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1. HEJIA U 3AJAYY OCBOEHUSA JUCIITUITIJINHbBI

1.1 | LJenu: ®opMupoBaHHe MHOA3BIYHOM KOMMYHHKATHBHON KOMIIETCHIINH JUIS JEIOBOTO OOIICHUS B YCTHOH M IMHCHMEHHOM
¢dopmax.

1.2 | 3aoauu: - ocBOeHHE rPaMMAaTHYECKOTO M JEKCHYECKOro (OOIIEero ¥ TEPMHUHOIOTHYECKOI0) MHHIMYyMa B 00beMe,
HEO0O0XOMMOM IS IJIOBOTO OOIICHUS Ha MHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHNE KOMMYHHKAaTUBHBIX YMEHHH YCTHOTO M MHCHMEHHOTO J€ITOBOTO OOIICHUS Ha MHOCTPAHHOM SI3BIKE;
- (hopMupoBaHHEe yMEHHI BBHINOJIHATH IIEPEBO MPOPECCHOHATIBHBIX TEKCTOB C MHOCTPAHHOTO (-BIX) Ha
TOCYIAapCTBEHHBIN S3BIK U 0OpaTHO.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxkn (pazpen) OOIT: b1.0

2.1 | TpeGoBaHusl K IPpeIBAPUTEIbHOI IOATOTOBKE 00y4aI0IErocs:

2.1.1 | IlpeauecTByromieil st U3y4eHUs JUCUUILINHBI SBIseTCs quciuiuinHa « MHOCTpaHHBIN S3bIK» HA MPENbIIyLIEM YPOBHE
oOpa3oBaHMUsL.

2.2 | JMCHMILUTMHBI M PAKTHKH, JIsl KOTOPbIX OCBOECHUE TAHHOMH TUCIHILITMHBI (MOXYJIs1) HEOOX0TUMO KAK
npeamecTByomiee:

2.2.1 | BeimonHeHue, MOATOTOBKA K MPOLEAYPE 3aIUTHI U 3aIlIMTa BBITYCKHOHN KBaJH(PHUKALIMOHHONW PabOTHI

3. KOMIIETEHLIMHA OBYYAIOLETOCSI, ©OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUC LM T INHBI
(MOJLYJIST)

YK-4: Cnioco0eH NpMMeHATH COBpeMEHHbIe KOMMYHMKATHBHbIE TEXHOJIOTHHU, B TOM YHCJIe HA HHOCTPAHHOM(BIX) sI3bIKe
(ax), A9 aKageMH4ecKoro 1 npog)eccHOHAIbHOI0 B3aNMO/1eiiCTBUSA

NJI1-1.YK-4: [leMoHCTpHPYET HHTETPATUBHBIE YMEHH, HEOOXOUMbIE /1JI5l HAMCAHMS, IICHbMEHHOT0 NMePeBoia U
PeAaKTHPOBAHMS Pa3IUYHBIX aKaJeMHUYeCKUX TeKCcToB (pedepaToB, 3cce, 0030pOB, cTATEH M T.]1.)

- 3HACT OCHOBHBIC TPAMMATHUECKHE CTPYKTYPBI; 00IICYOTPEOUTENBHYIO, OOIEKYIBTYPHYIO H IPO(ECCHOHATIBHYIO JICKCHKY;
peueBbIe KIHIIe, HEOOXOIUMBIE ISl OCYIIECTBICHHS JeTOBOM KOMMYHHUKAIIMN HA HHOCTPAHHOM SI3BIKE

- yMEET MOCTPOUTh BBICKA3bIBAHUS B CMOICIAPOBAHHBIX (IIPEAIaracMbIX) CUTyaAIMAX OOIICHUS HA HHOCTPAHHOM SI3bIKE, IIPABUIILHO
UCIIONB3YsI BepOaIbHBIC U HEBEpOAJIbHBIC CPEICTBA OOIICHNUS

- BIIQJICET NHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHS

HNJ1-2.YK-4: [Ipencrasiisier pe3yibTaThl aKaJeMHYECKOl 1 MPOdecCHOHATbHOI 1esiTeIbHOCTH HA PAa3IHYHbIX HAYYHBIX
MEPONPUATUAX, BKIIOYASl MEKIYHAPOAHbIC.

- 3HAeT OCOOCHHOCTH CTHJIMCTHKY HAIMCaHUS O(QHIINAIBHBIX U HEO(DHIHATBHBIX MTHCEM
- yMEEeT BECTH JCNOBYIO IEPEIICKY C YIETOM COLMOKYIBTYPHBIX OCOOEHHOCTEH ¢ MPeJCTaBUTENSIMH APYTUX CTPaH
- BJIaJIe€T TEXHUKOU J€JI0BOr0 MUCbMa HA HHOCTPAHHOM SI3bIKE

NJ-3.YK-4: leMoHCTpUPYeT HHTErPATHBHBbIE YMeHHUs, He00X0AuMBbIe I 3P (eKTHBHOIO Y4aCTHs B aKaJleMHYECKHX U
npodgeccHoHAIbHBIX TUCKYCCHSX.

4. CTPYKTYPA U COIEPKAHUE JUCOUAILINHBI (MOLYJIST)

Koxn HaumenoBanue pasesos u Tem /Bua | Cemectp / | Yacos | Kommneren- | Jluteparypa | Hate | IIpumeuanue
3aHATHS 3aHATHSA/ Kypc MU PAKT.

Paznen 1. Kypc anriuiickoro si3pika

1.1 I'maron to be. 1 6 UJ-1.YK-4 JI1.1J12.1 0 Huckyccusi.
Bpemena anriuiickoro riiaroja rpyrbl na-2.vK-4 [TucemenHBIC
Simple, Active. paboTHI.
ITocTpoeHue BOIPOCUTENBHOTO
NIPEIUIOKEHMSL.

IIpaBuna cnopTuBHOrO 3TUKETA. TEeKCT
"My profession."

How to write a resume and a job

application letter.
/J1ab/




1.2

I'maroxn to be.

BpeMeHa aHrITHICKOTO II1aroiia rpyIibl
Simple, Active.

ITocTpoeHue BONIPOCUTENBHOTO
MIPEAT0KEHHS.

Tekct "My profession."

How to write a resume and a job
application letter.

/Cp/

70

NJ-1.YK-4
WJI-2.VK-4

J1.1J12.1

1.3

BpemeHa aHrIMHCKOro riiaroyia rpyibl
Progressive, Active.

MopabHbIe TJIATOJBI K MX 3aMCHHUTEIIH.
Tekct "The sports I play."

Join the debate.

/J1ab/

WJ-1.VK-4
WJ1-2.VK-4

J1.1J12.1

Juckyccus.
Ponesast urpa.

1.4

Bpemena aHruiickoro riaroja rpymmisl
Progressive, Active.

MoganbHbl€ TJIaroJbl H UX 3aMEHHUTEIH.
Texct "The sports I play.”

Join the debate.

/Cp/

58

WJ-1.YK-4
WJI-2.VK-4

J1.1J12.1

1.5

I'maron to have

BpemeHa aHIIMICKOro riiaroia rpyibl
Perfect, Active

OMbpaTrueckas KOHCTPYKIHS it is/was ...
that/who

Texct «The Psychodynamic and
Behavioral Approachesy.

/J1ab/

WJ-1.VK-4
WJ1-2.VK-4

J1.1J12.1

[IepeBon
TEKCTa.

1.6

I'maron to have

BpemeHa aHTIMICKOro riiarosia rpyibl
Perfect, Active

OMbpaTryeckas KOHCTPYKIHS it is/was ...
that/who

Texct «The Psychodynamic and
Behavioral Approachesy.

/Cp/

75

VJI-1.YK-4
WJ1-2.VK-4

J1.1J12.1

1.7

BpeMena aHTIHICKOTO TI1arojia rpyIisl
Simple, Passive.

JIBoiiHoii coro3 both... and.

Texcr «The Cognitive and Humanistic
Approachesy.

/J1a6/

N-1.YK-4
UJ1-2.YK-4

JI1.1J12.1

Tecr.

1.8

Bpemena anrnuiickoro riarosa rpymsl
Simple, Passive.

JIBoiiHoM coro3 both... and.

Texctr «The Cognitive and Humanistic
Approachesy.

/Cp/

80

NJ-1.YK-4
UJ1-2.VK-4

J1.1J12.1

Paznen 2. [IpomexyTouHas aTrecTauus
(3K3aMeH)

2.1

IMonroroBka k 3x3amMeny /Jk3aMeH/

7,75

NJ-1.YK-4
WJ1-2.VK-4
WJ1-3.VK-4

J1.1J12.1

2.2

Kontpoms CP /KCPATT/

0,25

WJ-1.YK-4
UJ1-2.VK-4
WJI-3.VK-4

JI1.1J12.1

23

KonTtaktHas padota /KoHcIk/

VJI-1.YK-4
WJ1-2.VK-4
WJ1-3.VK-4

J1.1J12.1

Paznen 3. Ilpomekyrounasi arrecrauus
(3auéT)

3.1

IToxroroska k 3auéty /3a4ét/

3,85

VJ-1.YK-4
WJ1-2.VK-4
UJ1-3.VK-4

J1.1J12.1




32 KonrakTHas pabora /KCPATT/ 2 0,15 | UA-1.YK-4 J1.1J12.1 0
na-2.yK-4
na-3.yK-4
Paznen 4. [IpomexyrouHas aTrecTauus
(3auéT)
4.1 IonroroBka k 3auéry /3auét/ 1 7,7 Na-1.YK-4 JI1.1J12.1 0
ua-2.yK-4
na-3.yK-4
4.2 KonrakTras padora /KCPATT/ 1 0,3 Na-1.vK-4 JI1.1J12.1 0
na-2.yK-4
na-3.yK-4

5. ®OHJ OIEHOYHbBIX CPEICTB

5.1. [TosicHuTeILHAA 32l CKA

1. Haznauenne ¢onma orieHOUHBIX cpeacTB. OICHOYHbIE CPEICTBA IPEHA3HAYCHBI A1 KOHTPOIIS U OIICHKH 00pa30BaTeNIbHBIX
JOCTHKEHHH 00yJaromuXcsl, OCBOMBIINX IPOrpaMMy yIeOHOH ANCIUILUTHHEI « ITHOCTPaHHBIH S3BIK».

2. ®OoHA OLIEHOYHBIX CPENICTB BKIIOYAET KOHTPOJIBHBIC MaTEPHAJIBI IS IPOBEICHUS TEKYIETO KOHTPOIS B JOPME TECTOBBIX
3aJJaHUH, POJIEBOH UTPHI, MMCHMEHHBIX PA00T, AUCKYCCHH, TEKCTOB [UIS YTEHHUS U IIEPEBOAA M IPOMEKYTOUHOH aTTECTAINH B
(hopmMe BOIIPOCOB K 3a4eTy, 3a4€Ty C OL[EHKOM.

5.2. OueHoYHbIC CPeACTBA A/ TEKYIero KOHTPOJIs

BxomHO KOHTpOJIE (IPUMEPHOE 3a/IaHKE)

1. He ... at the weekend, he spends time with his family.
1 doesn’t work

2 don’t work

3 work

4 works

2. He played tennis yesterday but he ... .
1 doesn’t win

2 didn’t win
3 don’t win
4 win

3.1 ... for a manager with a lot of experience in finance at the moment.
1 was looking

2 looked

3 look

4 am looking

4.1 ... him since childhood.
1 am knowing

2 have known

3 knew

4 know

5. Beibepute noaxoxsmee otHocuTensHoe Mecronmenue: The principal of Ridgecrest High School, ... had worked there for over
ten years, finally decided to retire.

