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1. HEJIA U 3AJAYN OCBOEHUSA JTUCIHTAIIJIMHbBI

1.1|[Jenu: hbopMupoBaHUE MHOS3BIYHOW KOMMYHHKATHUBHON KOMIICTCHIMH JUIsl AEJIOBOTO OOIICHHUS B YCTHOW U TTMCbMEHHOM
¢dopmax.

1.2|3a0auu: - ocBoenue TrpaMMaTUYECKOro U JICKCHUYCCKOI0O MUHUMYMaA B O6T)eMe, HCO6XO,HI/IMOM 1A A€J10BOTO 0611I€HI/IH
Ha MHOCTPAHHOM SA3bIKC U paGOTI)I C MHOA3BIYHBIMU TEKCTAaMU B IIPOLIECCE HpO(l)eCCHOHaHLHOﬁ JACATCIBbHOCTHU,

- (l)OpMI/IPOBaHI/Ie yMeHI/Iﬁ YTCHUSA U MIOHUMAHUA JIMTCPATYPhI 10 CHECIIUAJIBHOCTU CO CIIOBAPEM;

- (l)OpMI/IPOBaHI/Ie KOMMYHUKAaTHUBHBIX yMeHI/Iﬁ JCJI0OBOTO O6HICHI/IH Ha MHOCTPAHHOM S3BIKC.

2. MECTO JUCHUILITMHBI B CTPYKTYPE OOII

Huka (pa3gen) OOITL: b1.0

2.1|TpedoBaHus K NMpeABAPUTEILHOI MOATOTOBKE 00y4aIOLIErocs:

2.1.1|TIpenuiecTBYIOMNM JJIsl U3YYCHUSI UCIMILUTAHBI SBISETCS TUCIUILTHHA «ITHOCTPAaHHBIH S3BIK» Ha TPEIBIAYIIEM YPOBHE
00pa3oBaHus.

2.2|IcuMnaInHbI M NPAKTHKH, 1151 KOTOPLIX 0CBOEHHE JAHHON TUCIMILUIMHBI (MOAYJIs1) HEOOX0AMMO KaK
TpealIecTBYIONIee:

2.2.1|BbInosHEHNE U 3alUTa BBITYCKHOW KBaTH()UKAIMOHHON paboThI

3. KOMIIETEHIIMX OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUIIJINHbBI
MOoAyJist)

YK-4: Crioco0eH oCcymecTBJIATH eJ0BYI0 KOMMYHHKAIIHIO B YCTHOH U MIChbMeHHOH ¢opMax Ha rocy1apcTBEHHOM sI3bIKe
Poccuiickoii ®eaepanuu U ”HOCTPAaHHOM(bIX) fI3bIKe(aX)

HNI-1.YK-4: BoioupaeT Ha rocyiapcTBeHHOM H HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHMKATHBHO NpHeMJIeMble CTHJIb 1eJI0BOT0
o01eHus1, BepdajbHble U HeBepOaJbHbIe CPeICTBA B3aMMO/IeiiCTBUSA C MapTHEPaMHU.

- 3HaeT OCHOBHBIE IPAMMAaTHYECKUE CTPYKTYPbI; 00LICYIOTPEOUTENbHY0, OOLIEKYIBTYPHYIO B MPOPECCHOHAIBHYIO JIEKCUKY;
pedeBble Kiuie, HeoOXOIMMBIE JUTSl OCYIIECTBICHHS IeJI0OBOM KOMMYHHKAIIMN HA HHOCTPAHHOM SI3BIKE;

- YMEET MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (IIPEJIaraeMbIX) CUTYaIMIX OOLICHUS! HA MHOCTPAHHOM $SI3bIKE, TIPABHIIEHO
UCTIONB3Ys BepOabHbIE H HeBEpOATbHBIE CPEICTBA OOLICHS;

- BJIaJIeeT MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEJIOBOTO OOLICHHUSI.

N/I-2.YK-4: Bener 1eJI0BYI0 IepeNUCKY, YYUThIBasi 0COOEHHOCTH CTHJIHCTHKY 0GpUIHANBHBIX U HeoHIHATBHBIX IHCEM,
COLIMOKYJIbTYPHBIE pa3ju4us B popMaTe KOPPeCNOHACHIIMH HA FOCYJ1aPCTBEHHOM U HHOCTPAHHOM (-bIX) A3bIKAX.

- 3HaeT OCOOCHHOCTH CTHIIMCTUKH HAIIMCAHHS O(QUIMATBHBIX H HEO(HIINANBHEIX MHCEM;
- yMeeT BECTH AENOBYIO NEPENUCKY C YIETOM COLMOKYIBTYPHBIX 0COOCHHOCTEH ¢ NPECTaBUTEISIMU JPYTUX CTPaH;
- BJIaJieeT TEXHUKOMU JIEJIOBOrO MMCbMa HA HHOCTPAHHOM SI3BIKE.

HN/1-4.YK-4: leMoHCTpHUpYET YMEHHE BBINOJHATH NepeBo/l NPOQecCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha
rocyAapCcTBEHHBII A3bIK U 00paTHO.

- 3HaeT OCHOBHEIE ITepeBOTUCCKUE TPaHC(HOPMAIIHH;
- yMeeT BBIIOJIHATH IEPEBOA NPO(HECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA FOCYAAPCTBEHHBIH S3bIK U 00PAaTHO;
- BIIaJIceT OCHOBAMH T€XHHKH MEepPeBOa.

4. CTPYKTYPA H COAEP KAHUE JUCHUIIJIMHBI (MOLY JIS)

Kon HaumenoBanmue pa3nesios u tem /Buj | Cemectp / | YacoB | Komneren- | Jluteparypa | Unte | Ilpumeuyanue
|_3aHdaTHd 3aHATHA/ Kvnc 10704 DAKT.
Paznen 1. Conep:xanmue.
11 Introductions. Work and leisure. 1 10 Na-1.YK-4 JI1.1J12.1 0
Jobs and studies. Nationalities. to be a/ Na-2.YK-4

an with jobs; wh- questions. Introducing
yourself and others. Meet conference
attendees.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Writing: e-mail. /J1a6/




1.2 Introductions. Work and leisure. 18 Na-1.YK-4 JI.112.1 BelnonHeHue
Jobs and studies. Nationalities. to be a/ an WUI-2.YK-4 JIEKCHKO-
with jobs; wh- questions. Introducing rpaMMaTHYECKH
yourself and others. Meet conference X yIPaXHEHNH.
attendees. IMoaroToska
Days, months, dates. Leisure activities. JTHAJIOTOB.
Present simple. Adverbs and expressions
of frequency. Writing: e-mail. /Cp/

1.3 Business trips (airports, hotels). Food 14 Na-1.YK-4 JI.1J12.1
and entertaining. UJ-2.YK-4
Travel details: letters, numbers, times.

Can/can’t. There is/are. Making booking
and checking arrangements.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Choose a restaurant for a business
meal. Writing: e-mail. /JIa6/

14 Business trips (airports, hotels). Food 20 na-1.yK-4 J1.1J12.1 BeinonHeHne
and entertaining. Ua-2.YK-4 JIEKCHKO-
Travel details: letters, numbers, times. rpaMMaTHYECKH
Can/can’t. There is/are. Making booking X YIpaKHCHHH.
and checking arrangements. Yrenue u

TIICPEBOI TCKCTOB.
Eating out: food and menu terms. IToaroroska
Some/any. Countable and uncountable JTHAJIOTOB M
nouns. Choose a restaurant for a business POJIEBOM UTPBI.
meal. Writing: e-mail. /Cp/ Hanmcanne

15 Sales. People. 14 na-1.yK-4 J1.1J12.1
Choosing a product or a service. Past Ua-2.YK-4
simple. Past time references.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Writing: e-mail.

/J1a6/

1.6 Sales. People. 15 Ua-1.YK-4 J1.1J12.1 BrimosHeHne
Choosing a product or a service. Past Ua-2.YK-4 JIEKCHKO-
simple. Past time references. rpaMMaTHYECKH

X yIpaKHEeHHH.
Types of colleagues. Starting a business. YreHue u
Describing people. Past simple: negatives MEPEBOJT TEKCTOB.
and questions. Question forms. IMoaroroBka
Negotiating: dealing with problems. JTHAJIOTOB H
Writing: e-mail. POJIEBOI1 UTPBI.

Hamucanue

/Cp/ II€JI0BOT'O

1.7 Markets. Companies. 14 ua-1.yK-4 J1.1J12.1
Types of markets. Comparatives and UJa-2.YK-4
superlatives. Much /a lot, a little /a bit. U1a-4.YK-4
Meetings: participating in discussions.

Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Writing:
company profile. /JIa6/

1.8 Markets. Companies. 17 nJ-1.YK-4 JI1.1J12.1 BeimonHeHne
Types of markets. Comparatives and Ua-2.yK-4 JIEKCUKO-
superlatives. Much /a lot, a little /a bit. UJ-4.YK-4 rpaMMaTHYECKH
Meetings: participating in discussions. X YIpaXHEHUH.
Successful companies. Describing Yrenue u
companies. Present continuous. Present MepeBo TEKCTOB.
simple or present continuous. Writing: IToaroroBka
company profile. /Cp/ JTUAJIOrOB U




1.9 The Web. 14 WJ-1.YK-4 J1.1J12.1 0
Using the Internet. Internet terms. Time UJa-2.YK-4
expressions. Talking about future plans na-4.YK-4
(present continuous and going to, will).

Making arrangements. Writing: e- mail.
/JTa6/

1.10 [The Web. 18 WUa-1.YK-4 JI1.1J12.1 0 Brinonnenue
Using the Internet. Internet terms. Time na-2.yK-4 JICKCHKO-
expressions. Talking about future plans UJ-4.YK-4 rpaMMaTHYECKH
(present continuous and going to, will). X yIpaKHEHHH.
Making arrangements. Writing: e- mail. Yrenune u
/Cp/ MEPEBO]I TEKCTOB.

1.11 Cultures. Jobs. 28 WUa-1.YK-4 JI1.1J12.1 0
Company cultures. Cultural mistakes. Ua-2.yK-4
should /shouldn't, could /would. WUI-4.YK-4
Identifying problems and agreeing action.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills.  Writing:
a curriculum vitae.

/JTab/

1.12 Cultures. Jobs. 44 Na-1.YK-4 JI.112.1 0 BelnonHenue
Company cultures. Cultural mistakes. Ua-2.YK-4 JIEKCHKO-
should /shouldn't, could /would. NJ-4.YK-4 rpaMMaTHYECKH
Identifying problems and agreeing action. X YIpaKHEHHH.

Urenne u
Skills you need for a job. Skills and MEePEeBOJT TEKCTOB.
abilities. Present perfect. Past simple and IMoaroroBka
present perfect. Interview skills. Writing: JIAAJIOTOB U
a curriculum vitae. POJIEBO UTPEI.
/Cp/ Hanwucanue

1.13 Problems. 18 Na-1.YK-4 JI1.1J12.1 10
Adjectives describing problems at work. UJ-2.YK-4
Present simple: negatives and questions,
have got. Telephoning: solving problems.

