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1. IEJIN U 3BAJAYN OCBOEHUSA U CIIMITJINHBI

1.1 | Henu: hopMupoBaHHe HHOSA3bIYHON KOMMYHUKATUBHON KOMIIETEHIIUY AJIs JEIOBOrO OOIIEHHs B YCTHOI U NMChbMEHHOH opmax.

1.2 | 3a0auu: - ocBoeHHE TPaMMAaTHYECKOTO 1 JICKCHUECKOTO MUHUMYMa B 00beMe, HEOOXOAMMOM IS ISJIOBOTO OOIIEHUS Ha
HHOCTPAHHOM SI3bIKE W paOOTHI C HHOS3BIYHBIMU TEKCTAMH B IIpOIecce MPO(eCCHOHATBHOM A TEIbHOCTH;

- (hopMuUpOBaHHE YMEHUI YTCHUS M IOHUMAHHUS JIUTEPATYPHI TI0 CICIUATBLHOCTH CO CIOBAPEM;

- (hopMHUpOBaHKE KOMMYHHKATHBHBIX YMCHHI JCJI0BOTO OOIICHHMS HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1 | TpeGoBaHus kK npeIBapUTeILHOI NOATOTOBKE 00y4Yalomerocs:

2.1.1 HpeZ[IHeCTBy}OHII/IMI/I JUCHUILIMHAMU ABJIAIOTCA JUCHUIIIMHBI SI3BIKOBOM MOATOTOBKH Ha NPEAbIAYIIEM YPOBHE SI3BIKOBOM
IOATOTOBKH.

2.2 | IucuMnianHbl ¥ NPAKTHKH, 111 KOTOPbIX 0CBOCHHE IAHHON JMCHUILIMHBI (MOAY.I51) HE00X0JUMO KAK
npejuiecTByolIee:

2.2.1 | [ToarotoBka K Mpoueaype 3aiuThl U 3aIIUTa BBIMTYCKHON KBATH(PUKAIIMOHHOW pabOThI

2.2.2 | Creuxypc Ha MHOCTPAHHOM SI3bIKE

3. KOMIIETEHL[HY OBYYAIOILETOCSl, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCIHUATLIAHBI
(MOZYJIs)

YK-4: CniocodeH 0CcylecTBJIATH /1eJIOBYI0 KOMMYHHKAIMIO B YCTHO# M MUCbMEHHOii (opMax Ha rocyiapcTBEHHOM SI3bIKe
Poccuiickoii @egepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

HNJ1-1.YK-4: Bei0upaer Ha rocyiapcTBeHHOM U HHOCTPAHHOM (-bIX) 3bIKAX KOMMYHHKATHBHO NIpHeMJIeMble CTU/Ib 1eJI0BOI0
o0meHus, BepdajibHble H HepepOa/ibHbIe CPEACTBA B3aUMO/eiicTBHSI ¢ IApTHepaMH.

- 3HAeT OCHOBHBIE IPAMMATHYECKHE CTPYKTYPHI; 00LIeyOTPeOUTENbHYIO, OOIIEKYIbTYPHYIO H TPO(YECCHOHANBHYIO JEKCHUKY;
peueBble KiInIIe, He00X0AUMBIE /IS OCYILIECTBICHHUS I€JI0BOM KOMMYHHUKALIMK HA HHOCTPAHHOM S3BIKE;

- YMEET IIOCTPOUTH BBICKAa3bIBAaHHS B CMO/ICJIMPOBAHHBIX (TIPEJIaraéMblX) CUTyalusIX OOIIEHH HA HHOCTPAHHOM SI3bIKE, PABUIILHO
HCIOJB3Ys BepOasbHbIe U HeBepOaJIbHbIE CPelICTBa OOIIEHNS;

- BJIafieeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHS.

NA-2.YK-4: Bener 1e/10BY10 IepeNHUCKY, yYUTbIBasi 0COOCHHOCTH CTHIHMCTHKY 0(pHIHAIBHBIX H HeOHIUAIBbHBIX NHCEM,
COLIMOKYJIbTYPHBIE PA3JH4HA B (popMaTe KOPPECNOHACHIIMN HA TOCYJAPCTBEHHOM H HHOCTPAHHOM (-bIX) A3BIKAX.