BapunaHTHI OTBETOB:

1 which

2 who

3 where

4 when

Kpurepun onenku:

Cryznent BoinonaHui 84-100% 3ananuit «OTJINYHO», MOBBIIIEHHBII yPOBEHb

CryzneHT BbIONHUA 66-83% 3agaHuil «XOPOILO», IOPOTOBbIM YPOBEHb

Crynent Bomonsun 50-65% 3aganuil «yJOBIETBOPUTENBHOY, IOPOTOBBIH YPOBEHb

Crynent BoimoaHua MeHee 50% 3a1aHuil «HEYJOBICTBOPUTEIILHOY», YPOBEHB HE CHOPMUPOBaAH




Tect 1 (IIpumepHbIe 3a1aHMs)

1. T can start work at 7:30, 8:30 or 9:30. I'm really glad I can work ... .
1 friendly boss

2 flexible hours

3 high salary

4 company car

2. Her job has a lot of ... . She goes to a different country every month!
1 travel opportunities

2 high salary

3 job security

4 company car

3. Match the sentence beginnings with the endings:

1 I don’t like going a) to music.

2 Jorge quite likes b) holiday in August.

3 Pete and Gregor often play  ¢) watching football on TV.

4 Nick works d) to the gym.

5 We never listen e) hours.

6 Susan loves going f) out to restaurants.

7 I usually go on g) from home once a month.
8 Piet often works flexible h) football on Sunday.

4. Choose the best words to complete the sentences:

1 We can’t meet in my office. It isn’t (big / small) enough.

2 Liam’s presentations are too (long / short). Yesterday, he talked for four hours!

3 My holiday was nice but it wasn’t (stressful / relaxing) enough. We were very busy every day.
4 1 can’t hear you. The restaurant is too (quiet / noisy).

5 I don’t like this book. It isn’t (interesting / boring) enough.

6 1 didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have €100,000!
7 I can’t move this chair. It’s too (light / heavy).

5. Match the questions with the replies:

1 What’s the reason for your visit? a) I’'m staying at the Hilton in the town centre.
2 Where are you staying? b) I’'m here to visit my company’s head office.
3 What’s your hotel like? c) I play golf.

4 How’s your business doing? d) I work flexible hours, which is great.

5 What do you do in your free time? e) Between 40 and 50 hours.

6 Do you meet your colleagues after work? f) We're doing quite well.

7 How many hours a week do you work?  g) The room is very comfortable.
8 What do you like best about your job?  h) From time to time.

9 Where are you from? i) I'm from Italy.

Kpurepun onenxu:

Cryznent Boinonanui 84-100% 3ananuit «OTJINYHO», MOBBIILIEHHBII YPOBEHb

CryzneHT BbIIOIHUI 66-83% 3agaHuil «XOPOILO», IOPOTOBbI YPOBEHb

Crynent BomonHuI 50-65% 3agaHuil «yJ0BIETBOPUTEIBHOY, IOPOTOBBIH YPOBEHb

Crynent BbinoaHua Menee 50% 3a1aHuil «HEYJOBIETBOPUTEIILHOY», YPOBEHb HE ChOPMUPOBaAH

Tect 2 (IIpumepHbIe 3a1aHNs)

1. Complete the conversation with words: a restaurant / August / Friday / Barcelona / Germany / golf / Poland / Polish
A Is Kasia from ?

B No, she isn’t. She’s from Warsaw, in

A Really? And is her husband also ?

B Yes, he is.

A Does Kasia work at home one day every week?

B Yes, that’s right. She works at home every
A When does she usually go on holiday?

B She goes on holiday every . It isn’t a busy month in the office. She usually goes back to Poland but last
year she went to , in Spain.

A Do you and Kasia sometimes play at the weekend?

B No, Kasia doesn’t play but we sometimes go to after work.

2. Complete the conversation with words: are / does / don’t / how / is / 'm / what / what’s / where / works




Al Ursula Becker.
B Nice to meet you, Ursula. My name’s David Lopez.

A you a sales manager?

B No, I’'m not. I work in television.

A your job?

B I’'m Director of Advertising.

A do you work?

B At Channel 10.

A your wife in television, too?
B No, she isn’t. She works for a magazine.

A does she do?

B She’s a graphic designer.

A she travel in her job?

B No, but she sometimes at the weekend.
A often does she do that?

B Two or three times a month.
A What about you? Do you work at the weekend?
B No, I

3. Match the sentence beginnings with the endings.

1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 1 have a c) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

8 I’'m very sorry h) problem with my new laptop.

4. Complete the text with words and phrases: book / buy / check in / collect / go through / take / watch

I travel abroad for work about once a month. I always (1) my ticket and (2)

hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive at the airport, I can
immediately (3) security. I never (4) the in-flight movie. On the plane, I like to work
on my computer.

When I arrive at my destination, I don’t have to (5) my luggage because I carry it on the plane with me. I
usually (6) a taxi to my hotel. After I (7) at the hotel, I usually go for a walk. After a

long flight, I need the exercise!

5. Complete the sentences with the correct form of do.

1 He have a laptop. He says it isn’t necessary.
2 she have a meeting today?
3 Where you usually have lunch?
4 A Do you know Raymond Smith?
B No, I .
5 They come to work on Mondays. It’s their day off.
6 A Do you have any questions?
B Yes, we .
7 you have training every April?

Kpurepuu oneHku:

Cryznent Beinonanui 84-100% 3ananuit «OTJINYHO», MOBBIIIEHHBII YPOBEHb

CryzneHT BbIIONIHUI 66-83% 3agaHuil «XOPOILO», IOPOTOBLIM YPOBEHb

Crynent BomonHun 50-65% 3agaHuil «yJ0BIETBOPUTENBHOY, IOPOTOBBIN YPOBEHb

Crynenrt BoimonHun Menee 50% 3a1aHuil «HEYJOBICTBOPUTEILHOY», YPOBEHb HE CHOPMUPOBaAH

Tect 3 (IIpumepHbIe 3a1aHNs)

1. Choose the best word to complete the sentences.

1 Apple pie is usually served as a (starter / dessert).

2 (Cabbage / Salmon) is a type of vegetable.

3 In most countries, you leave a (soup / tip) for the waiter in a restaurant.

4 (Sushi / Tiramisu) is a common main course in Japan.

5 ‘Bill’ in London restaurants means the same as (‘check’ / ‘receipt’) in New York restaurants.
6 (Ice cream / Paté) isn’t usually served as a dessert.

7 The waiter usually brings you the (menu / bill) at the start of the meal.

2. Complete the short conversations with any, some, much or many.




1 A How coffee do we have?
B We don’t have any.

2 A How days off do you get every year?
B 21.
3 A T’ve just made a pot of tea. Would you like more?
B Yes, please.
4 A Are there a lot of engineers in your office?
B No, there aren’t . We’re all businesspeople.
5 A Do you have soup today?
B Yes, we do. We have vegetable soup.
6 A How time do you have free this afternoon?
B Sorry, I don’t have any. I'm really busy.
7 A Are there cars in the car park?

B Yes, there are.

3. Complete the text with the correct form (present simple or past simple) of the verbs in brackets.

My company (1) (provide) training every year for all employees. Last month, I (2) (go) on a
three-day training course about project management. It (3) (be) an interesting three days. We (4)

(read) case studies about successful and unsuccessful projects and then (5) (discuss)
them. The quality of the training (6) (be) always very high and every course (7)

(give) us a lot of useful information.

4. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

6 So that’s a single room for two nights?

7 Can I pay with American Express?

8 Hello, Hotel Carmen. How can I help you?

a) Sure. It’s a Visa. The number is ...

b) I'm sorry, there isn’t but you can leave your car on the street in front of the hotel.
c) It’s €100.

d) Yes, you can. We take all major credit cards.

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

h) Yes, there is. And it’s open 24 hours a day.

5. Complete the conversation at a trade fair with the correct form of the verbs: be / close / come / cost / deliver / have / include /
weigh

A Tell me about your new MP3 player.

B What would you like to know?

A Tell me about the design.

B Well, it a unique design. It’s the only player on the market now with this type of lid.
A What’s special about it?
B You can it easily. It protects the player. It makes it very tough. The target market for this model is

teenagers who want to look cool.
A What about colours?

B Well, it in three colours: red, black or green.

A It’s very lightweight and compact.

B Yes, it about 150 grams and it just 10 centimetres long.

A What about the price?

B If you order from our website, it eighty dollars. The price postage and packaging
and we can in three days.

Kpurepnu oreHku:

Cryznent Beinonnui 84-100% 3ananuit «OTJINYHO», MOBBIILIEHHBII YPOBEHb

CryneHt BbIoNHUI 66-83% 3agaHuil «XOPOIIOY, TOPOTOBBIIl yPOBEHB

CrynenT BoinosHUI 50-65% 3a1aHuil «yJOBIETBOPUTEIILHOY, IOPOTOBBIA YPOBEHB

CryzneHT BeIOIHIIT MeHee 50% 3a1aHuil «HEYJIOBIETBOPUTEIBHOY», YPOBEHb HE C(HOPMHUPOBAH

Tecr 4 (ITpumepHbIe 3a1aHU)

1. Complete the sentences with words: export / home / luxury / mass / niche
1. Nike sports clothing sells to a market.




2. High-quality, expensive goods sell in a market.

3. markets are usually small but profitable.
4. Products sold inside the producer’s country are sold to the market.
5. markets are outside the producer’s country.

2. Write the numbers in words.

1.540

2.6,370

3.29,606

4.902,000

5.4,225,094

6.12.6%

3. Match the words and phrases on the left with a word or phrase on the right with the same meaning.
1. begin a) manufacture
2. make b) sell abroad
3. have a workforce of c) launch

4. export d) employ

5. introduce e) provide

6. supply f) start

. Put the words in the correct order to make sentences.
.were / When/ Germany / in/ they/?

When were they in Germany?
2. company / leave / the / John /Did / ?

—

3. Lorraine / Why / Singapore / did/ to/ move/?

4. wasn’t/ work / Ivan/ at/happy/.

5.you/ have/ work/ Do /lot/ a/of/?

6. Alfredo / stressed / was / Why / ?
7.a/ They /lot/time / have / of / don’t /.

5. Match the sentence beginnings with the endings.

1 I need some training to do  a) costs.

2 It’s really important b) my job properly.

3 Why don’t you buy c) a self-study course?
4 We don’t have d) at home?

5 We have to cut e) possible.

6 I'm sorry, it’s not f) any money for this.

7 How about studying g) to me.

Kpurepnu oreHku:

Crynent Beinonnui 84-100% 3ananuit «OTJINYHO», MOBBIILIEHHBII YPOBEHb

CryneHt BbIonHUI 66-83% 3agaHuil «XOPOIIOY, ITOPOTOBBIIl yPOBEHB

CrynenT BoinosiHUI 50-65% 3a1aHuil «yJOBIETBOPUTEIILHOY, TOPOTOBBIA YPOBEHB

CryzneHT BeIOTHII MeHee 50% 3a1aHuil «HEYJOBIETBOPUTEIHHOY, YPOBEHb HE CHOPMHUPOBAH

Tect (IIpumepHBIe 3a1aHMs)

1. Complete the sentences with the correct form (present simple or present continuous) of the verb in brackets.
1. Every time I go to Singapore, I (stay) at the Oriental Hotel.

2. T usually drive to work but today I (walk).

3. Martina often (call) China. We have three suppliers there.

4. Usually I (not deal) with customer complaints but today I’m helping Renée.

5. At the moment, Pete (talk) to Davina about the quality control problem.

6. Helena is usually in her office in the afternoon but she (work) from home today.

7. Normally delivery (take) about three weeks.

2. Complete the conversation with the phrases (a—g).
a) I think we need to target younger people.

b) I really like that idea.

¢) [ agree with you.

d) Let’s use Facebook and Twitter.

e) How about starting a Facebook page?




f) What about using social networking sites?

g) [ don’t agree.
Tania I think we need to send out e-mail advertisements.
Franco (1) . I think that’s a great idea. Diana, what do you think?