Writing: telephone message. /J1a6/

1.14 Problems. 17 Na-1.YK-4 JI1.1J12.1 0 Brimonnenue
Adjectives describing problems at work. WUa-2.YK-4 JIEKCHKO-
Present simple: negatives and questions, rpaMMaTHYECKH
have got. Telephoning: solving problems. X yIPaKHEHHIA.
Writing: telephone message. /Cp/ Urenue u
Pa3nea 2. [IpomexyTouHasi aTTecTanust
(3x3aMeH)

2.1 TToxroToBka K 3k3aMeHy /Ok3ameH/ 34,75 | UO-1.YK-4 JI1.1J12.1 0

Na-2.YK-4
UJ1-4.YK-4
2.2 Kontpons CP /KCPATT/ 0,25 | UJ-1.YK-4 JI1.1J12.1 0
UJ-2.YK-4
UJ1-4.YK-4
2.3 KonTakthas pabora /KoHCOK/ 1 Na-1.YK-4 JI1.1J12.1 0
WJ-2.YK-4
Na-4.YK-4
Pa3nen 3. [IpomexyTouHasi aTTecTanus
(3auéT)
3.1 TToxroroBka k 3auéty /3a4yér/ 8,85 | UJ-1.YK-4 JI1.1J12.1 0
Na-2.YK-4
WJ1-4.YK-4
3.2 Konrakthas pabora /KCPATT/ 0,15 | UO-1.YK-4 JI1.1J12.1 0
UJ-2.YK-4
NJ1-4.YK-4

Pa3nen 4. [IpomexyTouHas aTTecTanus
(3auéT)




4.1 IlogroroBka k 3a4éty /3auét/ 2 8,85 | UA-1.YK-4 JI1.1J12.1 0
Na-2.YK-4
NJI-4.YK-4
4.2 KonraxtHas padora /KCPATT/ 2 0,15 | UA-1.YK-4 JI1.1J12.1 0
Na-2.YK-4
na-4.vyK-4
Paznen 5. [IpomexyTouHas aTTecTanus
(3a4éT)
51 IMoaroroska k 3au€ry /3auét/ 1 8,85 | 1UJ-1.VK-4 JI1.1J12.1 0
NI-2.YK-4
na-4.vyK-4
5.2 KonraxtHas padora /KCPATT/ 1 0,15 | UA-1.YK-4 JI1.1J12.1 0
Na-2.YK-4
na-4.vyK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aMHCKA

1. OneHoYHBIE CPEICTBA NPEAHA3HAUYEHBI A1 KOHTPOJISI U OLCHKH 00pa30BaTeIbHbIX JOCTHKEHUH 00yUyaromuxcs, OCBOMBIINX
MIpOrpaMMy y4eOHOW AUCHMITIMHBI «THOCTpaHHBIH S3BIKY.

2. @oH/1 OLICHOYHBIX CPEJCTB BKIIOYAET KOHTPOJIbHBIC MaTEPUAIbI JJIsl IIPOBEACHUS TEKYILET0 KOHTPOJIS B JOPME TECTOBBIX 3a/laHUM,
MICEMEHHBIX paboT, POJICBBIX UI'P, MPOEKTOB M TEKCTOB JUISl YTEHHS U IEPEBO/IA, MPOMEKYTOTHON aTTecTaliy B hopmMe BOIPOCOB
3a7aHUH K 324eTy U K3aMeHy.

5.2. OneHo4HBbIe cpeIcTBA 151 TEKYLero KOHTPOJIs

BxoaHoit KOHTpOIH (IpUMEpPHOE 3aJaHIE)

1. He ... atthe 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. Bribepure nonxossimiee oTHocuTenbHOe Mectoumenue: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuaHTsl OTBETOB:

1 which

2 who

3 where

4 when

Kpurepuu oneHku:

Crynent BeinoaHua 84-100% 3aganuil «OTIMYHOY», TOBBIIIEHHBIH yPOBEHD

CryneHT BbinoaHuI 66-83% 3aaHuil «XOPOIIO», TOPOTOBBIH YPOBEHb

Crynent Beinoasua 50-65% 3anaHuii «y10BIETBOPUTEILHOY, IOPOTOBBIN YPOBEHb

CrynenT BeinonHua MeHee 50% 3aJaHuil «HEYyIOBIETBOPUTEILHOY», YPOBEHD HE CHOPMUPOBAH




1 CEMECTP
Texymuit koHTpOIH 1
Tecr (IlpumepHsbIe 3axaHus)

1. I 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 c¢) 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 lusually goon @) 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 T don’t like this book. It isn’t (interesting / boring) enough.

6 I 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) ’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? ¢) 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.

Kpurepuu oneHku:

Crynent Beinonaua 84-100% 3afaHuil «OTIMYHOY, IOBBIIIEHHBIH YPOBEHb

CryneHT BbInonHUI 66-83% 3a1aHuii «XOPOII0», TOPOTOBBIH YPOBEHb

Crynent Beinonaua 50-65% 3anaHuil «y10BIETBOPUTEILHOY, TIOPOTOBBII yPOBEHb

Crynent BeinonHmI Meree 50% 3amaHnil «HeyJOBIETBOPUTEILHOY, YPOBEHB HE CHOPMUPOBAH

Texymmii KOHTpOIIB 2
Tect (IIpumMepHbIe 3a1aHKs)

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 | speak to  b) a refund.

31 havea ¢) 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, thisis  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) my hotel
room on the Internet. | carry a small suitcase and | always use an electronic ticket. So, when | arrive at the airport, | can immediately
?3) security. | 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 | carry it on the plane with me. |
usually (6) a taxi to my hotel. After I (7) at the hotel, 1 usually go for a walk. After a long

flight, 1 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, | .

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?

Kpurepun onenxku:

Crynent BoimonHua 84-100% 3aganuil «OTIMYHOY, TTOBBIIIEHHBIH YPOBEHb

CryneHt BeinoaHun 66-83% 3anaHuii «XOpOII0», TOPOTOBBIH YPOBEHb

Crynent Beinonaua 50-65% 3a1aHuil «y10BIETBOPUTEIBHOY, IOPOrOBBII yPOBEHD

CryneHT BeIOIHII MeHee 50% 3aJaHuil «HEeyA0BIETBOPUTEILHOY», YPOBEHD HE CHOPMUPOBAH

2 CEMECTP
Texymmii koHTpOB 1
Tect (IIpumMepHbIe 3a1aHKs)

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, 1 (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 | 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 | pay with American Express?

8 Hello, Hotel Carmen. How can | 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.
¢) 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  aunique 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.

Kpurepuu oneHku:

Crynent BeinoaHua 84-100% 3aganuil «OTIMYHOY», TOBBIIIEHHBIH yPOBEHD

CryneHT BeInosHuI 66-83% 3a1aHuii «XOPOIIO», TOPOTOBBIH YPOBEHb

Crynent BeinoaHua 50-65% 3ananuii «y10BJIETBOPUTENIBHOY, IOPOTOBbIH YPOBEHb

CryneHT BeinonHua MeHee 50% 3aJaHuil «HEYHOBIETBOPUTEILHO)», YPOBEHD HE CHOPMUPOBAH

Texymmii KOHTpOIIB 2




Tecr (IlpumepHsbie 3axaHus)

1
1
2
3
4
5

2
1
2
3
4
5
6

U, WNEFE W

4.
1.

. Complete the sentences with words: export / home / luxury / mass / niche
. Nike sports clothing sellstoa  market.
. High-quality, expensive goods sell in a market.
. markets are usually small but profitable.
. Products sold inside the producer’s country are sold to the market.
markets are outside the producer’s country.
. Write the numbers in words.
.540
.6,370
.29,606
.902,000
4,225,094
12.6%
. Match the words and phrases on the left with a word or phrase on the right with the same meaning.
. begin a) manufacture
.make  b) sell abroad
. have a workforce of c) launch
.export  d) employ
. introduce €) provide
.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/ alof/?

6
7

5
1
2
3
4
5
6
7

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

. Match the sentence beginnings with the endings.
I need some training to do a) costs.

It’s really important  b) my job properly.

Why don’t you buy c¢) a self-study course?

We don’t have  d) at home?

We have to cut e) possible.

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

How about studying  g) to me.

Kpurepuu oneHku:

Crynent Beinonaua 84-100% 3afaHuil «OTIMYHOY, IOBBIIIEHHBIH YPOBEHb

Crynent BeinoaHuI 66-83% 3a1aHuil «XOPOII0», TOPOTOBBIH YPOBEHb

Crynent BeinoaHua 50-65% 3anaHuii «y10BIETBOPUTEIILHOY, IOPOTOBBIN YPOBEHb

CryneHT BoinonHua MeHee 50% 3aJaHuil «HEYyHOBIETBOPUTEILHOY», YPOBEHD HE CHOPMUPOBAH

3

CEMECTP

Texymmii KoHTpOJIB 1
Tect (IIpumMepHbIe 3a1aHKs)

~NOoO O~ WNERE -

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

. I usually drive to work but today | (walk).

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

. Usually 1 (not deal) with customer complaints but today I’m helping Renée.

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

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

. Normally delivery (take) about three weeks.




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

b) I really like that idea.

c) | 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 | 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 (7)

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

2. My today is our sales strategy.

3. I’d like to about our bonus scheme.

4. The my presentation is export sales.

5. By the of my talk, you will understand why this is necessary.
6. I’'m going to our manufacturing process.

7. 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.

SESENIENEES

. 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.

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.

) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

i) We often have briefings.

Kpurepuu oneHku:

Crynent BeinoaHua 84-100% 3ananuil «OTJIMYHOY, TOBBIIIEHHBIH yPOBEHB

CryneHT BeinoaHuI 66-83% 3a1aHuil «XOPOIIO», TOPOTOBBIH YPOBEHb

Crynent BeinoaHun 50-65% 3ananuii «y10BIETBOPUTEIBLHOY, IOPOTOBbIN YPOBEHb

Crynent BeimonHMI MeHee 50% 3amaHnil «HEeyTOBICTBOPUTEILHOY», YPOBEHB HE C(OPMUPOBAH

Texymuit KOHTPOIIb 2




Tecr (IlpumepHsbie 3axaHus)

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

€) 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 | have to move these boxes.

B1(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. | (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?

A 1(2) start my own company.

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

Kpurepun onenxku:

Crynent BeimonHua 84-100% 3agaHuil «OTIMYHOY, TOBBIIEHHbBIH yPOBEHB

CryneHT BeIIONHUI 66-83% 3aaHuil «XOPOII0Y, IOPOTOBLIH YPOBEHb

Crynent BemonHMI 50-65% 3ananuii «yIOBIETBOPUTEIBHOY, TIOPOTOBBIH yPOBEHb

CryneHT BelnonHuI Menee 50% 3aJaHuil «HEYyL0BIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH

4 CEMECTP
Texymuit koHTpOIH 1
Tect (IIpumMepHbIe 3a1aHKs)

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 | started the job two years ago, | (1) (travel) abroad more than thirty times and | (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. I (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.

. Match the sentences with the responses.

. What time is good for you?

What’s a good day for you?

We could meet the other members of the team.
There’s something I’d like to talk to you about.
Do you have any special strengths?

. What do you do in your free time?

. What did you learn from your last job?

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

©CONoOU WP W

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

b) I spend a lot of time reading.

¢) How about 4.15?

d) 'm afraid I can’t make that date.

e) | improved my organisational skills.

f) 27th March would be fine.

) 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

¢) | had a problem with

d) 'm sorry [

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.

Al 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 GR8 are fine.

Kpurepuu oneHku:

Crynent BeinoaHuia 84-100% 3ananuil «OTJIMYHOY», TOBBIIEHHBIH yPOBEHb

CryneHT BbinoaHuI 66-83% 3aaHuil «XOPOIIO», TOPOTOBBIH YPOBEHb

Crynent Beinoasun 50-65% 3anaHuii «y10BIETBOPUTENILHO», IOPOTOBBIN YPOBEHb

CryneHT BelnonHua MeHee 50% 3aJaHuil «HEyHOBIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH




Texymuit KOHTPOIIb 2
Tecr (IlpumepHsbie 3axaHus)

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.
Advertisers like Facebook because it helps them to
a) reach a big market

b) deal with cultural problems

c) 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
¢) 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.