- 3HaeT 0COOEHHOCTH CTMIIHCTHKHU HAMMHCAHUSI OHIHANTBHEIX U HeO(PUINATEHBIX THCEM
- yMeeT BECTU AENOBYIO IEPENUCKY C YIETOM COLUOKYIbTYPHBIX OCOOEHHOCTEH ¢ IPEICTaBUTEIIAMU APYTUX CTPaH
- BlIajieeT TEXHUKOMU JIeI0OBOTO MUChbMa HA UHOCTPAHHOM SI3bIKE

N-4.YK-4: [lemoHCcTpHpYeT yMeHHe BBINOJIHITH MepeBoA NPpogecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
rocyAapcTBeHHbIH S3bIK U 00PaTHO.

- 3HaeT OCHOBHBIE [1€PEeBOIYECKHE TpaHCHOopMalny;
- yMeeT BBIIOJIHATH NIEPEeBO MPO(eccCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYAAPCTBEHHBIH S3bIK M 00paTHO;
- BJIaJIee€T OCHOBAMHU TEXHHUKH IIEpeBOJa.

4. CTPYKTYPA U COJIEP’KAHME JUCIUIIIMHBI (MOY.JIsT)

Kox HanmeHoBaHue pa3fieoB U TeM /BU] Cemectp / | HacoB | Komneren- | Jlutepatypa | Hute | Ilpumedanue
3aHATHSA 3aHATHSA/ Kvpe 107071 DAKT.

Paznen 1. Copep:xanue




1.1 Introductions. Work and Leisure. 12 WUa-1.VYK-4 JI1.1 TECT,
HU-2.YK-4 JI1.2J12.1 Npe3EHTALNS
Jobs and studies. to be a/ an with jobs; wh- na-4.yK-4
questions. Introducing yourself and others.
Listening: Talking about yourself.
Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure.
/J1ab/
1.2 Introductions. Work and Leisure. 15 WUa-1.VK-4 JI1.1 Brimontenue
Na-2.vyK-4 JI1.2J12.1 JIEKCUKO-
Jobs and studies. to be a/ an with jobs; wh- nJ-4.YK-4 rpaMMaTH4eCcKH
questions. Introducing yourself and others. X yInpaxHeHui
Listening: Talking about yourself. 0 U3y4aeMon
TeMe.
Days, months, dates. Leisure activities. Pabora ¢
Present simple. Adverbs and expressions TEKCTaMH 110
of frequency. Socialising 1: talking about TEME.
work and leisure. /Cp/ [Toaroroska
1.3 Problems. 16 nJa-1.YK-4 J1.1 Ponesas urpa,
NJ-2.YK-4 JI1.2J12.1 MMCbMECHHBIC
Nationalities. Speaking: Meet conference na-4.YK-4 paboThl, TECT
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.
Speaking: Interview employees about
working conditions. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN
/J1a6/
1.4 Problems. 20 WUa-1.VK-4 JI1.1 Brimontenue
na-2.yK-4 JI1.2J12.1 JIEKCUKO-
Nationalities. Speaking: Meet conference na-4.yK-4 rpaMMaTu4ecKu
attendees. Writing: e-mail. Reading: Meet X YHpaXKHEHUH
Jeffrey Immelt. 10 U3y4aeMOu
TeMe.
Speaking: Interview employees about Pabora ¢
working conditions. Writing: list. Reading: TEKCTaMH 110
Carlos Ghosn, Superstar — CNN TeME.
/Cp/ IToxroroBka
1.5 Business Trips (airports, hotels). Food and 14 na-1.vyK-4 JI1.1 Tecr, poneBas
Entertaining. Business communication in nJ-2.YK-4 JI1.2J12.1 urpa
action. Na-4.yK-4