Diana I’'m afraid (2)
Franco =~ Why not?
Diana 3) . They don’t really use e-mail.
Tania So what should we do?

Diana “4) ?

Franco =~ What, you mean like Facebook and Twitter?

Diana Yes.

Tania 5) . In fact, I think it’s brilliant.
Franco  (6) ?

Franco  Good idea. But what about Twitter?

Diana @)

. Complete the sentences with words and phrases: end / presentation / sections / subject / subject of / talk about / talk to you
. By the end of my , you will have a clear idea of our plans.

My today is our sales strategy.

. I’d like to about our bonus scheme.

The my presentation is export sales.

. By the of my talk, you will understand why this is necessary.

. I’'m going to our manufacturing process.

. My presentation is in three

. Read the (given) article and decide if the statements are true or false:
. People rarely chat about products or services on Facebook.

. The article says that Facebook is good at reaching small markets.

. Facebook’s user data is very useful for advertisers.

. Starbucks uses Facebook to learn about its customers.

. Companies have to spend a lot of money to advertise on Facebook.

. Facebook earns most of its money from advertising.

AN AW~ B

. Match the sentences with the same meaning.

. At the end of the week, we have a meeting where people discuss subjects.
. We have a lot of meetings where information or instructions are given.

. We often move documents from the network to a PC.

. We think it’s important to have direct contact with other people.

. We often move documents from a PC to the network.

. We don’t have to wear business suits at the end of the week.

. Our meetings are informal.

. We can work from nine to five or from ten to six.

. Every year, we have three weeks’ holiday.

O 00 31N N A WK~ W

a) We upload a lot of work to the intranet.

b) We download a lot of work from the intranet.
¢) We have a forum on Fridays.

d) We have a system of annual leave.

e) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

1) We often have briefings.

Kputepuu ouenku:

Crynent BemmonsHun 84-100% 3amaxuit «OTJINYHO», MOBBIILIEHHBII YPOBEHb

CryzneHT BoIIOIHMWI 66-83% 3amaHuit «XOPOILO», TOPOTOBbI YPOBEHb

CryzneHT BbinoiaHUI 50-65% 3anaHuil «yIOBIETBOPUTEIBHOY, IOPOrOBbIl ypOBEHb

CryneHt BoImosHII MeHee 50% 3amaHuil «HEYIOBIETBOPUTEIHHOY», YPOBEHB HE C(HOPMUPOBAH

Tect (IIpumepHbIe 3a1aHMs)

1. Match the underlined words in the text with the definitions.

We are a (1) customer-focused company that (2) supports innovation. We need an experienced manager to (3) set up a new branch
in a challenging overseas market. We currently have limited sales in the market. Your main objective will be to (4) increase sales.
You will need to (5) improve communication with our local distributor. You will need to (6) lead a team, (7) train new staff and (8)
develop new products for the market. We (9) will reward good performance.




a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first
f) offer incentives for

g) make more

h) teach

i) be in charge of

2. Complete the conversation with the correct form of will or going to.
A T have to move these boxes.

BI1(3) help you.

AReally? Thanks!

3. Complete the conversation with the correct form of will or going to.
A Have you made your schedule for next week?

B Yes. I(6) have any meetings with clients.

A Oh, good.

4. Complete the conversation with the correct form of will or going to.

A My company is going out of business. They sent everyone home today.
B Oh, no. What (1) do?

Al 2) start my own company.

5. Complete the conversation with the correct form of will or going to.
A Goodbye!
B Goodbye! 1 (7) see you next week!

Kpurepuu oneHku:

Cryznent Boinoanui 84-100% 3ananuit «OTJINYHO», MOBBIIIEHHBII YPOBEHb

CryzneHT BbInONIHUI 66-83% 3agaHuil «XOPOILO», IOPOTOBLIM YPOBEHb

Crynent BomonHun 50-65% 3agaHuil «yJ0BIETBOPUTENBHOY, IOPOTOBBII YPOBEHb

Crynenrt BoimonHua Menee 50% 3a1aHuil «HEYJOBICTBOPUTEIILHOY», YPOBEHb HE CHOPMUPOBaAH

Tect (IlpumepHble 3anaHus)

1. Choose the best words to complete the conversation.

A Look at the time.

B It’s six o’clock. We (1) (should / would) go. We don’t want to be late. (Could / Would) you like to walk to the restaurant? It isn’t
far.

B That’s a good idea.

A (3)(Should / Could) you bring a copy of the report, please? We may want to discuss it.

B I don’t think we (4)(should / would) take that.

A Why not?

B We (5)(shouldn’t / wouldn’t) directly discuss business at this meal. They don’t do business that way here.
A But it’s a business dinner.

B Yes but we (6) (would / should) get to know each other, too. That’s very important here.

A (7) (Could / Should) you explain something to me?

B Sure.

A How are we going to make a deal if we don’t talk about business?

B You need to be patient!

2. Complete the conversation with the correct form (past simple or present perfect) of the verbs in brackets.
A Do you travel a lot for work?

B Yes. Since I started the job two years ago, I (1) (travel) abroad more than thirty times and I (2)
(visit) more than ten different countries. Last month, I (3) (spend) two weeks in
Bahrain and Dubai.
AWow. That’s interesting. (4) (you visit) the United Arab Emirates?
B Yes. 1 (5) (go) there last year.
A (6) (you like) it?
B Yes, it was fantastic.
AT(7) (not travel) anywhere yet this year but next month I'm going to Spain on holiday.

3. Match the sentences with the responses.
1. What time is good for you?
2. What’s a good day for you?




3. We could meet the other members of the team.

4. There’s something 1’d like to talk to you about.
5. Do you have any special strengths?

6. What do you do in your free time?

7. What did you learn from your last job?

8. I think we should stop meeting Dave every week.
9.1 can make 15th January.

a) People say I’m good at giving presentations.

b) I spend a lot of time reading.

¢) How about 4.15?

d) I’'m afraid I can’t make that date.

e) [ improved my organisational skills.

f) 27th March would be fine.

g) Mmm. I don’t think that’s a good idea. He’s important to us.
h) OK. Would you like to go in my office?

i) I agree. Let’s meet them next week.

4. Complete the conversations with the phrases (a—i).
a) There’s a problem with

b) My main aim is to become

c¢) I had a problem with

d) I'm sorry I

e) The traffic was

f) My main skills are

g) Let’s talk to

h) We should move him to

i) My flight was

Conversation 1

A (1) missed our meeting on Tuesday. (2) late.
B Don’t worry. Ajay missed it, too. We changed the meeting to tomorrow.
Conversation 2

A What happened?

B (3) very bad. There’s a lot of snow and ice on the roads.
Conversation 3

A We need to talk about the staff in this department. (4) Andreas.
B I know. (5) another department.

A T agree. (6) him.

Conversation 4
A What do you want to do in the future?

B (7) a manager.

Conversation 5

A What are you good at?

B (8) advertising and marketing.

Conversation 6
A What didn’t you like about your last job?
B Well, (9) working too much overtime.

5. Read the (given) article and decide if the statements are true or false.
1. E-mail messages ALL IN CAPITAL LETTERS seem rude. True

2. It isn’t important to write polite e-mails.

3. Speaking directly to people is sometimes very useful.

4. Nowadays, it’s OK to keep your phone switched on all the time.

5. The rules are the same for e-mail and online chat rooms.

6. Sometimes, abbreviations like GRS are fine.

Kpurepuu oneHku:

Cryznent Boinonanui 84-100% 3ananuit «OTJINYHO», MOBBIILIEHHBII YPOBEHb

CryzneHT BbIIONIHUI 66-83% 3anaHuil «XOPOILO», IOPOTOBbIM YPOBEHb

Crynent BomonHun 50-65% 3agaHuil «yJ0BIETBOPUTENBHOY, IOPOTOBBIN YPOBEHb

Crynenrt BoimonHua Menee 50% 3a1aHuil «HEYJOBICTBOPUTEILHOY», YPOBEHb HE CHOPMUPOBaAH

Ouenounoe cpenctso "Ponesas urpa"

ITpumepHBIE TEMBI

1. Tema (mpobiiema) «At the Hotel»

Konnenuus urper: The guest is telephoning the hotel’s manager and is complaining about his apartment.




Ponu:

a) a guest;

0) a hotel’s manager.

O>xuJaeMblil pe3yibTaT — WHCLEHUPOBKa Oece/ibl OpraHN30BaHa U MPE/ICTABICHA B COOTBETCTBUH C CUTyalMel OOIIeHusL.

2. Tema (npobrnema): «Food and Entertainingy

Konnernmns urpsl: You are managers in a company. You meet to discuss how to entertain a group of six foreign visitors. Discuss
your ideas and decide on the best way to entertain the visitors.

Ponu:

a) a manager;

6) a manager.

O>kuJaeMblil pe3yibTaT — WHCLEHUPOBKa Oece/ibl OpraHn30BaHa U MPE/ICTABICHA B COOTBETCTBUH C CUTYalUel OOIIeHNSL.

3. Tema (mpobnema) «At a Trade Fair»

Konnenuus urper: The Sales conversation between a store manager and a manufacturer about product’s details.

Ponu:

a) a store manager;

6) a manufacturer.

Osxupaemslii(e) pe3ynpTar(bl) — MHCIICHHPOBKA Oece/ibl OpraHn30BaHa U MPEICTaBICHa B COOTBETCTBUH C CUTYyal[el OOIIEHHS.

4. Tema (mmpobnema) «Dealing with problemsy»

Konnenuus urper: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.
Ponu:

a) a manager;

0) an office worker.

OskuiaeMBblii pe3ylibTaT — HHCIICHUPOBKA Oecebl OpraHM30BaHA U MPECTABICHA B COOTBETCTBHH C CUTYAIlUEH OOICHHUSI.

5. Tema (mpobGiiema) «Participating in discussiony

Konnenmuus urpsrl: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote
it.

Pomnu:

a) an advertising manager;

6) an advertising manager.

OskuJaeMblii pe3yinbTaT — WHCLIEHUPOBKa Oece bl OpraHN30BaHa U MPE/ICTABICHA B COOTBETCTBUHM C CHTyallUeH OOIIeHNSL.

6. Tema (mpobnema) «Presenting your company»

Komnmernust urpsl: Take it in turns to show each other around your company. Say what happens in each area and what is happening
now.

Ponu:

a) a representative of company Nel;

0) a representative of company Ne2.

OskuaeMblil pe3yibTaT — HHCILEHHPOBKa Oece/lbl OpraHn30BaHa U MPE/ICTaBICHA B COOTBETCTBUH C CUTYalMel OOIIeHNsI.

7. Tema (npobiema) «Making arrangementsy

Konmermust urpsl: The Managing Director calls a customer to arrange a meeting next week. The Managing Director suggests a time
and date. The customer agrees.

Ponu:

a) a managing director;

0) a customer.

OskuiaeMblii pe3ylibTaT — HHCIICHUPOBKA Oece/bl OpPraHM30BaHA U MPECTABICHA B COOTBETCTBHH C CUTYyAIlUEH OOIICHHUS.

8. Tema (mpobnema) «Identifying problems and agreeing action»

Konnenmus urpst: Two managers in the same department have a problem with an employee, Ken Darby. They meet to discuss what
to do.

Posu:

a) a manager;

6) a manager.

OskuJaeMblii pe3yinbTaT — WHCLIEHUPOBKa Oece/ibl OpraHn30BaHa U MPE/ICTABICHA B COOTBETCTBIHM C CUTYallUeH OOIIeHNSL.

9. Tema (mpobnema) «Interview skills»

Konnenuus urpsl: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo,
Japan.

Posnu:

a) a director;

0) a candidate for the job.

