policies and procedures which govern such spending, as
well as the technologies and services utilized to process and analyze the data
associated with it.

Expense management automation has two equally important aspects - the
process an employee follows in order to complete an expense claim (for example
logging a hotel receipt or submitting mobile phone records) and the activity
accounts or finance staff undertake to process the claim within the finance system.

Typically, a manual process will involve an employee completing a paper,
spreadsheet, or Graphical User Interface-based expense report which they then
forward, along with the relevant tax invoices (receipts), to a manager or other
controller for approval. Once the manager has approved the claim, they forward it
on to the accounts department for processing. The accounts staff then key each
expense item into the company's finance system before filing the claim and
receipts away. In a Software as a Service implementation, these processes are
largely automated and the submission and approvals processes are transacted
electronically.

There are three main factors that drive an organization to automate their

expense management processes:


https://en.wikipedia.org/wiki/Data_processing
https://en.wikipedia.org/wiki/Data_analysis
https://en.wikipedia.org/wiki/Finance_system
https://en.wikipedia.org/wiki/Spreadsheet
https://en.wikipedia.org/wiki/Graphical_User_Interface
https://en.wikipedia.org/wiki/Expense_report

. Compliance focus: The need to reduce the current risk levels
posed by non-compliance with internal policies and external tax/government
regulations

. Cost reduction: The competitive pressure to reduce processing
and auditing costs associated with expense reports

. Employee productivity: The organizational pressure to improve
employee productivity and satisfaction

An automated solution typically provides the ability to code, approve and

report on expenses.

Questions:

1.
2.

What does expense management refer to?

Which from two aspects of expense management automation is more
important?

Who can approve expense report?

What do you understand by the term “cost reduction”?

What provides the ability to code, approve and report on expenses?


https://en.wikipedia.org/wiki/Employee_satisfaction