Kpurepun onenxu:

Crynent Beinonaua 84-100% 3afaHuil «OTIMYHOY, IOBBIIIEHHBIH YPOBEHb

CryneHT BoinoaHuI 66-83% 3aaHuii «XOPOII0», TOPOTOBBIH YPOBEHb

Crynent BeinonHua 50-65% 3aaHuii «yIOBICTBOPUTENILHOY, TOPOTOBBIN YPOBEHb

CryneHT BeInoIHUI MeHee 50% 3aaHuil «HeYAOBIETBOPUTEILHOY», YPOBEHb HE ChopMUPOBaH

OnenouHoe cpeacto "PoneBas urpa"

ITpumepHBIe TEMBI

1. Tema (mpobnema) «At the Hotel»

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

Pomu:

a) a guest;

6) a hotel’s manager.

O’kuiaeMbIil pe3yJbTaT — HHCIIEHUPOBKA Oece/Ibl OPraHu30BaHa M MPEJICTaBIeHa B COOTBETCTBUH C CHUTyaluei OOIIeHNSI.

2. Tema (mpobema): «Food and Entertainingy

Konuernus urpst: 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.

Pomu:

a) a manager;

6) a manager.

O’kuiaeMbIil pe3yJIbTaT — HHCIIGHUPOBKA Oece/Ibl OPraHu30BaHa M MPEJICTaBIeHa B COOTBETCTBUH C CUTYyal[eld OOLICHHS.

3. Tema (npobiema) «At a Trade Fair»

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

Pomn:

a) a store manager;

0) a manufacturer.

OsxkupaeMslii(e) pe3yabTaT(bl) — HHCLEHUPOBKA Oecebl OpraHU30BaHa U MPECTAaBICHA B COOTBETCTBUY C CUTyaluel OOLIeHHS.




4. Tema (mmpobnema) «Dealing with problems»

Konrermust urpst: 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.

O>kuiaeMbIil pe3ysIbTaT — HHCIIEHUPOBKA Oece/lbl OpraHu30BaHa M MPEICTaBIeHa B COOTBETCTBUH C CUTyalHei oOImeHusI.

5. Tema (npo0Giiema) «Participating in discussion»

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

a) an advertising manager;

0) an advertising manager.

OuIaeMblil pe3ysibTaT — MHCIIEHUPOBKa Oece bl OpraHu30BaHa U MPEJICTaBIIeHa B COOTBETCTBUH C CUTYallUei OOLIeHUSI.

6. Tema (npobnema) «Presenting your company»

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

a) a representative of company Nel;

0) a representative of company Ne2.

O>kuiaeMbIil pe3ysbTaT — HHCIEHHPOBKa Oece/Ibl OpraHu30BaHa M NPE/ICTaBIeHa B COOTBETCTBUH C CUTYyalHei oOImeHusI.

7. Tema (npobiiema) «Making arrangementsy

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

Pomu:

a) a managing director;

0) a customer.

O’kuiaeMbIil pe3ysIbTaT — HHCIIEHHPOBKa Oece/Ibl OpraHu30BaHa M NPE/ICTaBIeHa B COOTBETCTBUH C CHTyalHei oOImeHusI.

8. Tema (mpo6niema) «Identifying problems and agreeing action»

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

Pomm:

a) a manager;

0) a manager.

OrkuiaeMbIil pe3yJIbTaT — HHCIIEHHPOBKA Oece/Ibl OpraHu30BaHa M MPEAICTaBIeHa B COOTBETCTBUH C CUTyallell OOIIECHHSI.

9. Tema (npobnema) «Interview skills»

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

a) a director;

6) a candidate for the job.

O)KI/II[aeMBII‘/‘I pE3yIbTaT — HHCUCHHUPOBKA 6ece;[},1 OpraHu30BaHa U NPEACTABJICHA B COOTBETCTBUH C CHTyaHHeﬁ 06LLI€HI/I${.

Kpurepun onenku:

OneHka "OTJIMYHO": CTYJICHT ICMOHCTPUPYET XOPOIINE HABBIKK M YMEHHS CBOOOJHOTO PEUEBOI'0 B3aUMOACHCTBHS C TAPTHEPAMHU:
yMeeT Hayatb, MOAAepKaTh U 3aKOHYUTh Oecety; coOmoaeT ouepénHOCTh IpH 0OMEHE peIuInKaMy; BOCCTaHABIMBAeT Oecely B
ciy4ae c0o0s; BJIS€TCS aKTUBHBIM, 3aMHTEPECOBAHHBIM COOECEIHUKOM; COOII0JaeT HOPMBI BEXKIUBOCTU. YMEET IMOLUOHATILHO
n300pasuTh XapakTep, HACTPOCHHE, YYBCTBA HCIIOJIHIEMOTO Teposi B Pa3INYHBIX CHTYAIUAX; YIOTPEOIISeT CIIOKHBIE TPaMMaTHIECKHe
KOHCTPYKLUH B PEUH; JOMYCKAET HE3HAYUTEIbHBIC TPAMMATHYECKUE OIUOKH; YIOTPEOIISET pasroBOpHbIE (POPMYJIbI B COOTBETCTBUH C
CUTyaIuei oOIeHusI.

OreHka "Xopouo': CTyIeHT IEMOHCTPHUPYET HABBIKM U YMEHHsI CBOOOHOTO PEYEBOT0 B3aUMOJICHCTBHS C TApTHEPAMH: YMEET Havyarb,
oJiIep kaTh (B OOJBIIMHCTBE CIy4aeB) M 3aKOHUHUTD Oecety; coOroaeT ouepEaHOCTh MPH 0OMEHE PEIUIMKaMu; IEMOHCTPUPYET
HaJIM4Ke NpoOIeMbl B IOHMMaHUU coOeceIHNKa; He BCEria COOII0OAAeT HOPMBI BEXKIIMBOCTH. Y MEET SMOIMOHANBHO H300pa3uTh
XapakxTep, HaCTPOEHHE, YyBCTBA MCIIOJIHIEMOTO TepOsl B Pa3JIMUHBIX CUTYAIHX; YIOTPEOSeT B peYH NPEeUMYILECTBEHHO POCThIE
MPEUIOKEHHUS; AOMYyCKAeT He3HAYUTEIIbHbBIC TPAMMAaTHYECKHE OIIHOKH; YIOTPEOIIsieT pa3roBOpHbIC ()OPMYIIBI B COOTBETCTBHH C
cuTyanuei oouieHus.

OreHka "yIOBJIETBOPUTENBHO": CTYJICHT HE SIBJISCTCS aKTUBHBIM COOECETHMKOM; HE MOXET BOCCTAHOBHUTH Oecelly B ciiyyae cOosi;
HCTIONIB3YET HE3HAYUTEIBbHBIH 00beM U3YYCHHOMU JIEKCUKH; TOITyCKAET rPaMMaTH4YeCKUE OIINOKH;

OreHka "HeyIOBIETBOPUTENBHO'": CTYAEHT SBJISIETCS TACCUBHBIM COOECETHUKOM; HE MOKET IO//Iep KaTh OOIIEeHHE; I0ITyCKaeT rpyoble
rpaMMaTHYECKUE OITUOKH.

Onenounoe cpeacto «IIpoexT»

Tembl IPOCKTOB:




1 Types of markets.
2 Presentation of the hotel.

Kpurepun onenku:

Onenka "oT4aHO": TIPOEKT BBITIONHEH IMOJTHOCTHIO: IIeTh JOCTUTHYTA; TeMa PACKPBITA B TOTHOM 00bEMe. CTyIEHT CaMOCTOSTEIIBHO
pealu3yeT yMeHHe MOCTPOUTh BHICKA3bIBAHHS B CMOJICIMPOBAHHBIX (MIPEJIaracMbIX) CUTYAIUSIX OOIICHNS Ha MHOCTPAHHOM SI3BIKE,
MPaBUIILHO HCITOJIL3Ys BepOabHbIE ¥ HEBEPOAThHBIC CPEICTBA OOIICHUS; BIIaJIcCT HABBIKAMU HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM
JIETTOBOTO OOIIECHUS

Onenka "xopomo": [TpoekT BBIMOIHEH: 1IeTb JOCTUTHYTA, HO TeMa PacKphITa He B MOJHOM 00bEMe. CTYJICHT ClTOCOOCH MoKa3aTh
YMEHUS TIOCTPOUTH BBICKA3bIBAHHS B CMOJICIIMPOBAHHBIX (IIPEIaraeMbIX) CUTYaIUsIX OOICHHS HA WHOCTPAHHOM SI3bIKE, IPABUIIBHO
HCTIONB3Ys BepOabHbIC U HeBepOaIbHBIE CPEACTBA OOIICHHMS;, CIIOCOOCH YaCTHYHO MOKA3aTh BIIaJICHUE MHOCTPAHHBIM SI36IKOM KaK
CTHIIEM JIEIOBOTO

OOIICHHMS.

Onenka "ynoBneTBopUTeNnsHO": [IpOEKT BBIMTOIHEH YaCTHYHO: I JOCTUTHYTA HE MMOJIHOCTHIO; TEMa PACKPHITa B OTPAHUICHHOM
00béMe. CTYIeHT 1101 PYKOBOJICTBOM IPENoIaBaTelisl CIOCOOSH MOKa3aTh YMEHHUS

MMOCTPOUTD BBICKA3bIBAHHS B CMO/ICIIMPOBAHHBIX (TIPE/IjIaraeMbIX ) CUTYallUsIX OOIICHHU S HA UHOCTPAHHOM SI3bIKE, IPABUIILHO HCIOJB3YS
BepOaTbHBIC U HEBEPOATBLHBIC CPENICTBA OOIICHHUS; CIIOCOOEH YaCTUYHO ITOKA3aTh BIAICHUE MHOCTPAHHBIM SI3BIKOM KaK CTHIIEM
JIETTOBOTO OOIICHUS.

Onenka "HeyI0BIeTBOPUTEIHHO": [IPOCKT HE BHITIOIHEH: 11e)Ib HE JOCTUTHYTA; TeMa He packpbita. CTYJICHT 3aTpYyIHACTCS WIH HE
MOJKET IT0Ka3aTh YMEHHS TIOCTPOUTH BHICKA3bIBAHHS B CMOICIMPOBAHHBIX (TIPEUIaraeMbIX) CUTYalUsIX OOIIECHHUS HA HHOCTPAHHOM
SI3BIKE, TIPABHIILHO HUCIIOJB3Ys BepOanbHbIe U HeBepOaIbHbIE CPEACTBA OOLICHHMS, HE BaIeeT HHOCTPAHHBIM S3BIKOM KaK CTHIIEM
JIEJIOBOTO OOILIEHHUS.

OneHouHoe cpeacTBo «IlepeBo TEKCTOB»
[TpuMepHBIe TEKCTHI TSI IEPeBOJIa C AHTIIMHCKOTO Ha PYCCKUM

Text 1

Business diary: Paul Trible, Paul Watson astold to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, acompany that makes luxury shirts. Their company is in
Richmond, USA. The first thing they do everyday when they get to workischeck 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 hastwo fulltime employees. They don't have official meetings. They talk to
each other. Atlunchtime, they goto the shop to talk to customers. They spend 25 percent of thedayon the phone
with their web designer. The website takesalotof time and money. To raise money ($300,000) to startthe 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 alarge insurance company in Houston wore their
shirts, andin the past four monthsthey gotabout 12 more customers from there.