O’xuaeMbIil pe3yIibTaT — HHCIIGHIPOBKA Oece bl OpraHH30BaHa U IIPECTABICHA B COOTBETCTBHIH C CUTYyaIlHEeH OOIICHNS.

Kpurepun onenxu:




OreHka "OTIUYHO": CTyAEHT AEMOHCTPHUPYET XOPOIINe HaBBIKU U YMEHHs CBOOOIHOTO PEYEBOr0 B3aNMOJEHCTBHS C HAPTHEPaMHU:
yMeeT Ha4aTb, OJEPKaTh U 3aKOHUUTH Oece/ly; COOM0AaeT OuepENHOCTD IPH 0OMEHE PEIIMKaMH1; BOCCTAHABIIMBaeT Oecety B
ciryqae c0osl; SIBISIETCS aKTHBHBIM, 3aHHTEPECOBAaHHBIM COOECETHNKOM; COOII0OaeT HOPMBI BEKIUBOCTH. ¥ MEET SMOIIMOHAIEHO
n300pa3uTh XapakTep, HACTPOCHHE, TyBCTBA HCIOIHAEMOrO T€POsI B Pa3IMYHBIX CUTYallUsX; YIOTPEOISIET CI0XKHBIC
rpaMMaTHYeCKUe KOHCTPYKIIMU B PEUH; JOMyCKaeT He3HAYUTEeNIbHbIE TPAMMaTHUECKHE OIIUOKHY; YOTpeOsieT pa3srOBOpHEIE
(hOpMyIIBI B COOTBETCTBHH C CHTYaIMEeH OOIIEHNSL.

OreHka "Xopomo": CTYeHT IeMOHCTPUPYET HaBBIKU M YMEHHSI CBOOOHOTO PEYEBOTO B3aNMOICHCTBHS C TAPTHEPAMHU: YMEeT
HauaTh, MOJEPKATh (B OONBIINHCTBE CIIy4aeB) U 3aKOHIHUTH Oecely; cOOMoaaeT ouepéNHOCTb IPH 0OMEHE PEIUINKaMU;
JEMOHCTPHPYET HaJIM4ue IPOOIeMbl B TOHUMaHUK cOOECeIHNKA; HE BCET1a COOJII0IaeT HOPMbI BEXJIUBOCTH. YMeeT
HMOIMOHAIBEHO H300pa3nTh XapakTep, HACTPOCHHE, YyBCTBA UCIIOMHIEMOT0O I'eposl B PA3IMYHBIX CUTYAIUAX; YIOTPEOIeT B peun
MPEHMYIIECTBEHHO MPOCTHIC MPEATI0KEHHS; JOMyCKaeT He3HAYNTEIFHbIC TPAMMAaTHUECKHE OIHOKHY; YIIOTPeOIsIeT pa3srOBOPHEIC
(hopMyIIBI B COOTBETCTBUU C CUTYallUeH OOIeHNSI.

OueHka "yIOBICTBOPUTENBHO": CTYJICHT HE SIBISCTCS] aKTUBHBIM COOECEJHUKOM; HE MOXKET BOCCTAaHOBUTB Oecety B cirydae cOos;
HCTIONB3YeT He3HAYNTENBHEBIN 00beM N3yIeHHOH JIEKCHKH; HOITyCKaeT IpaMMaTHIECKIE ONIHOKHY;

Ornenka "HeyJIOBIETBOPUTEIHHO": CTYIEHT SBJISIETCS MACCHBHBIM COOECETHIKOM; HE MOXET MO Iep>KaTh OOIIEHUE; TOMYCKAeT
rpyOble TpaMMaTHYECKUE OMINOKH.

OreHo4HOE cpeacTBO «/IucKyceus»
IlepedeHsb TeM A7 IPOBEACHUS TUCKYCCHU:
Work and leisure.

Problems.

Business trips.

Food and entertaining.

Sales.

People.

Markets.

Companies.

The Web.

Cultures.

Jobs.

Kpurepun onenxu:

OreHka "OTIUYHO": CTYAEHT pealu3yeT yMEHHE MOCTPOUTH BBICKA3bIBAHUS B CMOJIEIMPOBAHHBIX (IIPEUIaraeéMbIX) CUTYyalUsIX
OOIIeHNS HA HHOCTPAHHOM SI3BIKE, TIPABHIIBHO MCIIONB3Y BepOanbHbIe M HeBepOAIbHBIE CPEACTBA OOIICHNUS, apIyMEHTHPOBAHO
U3J1araTh COOCTBEHHYIO TOUKY 3PEHUS] HA HHOCTPAHHOM SI3bIKE.

Onenka "Xopo1o": CTyIeHT CIIOCOOCH MOKa3aTh YMEHUS MIOCTPOUTh BHICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (IIPE/IaracMbIX )
CHUTYyalusAX OOMICHUS Ha HHOCTPAHHOM SI3bIKE, IPABIIIEHO MCIIONB3Ys BepOabHbIe M HeBepOabHbIE CPENICTBA OOIICHNS, a TAKKE
M3J1araTh COOCTBEHHYIO TOUKY 3PSHUS Ha HHOCTPAHHOM SI3BIKE.

OreHka "yIOBIETBOPUTENBHO": CTYAEHT MOl PyKOBOJCTBOM IIPETNOIaBaTessl CliocoOeH MoKa3aTb yMEHHS TOCTPOUTH
BBICKA3bIBaHUSI B CMO/ICJIMPOBAHHBIX (TIPEAIaracMbIX) CUTYalMAX OOLIEHHSI HA HHOCTPAHHOM SI3bIKE, IPABUIBHO HCTIONb3Ys
BepOabHEIC M HeBEpOATBbHBIE CpeCcTBa OOIICHNS U U3JIarasi CBOIO TOUKY 3pEHHS Ha MHOCTPAHHOM SI3BIKE.

OreHKa "HEYHOBIETBOPUTENBHO": CTYACHT 3aTPYIHIETCS WIIM HE MOXKET IT0Ka3aTh YMEHHUS IIOCTPOUTH BBICKA3bIBAaHUS B
CMOJIETIMPOBAHHBIX (IIpeJyIaraeMbIX) CUTYAlMsIX OOIICHUsI HA HHOCTPAHHOM S3bIKE, IPaBUIILHO HCIIOJIB3Ysl BepOabHbIC U
HeBepOasTbHEIE CPEJICTBA OOIIEHHS, a TAKXKE U3JIaraTh COOCTBEHHYIO TOUKY 3PEHHS HA MHOCTPAHHOM SI3BIKE.

OneHovHoe cpencTBo «IlepeBoa TEKCTOBY
IIpuMepHbIe TEKCTHI Ul IEPEBOJIA C aHIIMHCKOrO Ha PYCCKUH

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond,
USA. The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of
their business online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond,
Virginia. The company has two fulltime employees. They don't have official meetings. They talk to each other. At lunchtime,
they go to the shop to talk to customers. They spend 25 per cent of the day on the phone with their web designer. The
website takes a lot of time and money. To raise money ($300,000) to start the business, they asked 20 friends from their
business school to invest money. The friends also wear the shirts and introduce their colleagues to the company. For
example, an investor who works in a large insurance company in Houston wore their shirts, and in the past four months
they got about 12 more customers from there.

Text 2

Getting it right: doing business abroad by Natasha Stidder

Good etiquette is important when you do business abroad. It is essential to research local customs, to avoid
misunderstandings. Here are some examples:

Japan Smiles can express joy or displeasure. Give gifts with both hands and do not give gifts in odd numbers (bad luck).
China Exchange business cards using both hands. The following gifts should be avoided: clocks, umbrellas, white flowers




and handkerchiefs -these signify tears or death

India Business cards should be given and received with the right hand. Avoid wrapping gifts in black or white these are
believed to bring bad luck.

Middle East Handshakes can last a long time. Do not be surprised if your host leads you by the hand. Do not be surprised if
people interrupt meetings with phone calls or walk in unexpectedly. Expect people to muiti-task in meetings, for example
checking and sending e-mails. In meetings, it is not unusual for people to disagree sometimes loudly.

Text 3

Should I stay or should I go? by Lucy Kellaway

The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and
my new colleagues are not very friendly. Now I hear that my old boss wants me back. I want to see if he is serious, but that
might seem like I am desperate to return to my old job. Besides, I don't want to be too hasty. I have worked in my new job for
six months. After all, it takes time to be accepted into a successful team." Senior manager, male, mid-50s.

The solution Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old
boss. You know that working there is comfortable, and sometimes comfort is a good thing. You say your old boss is anxious
to rehire you, but don't approach him yet. Wait and let him come to you. Try to negotiate a return with a lot more money
and a promotion. But remember you've only been away for six months. I'm not sure that this is long enough to make a
decision about the new place. Some organisations don't like outsiders; it takes a while before they accept them, and until
then, they are pretty unfriendly. Spend time working hard at your new job and be friendly. Then, if you decide to go back
to your old job, you know that you tried.

Kputepuu ouenku:

OueHka "OTIMYHO": CTY/ICHT CaMOCTOSITENIBHO PEATH3YeT YMEHHUS 10 MIePEBOY NMPO(ECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO HA
TOCYIapCTBEHHBIN S3BIK M OOPaTHO, BJIaJeeT OCHOBAMH TEXHUKH IIEPEBOJA. .

OrmeHka "xopomo": CTYeHT CIOCOOEH MOKa3aTh YMEHUE MIEpeBOAa MPO(eCcCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYIapCTBEHHBIH SI3BIK M 00OPaTHO, CHOCOOEH YaCTHYHO MOKA3aTh BIaJIEHHE OCHOBAMU TEXHUKH MEPEeBOa.

OueHka "yIOBICTBOPUTENBHO": CTYZIEHT CIIOCOOEH 1101 pYKOBOJICTBOM IPETIOaBaTelisl OKa3aTh YMEHHUS O IEPEBOJLY
npodecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha FOCYJapCTBEHHBIH SI3BIK M 00paTHO, CIIOCOOEH MOKa3aTh YaCTUYHOE BIIAJICHHE
OCHOBaMHM TEXHUKH MEpPeBOa.

OreHKa "HEYOBIETBOPUTENBHO'": CTYACHT 3aTPYIHSETCS UM HE MOXKET I10Ka3aTh yMEHHUs, HE BIaJieeT OCHOBAMH TEXHUKHU
HepeBoa.

5.3. TeMbl NUCHMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe padOTHI U JAP.)

1. Composing a resume.

2. A Job Application letter.
3. A healthy lifestyle.

4. Law in my life.

5. Composing an e-mail.

Kpurepuu ouenku:

- OLIEHKA «OTJIMYHOY» BBICTABIISETCS CTYACHTY, €CJIM CTYACHT MOKa3bIBaeT IIyOOKHH YpOBEHb 3HAaHWH 0COOEHHOCTEH
(opmanbHOTo 1 He(hOpMAIBHOTO OOLICHUS, IPAaBHJI TOCTPOCHHS MUCHMEHHOTO PEYEBOTO BBICKA3bIBAHHS HAa M3y4acMOM SI3BIKE;
CaMOCTOSTENIFHO peaIn3yeT YMEHHUS BECTH AEIOBYIO MIEPEIHCKY C YUETOM COLMOKYIBTYPHBIX OCOOEHHOCTEH ¢
IPEICTaBUTENISAIMU IPYTUX CTPaH; BIaJeeT TEXHUKOM MepeBoia U pelaKTHPOBAHUS.