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/J1a6/




1.6 Business Trips (airports, hotels). Food and 16 Ua-1.YK-4 J.1 Beinonnenue
Entertaining. Business communication in Ua-2.YK-4 JI1.2J12.1 JIEKCHUKO-
action. nJ-4.YK-4 rpaMMaTH4ECKU

X yNpaKHEHUI
Travel details: letters, numbers, times. 10 U3y4aeMoil
Can/can’t. There is/are. Making booking TEME.
and checking arrangements. Speaking: Pabora c
Book guests into a hotel. Writing: e-mail. TEKCTaMH TI0
Reading: A business hotel brochure. TEMe.
Listening: travel information. [TonroroBka

MOHOJIOTHYECKO
Eating out: food and menu terms. ro
Some/any. Countable and uncountable BBICKa3bIBaHHS
nouns. Socializing 2: entertaining. 0 TEME.
Speaking: Choose a restaurant for a Hanucanue
business meal. Writing: e-mail. Reading: JIMYIHOTO U
Ordering a meal. JIEJI0BOTO
/Cp/ nuceMa. Jloxman

"Rules at the

1.7 Sales. People. Telephone conversations 14 Ua-1.YK-4 JI1.1 Ponesas urpa,

and Negotiations. Ua-2.YK-4 JI1.2J12.1 TeCcT
NJ-4.YK-4

Choosing a product or a service. Past

simple. Past time references. Presentation

1: presenting a product. Speaking: Sell a

mobile phone and service package.

Reading: IKEA: lower prices, higher sales

— Financial Times. Listening: an interview

with the director of a sales training

company. Writing: e-mail.

Types of colleagues. Starting a business.

Describing people. Past simple: negatives

and questions. Question forms.

Negotiating: dealing with problems.

Speaking: Negotiate a solution to a

problem with an employee. Writing: e-

mail. Reading: Mercedes Erra — Financial

Times. Listening: An interview with a

bank director about a bad manager

/J1a6/

1.8 Sales. People. Telephone conversations 19 na-1.yK-4 J1.1 Brimonnenne
and Negotiations. Ua-2.YK-4 JI1.2J12.1 JIEKCHUKO-

nJ-4.YK-4 rpaMMaTH4ECKU

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Negotiations. Starting
a business. Describing people. Past simple:
negatives and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a
bank director about a bad manager.

/Cp/

X yNpaKHEHHUI
110 U3y4aeMou
TEeMe.
Pabora ¢
TEKCTaMH 10
TeMe.
Hanucanue
JIMYHOTO U
JIEII0BOTO
MUChbMa.




1.9 Markets. Companies. Presentation and 16 Ua-1.YK-4 JI1.1 Tecr, nepeBon
Speeches. Ua-2.YK-4 JI1.2J12.1 TEKCTOB,
nJ-4.YK-4 IIpe3eHTanus
Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.
Successful companies. Negotiations.
Describing companies. Present continuous.
Present simple or present continuous.
Presentation 2: starting a presentation.
Speaking: You and your company: Prepare
an introduction to a presentation. Writing:
company profile. Reading: atura aims to
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.
/J1a6/
1.10 Markets. Companies. Presentation and 15 Ua-1.YK-4 JI1.1 Brinmonnenue
Speeches. Ua-2.YK-4 JI1.2J12.1 JIEKCHKO-
Na-4.yK-4 TpaMMaTHIECKH
Types of markets. Comparatives and X yIpaXXKHEHUH
superlatives. Much /a lot, a little /a bit. 0 M3ydaeMoin
Meetings: participating in discussions. TeMe.
Speaking: Launch a new product. Writing: Pabota ¢
catalogue description. Reading: Welcome TEKCTaMU 110
to Moscow, city of the gold Rolls Royce - TeMe.
Financial Times. Listening: An interview Iloaroroska
with a cross-cultural trainer. MOHOJIOTHYECKO
ro
Successful companies. Describing BBICKA3bIBAHU
companies. Present continuous. Present 10 TEME.
simple or present continuous. Presentation Hanucanue
2: starting a presentation. Speaking: You JIEJI0OBOTO
and your company: Prepare an nucbMa.
introduction to a presentation. Writing: IToaroroska
company profile. Reading: atura aims to MIPE3CHTALNN.
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.
/Cp/
1.11 The Web. Business Corespondence. 12 Ua-1.YK-4 JI1.1 [TucbMeHHbBIE
HU-2.YK-4 JI1.2J12.1 pabotsl, TecT
Using the Internet. Plans for the future. na-4.yK-4

Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mails, business letters. Reading: Online
business model dressed to kill — Financial
Times. Listening: An interview with a
website effectiveness consultant.