Text 2

Getting it right: doing business abroad by Natasha Stidder

Good etiquette is important whenyou do business abroad. It isessential 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 and
handkerchiefs -these signify tears or death

India Business cards should be givenand 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 hostleads 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 notunusual 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 departmentis badly run, top managementsdon't seemto care, and
my new colleagues are not very friendly. Now I hear that my old boss wants me back. 1 want to seeifhe is serious, but that
might seem like |am desperate to return to myold job. Besides, | don't want to be too hasty. | 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 backto an old employeris never abadidea. You know exactly what it is like to workfor your
old boss. You know that working thereis comfortable, and sometimes comfort is agood thing. You say your old boss is
anxious to rehire you, but don't approach him yet. Waitand let him cometo 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'mnotsure that this is long
enough to make a decision about the new place. Some organisations don't like outsiders; it takes awhile 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 toyour old job,you know that you tried.

Kpureprn onieHku:
OreHka "OTJIMYHO": CTYJICHT CAMOCTOSITEJIBHO pPeaiM3yeT YMEHUs [0 MEePEeBOy NPOPECCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha




rOCYJJapCTBEHHBIH SI3bIK M 00paTHO, BIIAJEET OCHOBAMH TEXHHUKH IIEPEBOIA. .

Orenka "xopouio": CTyIGHT croco0eH 1oKa3aTh yMEHHE NIepeBoJia MpoQecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCYJJapCTBEHHBIH SI3bIK M 00paTHO, CIIOCOOEH YaCTUYHO IT0Ka3aTh BJIAJEHUE OCHOBAMU TEXHUKH NIEpEBO/IA.

OreHka "yI0BJIECTBOPUTENBHO": CTYJICHT CIIOCOOCH 10/ PYKOBOACTBOM MPEIOaBaTelis I0Ka3aTh YMEHHS 1O TIEPEBOIY

PO eCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO HA rOCyIapCTBEHHBIN S3BIK U 00OpaTHO, CHOCOOEH MOKa3aTh YaCTUYHOE BIIAJICHUE
OCHOBaMH TE€XHHUKH IepeBOA.

OrneHka "HeyJOBJIETBOPUTENIHHO" : CTYICHT 3aTPYAHSACTCS WM HE MOXKET II0Ka3aTh YMEHUs, HE BIIaJIeeT OCHOBAMH TEXHHKH NEpeBo/Jia.

5.3. Tembl nUcbMEHHBIX Pa0doT (3cce, pedepaTsl, KypcoBble padoThI M AP.)

TemaTuka opHUIMATBHBIX TIHCEM:
The Inquiry Letter

The Invitation Letter

The Letter of Complaint
CV/Resume

Tematuka HeO(l)I/IIII/IaJ'H)HLIX IIUCEM.
Introduction Letter
Friendly Letter

Kpurepuu oueHku:

- OIIEHKA «OTIIMYHO» BBICTABIIACTCS CTYCHTY, €CIIN CTYJCHT ITOKA3bIBACT INTyOOKNiT ypOBEHb 3HAaHUH OCOOEHHOCTEH
(opmanbHOTO M He(hOPMAITBHOTO OOLICHUS, TIPABHI MOCTPOSHHUS IIMCHMEHHOTO PEYEBOT0 BHICKA3bIBAHMS HA N3Y4aeMOM SI3BIKE;
CaMOCTOSTENIFHO PeaTN3yeT YMEHHUS BECTH JACIOBYIO IMEPENHCKY C YI€TOM COLMOKYIbTYPHBIX OCOOCHHOCTEH ¢
MIPEACTABUTEISIMA IPYTUX CTPAH; BIIaJICET TEXHUKOH ITepeBoa U peJaKTHPOBAHUS.

- OIIEHKA «XOPOILO» BEICTABISIETCS CTYACHTY, €CIIM CTYACHT IOKa3bIBAaET XOPOIINI ypOBEHb 3HAHUH 0COOEHHOCTEH
(opmanbHOro 1 He(hOPMAaIBHOTO OOLICHUS, TIPABHJ MOCTPOSHHUS IIMCHbMEHHOTO PEYEBOr0 BHICKA3bIBAHUS HAa H3Y4aeMOM SI3bIKE;
CHOCOOEH 0Ka3aTh YMEHHsI BECTH JIEJIOBYIO MEPEIUCKY C YUETOM COLHOKYJIBTYPHBIX OCOOCHHOCTEH C MpeICTaBUTENIIMH
JPYTUX CTPaH; CIIOCOOEH YacTUYHO MM0Ka3aTh BlIa/IcHUE TEXHUKON MepeBo/ia U pelaKTHPOBAHUSI.

- OLIEHKA «Y/IOBJICTBOPHUTEILHO» BBICTABISAETCS CTYICHTY, €CJIM CTYJICHT TI0Ka3bIBaeT 0Aa30BbIi YPOBEHb 3HaHUIT 0COOCHHOCTEN
(opmanbHOro 1 He(hOpMAaIBHOTO OOLICHUS, TIPABHJ OCTPOSHHS TMCHbMEHHOTO PEYEBOro BBICKA3bIBAHHS HA M3Y4YaeMOM SI3BIKE;
I10]T PyKOBOJCTBOM IIpenojaBaTessl CliocoOeH MoKa3aTh YMEHHUs BECTH JAEJIOBYIO NMEPENUCKY C YUETOM COLMOKYIBTYPHBIX
0COOCHHOCTEW C MPEACTABUTENSIMU IPYTUX CTPAH; CIOCOOCH YaCTUYHO TOKa3aTh BJIaJICHHE TEXHUKOHN ITepeBoa 1
pEelaKTHPOBAHUSL.

- OLIEHKA «HEYIOBJIETBOPUTEIHHOY» BBICTABIISETCS CTYICHTY, €CIIH CTYACHT MOKa3bIBACT HEYAOBICTBOPUTEIBHBIN YPOBEHD
3HaHMI 0coOeHHOCTEH (PopMaTLHOTO M HE()OPMAITBEHOTO OOIIEHHS, TPABUII TOCTPOEHHS TMCBMEHHOTO PEYEBOT0 BHICKAa3bIBAHUS
Ha N3y4aeMOM S3BIKE; 3aTPyIHIETCS WIIM HE MOKET MI0Ka3aTh YMEHHS BECTH JIEJIOBYIO IIEPETNCKY C yUETOM COLMOKYIIBTYPHBIX

5.4. OneHo4HbIe CpPeacTBA UISI IPOMEKYTOYHOM aTTecTaluu

B xonre 1,2,3 ceMecTpoB CTyJEHTHI CAAIOT 3a4eT MO0 AUCIUIUIMHE. 3a4eT BKIIOYAET B Ce0s CIeIyIoIue 3a1aHus:
1. TIpomexxyTOUYHBIH TECT
2. Make up a dialogue

1) [IpomMeKyTOUHBIH TECT [T 3a4eTa 0 AUCHUILIIHE “VIHOCTpaHHBIH S3BIK” BKIIOYACT JICKCUKO-TPAMMATHICCKUE 3a1aHUs,
3alaHusd Ha YTCHUEC U IIOHMMAHHUE TCKCTA, 3aJaHUC 110 HAIIMCAHUIO ACJI0BOIO ITMChbMa.
IIpumepHsble 3ananus:

- 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;

- write a formal letter to the ... about .... .

2) TemaTuKa AUAJIOTOB:
— A job fair

— Why are staff unhappy
— At the Hotel

— Booking a Hotel Room
— Food and Entertaining
— At a Trade Fair




— Dealing with problems

KPUTEPMN OLIEHNBAHU A HA 3AYETE:

- «324TEHO» BBICTABILICTCS CTYACHTY, €CIH C(OPMHUPOBAH KaK MUHIMYM MTOPOTOBEIA YPOBEHb HHIUKATOPA JOCTHKCHHUS
KOMIICTEHITHH:

- TOKa3bIBaeT 0a30BHIi YPOBEHD 3HAHUI OCHOBHBIX I'PAMMATHIECKHAX CTPYKTYP; 00MIeynoTpeONTEIbHOM, 00MEKyIbTypHOH
poheCCHOHATBHOI JIEKCHKH; PEUEBBIX KIINIIE, HEOOXOIUMBIX ISl OCYIIECTBICHNUS I€I0BOM KOMMYHHUKAIIMY Ha HHOCTPaHHOM
SI3bIKE; 0COOCHHOCTEW CTMIIMCTUKY HAIMCAHUS O(HLIMATIBHBIX U HEOPUIHAIBHBIX TICEM, 3HAaHUI OCHOBHBIX NIEPEBOAYECKUX
TpaHchopMaIHid, a TAKXKE 3HAHUIA MPaBUIT MPOGECCHOHATHLHOTO PEYEBOTO ITHKETA;

- [I0J] PYKOBOJICTBOM IPEIOAaBaTeNs CIIOCOOEH M0Ka3aTh yMEHHS OCTPOCHHUS BHICKAa3bIBAHHUS B CMOICINPOBAHHBIX
(mpemaraeMbIX) CUTYAIUIX OOIICHUS HA HHOCTPAHHOM SI3BIKE, IPABHIIHLHO HCIIOJB3Ys BepOaibHbIC U HEBepOAIbHbIC CPECTBA
00IIIeHNsT; BECTH AETOBYIO MEPEIUCKY C YIETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU IPYTUX CTPaH;

- CHIOCOOEH YacTHYHO M0Ka3aTh BIaJJeHNEe HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JISJIOBOTO OOILEHHS, TEXHUKOH JAEJI0BOTr0 MUChMa
Ha MHOCTPAHHOM SI3BIKE.

- «HE3aYTCHO)» BBICTABIICTCS CTYJCHTY, €CIIM YPOBEHb HHANKATOPA TOCTIHKEHUS KOMIIETCHIINN HEe C(OPMHUPOBAH:

- IOKa3bIBAaET HEYIOBJICTBOPUTEIBHBIA YPOBEHb 3HAHUH OCHOBHBIX TPAMMATHUYECKIX CTPYKTYP; OOIIEYTIOTPEONTETFHOMH,
0OIIEKybTypHOU M TPO(ECCHOHATBHOM JIEKCHKH; PEUEBBIX KIIHIIE, HEOOXOIMMBIX JJIS OCYIICCTBICHUS IEIOBOM
KOMMYHHUKAIIMU HAa HHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HaMCcaHHus O(QUIMANBHBIX U HEO(HIUATBHBIX ITHCEM,

- 3aTpyAHACTCS WIM HE MOJKET MOKa3aTh YMEHHs IOCTPOCHUS BBICKAa3bIBaHUS B CMOAEIMPOBAHHBIX (IIPeAaraeMbIX) CUTYaIUsIX
oO0IIeHHs] Ha HHOCTPAHHOM $SI3bIKE, TPABUIILHO MCIOJIb3Ys BepOalibHble U HeBEpOaIbHbIE CPENICTBA OOLICHUS; BECTH JIEIIOBYIO
MEPENUCKY C YUYETOM COLHOKYJIBTYPHBIX OCOOCHHOCTEH C MPECTAaBUTEINISIMH APYTHUX CTPaH;

- He BJIaieeT MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHHs, TEXHUKON 1eJI0BOr0 MIChMa Ha HHOCTPAHHOM SI3BIKE.

B KOHIIC 4 CEMECTpa CTYACHTHI CAA0T 3K3aMCH, KOTOprfI BKJIFOYACT CICAYIOIINEC 3aJaHNA:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. UToroBslii TeCT, pa3MeIleHHBIH B CUCTEME 3JICKTPOHHBIX KypcoB Moodle (moodle.gasu.ru), BkiatodaeT: 1) JEKCHKO-
rpaMMaTHYecKue 3a1aHus, 2) 3aJJaHie Ha IIepeBo]] TEKCTa, 3) 3aJjaHKe 0 HAllMCaHMIO IUCchMa. [IpuMepHbIe 3a1aHus:

1. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export / a niche) market and she really enjoys the work of planning
specialised tours for clients. The company is very small. It (4) (employs / supplies) only four people and they all work in one
office. This makes (5) (print / face-to-face) communication very easy. They can talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual
/ practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and
bus delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit / deal) of
ten per cent and she’ll make monthly payments. The furniture will be delivered next week.