- OLIEHKA «XOPOILI0» BHICTABISIETCS CTY/ICHTY, €CIIM CTYJICHT ITOKa3bIBaeT XOPOIINH ypOBEHb 3HAHNH 0COOCHHOCTEH
(opManbHOTO 1 HE(hOPMATBHOTO OOIICHUS, IPaBHII TOCTPOSHHS MICHMEHHOTO PEYEBOTO BBICKA3bIBAHHS HA M3Yy4acMOM SI3BIKE;
CHOCOOEH MOKa3aTh YMEHHS BECTH JETIOBYIO MIEPEHCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH € MPEICTaBUTEISIMHU
JPYTUX CTpaH; CIIOCOOEH YaCTUYHO MOKA3aTh BIAJACHIE TEXHUKON TIEpEeBO/a U PEIaKTHPOBAHMS.

- OLIEHKA Y[ OBJIETBOPUTEIHHO» BBICTABISCTCS CTYIEHTY, €CJIM CTYIEHT IIOKa3bIBacT 0a30BbIi YpOBEHb 3HAHUN 0COOEHHOCTEH
(dopmapHOTO U HepopManbHOro OOIIEHHS, IPABUII IIOCTPOSHHUS IIHCEMEHHOTO PEYEBOT0 BBICKA3bIBAHUS HA H3y4aeMOM S3bIKE;
I10JT PyKOBOJICTBOM IIPETIOAaBATElIsl CIIOCOOCH MOKA3aTh YMEHHS BECTH JETIOBYIO MEPENHICKY C yI€TOM COLMOKYIBTYPHBIX
0COOEHHOCTEH C MPEACTABUTEINSIMH IPYTHX CTPaH; COCOOEH YaCTUYHO IT0Ka3aTh BllaIeHUE TEXHUKON MepeBo/ia U
penaKTUPOBaHMUS.

- OIICHKA «HEYIOBIETBOPUTEIHLHO» BBICTABIISIETCS CTYACHTY, €CIIM CTY/IEHT [OKa3bIBaeT HEYAOBIETBOPUTEIbHBIN yPOBEHD
3HaHMI 0cobeHHOCTel (hopMaTbHOTO M HepOpMaATLHOTO OOIEHNS, TPABHII IIOCTPOCHUS TUCBMEHHOTO PEYEBOT0 BHICKA3bIBAHUS
HA M3Y4aeMOM S3BIKE; 3aTPYHAETCSA UK HE MOXKET MOKa3aTh yMEHHS BECTH JEIOBYIO NEPENUCKY C yI€TOM COLUOKYIBTYPHBIX
0COOCHHOCTEH C ITPEACTaBUTEINSIMH IPYTHX CTPaH; HE BIaJeeT TEXHUKOH MepeBOAa M PeJaKTHPOBAHUS.

5.4. OueHOYHbIE Cpeacrsa aJis l'lpOMe)KyTO‘-lHOfl aTTeCTaluu

Bomnpocsl k 3auety
I ITpomexxyTOUHBIN TECT
1) I[TpoMeKyTOUHBIH TECT AJIS 3a4eTa 1Mo TUCHHIUTHHE “VIHOCTpaHHBIN S3bIK BKITIOYAET JIKCHKO-TpaMMaTHICCKHE 3a0aHus 13

0aHKa BOIIPOCOB, KOTOPBIi MPEJCTaBICH B OLICHOUYHOM CpeACTBe «TecT».
IIpumepHsble 3anaHus:




- give the Russian equivalents for the Active Vocabulary word-combinations;
- suggest synonyms from the Active Vocabulary list to match the given expressions;
- complete the sentences using the Active Vocabulary;

- answer the questions using the Active Vocabulary;

- translate into English (Russian) using the Active Vocabulary expressions;

- read the text and match the headings with the paragraphs;

- read the text and answer the questions;

- complete the sentences about the text;

- put the sentences in the best order to write the e-mail to the staff;

- complete the letter with the words from the box;

- match the parts of the letter to their names;

2) Hariucanme pesiome.

Kpurepuu onenku:

- «3a4TEHO» BBICTABJISICTCS CTYJCHTY, €CIH C(HOPMHUPOBAH KaK MUHUMYM IIOPOTOBBIN YPOBEHb MHIUKATOPA JOCTHIKCHHUS
KOMIICTCHITHH:

- MOKa3bIBacT 0a30BbII YPOBEHb 3HAHUN OCHOBHBIX TPAMMATHUYECKUX CTPYKTYP; OOIMIEyOTPEOUTEIHHOI, O0MIEKYIbTYPHOU U
PO eCCHOHATBHOM JIEKCUKH; PEUEBBIX KIIUIIE, HEOOXOIMMBIX ISl OCYIIECTBICHUS JETOBOM KOMMYHHUKAIIMY Ha HHOCTPAaHHOM
SI3BIKE; 0COOCHHOCTEH CTHIIMCTUKY HANMCAHUS O(QHUIUANEHBIX H HEO(DUIIMATBHBIX TUCEM, 3HAHUH OCHOBHBIX ITEPEBOIUECKUX
TpaHchopMaImii, a TakKe 3HAHUHA MPaBUIT MPOPECCHOHATHLHOTO PEIEBOTO ITHKETA;

- TTOJT PYKOBOJICTBOM IIPETIOAABATEIS CIIOCOOCH MOKa3aTh yMEHHS TOCTPOCHHUS BBICKAa3bIBAaHHUS B CMOAEIHPOBAHHBIX
(mpennaraeMpIX) CUTyallUAX OOIICHHUS HA HHOCTPAHHOM SI3bIKE, IPAaBMIIBHO HCIOIB3Ys BepOaIbHbIC U HEBEPOATbHBIE CPEICTBA
0OIIIeHHsT; BECTH JICTIOBYIO MIEPEMHCKY C YIETOM COLUOKYIBTYPHBIX OCOOCHHOCTEH € TPENICTABUTEISIMU JPYIUX CTPaH,
BBITIOJIHATH NEPEBO/] MPO(ECCHOHANIBHBIX TEKCTOB C MHOCTPAHHOTO (-bIX) HAa FOCYIapPCTBEHHBIH SI3bIK U 00paTHO, a TaKkKe
apryMEHTHUPOBAHO H3JIaraTb COOCTBEHHYIO TOUKY 3PSHUS Ha MHOCTPAHHOM SI3bIKE;

- crocOo0EH YaCTHYHO MOKAa3aTh BIIAJICHUE HHOCTPAHHBIM SI3bIKOM KaK CTHJICM JICJIOBOTO OOIICHHUS, TEXHUKOH JICJIOBOTO ITHCHMa
HA HMHOCTPAHHOM SI3BIKE; OCHOBAMU TEXHUKH TIEPEBO/Ia, HABBIKAMH BEIICHISI TUCKYCCHUU U MOJICMUKH HA HHOCTPAHHOM SI3BIKE.

- HE3aYTEHO» BBICTABIISICTCS CTY/ACHTY, €CJIM YPOBEHb MHIUKATOPA JOCTH)KEHHST KOMIETCHIIMHN He C(h)OPMUPOBAH:

- TOKa3bIBAaET HEY/IOBIETBOPUTEILHBIH YPOBEHb 3HAHUI OCHOBHBIX IPaMMAaTHYECKUX CTPYKTYP; OOIIEYIIOTPEONTEILHOH,
00IIeKyIbTYPHOH 1 TPO(heCcCHOHATBHON JIEKCHKH; PEYEBBIX KIIHIIE, HEOOXOUMBIX ISl OCYIIECTBICHNUS J1E€I0OBOH
KOMMYHHKAIIMA Ha MHOCTPAHHOM f3bIKE; OCOOCHHOCTEN CTHIIMCTUKY HAMCaHUS OQUIHATBHBIX U HEO(PUIINATBHBIX MTHCEM,
IIpaBUJI MPOGECCHOHATBHOTO PEUYEBOT0 ITHKETA, a TAKXKE 3HAHUI OCHOBHBIX IIEPEBOTUECKUX TPAHCHOpMANHi;

- 3aTPYAHSACTCS WM HE MOXKET [T0Ka3aTh yMEHHUS MIOCTPOCHUSI BBICKA3bIBAaHHS B CMOJIEIMPOBAHHBIX (TIPEUIaraeMbIX) CUTYaIHsAX
o01IeHHsT Ha MHOCTPaHHOM $I3bIKE, PABUIILHO KCIOJIb3Ys BepOaibHble 1 HeBepOabHbIE CPENICTBA OOLICHUS; BECTH JICJIOBYIO
MIEPEIUCKY C YIETOM COLIMOKYIBTYPHBIX OCOOCHHOCTEH C MPECTaBUTENAMH IPYTUX CTPaH, apryMEHTHPOBAHO HU3JIaraTh
COOCTBEHHYIO TOUKY 3pEHHsSI HA HHOCTPAHHOM $I3bIKE, a TAK)KE BBIIIOJIHATH MIEPEBO MPO(ECCHOHANBHBIX TEKCTOB C
WHOCTPAHHOTO (-bIX) Ha FOCY/IapCTBEHHBIN S3bIK U 00paTHO;

- HE BJaJIc€T MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIOBOTO OOIIEHHMSI, TEXHHKOH JIEJI0BOTO MMChMa HA HHOCTPAHHOM SI3BIKE;
OCHOBaMHM TEXHUKU ME€PEBOJA, HABBIKAMH BEJICHUS AUCKYCCUH U TIOJIEMUKU HA MHOCTPAHHOM SI3BIKE

Bormpocsl k 3a4eTy ¢ OLIEHKOH.

1. Progress Test.
IIpumepHsIii TeCT:

1. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.
Facebook is a natural way to advertise, because people often use it to

a) contact companies

b) meet new friends

c) talk about products or services

2. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.
Adpvertisers like Facebook because it helps them to
a) reach a big market

b) deal with cultural problems

¢) sell products cheaply

3. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.
After setting up a Facebook page, Starbucks
a) had a huge increase in sales.

b) stopped most of its traditional advertising
c¢) used the information to improve its traditional advertisements




4. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.
Facebook helps companies understand their
a) products

b) employees

¢) market

5. You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to
Tony comparing the two airlines. Say which one you prefer to travel with and why. Write 60—70 words. (Britannic / E-Z Air)
Cost: €350 / €180

Fly to: Heathrow Airport — close to London — train to city centre takes about 15 minutes and costs about €22. / Stansted Airport
— about 55 km from London — train takes about 45 minutes and costs about €26.

Free meal during flight?: Yes / No
Flights each day: 3 /1
Arrival times: 9.55 a.m., 3.45 p.m., 7.00 p.m. / 10.50 p.m.

2. Translate the Text into Russian.

[puMepHbIEe TEKCTHI:

Text 1.

Brazil has anew law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve,
but businesses are angry. The cost of hiring people is already expensive. Some people think that it will be difficult to
carry out the law.

Claudia Sakuraba, owner of Camaval Store, a costume shop in Sao Paulo with four employees, says: "What about when
you send an e-mail and because of problems with the Internet providers in Brazil, it doesn't arrive straight away? Or you
send a text message early in the morning and for some reason, they don't get it until the evening? It's not clear how
this is all going to work."

But what if this law actually improves productivity? Everyone knows that it is possible to waste time. A deadline can
help people to work more efficiently.

Some people say that in Sao Paulo, the main things to do are to work, eat and spend the weekend in shopping centres.
Many employers and employees spend hours answering e-mail or working on the phone. Workaholics spend time
sending and receiving office-related emails. Probably half of these are not really necessary. Brazil's law encourages
employers to prevent people working after hours when it is not necessary. If a company wants them to be available
24/7, it pay them.

Text 2.

Good etiquette is important when you do business abroad. It is essential to research local customs, to avoid
misunderstandings. Here are some examples:

Japan

Smiles can express joy or displeasure. Give gifts with both hands and do not give gifts in odd numbers (bad luck).

China

Exchange business cards using both hands. The following gifts should be avoided: clocks, umbrellas, white flowers and
handkerchiefs -these signify tears or death

India

Business cards should be given and received with the right hand. Avoid wrapping gifts in black or white these are
believed to bring bad luck.