/J1a6/




1.12 The Web. Business Corespondence. 20 Na-1.YK-4 J.1 Beinonnenue
na-2.YK-4 JI1.2J12.1 JIEKCUKO-
Using the Internet. Plans for the future. na-4.yK-4 rpaMMaTH4eCcKu
Internet terms. Time expressions. Talking X yNpaKHEHUI
about future plans (present continuous and 10 U3y4aeMoi
going to); will. Making arrangements. TEME.
Speaking: Plan a sales trip. Writing: e- Pabora c
mails, business letters. Reading: Online TEKCTaMH TI0
business model dressed to kill — Financial TEMe.
Times. Listening: An interview with a [TonroroBka
website effectiveness consultant MOHOJIOTOB U
/Cp/ JTUAJIOTOB.
1L
1.13 Cultures. Jobs. Job Application. 28 Na-1.YK-4 J1.1 TECT, poyieBas
na-2.yK-4 JI1.2J12.1 urpa
Company cultures. Cultural mistakes. na-4.yK-4
Company cultures. should /shouldn't,
could /would. Identifying problems and
agreeing action. Speaking: A change of
culture: Discuss changes in a bank.
Writing: action minutes. Reading: Wal-
Mart finds its formula doesn't fit every
culture - The New York Times. Listening:
Four people talking about cultural
mistakes.
Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job
/J1ab/
1.14 Cultures. Jobs. Job Application. 44 NA-1.YK-4 JI1.1 Brinonnenue
na-2.YK-4 JI1.2J12.1 JIEKCUKO-
Company cultures. Cultural mistakes. na-4.yK-4 rpaMMaTH4eCcKu
Company cultures. should /shouldn't, X yNpaKHEeHUH
could /would. Identifying problems and 0 U3y4yaeMoi
agreeing action. Speaking: A change of TEeMe.
culture: Discuss changes in a bank. Pabora ¢
Writing: action minutes. Reading: Wal- TEKCTaMH 10
Mart finds its formula doesn't fit every TEME.
culture - The New York Times. Listening: IHoxnroroska
Four people talking about cultural MOHOJIOTOB H
mistakes. JIAAJIOTOB TI0
TeMe.
Skills you need for a job. Skills and Hanucanue
abilities. Present perfect. Past simple and JIMYHOTO U
present perfect. Interview skills. Speaking: JIEJI0BOTO
Choose a candidate for a job. Writing: mIcbMa.
letter. Reading: A curriculum vitae. IlogroroBka k
Listening: An interview for a job. poJieBoii urpe.
/Cp/
Pazpnen 2. IIpome:kyTouHast aTTecTalust
(3x3aMeH)
2.1 [TonroroBka K 3k3aMeHy /DKk3aMeH/ 34,75 | NUA-1.YK-4 JI1.1
nJ-2.YK-4 J1.2J12.1
na-4.yK-4
22 Konrpons CP /KCPATT/ 0,25 | NA-1.YK-4 J1.1
na-2.yK-4 JI1.2J12.1
na-4.yK-4
2.3 Konrakrthas pabora /KoHcOx/ 1 Na-1.YK-4 J.1
nJ-2.YK-4 JI1.2J12.1
nJ-4.YK-4

Paznen 3. IIpomeskyTouHas aTTecTanus
(3auéT)




3.1 TToaroroBka k 3auéry /3a4ér/ 3 8,85 | UO-1.YK-4 JI1.1 0
na-2.YK-4 JI1.2J12.1
nJ-4.YK-4

32 KonTrakrnas pabora /KCPATT/ 3 0,15 nJ-1.YK-4 JI1.1 0
na-2.YK-4 JI1.2J12.1
nJ-4.YK-4

Paznean 4. [IpomesxkyTouHas aTTecTALUS
(3au4ér)