2. Complete the conversations with words and phrases: a sales conference / a tip / a workforce / an order / annual leave / booking
/ stock / the receipt

Conversation 1

A Kevin has organised (1) for 25th—26th July.

B I know. And I’'m planning to return from my holiday on 27th July‘

A Oh, no. Can you change your holiday (2)
B I’m not sure.

Conversation 2

A How big is your company?

B Big! It has (3) of about 18,000 people.

A How much (4) do you get each year?

B Three weeks.

Conversation 3

A I"d like to place (5) for 100 boxes of item 20091. Are the goods in (6) ?
B Yes, they are.

Conversation 4

A Do you have (7) from dinner last night? | need it for my expense records.
B Yes, here it is.
A Did you leave (8) for the waiter?

B No, I didn’t. T thought you did!

3. Choose the best word or phrase —a, b or ¢ — to complete the sentences.
1 Dirle Italian




2.A are you from?

B Japan.

a) Whatb) Wherec) Who

3. Ricardo drive to work?
a) Isb) Doc) Does

4. Oscar from home.

a) sometime work

b) works sometimes

c) sometimes works

5. Mr Albert to meetings.
a) doesn’tgob) notgoc) isn’tgo
6 This office building a meeting room.

a) nothaveb) doesn’thavec) hasn’t
7. A Can Yusuf speak German?

B Yes, .

a) canheb) canc) hecan

4. Complete the extract of a phone conversation with the correct form of the verbs in brackets.

B Yesterday. My flight (2) (land) at about three o’clock in the afternoon.

A And what (3) (you do) now?

B Well, it (4) (be) nine in the morning here now. | (5) (have) my breakfast and now
| (6) (wait) for a taxi. In fact, the taxi is here now! | (7) (call) you later, OK?

5. Complete the conversations with words and phrases: a little / are aren’t / can / can’t / don’t / should
Conversation 1
A (1) Can you speak Japanese?

B No, I (2)
Conversation 2
A (3) there any visitors in the office today?

B No, there (4)
Conversation 3
A How much is the RX-100?

B1t’s (5) more expensive than the RX-90.
Conversation 4

A Do you think we (6) talk to Ramon?

B No, I (7) .

6. Match the sentences with the responses.
1. How about a cup of tea?

2. Do you like football?

3. Can | speak to Jorge Ramos, please?

4. s there a car park?

5. My suggestion is to go for a cocktail.

6. Why don’t you buy a self-study course?
7. What do you think?

8. There’s something 1°d like to talk to you about.
9. What day suits you?

10. What did you learn from your last job?

a) Yes, there is.

b) OK, I'll take a look at one.

c) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, | do.

g) How about Wednesday?

h) I think we need to target young people.
i) That’s a great idea.

j) I’'m afraid he isn’t in the office today.

7. Complete the conversations with the phrases (a—j).
a) What’s

b) My subject today is

c) One thing we could do is

d) 1 think




f) I really enjoy
g) I’m afraid I can’t make
h) What about using

i) I need some

j) Can | have your

1A my new camera.

B Oh dear. I'm sorry to hear that.

2. A credit card details, please?

B It’s a MasterCard. The number is ...

3.A Pascal’s is the best restaurant. The food is delicious.
B Yes, | agree. The food is great.

4. A the target market?

B It’s aimed at stylish young men who want to look good.
5 A training to do my job properly.
B I’m sorry. It’s just not possible.

6. A social networking sites?

B I’'m not sure that’s a good idea.

7. A What are you going to talk about?

B our new product line.
8. A Is 25th May OK for you?

B 25th May.

9. A There’s a problem with Astrid.

B | agree. talk to her.
10. A What do you do in your free time?

B sports.

. Read the (given) article and decide if the statements are true or false.

. Management styles haven’t changed much in the past fifty years. False

. The biggest problem for 21st-century managers is controlling employees.

. In the 21st century, power comes from doing good work.

. Microsoft is a good example of 20th-century management style.

. At Microsoft, managers watch workers’ hours very carefully.

. It’s important for managers to get to know different types of people.

. Making decisions is one of the main jobs of a 21st-century manager.

. Good managers understand their teams’ thoughts and feelings.

. Global managers should try to ignore cultural issues as much as possible.

10. For Gary Kildare, respect is more important than speaking a lot of languages.
11. Face-to-face communication is the most important part of 21st-century management.
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2. TemaTnka guaiaoros

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Ways of advertising

— Participating in discussion
— Presenting your company
— Arrangements for a meeting
— Cultural Differences
—Job Interview

— Describing People

3. [TepeBon TekcTa
IIpumepHbIE TEKCTHI:

Text1
Istanbul guide: from the bazaar to the Bosphorusby Andrew Finke
Where to stay

If you are in Istanbul forsightseeing, then youcould stayin Sultanahmetorfind asmallshotel away from the
tourist areas. However, this may not be the best option for the business traveler with a moming appointment on the
far side of town. Traffic and distance can be aproblem for those ona busy schedule. The challenge is to getthe
work done, butalso find time to discover what makes Istanbul unique. Many of the city's five-star hotels enjoy a
view where vou can _see lights on the Bosphorus and passing ships. Where to eat A visitto the arand bazaar can feel




Istanbul is done with a knifeand fork. Whattosee There are alarge number of restaurants along the river. A
Bosphorus meal is agreat Istanbul tradition. A meal can include a cold meze, then ahothorsd'euvre, followed
by a perfectly cooked piece of fresh fish. How to travel around the city Try to arrange your flights to avoid the rush
hour, which in the evening can last until 9 p.m. Thereis ametroline that takes 40 minutes from the European
airport. But the last stop is not inthe most convenient part of the old city, andthe chances arethat you will
have to continueyourjourney by taxi.Cabs fromthe airyort are strictly confolled. Allcabs in the ciry run on
a meter andare reasonably priced. If you can reach vyour destination by ferry, it is the bestway to see the
city, and the boatsrun on time.

Text 2

Yum plansto bethe McDonald's of Chinaby Alan Rappeport

Yum! Brands, the operator of KFC, Pizza Hutand Taco Bell, plans to becomethe McDonald's of China. It is
opening many fastfood restaurants over the nextdecade. Its chief executive, David Novak, says that Yum plans
to more than double its restaurantsin Chinaby 2020. It hopes to have 9,000 across the countryin the best
locations. Yum is likely toearn about$900m in net income from its China business this year. It plansto build
small restaurants in rail stations and airports. It is already the leading international restaurant company in China.
developed markets. Currently, it owns 53 per cent of its restaurants in emerging market and 47 per centin
developed markets. Executives call the brand's performance in the USA "disappointing” and "terrible". "It's been a
big challenge in the US," Mr Novak

Text 6

Luxury brands and wealthy Chinese tourists FT by Barney Jopson in New York

Ms Liis onatrip to New York. Sheis travelling with Affinity China, aluxury club that organises tours of
New York. Butthisisn't abusiness trip or a holiday. Ms Liand more than 80 other wealthy Chinese tourists are here
to learn aboutluxury brands. Many Chinese consumers cometo the USand Europe to buy luxury goods. Prices
are up to50% lower than the price of some luxury goods at home. Companies organise events toshow their
products to Ms Liandthe othersin her group. Bergdorf Goodman, adepartment store, puts on afashion show
in their honour. "I liked it alot. It wasmy first fashion show,” said MsLi. Sheis the kind of person that
luxury retailers wantto meet. Sheis the co-founder of arecruitmentagency in Shanghai. Another luxury company
that organises an event for the groupis Mont Blanc,the penmaker. Itputs apiano in the store and Lang
Lang, the Chinese pianist, plays for the group. Estde Lauder, the cosmetics brand, gives people inthe Affinity
China group samplesof an expensive new eye cream. Chinese travellers took million overseas trips in 2011 and
spent atotal of $69bn, anincrease of 25 per cent fromthe previous year. Coach, the handbag brand, says that
sometimes 15-20 per cent of itssales in New York, LasVegas and Hawaii are from Chinese tourists

KPUTEPUUN OIEHNBAHUWS HA 5K3AMEHE:

O1eHKa «OTJINYHO» BBICTABILSIETCS, €CIIM  CTY/IEHT ITOKa3bIBAET IIIyOOKOE 3HAHHE:!

- FPaMMaTHYECKUX CTPYKTYp; OOLIeyIoTpeOuTeIbHOM, O0MEeKyNbTYpHON 1 Npo(ecCHOHaIBHOM JTEKCHUKH; PEYEBbIX KIUIIE,
HEOOXOANMBIX ISl OCYIIECTBIICHHS I€JIOBOM KOMMYHHUKAIIMU HAa HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTHIIMCTUKYI HAMCaHUS O(UINATLHBIX U HEO(PUIIMAIbHBIX ITHCEM, CTPYKTYPHOW THIIOJIOTHH U TTPABUII
MTOCTPOCHHS MUCHMEHHOT'O PEYEBOT0 BHICKA3bIBAHUS HA H3y4aeMOM SI3BIKE;

- OCHOBHBIX II€PEBOTUECKHUX TPaHCHOPMAIIHIA;

- IpaBWI IPO(GECCUOHATBEHOTO PEUEBOTO ATUKETA.

CTyIeHT caMOCTOSITENILHO PEATU3yeT YMEHHUS:

- TIOCTPOUTH BHICKA3BIBAHUS B CMOJICIMPOBAHHBIX (TIpeIaraéMbIX) CUTYaIMsIX OOIIEHNS Ha HHOCTPAHHOM SI3bIKE, TPABUIIBHO
HCTIONB3Ys BepOabHbIC N HEBEpOaIbHBIE CPEICTBA OOIICHNUS;

- BECTH JICJIOBYIO MEPETIHCKY C YUETOM COLHOKYIbTYPHBIX OCOOEHHOCTEH C ITPEACTAaBUTEIISIMH APYTHX CTPAH;

- epeBoa NpoecCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIapCTBEHHBIN SI3BIK M 00paTHO.

CTyZIeHT Biajeer:

- HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOTO OOIICHUS;

- TEXHUKOM JIEI0BOTO NMUChMa HA HTHOCTPAHHOM SI3bIKE;

- OCHOBaMH TEXHUKU MEPEBOAA.

O1eHKa «XOPOIIOY» BBICTABISETCS, €CIIH CTYJCHT IOKa3hIBACT XOPOIINE 3HAHUS:

- OCHOBHBIX I'PaMMAaTHYECKHAX CTPYKTYP; 0OMIeyOTPeONTEIbHOM, O0IIEKyIbTYPHOH 1 PO eCCHOHANBHON JEKCUKH;, PEUEBBIX
KJTUIIE, HEOOXOAUMBIX JUIS OCYIIECTBIICHHS JEIOBOM KOMMYHHUKAITUN HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HATMCAHUSI O(UIIMATBHBIX ¥ HEO(DUITHATBHBIX MTUCEM, CTPYKTYPHON THITOJIOTHH U IIPaBHII
IIOCTPOCHHS IHCbMEHHOI'0 PEYEBOI0 BBICKA3BIBAHUSA HA U3Yy4aE€MOM SI3BIKE;

- OCHOBHBIX IEPEBOIYECKNX TPaHC(HOPMAIHH;

- IPaBUJI IPO(ECCHOHATIBHOTO PEYEBOTO ITHKETA.