Middle East

Handshakes can last a long time. Do not be surprised if your host leads you by the hand. Do not be surprised if people
interrupt meetings with phone calls or walk in unexpectedly. Expect people to muiti-task in meetings, for example
checking and sending e-mails. In meetings, it is not unusual for people to disagree sometimes loudly.

Text 3.

There has been an increase in self-employment. It isn't because people wantto become entreprencurs. Instead, it is the s
result of people doing part-time odd jobs to avoid unemployent.

In the UK, the number of self-employed people has risen by 300,000 since spring 200B to 4.14 million the highest
since records began in 1992. This Presents 14.2 per cent of all employment. Over the same period, the number of
employees in work has fallen by 700,000.

But the new self-employed are likely to take a job with an employer if they could find one. Most economists expect
unemployment to carry on rising over the coming months.

Usually self-employed people are skilled trades people, managers or professionals working long hours in their job. But
since the recession, the number of self -employed has increased. These people are from a wider range backgrounds and
occupations including many 'handymen' without skills. They do whatever work is available.

As a general group, two-thirds of self -employed people work 15 more than 30 hours a week. However, things are different
for people who have become self - employed since 2008, where almost nine in 10 work fewer than o 30 hours. In addition,
around aquarter of self-employed people work in construction.

Kpurepuu ouenku:

O1ieHKa «OTJINYHO» BBICTABIISIETCS, €CIM CTY/AEHT IOKa3bIBAET IITyOOKOE 3HAHUE:

-TPaMMAaTHYECKHUX CTPYKTYp; 00IIeyOTpeONTENbHON, OOIIEKYIETYPHOH 1 TPO(eCcCHOHATIBHOM JIEKCUKH; PEYEBBIX KITHIIE,
HEOOXOANMBIX AJISl OCYIIECTBIICHNUS JIEIOBO KOMMYHUKAIIMN Ha HHOCTPAHHOM SI3BIKE;




- IpaBHJI MPO(HECCHOHATFHOTO PEYEBOT0 ITHKETA.

CTyIeHT caMOCTOSITEIBHO peaTu3yeT YMCHHUS:

- MOCTPOUTH BHICKA3bIBAHHS B CMOJICIMPOBAHHBIX (TIPEUIaraeMbIX) CUTYyalUsAX OOIICHUS HA HHOCTPAHHOM SI3bIKE, IPABUIILHO
UCIIOJB3Ys BepOalibHbIe U HEeBepOaIbHbIE CPEACTBA OOIICHHUS;

- nepeBoia MPoeCCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha rOCYAapCTBEHHBIHN S3bIK U 00PATHO;

- apryMEHTHUPOBAHO M3JIaraTh COOCTBEHHYIO TOUYKY 3PEHHUSI HA HHOCTPAHHOM SI3BIKE.

CTyneHT BlajeerT:

- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM CJIOBOTO OOIICHHUS;

- HaBbIKaMM BCJICHUA JUCKYCCUN HAa MHOCTPAHHOM A3BLIKEC.

O11eHKa «XOPOIIO» BBICTABIISIETCS], €CJIN CTYAEHT TIOKA3bIBAET XOPOIINE 3HAHUS:

- OCHOBHBIX IT'PaMMaTHYECKHX CTPYKTYP; OOLICYyOTPpeONTENbHOM, 00IIEKYIbTYpHON M TPO(hECCHOHABHOI JIEKCHKH; PEYEBBIX
KJIMIIe, HEOOXOJUMBIX JUISl OCYILIECTBIICHHS I€JI0BOM KOMMYHHMKAIIMK HA HMHOCTPAHHOM SI3bIKE;

- IpaBWJI IPO(ECCHOHATEHOTO PEYCBOTO ITHKETA.

CtyaeHT criocoOeH MoKas3aTh yMEHHS:

- IOCTPOUTP BBICKA3bIBaHHUS B CMOJACIUPOBAHHbIX (IIpeJlaraéMbIX) CHTYalHsIX OOLICHHsI HA HHOCTPAHHOM $SI3bIKE, IPABUIIBHO
HCTOJIB3Ys BepOaIbHbIe U HeBepOaIbHBIE CPEICTBa OOIICHS,

- OCHOBHBIX IIEPEBOAYECKHX TPaHCHOPMAIHIA;

- BECTH JIEJIOBYIO TEPEMHICKY C Y4ETOM COIIMOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTABUTEISIMU IPYTHX CTPaH;

- BBIIIOJIHUTD MEPEeBO/I IPO(ECCHOHABHBIX TEKCTOB C HHOCTPaHHOTO Ha TOCYAAapPCTBEHHBIH S3bIK U 00PATHO C YaCTHYHOM
HIOMOILbIO IIPETIOIABATEIS;

- apryMEHTHUPOBAHO M3JIaraTh COOCTBEHHYIO TOUYKY 3pPEHHUSI HA HHOCTPAHHOM SI3BIKE.

CryneHT criocoOeH 4YaCTUYHO M0Ka3aTh BiIaeHUE:

- HHOCTPAaHHBIM S3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHMS;

- HaBBIKaMH BEJICHUS TMCKYCCHH Ha MHOCTPAHHOM SI3BIKE.

OlLeHKa «yIOBJICTBOPUTEIHHOY BBICTABILSIETCS, €CIIM CTY/ICHT ITOKa3bIBaeT 0a30BbI YPOBEHb 3HAHUIA:

- OCHOBHBIX T'PaMMAaTHYECKUX CTPYKTYp; OOIIEYIOTPEeOUTENEHOM, O0IMEKyABTYPHOH 1 PO EeCCHOHATBHO JIEKCHKH; PEUEBBIX
KJIMIIE, HEOOXOAUMBIX ISl OCYIIECTBIICHHS 1eJIOBOH KOMMYHHKALMK HA HHOCTPAHHOM SI3BIKE;

- IpaBWJI IPO(ECCUOHATBEHOTO PEUSBOTO 3THKETA.

ITox pykoBOJCTBOM IpernoaBateisi CIOCOOCH I0Ka3aTh YMEHHS:

- IOCTPOUTDH BBICKA3bIBAHUA B CMOJACIMPOBAHHBIX (HPEHHaFaCMBIX) CUTYyalUsIX OGHICHI/I)I Ha MHOCTPAHHOM A3LIKC, TPAaBUJILHO
UCIIOJIB3Ys BepOasibHbIe U HeBepOaIbHbIE CPEACTBA OOILEHHUS;

- BBIIIOJIHUTBH NEPEeBO/I TPO(ECCHOHABHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYAAapPCTBEHHBIH S3bIK U 00paTHO C YaCTHYHOM
TIOMOIIBIO TIPETIO/IaBATES;

- apryMEHTHUPOBAHO M3JIaraTh COOCTBEHHYIO TOUYKY 3pEHHUSI HA HHOCTPAHHOM SI3BIKE.

CryneHT cnoco0eH YaCTUYHO MOKa3aTh BIIA/ICHHE:

- HTHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIeJI0BOT0 OOIICHHS;

- HABBIKAMH BEACHHMS JUCKYCCHH M TIOJIEMHUKH Ha HHOCTPAHHOM SI3bIKE.

Ol1eHKa «HEeYTOBIETBOPUTEIILHOY» BEICTABIISETCS, €CIIM CTYACHT II0KAa3bIBAET HEYOBICTBOPUTEIIbHBIA YPOBEHb 3HAHMIL:

- OCHOBHBIX I'PaMMAaTHYECKUX CTPYKTYp; OOMIEYIOTPEeOUTENbHOM, OOIEKyIBTYPHOH 1 PO eCCHOHATBHO JIEKCHKH; PEUEBBIX
KJIMIIC, HeO6XOJII/IMBIX JJIA OCYHICCTBJICHUA }IGHOBOf/’I KOMMYHHKaIIU HA THOCTPAHHOM SA3BIKE,

- IpaBUJI MPO(ECCUOHATILHOTO PEYEBOr0 ITHKETA.

CTyneHT 3aTpyIHSAETCS UM HE MOXET MOKa3aTh YMEHUS:

- IOCTPOUTH BBICKA3bIBAHHSI B CMOJICIMPOBAHHBIX (TIpe/IaraeMbIX) CUTyalusX OOIEHNSI Ha HHOCTPAHHOM SI3bIKE, TPaBUIIBHO
UCIIONIB3Ys BepOasibHbIe U HeBepOaIbHbIE CPEACTBa OOILEHHUS;

BBITIOJIHUTH MEPEBO NPO(ECCHOHAIBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYIapCTBEHHBIN SI3BIK M OOPATHO C YaCTUYHOM
MIOMOILBIO IIPETIOIABATEIS;

- aQpTyMEHTUPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3pPEHHMS HAa HHOCTPAHHOM SI3BIKE.

CTyIeHT He BIaJeeT:

- HTHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHSI.

- HABBIKAMH BEICHHMS THCKYCCUHM Ha HHOCTPAHHOM S3bIKE.

6. YHEBHO-METOJANYECKOE 1 THO®POPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOAYJISA)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JMTepaTypa

ABTOpBI, COCTaBUTENN 3ariaBue W3narenscTBO, TOI Dn. aapec
JI1.1 [Mursakuna O.B., AHTIHACKHHN SI3BIK JUIS IEJI0BOTO OOIICHUS. Kemeposo: http://www.iprbookshop.r
Iepuna U.B. DKcmpecc-Kype: yaeOHoe mocooue st KemepoBckwuii u/61258.html
CTYICHTOB BceX (opM 00yIeHHs TEXHOJIOTHYECKHI
MHCTUTYT MUILEBOU
HOPOMBIILICHHOCTH,
2014



http://www.iprbookshop.ru/61258.html

6.1.2. lono/IHUTe/ILHAS TUTEPATYpa

ABTOpBI, COCTaBUTENIN 3arnaBue W3narenscTBo, Trox Omn. agpec
JI2.1 |3emmsnoBa M.IL WHocTpaHHbI A3bIK (aHTITUICKHN). TroMeHb: https://icdlib.nspu.ru/view
Communicative english: let's read and discuss: | TromeHckuit /icdlib/7067/read.php
y4eOHO-MeToqUIecKoe Ioco0He rOCyIapCTBEHHBIH
yHUBepcurer, 2018

6.3.1 Ilepeyenb nporpaMMHOro odecreyeHust

6.3.1.1 | Kaspersky Endpoint Security s 6usneca CTAHAPTHBIN

6.3.1.2 | MS Office

6.3.1.3 | flupexc.bpayzep

6.3.1.4 | LibreOffice

6.3.1.5 | Moodle

6.3.1.6 [INVDA

6.3.1.7 | MS Windows

6.3.1.8 |[PEJ1 OC

6.3.2 Ilepeyens MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | MexBy30BCKas 3J1€KTPOHHAsI OMOIHOTEKa

6.3.2.2 | DnekrpoHHO-OnbMMOTeUHas cuctema [IPRbooks

6.3.2.3 | baza naHHbBIX «DIeKTpoHHAs OnbIMoTeka ['opHO-ANTaiCKOTO TOCYIapCTBEHHOTO YHIUBEPCUTETA

7. OBPASOBATEJIBHBIE TEXHOJIOT'HHA

pouieBasi urpa

JIUCKyCCHUs

MUCbMEHHBIE paboThI

MepeBO]] TEKCTa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIUHbBI (MOYJIS)

Homep aynuropuun | Ha3nayenne

OcHOBHOE OCHAIIIEHHE

132 Al VYueOHast ayTuTOpus VISl IIPOBEICHUS
3aHATHUH TEKIIMOHHOIO TUIA, 3aHATUI
CEMHHAPCKOr0 THUIA, KypCOBOIO
MIPOEKTUPOBAHUS (BBIITOJIHEHUS KYPCOBBIX
paboT), TPYIIIOBBIX U HHANBHIYaIbHBIX
KOHCYNbTaluii, TEKyIIEro KOHTPOIS U
[IPOMEKYTOUHOM aTTECTALUU