CTyIeHT crocoOeH 1MoKa3aTh YMEHHUSL:

- IOCTPOUTD BBICKa3bIBAHMS B CMOJICIIMPOBAHHBIX (TIPe/UIaraeMbIX) CUTYalUsIX OOIIeHs Ha MHOCTPAHHOM SI3bIKE, TPABUIIEHO
UCTIONB3Ys BepOanbHble U HeBepOabHbIE CPECTBA OOLICHUS;

- BECTH JIEJIOBYIO IIEPETHCKY C YIETOM COIHOKYJIBTYPHBIX 0COOEHHOCTEH ¢ MPEeACTaBUTEISIME APYTUX CTPaH;

- BRIMONIHUTE TENERON MNOMECCHOHANTEHRIX TEKCTOR C MHOCTNDAHHOTO —HA TOCVIANCTBEHHEIN 3RIK W 0ONATHO ¢ YACTHYHON




- TEXHUKOM JACJIOBOI0 NMucbMa Ha MHOCTPAHHOM SA3bIKE.
- OCHOBaMM TC€XHHUKU NEPEBOJA.

OI1IeHKa «YIOBJIETBOPUTEIILHO)» BBICTABIISCTCS, €CIIM CTYACHT IOKa3bIBaeT 0a30BbIi YPOBEHb 3HAHMIA:

- OCHOBHBIX IPaMMAaTHYECKUX CTPYKTYP; OOMICYTOTPEOHTEIBHOM, O0IIEKYIBTYPHOM M ITPOGECCHOHATBHOM JCKCHKH; PECUEBBIX
KJIUIIE, HEOOXOAUMBIX IS OCYILECTBICHHS JCIOBOM KOMMYHHUKAIIMK HA HHOCTPAHHOM SI3bIKC,

- 0COOCHHOCTEH CTHIIMCTHKY HAMMCAHUS O(PHIMATBHBIX M HEO(DUIIHATBHBIX [THCEM, CTPYKTYPHOM THITOJOTHH U ITPABHII
MOCTPOCHHS MTUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA U3y4aecMOM SI3BIKC;

- OCHOBHBIX [IEPEBOTUYCCKHUX TPaHCHOpMAIHIA;

- MpaBmJI MPO(ECCHOHATBHOTO PEYEBOT0 ITHKETA.

Iox pyKOBOACTBOM MpEIofaBaTess ClIOCOOCH MOKa3aTh YMCHHUS:

- MOCTPOUTH BHICKA3bIBAHUS B CMOJICIIMPOBAHHEIX (TIPEITaracMbIX) CUTYAIUsIX OOIICHHS HA HHOCTPAHHOM SI3BIKE, TPABHIBHO
UCTIOJNB3Ys BepOalbHbIC M HEBEPOATBHBIC CPEIICTBA OOICHNUS;

ITOMOIIIBIO TIPEIOaBaATEIS.

CTyAeHT cImocoOeH YaCTUIHO TOKa3aTh BIIAJICHHE:

- HHOCTPaHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHUS;

- TEXHHUKOM JIEJIOBOTO MMHChMa HAa HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH IIEPEBOA.

OI11eHKa «HEYA0BIETBOPUTEIHHO» BBICTABIAETCS, €CIIN CTYACHT ITOKa3bIBaeT HEYIOBICTBOPUTEIbHBIH YPOBEHb 3HAHUMN:

- OCHOBHBIX IPaMMaTUYCCKUX CTPYKTYP; OOIIEYTOTPEOUTEIBHOM, O0IIEKYIBTYPHON U MPOGECCHOHATBHOMN JICKCHUKH; PEUEBBIX
KJIHMiie, HCO6XO}II/IMLIX JUIA OCYIIECTBIICHUA }16.]'[030[71 KOMMYHHUKAIIUU HA THOCTPAHHOM SA3BIKE;

- 0COOEHHOCTEW CTUIIMCTUKY HAIMCAHUS O(ULIUATIBHBIX 1 HEO(PUIHATbHBIX THCEM, CTPYKTYPHOW TUIIOJIOTUH U ITPABUII
TOCTPOCHNA NMCbMEHHOT'O PEYCBOI'0 BHICKA3bIBAHUA HA U3Y4Ya€MOM A3BIKE

- OCHOBHBIX IIEPEBOTUCCKHUX TPaHCHOpPMAIHIA;

- IpaBwWI MPO(HECCHOHATBFHOTO PEYEBOTO STHKETA.

CTyneHT 3aTpyAHACTCS WM HE MOXKET II0Ka3aTh YMCHHS:

- IOCTPOUTH BHICKAa3BIBaHUS B CMOJICIIMPOBAHHEIX (TIPeIaraeMbIX) CUTyalusaX OOIMICHNS Ha HHOCTPAHHOM SI3BIKE, IIPABIIIEHO
HCTIONB3Ys BepOabHbIC H HEBEpOATBHBIC CPEICTBA OOIICHNS;

- BECTH JICJIOBYIO MIEPEMUCKY C YIETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH ¢ MPECTABUTENSIMU APYTUX CTPaH;

BBITIOJTHUTD IIEPEBO HpO(beCCI/IOHaJ'H)HI)IX TEKCTOB C UHOCTPAHHOT'O Ha FOCyZlapCTBeHHLIﬁ SA3BIK U 06paTHO C YaCTUYHOM
MIOMOIIIBIO IIPENoIaBaTesl.

CTyJZeHT He BiaJieeT:

- HTHOCTPaHHBIM SI3BIKOM KaK CTUJIEM JIEJIOBOTO OOIICHHUS.

- HE BJIa/IeeT TEXHUKOU JETOBOTO MMChMa HA MHOCTPAHHOM SI3BIKE;

6. YYHEBHO-METOAUWYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIS)

6.1. Pexomenayemas Jutepartypa

6.1.1. OcHoBHas JuTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, rox On. anpec
JI1.1 [Mutsakuna O.B., AHrHiicKuit 136K 4751 AenoBoro obmenus.  |Kemeposo: http://www.iprbookshop.ru
Iepuna U.B. DKcnpecc-Kypce: yuebHoe mocooue st Kemeposckwuit /61258.html
CTYJCHTOB BceX (opM 00yUeHHUs TEXHOJIOTHUECKUN
WHCTHTYT MUILIEBOH
MPOMBIIITIEHHOCTH,
2014
6.1.2. JlonoHuTeIBHAS JUTEPATYpa
ABTOPBI, COCTABHTEIH 3arnaBue W3pnaTenbcTBO, TOX Omn. agpec
JI2.1 [3emmsanoBa ML.II. VHOCTpaHHBIH S3BIK (QHIIIMHCKNI). Tromens: Tromenckuii [https://icdlib.nspu.ru/view/
Communicative english: let's read and discuss: [rocyzapcreenubrit icdlib/7067/read.php
yueOHO-MeToAnuecKoe mocodue yHHBepcHTeT, 2018

6.3.1 IlepeyeHs NporpaMMHOro odecrnevyeHuns

6.3.1.1|Moodle

6.3.1.2|Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHbIHN

6.3.1.3|MS Office

6.3.1.4|MS WINDOWS

6.3.1.5|SIunexc.bpaysep

6.3.1.6|LibreOffice




6.3.1.7|NVDA

6.3.2 IlepeyeHb HH(POPMALHMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|MexBy30BCKas IEKTPOHHAs OMOIHOTEKA

6.3.2.2|ba3a nanHbIX «JnekTpoHHas 6ubmoTeka I'opHO-ANTalCKOTO TOCYAapCTBEHHOTO YHHBEPCUTETA)»

6.3.2.3|DnexTponno-6ubnuoreynas cucrema [IPRbooks

7. OBPA3SOBATEJIBHBIE TEXHOJIOT' U

posneBas urpa

METOJ MPOCKTOB

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJIMHBI (MOAY JIST)

Homep aynutopun |(HaznayeHue OcHOBHOE OCHALLICHHE

214 b1 KabuHeT MeToauKu TpernofaBanns GU3NKH. | YaeHHIecKas 10CKa, MyJIbTHMEINAPOCKTOP, KOMITBIOTE,
YueOHas ayquTopus s IPOBEACHUS 9KpaH, MMOCaI0YHbIe MecTa 00yJaromuxcs (10 KOJIMIECTBY
3aHSTUN JEKIIMOHHOTO THIIA, 3aHATUN oOyyaromuxcs), pabouee MeCTO TIpernoaBaTelis

CEMHHAPCKOTO TUTIA, KyPCOBOTO
MIPOEKTUPOBAHMS (BBITIOJTHEHHS KYPCOBBIX
paboT), TPYNIOBBIX U WHANBUAYATBHBIX
KOHCYJIbTAIlUi, TEKYIIIETO KOHTPOJIS U
TIPOMEKYTOYHOM aTTecTallu

206 b1 Kabuner MeTOIUKHY TpENoIaBaHus YueHnyeckas 10cka, UHTEpaKTUBHAs J10CKa, SKpPaH,
MaTeMaTHKU. YueOHast ayAUTOPHS IS MIPOEKTOP, KOMIIBIOTEP, MTOCAI0UYHbIE MECTa 00yJalOIUXCS
MIPOBEACHUS 3aHATUH JICKIIMOHHOTO THITA, [(IIO0 KOJIMYECTBY 00YUaIONIUXCs), pabouee MecTo

3aHITHIA CEMUHAPCKOTO TUIIA, KYPCOBOTO npenojaBaTens

MIPOEKTUPOBAHMS (BBITIOJTHEHHS KYPCOBBIX
paboT), TPYIIOBBIX U WHIWBHIYTEHBIX
KOHCYJIbTAITUH, TEKYIIET0 KOHTPOJIS 1
MPOMEKYTOYHOM aTTECTALIMHI

211 b1 KommnbrotepHslii kiace. YuebHas Pabouee mecto npenonasarens. [Tocanounsie Mmecta
ayIUTOpUs AJIs IPOBEICHUS 3aHATUI oOyuaromuxcs (110 KOJMYECTBY 00yJaroNuxcs),
JIEKIIMOHHOTO THIIA, 3aHATHH CEMHHAPCKOTO [KOMIMBIOTEPHI C OCTYNIOM K MIHTepHET

THUIIA, KypCOBOTO MPOEKTHPOBAHUS
(BBITIOTTHEHUS KYPCOBBIX pa0OT), TPYIIIOBBIX
1 MHANBULYyaTbHBIX KOHCYJIbTAINH,
TEKYIIEro KOHTPOJIS ¥ MPOMEXXYTOUHOH
arrecraimu. [lomenienne Jjuis

201 b1 Kabunet MeToInKy IpenoaBaHus MapxkepHas yueHn4eckas 10CKa, IKpaH,

nHdopmatuku. YueOHas ayAUTOPHS LI MyJbTUMeAHanpoekTop. Pabouee MecTo mpenopasaress.
TIPOBEICHUS 3aHATHH JIEKIMOHHOTO THMa, |[locamounble Mecta oOy4arommxcs (10 KOJIMYECTBY
3aHATHI CEMMHApPCKOTO TUIA, KypcoBOTo  |0Oydarommxcs), KOMITBIOTEPHI ¢ TocTynoM K MHTepHeT
MIPOEKTUPOBAHUS (BBITOJHEHHUS KYPCOBBIX
paboT), TPYIIOBBIX U WHIANBUIYATBHBIX
KOHCYJbTAIMH, TEKYIIEero KOHTPOJIS U
IIPOMEXKYTO4HOH arrectauuu. [lomemenue
JUIS CaMOCTOSITEIbHOMN PaboThI

209 b1 KomnprotepHslii kiace. YaeOHas Pabouee mecto mpenogaBarens. [Tocagounsie mecta
ayIATOPUS JJIs1 IPOBEJCHIS 3aHATHI oOy4Jaromuxcs (1o KOJUIEeCTBY 00yUJaroNTuXcs).
JIEKIIMOHHOT'O TUTIA, 3aHITHIA CEMUHApCKoro |MapkepHas yaeHndIecKas J0CKa, IKpaH,
THIIA, KyPCOBOTO MPOESKTHPOBAHUS MYJIBTUMEIUAPOCKTOP, KOMIBIOTEPHI C JJOCTYTIOM B

(BBIIOJTHEHUS KyPCOBBIX paboT), rpynnoBsIX | IHTEpHET
1 MHIUBHULYaJIbHBIX KOHCYJIbTAINH,
TEKYILEro KOHTPOJIS U IPOMEXKYTOUHOM
arrectauuu. [lomenenue s

9. METOANMYECKHUE YKA3AHUA 1)1 OBYYAIOIIUXCSA IO OCBOEHHUIO JUCHUIIJIMHBI (MOY JIs)

CamocrosrenbHas paboTa CTyICHTOB MTPEIIoaraeT cae yoIie BUIbL:

- MOJITOTOBKA K MPAKTHYECKUM 3aHITHSM;

- YTEHHE U MEPEBOJ TEKCTOB;

- COCTaBJIEHHE IJIOCCAPHS 110 TEME;

- BBINIOJIHEHNE MTUCEMEHHBIX M YCTHBIX 33JaHIH (JJEKCUKO-TPaMMAaTHYECKUX YIPKHEHHH, HAIIMCAHUE AETOBBIX IMMCEM Ha
WHOCTPAHHOM SI3bIKE H JP.;

- BBITIOJTHEHHE KOHTPOJIBHEIX paboT (TecToB);




- IOJITOTOBKA K 3a4YETy U HK3aMEHY.
Kpowme Toro, camocTositennsHast paboTa CTyA€HTa 10 U3Y4YEHHIO TUCLUIUIMHBI OXBAThIBACT: 3ayYHBAHUE CIIOB MHOCTPAHHOTO SI3bIKa,
rpaMMaTHYECKUX MPaBHJI, YTEHUE TEKCTOB HA MHOCTPAHHOM $SI3bIKE BCIIyX B COOTBETCTBUU C IIPaBUJIAMM YTEHHS, TOHUMaHHE TEKCTOB,
MIOCTPOEHHE BOTIPOCOB M OTBETOB K TEKCTaM; MIEPEBO Ha PYCCKUH SI3bIK (YCTHBIN U MHCHMEHHBIN).

Meroaudeckue yKa3aHHs 110 BBIIIOJIHEHHUIO CAMOCTOSTENILHOM paOOThI
Mertoandeckue yKka3aHusl K BBIIOJIHEHHUIO JIEKCUKO-TPaMMAaTHYECKUX YIIPaKHEHUH

[Tpu paboTe ¢ TeKCUKO-TpaMMaTHIECKUM MaTepHaIoM HEOOXOIMMO CTPEMUTHCS HE TOJBKO K Y3HABAHUIO CJIOBA MM
rpaMMaTHYeCcKOro 000pOTa, HO M K MOHUMAHUIO LIEJH €r0  YHOTpeOJeHns B JaHHOM KOHTEKCTE.

W3y4aemblif MaTepuan TpeOyeT MPakTHIECKOro MPUMEHEHHUS, IPEKIE BCETO B BUJIE JIEKCHKO-TPAMMATHYECKUX YIIPaKHEHUH, KOTOPEIE
CJIeyeT BBIIOJIHATH TOJIBKO MOCIIE TIIATEIbHOM NPOpabOTKH BCero Matepuana. l3yueHue rpaMMaTHKH Helb3sl Ha4aTh «C
cepenuHbDy. Kaskaplit HOBBIH pasmen 0azupyeTcs Ha H3yUYeHHOM Ipexie Marepuaie. OHaKko U3ydeHHe TOJIBKO TpaMMaTHKU 0e3
MIPAaBUIILHOTO IIPOU3HOLICHHUS M 3HAHHUS JIEKCHKH OCTAETCs «BEIbI0 B ceOey. JIMIIb KOMIIEKCHBIHM MOAXO0/ U TOCTENEHHBIN Iepexo/] OT
MIPOCTOTO K CIIOKHOMY MOXET JaTh TpeOyeMBIil pe3yJIbTar.

[Tpu BBINIOJTHEHUY yIpaXXKHEHUH CHaYaja ClIeAyeT 03HAKOMHUTBHCS C IPaMMAaTHYECKUMH KOMMEHTapUsIMH, IIPOCMOTPETH 3aIlCH,
CZeNaHHbIe Ha 3aHATHU. [IpH MOATrOTOBKE K KOHTPOJIBHBIM paboTaM TpedyeTcs Takke MPOCMOTPETh BECh JISKCHKO-TpaMMaTHYeCKHH
MaTepHal, B TOM YUCIIE JOMAIIHUE MHCbMEHHbIE YIIPaKHEHNUSI.

CTyIeHTaM peKOMEHIyeTCs HCIONb30BaTh 00yJaloIine KOMIBIOTEPHBIE IPOTrPaMMBI, KOTOPBIE Jal0T BO3MOXKHOCTD HE TOJIBKO
MIPOCITyIaTh NpaBUIIbHOE POHETHYECKOE OYOPMIICHHE PEUH, HO U BHIPA0OTATh HABBIKU UCIIOIH30BAHUS MTPABUIIBHBIX JIEKCHKO-
IrpaMMAaTHYECKUX CTPYKTYP IPH MOMOIIH YIPaKHEHHUH.

[Tpu u3yyeHnu onpeneaEHHBIX JEKCUYECKUX U TPAMMATHYECKHX SIBICHUH HEMEIIKOTO S3bIKa PEKOMEHIYETCS UCTIOJIb30BATh CXEMB,
TaOJIAIBI U3 CIPAaBOYHUKOB IO TPaMMATHKE, TIIATEIFHO TOTOBUTE HX JUIS oOecrieueHus MPOYHOro ycBoeHus. [Ipu moctpoeHnn
HEMELIKOTO ITPEUIOKEHHS CIIEAYET PacojaraTh CJIoBa B CTPOTrO ONpeAeIEHHOM IOPIIKE, YUUTHIBAs, YTO MTOPSIOK CJIOB B
IIOBECTBOBATEILHOM, BOIPOCUTEIHFHOM U OTPULIATETIBHOM IPEUIOKEHUAX OTINYACTCS OT IMOPAJKA CIOB B PYCCKOM IPEAJIOKESHUH.

Metoandeckue peKOMEHIAIMK [0 OATOTOBKE POJIEBOI UIPBI

B cTpykType poneBoii HTPHI KaK IPoIecca BBIACISAIOTCS CIEAYOMIHE COCTABISIONINE!

* TeMa;

* pomH, B3ATHIE Ha Cce0s HIPAOIINMH;

* UTPOBBIE JEHCTBUS KaK CPEJICTBA peaIn3aliuu STUX PoJIei;

* UTPOBOE YIOTpeOIICHNE IPEAMETOB, T. €. 3aMEIICHHE PealbHbBIX Belel HTPOBBIMH, yCIOBHBIMY;

¢ p€aJIbHbIC OTHOILICHUA MCKY UTPAIOIIUMU;

* CIOXeT (cojiepiKaHne) — 001acTh JeHCTBUTENFHOCTH, YCIOBHO BOCIIPON3BOANMAS B HTPE.

B nporecce posieBoit urpsl 0TpabaTHIBAIOTCS U yCBAUBAIOTCS:

1) aTHYecKHe HOPMBI U TIPABHIIA TIOBEACHUS U OIpeIeTICHHBIC COIHAIBHBIC POITH B TOM MM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) OCO6CHHOCTI/I, XapaKTEPHBIC YCPThI, BO3SMOKXHOCTH TCX UK UHBIX COLIUAJIBHBIX I'PYTIIT WIX OTNIPEACTICHHBIX KOJUICKTUBOB — aHAJIOTOB
HPEIIPUATHH, GUPM, T.€. PA3IHIHBIC THIBI SKOHOMIYECKHX U COIMATBHBIX HHCTHTYTOB, YTO BIIOCIICICTBHU MOXKET OBITh IIEPEHECEHO
B COLIMAJIbHYIO MIPAKTUKY;

3) yMeHUS COBMECTHO KOJUIEKTHBHOI HEATEIBHOCTH;

4) KyJIbTYpHBIC TPAAUILUH U HOPMBI.

PoneBble Urpsl, TeMa U CIOXKET KOTOPBHIX OCHOBAH Ha COCPIKaHNH TEKCTOB, MILTIOCTPHPYIOT MOBECHHE B CHTYAI[HN MEKKYJIBTYPHOTO
oO0IeHusI.

B xagecTBe mpHeMOB, XapaKTEPHBIX JUIS METOZA POJICBOH HTPHI BRICTYAIOT CIICAYIOIINE:

- IpUEM BOCCO31aHUsI KOMMYHHUKAaTUBHOI'O KOHTEKCTa, KOMMyHMKaTMBHOﬁ CUTyaluu,

- IpreM BHPTYaIIbHOH SKCKYPCHH, KOTOPBIH MOXHO OPTaHH30BATh KaK ¢ MTOMOIIBI0 TEXHUIECKHUX CPEACTB, TaK U C UCIIONIB30BAaHUEM
peanbHBIX (OTOMATEPHAIOB B YUeOHO! ayTUTOPHH,

- IpUeM paMaTH3alliH, HAIIPaBICHHBIH Ha CO3aHNE YCIOBHH, IPHOMMKEHHBIX K YCIOBUSAM PEaTbHOTO OOIICHUS, CBI3aHHbIH C
CO3JJaHUEM CUTyaluH OOIIEHUS, ONIPEAEIECHUEM LIEIIH, PaclipeAeIeHHEM POJIeH;

- IpreM pedIeKCHBHONH HASHTU(DHUKALINH, IPEIIIOIaTraloIHil HACHTH(HKAINIO ¢ 00BEKTOM OOIICHHUS 1 HOBECTBOBAHNE OT UMEHH
9TOTO OOBEKTA.

MeTtoauueckue PEKOMCEHAAIWH 110 CO3JaHHUIO ITPOCKTA

OcHoBHBIE TPeOOBAaHUS K UCIONb30BAHUIO POEKTOB!

- HaJIM4Me 3Ha4UMOIl B CCIIEI0BATENbCKOM, TBOPUECKOM ILIaHE NPOOIeMbl/ 3a1a4l, TpeOyIoLeld MHTErPUPOBAHHOIO 3HAHMU,
HCCIIEN0BATENILCKOTO OMCKA JIJIs €€ PEIEHNS;

- IPAKTUYECKasl, TEOPETHIECKAs 3HAYMMOCTb IIPEATOJIAraeMBbIX PE3YJIBTaTOB.

- caMOoCTOsTeIbHAas (MHANBHUyaJIbHAsl, TapHasi, IPYIIIOBast) AeSITEILHOCTh HA 3aHATHH WIN BO BHEYPOUHOE BpeMS;

- CTPYKTYPUPOBAHHE COEPKATEIBHON YaCTH IPOEKTa (C yKa3aHUEM IO3TAIHBIX PE3yJIbTAaTOB U PacIpeieeHUEM pOIeh).