Pabouee mecto npenonasarens. [locanounsie MecTa
oOyuaronuxcst (I10 KOJIMYECTBY O0y4arouxcs).
YueHudeckas 10CKa, NPe3eHTalMOHHas TpUOyHa

136 Al VY4ueOHast ayAuTOPHS IS IPOBEICHUS
3aHATHH JCKIIMOHHOTO THTIA, 3aHATHI
CEMHHAPCKOT0 THIIa, KypCOBOTO
MIPOEKTHPOBAHMUS (BBIIOIHEHHS KYPCOBBIX
paboT), rpyIOBEIX M HHANBHIYATBHBIX
KOHCYJIbTAIIHMA, TEKYIIETO KOHTPOJIS U
MPOMEXKYTOUHON aTTeCTaluu

Pabouee mecto npenonasarens. [locanounsie MecTa
oOyJaromuxcs (1o KOJINIECTBY O0YJaIOIINXCS).
VHTepakTHBHAS JOCKA C IIPOSKTOPOM, KOMITBIOTED,
MOAKIIFOYCHHE K HHTEPHETY, YYeHHYecKast JOCKa,
Mpe3eHTaIlOHHAs TpUOyHa

234 Al YueOHas ayAUTOPHS IS TPOBEICHUS
3aHATHI JEKIMOHHOTO THIIA, 3aHATHI
CEMUHAPCKOT0 THTIA, KypCOBOTO
MPOCKTUPOBAHUA (BI)IHOJ'IHCHI/DI KYpCOBBIX
paboT), TPYIIOBBIX U WHANBHYaJIbHBIX
KOHCYJITAIUH, TEKYIIET0 KOHTPOJIS U
MIPOMEKYTOYHOHN aTTeCTAIUN

Pabouee mecto npenogaBatens. [locagounsie MecTa
obygaronuxcs (110 KOTHYECTBY O0yJIArOIIUXCS).
Yyenuueckast 10ocka
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215 Al KomnproTepHslii kiace. YueOHas Pabouee mecto npenogaBatens. [locamounsie MecTa is
ayAUTOPUS JUTS IPOBEACHUS 3aHATHI oOyJarorxcs (1o KOJINIECTBY O0YJaIOIINXCS).
JIEKLIHOHHOTO TUIA, 3aHATHH ceMuHapckoro | Kommneroreps! ¢ noctynom B UHTEpHET

THTIA, KYPCOBOTO MIPOSKTHPOBAHUS
(BBIIOTHEHUS KYPCOBBIX Pa0OT), TPYIIIOBBIX
W UHJIMBUIYAJIbHBIX KOHCYJbTALIUM,
TEKYIIET0 KOHTPOJISI U TPOMEKYTOUHOM
arrectauuu. [lomemenue ais
CaMOCTOSATENBHOM paboThI

9. METOANYECKHE YKAZAHUSA JJISA OBYYAIOIINXCA 110 OCBOEHUIO JUCHHUITIJIMHBI (MOAY JISA)

MeTtoaudeckue YKa3aHuA 110 BBIIIOJTHECHUIO CaMOCTOSITEIbHOM pa6OTLI
Metoanyeckue YKa3aHUs K BBIITOJIHECHUIO JICKCUKO-TPAMMATUYCCKUX pra)I(HeHI/Ifl

ITpu paboTe ¢ TEeKCHKO-TPaMMAaTHIECKUM MaTePHaIOM HEOOXOIMMO CTPEMHUTHCS HE TOJIBKO K Y3HABAHHIO CJIOBA HIIH
rpaMMaTHIECKOr0 000pOTa, HO M K ITOHMUMAHHIO IIETIM eT0 YIOTPEOICHNS! B JAHHOM KOHTEKCTE.

W3ydaemslii MaTepuan TpeOyeT NPAKTHUECKOTO MPUMEHEHUs, IPEKAe BCEro B BHJE JIEKCHKO-TPaMMaTHIECKUX
YHpa)KHEHUH, KOTOPBIE CIEAYeT BHIIOIHATH TOJIBKO MOCIIE TIIATEIbHON NPOpabOTKH BCero Marepruana. V3ydeHue rpaMMaTHKH
HEJIb3s1 HauaTh «C cepeAnHby. KaxIpIii HOBBIN pa3zen 6azupyeTcs Ha H3ydeHHOM Ipexe Matepuaine. OHaKo n3ydeHHe TOIBKO
rpaMMaTHKU 03 MPAaBIIIFHOTO IPOU3HOIICHNS U 3HAHHS JIGKCHKH OCTAeTCS «BEIIBIO B ceOey. JINIIb KOMITIIEKCHBII MOAX0 U
MOCTENEHHBII Iepexo]] 0T IPOCTOrO K CI0KHOMY MOKET JAaTh TpeOyeMbli pe3ynbpTar.

ITpu BBINOSHEHNY YIIPa)KHEHUH CHavaja CleJyeT 03HAKOMUTHCS C IPaMMaTHYeCKUMU KOMMEHTAPUAMU, IPOCMOTPETh 3aIUCH,
C/IeNaHHbIE HA 3aHATHH. [Ipy MOATOTOBKE K KOHTPOIBHEIM paboTaM TpeOyeTcs Takke MPOCMOTPETh BECh JIEKCHKO-TPaMMAaTHIECKUI
MaTepHall, B TOM YUCJIE JOMALUIHAE IMCbMEHHBIC YIPaKHEHUS.

CryneHTaM peKOMEH/IyeTCsl HCIOJIb30BaTh 00y4aloIie KOMIbIOTEPHbIE IPOrpaMMBbl, KOTOPBIC al0T BO3MOXKHOCTb HE TOJIBKO
MPOCITYIIaTh MPABIIBHOE (POHETHIECKOE OPOPMIICHHE PeUl, HO M BEIPAO0TaTh HABBIKH FICIIOIB30BAHMUS MTPABIIIBHBIX JICKCHKO-
rpaMMaTU4YECKUX CTPYKTYp IIPYU IOMOLIY YIIPAKHEHUH.

IIpu n3ydeHuu onpeneaCHHbIX JEKCUYECKUX U IPaMMAaTUYECKUX SABJICHUN HEMELKOTO SA3bIKa PEKOMEHYETCsl UCIIONb30BaTh CXEMBI,
TaOJIHIBI U3 CIIPABOYHHUKOB ITO0 TPAMMATHKE, TIATEIIFHO TOTOBUTH MX JUI 00eCIIeYeHHs IPOYHOr0 YeBoeHU. [Ipu mocTpoeHnn
HEMEIIKOT0 ITPEAJIOKEHHS CIIEyeT pacIioiaraTh CJ0Ba B CTPOTO ONMPEAEIEHHOM NOPSAIKE, YUUTHIBAs, YTO MOPSAIOK CIIOB B
[IOBECTBOBATEIILHOM, BOIIPOCUTEIILHOM M OTPULIATEIILHOM IPEAJIOKCHUAX OTINYAETCA OT IOPSJIKA CIIOB B PYCCKOM IIPEIJIOKEHHU.

MCTOIII/I‘-ICCKI/IC PEKOMCHAAUH T10 MOATOTOBKE pOJICBOﬁ HUIrpbl

B CTPYKTYpPEC poneBoﬁ HUI'PBI KaK IIponecca BhIACIAIOTCA CICAYIOINE COCTABIIAIOIINC:

. TeMa;

. poIH, B3ATHIC Ha ce0sl HTParOIINMI;

. WUIPOBBIE JIEMCTBUSI KaK CPEACTBa peallu3alliy ATUX POJIeH;

. UTPOBOE YHOTPEOJICHHE NPEIMETOB, T. €. 3aMEIICHUE PEANIbHBIX BEIICH UIPOBBIMH, YCIOBHBIMH;
. peabHble OTHOIIEHHSI MEXY UIPAIOLINMU;

. CIOKeT (conep:kaHne) — 00JIacTh JIEHCTBUTENFHOCTH, YCIOBHO BOCHPOMU3BOIMMAS B UTPE.

B nponecce posieBoi UIpbl 0TPabATHIBAIOTCS M YCBAaHBAIOTCSL:

1) aTHYecKne HOPMBI U IIPaBHIIA TTOBEJICHUS M ONPEJIEIICHHbIE COLAIBHbIE POJIM B TOM MJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0coOeHHOCTH, XapaKTepHbIE YePTHI, BO3MOKHOCTH TeX MIIH MHBIX CONMAIBHBIX TPYIIT MIIH ONPEAeTIeHHBIX KOJJICKTHBOB —
QHAJIOTOB NPEANPUATHIL, PUPM, T.€. pa3IMYHbIC THIIBI SKOHOMUYECKHUX M COLIMATIBHBIX HHCTUTYTOB, YTO BIIOCJIEACTBUH MOXET OBITH
HIEPEHECECHO B COLMANIbHYIO IPaKTHKY;

3) yMeHHsI COBMECTHON KOJJICKTUBHOM AEATCIHHOCTH;

4) KynbTypHBIC TPaJIUINU U HOPMBIL.

PoeBble UrpBI, TEMa U CIOJKET KOTOPBIX OCHOBAH Ha COAEPKaHUH TEKCTOB, MILTIOCTPHPYIOT IIOBEACHHE B CUTYallUH
MEXKYJIBTYPHOTO OOILCHHUS.

B kadecTBe pueMOB, XapaKTEPHBIX JUIT METO/a POJICBOI UTPHI BEICTYNAIOT CIICTYIOIIHE:

- IPHEM BOCCO3/IaHUsI KOMMYHHKAaTHBHOIO KOHTEKCTa, KOMMYHUKAaTHBHOM CUTYal|y;

- IPHEM BUPTYaJIbHON 9KCKYPCHH, KOTOPBIH MOXXHO OPraHU30BaTh KaK ¢ MOMOIIbIO TEXHUYECKHX CPEICTB, TAK U C HCIOJIL30BAaHUEM
peanbHBIX (hOTOMATEPHAIOB B yIeOHOW ayJUTOPHH,

- IpueM ApaMaTH3aliH, HAaIPaBICHHBII Ha CO3JaHUE YCIOBUIL, IPHONIHKEHHBIX K YCIOBUSM PEAIFHOTO OOIICHHUS, CBSI3aHHBIH C
CO3/1aHHEM CUTYAlUH OOLIEHHMS, ONPeIeTICHUEM L1, PACIIPE/ICIICHUEM POJIeH;

- mpreM pedIIeKCUBHON HACHTH(UKALINHN, IPEITOIaraloii HISHTU()HUKALHUIO C 00BEKTOM OOIICHHUS U TOBECTBOBAHHUE OT HMEHH
3TOTr0 00BEKTA.

MeTomuueckue yka3aHus K HAMMCAHUIO IEIOBOTO MHChMa
Business Letter
Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a

difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of
sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get




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

Business letters and personal letters are two types of letters. For all official and formal situations, you write business letter whereas
letters written to friends, relatives, acquaintances are personal letters. Both follow the same format only the difference lies in the
language used for writing. In business letters, formal language is used and situations discussed are work related. In personal letters
language is informal and you discuss personal and intimate topics.

The site will provide you with tips for writing different types of letters and various samples. Here you will get to read business as
well personal letters. The samples will help you in drafting the letter you require in every possible manner. You can follow the
format and make changes in the main body of the letter according to your needs.

Business Letter Writing

When an individual starts working in a professional environment, he needs to understand the various nuances of business letter
writing. Business letter has to be brief and concise. The purpose of writing the letter should feature in the first paragraph. Give
enough information about the main idea but be specific. Professionals do not have time to read lengthy letters. So keep the letters as
short as possible. The business letter has to effectively convey the message to the reader. Here in this section of the site, you will get
tips to write business letters, types of business letters and samples of business letter. Use the formats and modify the content as per
your requirements.

Mertoauueckue yka3aHHs K YTCHHUIO U IEPEBOY TEKCTOB MPO(eCCHOHATBHON HAPaBICHHOCTH

TexcTsl TpodeccHOHaTBPHOW HAIPaBICHHOCTH HA HHOCTPAHHOM SI3BIKE ITOMHUMO CBOCH OCHOBHOHM 3amaudl —
MH()OPMATUBHOCTH — IIOMOTAIOT ITOMOIHUTh OOIIMH M TEMAaTHYECKHI CIIOBAapHBIH 3amac, TPEHUPYIOT B NPOM3HOIICHUH
HEMELIKUX CJIOB M BBIPAXKEHUH, 3aKpeIUIsSIOT NpaBWila TPaMMAaTHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHON peyH.
IIpenrexcroBblil 3Tam:
- TPOYTHTE 3aroJIOBOK M CKaXHUTe, 0 4eM (0 KOM) Oy/IeT HITH pedb B TEKCTE;
- O3HAaKOMBTECh C HOBBIMH CIIOBAMU U CIOBOCOYETAaHUSMH (€CIH TAaKOBbIE JaHBI K TEKCTYy C IIEPEBOAOM);
- NpPOYUTANUTE W BBHINMLIMTE CJIOBa, 0003HAYAIOIIKE. .. (HAETCs PYCCKUN SKBUBAJICHT);
- BBIOEpUTE W3 TEKCTa CJIOBA, OTHOCSIIHECSH K U3ydacMOW TeMe;
- HalaWTe B TEKCTE HE3HAKOMBIC CIIOBA.
TexcToBbIN 3Tamn:
- IPOYTHUTE TEKCT;
- BBIJIENIUTE CJIOBA (CJIOBOCOYETAHUS WIIH MPEUIOKEHHSI), KOTOPbIE HECYT BAXHYIO (KIIOUEBYIO HH()OPMAIIHIO);
- BBINMIINTE MM TOMYEPKHUTE OCHOBHBIC MMEHA (TEPMHHBI, ONPEAeICHUs, 0003HAUCHUS);
- copMynmupyiiTe KIFOYEBYIO MBICIb Ka)XIOro ab3ara;
- OTMETBTE CJIOBO (CIIOBOCOYETaHHE), KOTOPOE JIydIlle BCETO IEpefacT ColepiKaHHe TEeKCTa (JacTH TEKCTa).
ITocnerekcToBblii 3TaI:
- 03arJaBbTe TEKCT;
- IPOYTHUTE BCIYX MPEATIOKEHUS, KOTOPbIE MOSCHSAIOT Ha3BaHUE TEKCTA;
- HalWTe B TEKCTE TPEUIOKCHUS TS OTMCAHMUSA ...
- TOATBEpAUTE (ONMPOBEPTHUTE) CIOBAMHU U3 TEKCTA CIEIYIOUIYIO MBICIH ...
- OTBETHTE Ha BOIPOC;
- COCTaBBTE IIaH TEKCTA;
- BBIIUIINTE KIIOUEBBIC CIIOBA, HEOOXOIMMBIE JUISI IIepecKa3a TeKCTa,
- MEPecKakUTe TEKCT, ONMUPAasICh Ha IUIaH;
- IEpECKaKUTe TEKCT, ONUPAsCh Ha KIIOUEBbIE CIIOBA.
IIpn moxarotoBke pedepHpOBaHUUS TEKCTa PEKOMEHIYETCS BOCIIOIB30BATHCS CIEAYIOMIEH IMaMSITKOM:
1. Tocne mpouTeHUst TeKcTa pas3deiiTe ero Ha CMBICIOBBIC YACTH.
2. B kaxpoil yactu HailnuTe mpeangokeHue (MX MOXKET OBbITh HECKOJbKO), B KOTOPOM 3aKJIIOYEH OCHOBHOI CMBICI 3TOHM YacTu
TEKCTa. BEIMUIINTE 5TH peTOKeHNUS.
3. ToguepkHUTE B 3THX MPEIUIOKCHUSIX KIIIOYEBBIC CIOBA.
4. CocraBbTe IUIaH MepecKasa.
5. Onwupasch Ha IUIaH, HEPECKaKUTE TEKCT,
6. Onupasch Ha KIIOYEBBIC CJIOBA, PACCKAXKUTE TEKCT.

MCTOJII/I‘-IGCKI/IC PCKOMCHAAIUH T10 COCTABJICHUIO TUCKYCCUHN

ITamsiTKa 110 COCTABJIEHUIO TUCKYCCUU

B npornecce moAroToBKU K BBIMOIHEHHIO 331aHUs (JUCKYCCHs) BHUMATEIbHO U3YYUTE €r0 COJEP KaTeIbHOE HAIONHEHHUE,
OIIpeIeINTe KOHKPETHYIO CHTYalllio M KOMMYHHKaTHBHYIO 33/1a4y OOIICHUS.

Cutyarus oOLIeHUs YeTKO U JTAKOHUYHO KOHKPETU3UPYETCS B IIEPBBIX IBYX-TPEX MPEIOKCHUAX 3a1aHUs, I0ITOMY UX CIEIyeT
YUTaTh OCOOEHHO BHUMATEIBHO.

* O0s13aTeNIEHO O0CYNTE BCE MpeJIaraeMble BapHaHTHI, BHE 3aBUCHMOCTH OT COOCTBEHHBIX MTPEATIOYTECHHH.

*BynpTe HHUIMATHBHBEIM MAPTHEPOM 10 OOIIEHHIO, a HE TIACCHBHO OXHIANTE BOIPOCOB CO CTOPOHKI codecenHmka. Heooxoammo
HauaTb Oecely ¢ KpaTKOro BCTYILUICHUSI —00BsACHEHHs CUTyallun. Jlanee cieyeT akTUBHO BeCTH Oecey: peAnaraTb BapUaHThl s




00CYXIIeHHUs, 33/1aBaTh COOTBETCTBYIOIINE PEUEBON CUTYAI[H BOTIPOCHL, TPH HEOOXOAUMOCTH MEPeCHpalinBaTh, yTOUHITH MHEHUE
cobeceqHMKa, OCYIIECTRIATE MIEPEX0/] OT OJHOTO BapUaHTa K APYroMy, B 3aBepIiieHHe Oece/ bl Tociie 00CYKACHHUS BCeX BAPHAHTOB
caMoMYy NPEIUIOKUTE pellieHre. PeleHne JoKHO JIOTHYHO BBITEKATh U3 BCETO CKa3aHHOTO 00OOWMHU MapTHEpaMH, He 3a0yIbTe PH
9TOM ellle pa3 MIOMHTEPECOBATHCS MHEHHEM COOECEIHUKA.

*BeXIMBOCTD B AMANIOre MPEAINOaraeT, Ipex/ie BCEero, MPosBIeHUE 3aMHTEPECOBAHHOCTH IO OTHOUICHHUIO K CBOEMY MapTHEPY MO
0O0NICHHUI0, 0053aTEILHOE PearnpoOBaHKe Ha €ro PEIUTUKHU (ITyCTh MOPOIO € MOMOIIBIO KOPOTKHUX PEILTUK PearnpoBaHMs).
Heo0xomrMo BHUMATENBHO CITyIIATh TApTHEPA U 1aBaTh aJeKBaTHBIC PEAaKIUHU Ha TO, YTO OH TOBOPUT. B maHHOM THITE AHaNora
qale BCero OTBETHBIMHU peakUsIMU OyIyT COTJIache WK Hecoriacue (IpudeM BeXKIIMBOE), U, BO3SMOXKHO, YIUBICHHE, COMHEHHE.
ITpu 3TOM, 6€3YCIOBHO, CIIEAYET CTAPATHCS UCIIOIb30BATh Pa3HOOOPA3HBIE SI3BIKOBBIC CPEICTBA IS BHIPAXKECHUS TaHHBIX A3BIKOBBIX
¢byHKTIHI.

* AKTHBHO TpeJyIaraiiTe BapuaHThI 7151 00CYKIIeHHS (€CTECTBEHHO, TOCIIE TOCTATOYHO MOAPOOHOTO 00CYKIECHHS KaXI0TO
MPEIBIAYILETO).

[Ipu npeIoxKeHNH CBOETO BapyuaHTa CIIEAYeT JaBaTh YETKHE Pa3BEPHYThIE apr'yMEHTHI B €ro MoJik3y. B ciydae Hecornacust
cobeceqHIKa HEOOXO0IUMO PearupoBaTh Ha €0 PEIUTMKH CBOMMH KOHTPApTyMEHTaMH, COTJIAcys UX C €r0 JOBOJAMH. Y MEHHE
yCIBIIATh MApTHEPA U aAEKBATHO U apTyMEHTHPOBAHHO PEarupoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKAaX OCOOEHHO IIEHHO B
JaHHOM Ture auaigora. OMHAKO COBCEM HE00A3aTeNIbHO BCETa HE COMTAIIATLCS ¢ TAPTHEPOM, BEIb B PEabHONH KOMMYHHKAIIHH MbI
JIOCTAaTOYHO YacTO MEPEeCMAaTPUBAEM CBOIO TOUKY 3pCHHS, B3BEIINBAs TOBOMBI «3a» U «IPOTUBY. [Ipn cormacuu ¢ MHCHHEM
co0eceqHIKa BayKHO MPUBECTH JOMIOIHUTEIBHBIE JOBOIBI B ITOJIE3Y 00CYKIAEMOTO BapHaHTa WM Pa3BEPHYTh apTyMEHT
cobecenHUKa.

* AKTHBHOCTh M B&KJIMBOCTh COOCCETHIKA MPETIoIaraeT 3aHHTEPECOBAHHOCTh BO MHEHHHY MapTHEPa MO OOIICHHUIO, ITO3TOMY B
Oecezie cieyeT MHTEPECOBATHLCSI MHEHHEM COOECEHUKA TI0 TIOBOTY MPEAIaraeMbIX BApUAHTOB, 3allpallliBaTh €0 COTIacHe WIIN
HECcorjlacue co CBOei Toukoii 3penus. [Ipr HeoOX0AUMOCTH MOKHO 337aTh YTOUHSIOUINE BOIIPOCHI, IEPECIPOCUTH COOECETHUKA.
Heo6x0muMo yqauThIBaTh MHEHHE COOECEHNKA U IPUBOANMbBIC UM apTyMEHTBI IIPU MPUHITHH OKOHYATEIBHOTO PEIIeHHs, KOTOPOE
JIOJDKHO CTATh JIOTHIECKUM 3aBEpIICHUEM Jraora. Eciu pelieHrne MpOTUBOPEUUT COJIEPKAHUIO TIPOBEICHHON OeceIpl,
KOMMYHUKaTHBHAS 3a7]ada MOKET OKa3aThCsI HEBBITTOIHEHHOW. DTO O3HAYALT, YTO YUACTHUK Oecenbl (hopMallbHO POTOBAPHBAT
CBOM JIOBOJIbI, HE CIIEANI 3a PEIUIMKaMU cOOeCeAHNKa U JIOTUKON pa3BUTHA AUAJIOra.

*HMIMaTUBHOCTH B Oeceie mpeinoiaraeT yMeH|e BOBJIEUb MTapTHEpa B IMAJIOT. B TaHHOM THIIE [uanora 3To MposBISETCS HE
TOJIFKO B YMEHHH 3aIPOCUTH MHEHHE COOSCETHIKA, HO ¥ B IPUTIIAIICHUH TIpeJiaraTh CBOM BapUAHTHI IS OOCYKICHUSI.

* Heo0OX0aMMO MOMHHUTB, YTO JUAJIOT — 3TO HE OOMEH MOHOJIOTaMH.