Oranbl NPOEKTUPOBAHUS

Ilepsblil 5Tan — noaroroBUTeNbHbIA. Ipeanoxenue TeMsl Uccaeq0BaHUsA. BIOOP TeMBI IPOEKTHON PabOTHI OUEHD BAXKEH, 3a4aCTyIO
HMMEHHO TeMa MPOEKTa, B KOHEUHOM CUETEe, MOKET ONPENeIUTh YCIEIHOCTh U Pe3yIbTaTUBHOCT MIPOEKTHOH padoTH! B 1iesoM. Ha
HaYaIbHOM 3Talle 04YeHb BaXKHO HE TONBKO c(HOPMYIHPOBATH TEMY U KOHEUHYIO IIENb IPOEKTa, HO U:

-pasyMHO ONIPEAEIUTh BPEMEHHbIE PAMKH;




-IpOJyMaTh Kakue MaTepualibl 1 HICTOYHUKH MOXKHO HCIIOJIb30BaTh;
-BBIOpATh ONTHMAJBbHYIO ()OPMY IPE3CHTALNH PE3yIbTaTOB;

-COCTaBUTh U 00CYANUTH IPUMEPHBIN TJIaH PabOTHI.

Bropoii atan — opranuzaius pabotel. CornacoBanue o0Ieii THHUN pa3paboTku npoekta. @opmuposanue rpymm. CocraBiieHHE
oipoOHOro MIaHa padoTs! Haj npoekToM. OOCyxIeHue myTei coopa HH(GOPMALIUHU U OCYIIECTBICHHE TIOUCKOBOH PabOTHI.
OO6cykeHNE TTEPBBIX PE3yJIbTaTOB B rpyrie. CaMblil TPYJOEMKHIA U MPOIODKUTEIBHBIN TI0 BpEMEHHU 3Tan paboThi- 3TO cOop
HHPOPMaLUK — 0OpalleHHe K YK€ UMEIOLIMMCS 3HAHUAM, padoTa ¢ pa3IMyHbIMH HCTOYHUKAMH HHOPMAIHH, IIOMCK HOBBIX 3HAHUH,
(dbopMupoBaHre cOOCTBEHHOTO MHEHUS U B3IIIAA HAa IPEIMET HCCIIeJOBaHUS.

Tperwnii aTan — 3aBepiatonuii ( 3tamn npeserranun). [Ipomexxyrounslii KoHTposb. OOCyx)aeHHe crioco0a 0POPMIICHUS TPOEKTA.
JoxymentupoBanue npoekta. [Ipesenranus pe3ynapratoB npoekta. [loaBenenne ntoros mpoexra. BeicTaBinenne oneHok

MeTOL[I/I'{eCKI/Ie YKa3aHus K HaAalTMCAaHUIO I€JIOBOI0O IMMUChbMa
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.

Meroaudeckue yKa3aHHs K YTEHHIO U IEPEBOJLy TEKCTOB NPOECCUOHAIBHOM HallpaBIeHHOCTH

TekcTbl Mpod)eCCHOHANBHONW HAMPaBICHHOCTH Ha HHOCTPAHHOM S3bIKE TIOMHMO CBOCH OCHOBHO#M  3amaud —
MH()OPMATUBHOCTH — IIOMOTAIOT IOMOJHUTh OOIIMH M TEMAaTHYSCKUI CIIOBAapHBI 3amac, TPEHUPYIOT B HPOU3HOIICHUU
HEMELIKHX CIIOB M BBIPOKCHHUH, 3aKPCIUIIOT TMpaBUja T'PaMMAaTHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOW PEYH.
[IpenrexcroBriif 3Tam:

- TNPOYTHTE 3arojiOBOK W CKaxuTe, o ueM (0 KoMm) OyJeT WATH peub B TEKCTE;

- O3HAaKOMBTECh C HOBBIMHM CJIOBAMH W CJIOBOCOYETAHMAMH (€CIIM TaKOBBIE IaHBI K TEKCTY C IEPEBOIIOM);
- TNpOYHMTalTe W BBHINUIIATE CJIOBA, 0003HAYAIONIHE. .. (IACTCS PyCCKUN SKBUBAJICHT);

- BbIOGpHTE W3 TEKCTa CJIOBA, OTHOCAIIMECS K U3ydaeMO# Teme;

- HaWJUTE B TEKCTE HE3HAKOMBIE CIIOBA.

TekcToBbIA 3TAall:

- l'lpO'{TI/ITe TCKCT,

- BBIIEJIUTE CJIOBa (CIIOBOCOYETAHMS WIIM MPEIUIOKEHNS), KOTOPBIE HECYT BaXKHYIO (KJIHOUEBYHO HH(POPMAIIHUIO);
- BBIIIUIINUTEC WU HO}I‘ICpKHI/ITC OCHOBHBIC UMCHA (TepMI/IHBI, OHpC}ICHCHI/IH, O603HaquI/lﬂ);

- chopMyIHpyHTEe KIIOUEBYIO MBICIb KaXI0ro ab3ala;

- OTMEThTE CIIOBO (CJIIOBOCOYETAHHUE), KOTOPOE JIydllle BCEro IMepeaaeT COACpKaHHE TeKcTa (4acTH TEKCTa).
[TocnerexcToBblil  3Tam:

- 03arJIaBbTEe TEKCT;

- MPOYTHUTE BCIYX TMPEIOKEHHS, KOTOPBIC MOSCHSIOT Ha3BAHUE TEKCTA,

- HallmuTe B TEKCTE MPEUIOKEHHUS IS ONIMCAHHMS ...

- moaTBepAuTe (OMPOBEPTHUTE) CIIOBAMH M3 TEKCTA CICAYIOIIYEO MBICTb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIAH TEKCTA,

- BBINMIIMTE KIIOYEBBIE CJIOBA, HEOOXOIUMBIC IS IEpecKasa TeKCTa;

- MEepeCKaXKuTe TEKCT, ONUPAasACh Ha IJIaH;

- MepeCcKa)XMTe TEKCT, ONUPASACh Ha KITFOUEBBIC CIIOBA.




[Ipu noaroroBke pedepupoBaHNHS TEKCTa PEKOMEH/IYETCS BOCHOIb30BAThCA CIEAYIOIIEH TaMsITKOM:

1. Tlocne mnpouTeHus TekcTa pas30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B xaxnod uactM HaWauTe mNpemIoKeHue (MX MOXXET OBITh HECKOJbKO), B KOTOPOM 3aKJIIOUEH OCHOBHOI CMBICI 3TOM
YaCTH TEKCTA. BBIMUIINTE 5TH HpeIUIOKEHUSL.

3. TloguepkHUTE B 3TUX NPEIIOKEHUIX KIIOYEBBIE CIIOBA.

4. CocraBbTe IJIaH MepecKasa.

5. Onupasch Ha TJIaH, IEPECKAKUTE TEKCT,

6. Omupascb Ha KIIOYEBBIE CJIOBA, PACCKAXKUTE TEKCT.

MeTtomudeckue yKa3aHus 0 paboTe co CIoBapeM

®DopMBI CaMOCTOATENBLHOM paboThI CO CIIOBApEM:

- TIOMCK 33IaHHBIX CJIOB B CJIOBape;

- onpezneneHne GopM eANHCTBEHHOTO X MHOXKECTBEHHOTO YHCIIA CYIIeCTBUTEIBHBIX;
- BEIOOP HY)KHBIX 3HAYEHUI MHOTO3HAYHBIX CJIOB;

- IOMCK HY)KHOTO 3HAUEHHMsI CJIOB M3 YHCIIa TPAMMaTHIECKHX OMOHHMOB,

- TIOMCK 3HAYEHUsI TJIaroJia 1o OJHOW U3 IJI1arojbHBIX GOopM.

1. TIpu mowcke ciioBa B ciioBape HEOOXOAUMO CIICANUTD 32 TOYHBIM COBHAZCHHEM rpadudeckoro 0hopMIICHHS HCKOMOTO U
HaNJICHHOTO CJIOBA, B IIPOTUBHOM CJIy4ae MepeBojl OyIeT HelPaBUIIbHbIM.

2. MHoTr#He CII0Ba SBISIOTCS MHOTO3HAYHBIMH, T.€. HMEIOT HECKOJIBKO 3HAYEHHH, II03TOMY IIPH ITOUCKE 3HAYCHUSI CJIOBA B CIIOBApe
HEO0O0XO0MMO YUTATh BCIO CIIOBAPHYIO CTATHIO U BEIOUPATH sl [IEPEBO/IA TO 3HAYEHUE, KOTOPOE IOIXOAUT B KOHTEKCT IPEIIOKEHHS
(Tekcra).

3. Ipu nomcke B ciioBape 3HAYEHHUS CIIOBA B PSIIC CIyYacB CIEAyeT NPHHMUMATH BO BHUMAHHE TPAMMATHYECKYI0 (DyHKIIMIO CIIOBa B
NPEUIOKEHNH, TaK KaK HEKOTOPBIE CJI0BA BHIMOJIHSIIOT PA3IHYHbIE [PAMMATHYECKUE (DYHKIMU U B 3aBUCUMOCTH OT 3TOTO MIEPEBOISTCS
[0-Pa3HOMY.

4. Tpu moMCKe 3HAYESHHMS [J1aroJia B CIIOBape ClIeyeT HMETh B BHJLY, YTO IVIaroJjibl YKa3aHbl B CIOBAPE B HeONpeaeneHHoH hopme
(Infinitiv - schlafen, aufmachen)B To Bpems Kak B IpeaIoKeHUN (TEKCTE) OHU (GYHKIIMOHUPYIOT B Pa3HBIX BpEMEHAX, B Pa3HbIX
rpaMMAaTHYECKUX KOHCTPYKIHsIX. [IOMCK IJ1arojia 3aBUCUT OT €ro IPUHAIJIEKHOCTH K KIIACCY MPABUIILHBIX WM HEIPABUIBHBIX
[JIaroJIOB.

MGTOZ[I/ILICCKI/IC PEKOMCHIAHUHU 110 IOATOTOBKE K 3K3aMCHY

B nepuoj moAroToBKM K 3K3aMEHY CTYJCHTBI BHOBb 00DAIatoTCs K MpoiiieHHOMY yuyeOHOMY Matepuaiy. [Ipu 3ToM OHU HE TOJIBKO
CKPEIUISIOT TIOJTydeHHbIe 3HaHUS, HO H TI0JIy4aloT HoBEIe. [I0roToBKa CTYIEHTa K 9K3aMeHY BKJIIOYAET B ceOsl TpH JTara:
-ayIUTOPHAs U BHEAyAUTOPHAs CAMOCTOSITENbHAas paboTa B TEUCHUE CEMECTPA,;

-HEMOCPECTBEHHAs! TOrOTOBKA B THH, MPEAIIECTBYIOLINE IK3aMEHy 110 TeMaM Kypca,

-IIOAITOTOBKA K OTBETY Ha BONPOCHI, COZIEpIKAIUecs B Ouerax.

Jlureparypa 1iist HOATOTOBKY K 9K3aMeHy PEeKOMEHIyeTcs IperoiaBaTeneM Ju00 ykazaHa B yaeOHO-METOJHIECKOM KOMITIEKCe.

B xoz1€ noAroToBKM K 9K3aMeHy CTyIeHTaM HeoOXoauMo o0paniath BHUMaHHE HE TOJBKO Ha YPOBEHb 3aIlIOMHHAHHS, HO M Ha CTETICHb
ITOHUMAaHHUS U3JIaraeMbIX IpoOIeM.

DK3aMeH MPOBOJIUTCSA 10 OMiieTaM, OXBaTHIBAOIIUM BECh MPOAeHHBII MaTepuai. [To okOHYaHUM OTBETa SK3aMEHATOP MOXKET 3a/1aTh
CTYZEHTY JOTIOJHUTENbHBIC H YTOYHSIOIINE BOMPOCkl. Ha moaroToBKy K OTBETY IO BOIpOcaM OmiieTa CTyAeHTy naetcs 30 MUHYT ¢
MOMEHTA MOJY4YEHUS M.