4.1 ITonroroBka k 3auéry /3a4ér/ 2 8,85 na-1.YK-4 JI1.1 0
na-2.YK-4 JI1.2J12.1
nJ-4.YK-4

4.2 Konrakthas padora /KCPATT/ 2 0,15 | UO-1.YK-4 JI1.1 0
Na-2.yK-4 JI1.2J12.1
Na-4.yK-4

Pa3neu 5. [IpomexxyTouHast aTTecTamust
(3auér)

5.1 TToaroroBka k 3auéry /3a4ér/ 1 8,85 | UO-1.YK-4 JI1.1 0
Na-2.yK-4 JI1.2J12.1
Na-4.yK-4

5.2 Konrakthas padora /KCPATT/ 1 0,15 | UO-1.YK-4 JI1.1 0
na-2.YK-4 JI1.2J12.1
na-4.YK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. Haznauenue ¢oHIa oneHOUHBIX cpencTB. OLeHOYHbIEe CPeCTBA MPEAHA3HAYEHBI I KOHTPOJIA M OLIEHKH 00pa30BaTeIbHbIX
JOCTHKEHUN 00YYaIOLIMXCsl, OCBOMBIIHNX IPOTpaMMy Y4eOHOH TUCIUIUINHBI «ITHOCTPaHHBIH S3BIK».

2. ®oHA OLECHOYHBIX CPEACTB BKIIOYAET KOHTPOJILHBIE MaTepHaIbl IS TPOBEACHUS TEKYILET0 KOHTPOJIS B popMe TECTOBBIX
3aJJaHUi, POJIEBBIX U, HAIMCAHMUS JINYHBIX U JEJIOBBIX IHCEM, IEpEeBO/ja TEKCTOB M IIPE3EHTALIUH.

5.2. OueHo4HbIe CpeACTBa I/ TEKYLIero KOHTPOJIst

BXOJIHOM KOHTPOJIb (mpuMepHbIe 3a1aHAs )

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 from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

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.

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

a) isn’t b) aren’t ¢) am not

2. A  areyou from? B Japan.

a) What  b) Where ¢) Who

3.  Ricardo drive to work?




a) Is b) Do ¢) Does

4. Oscar from home.

a) sometime work

b) works sometimes

¢) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go ¢) isn’t go

6 This office building a meeting room.
a) not have b) doesn’t have  ¢) hasn’t
7. A Can Yusuf speak German? B Yes, .
a) can he b) can c) he can

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

A When (1) (you arrive) in Thailand?

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 I (6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you
later, OK?

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is 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 I’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.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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

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

Kpurepun onenxu:

Cryzent Bbinonuun 84-100% 3anaHuil «OTIMYHOY», NOBBIIEHHbBIH YPOBEHb

Cryzent Bbinonuung4-100% 3agaHuil «XOpoI1o», HOPOroBblil ypOBEHb

Cryzent BoinonHunS0-65% 3anaHuil «yA0BIETBOPUTEIBHOY, IOPOTOBBIA YPOBEHb

CryzeHt BoinonHui Menee 50% 3aJaHuil «HEYIOBIETBOPUTENLHOY», YPOBEHDb HE CHOPMUPOBAH

TEKYILUI KOHTPOJIb (IIPUMEPHBIE 3AJIAHIS)
CEMECTP 1

I Complete the conversation with words from the box.

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.

II Match the sentence beginnings with the endings.




. I don’t like going a) to music.

. Jorge quite likes b)  holiday in August.

. Pete and Gregor often play c) watching football on TV.
. Nick works d) to the gym.

We never listen e) hours.

. Susan loves going f) out to restaurants.

. T'usually go on g) from home once a month.

. Piet often works flexible h) football on Sunday.

IIT 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 I can’t hear you. The restaurant is too (quiet / noisy).

5 I 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!

7.1 can’t move this chair. It’s too (light / heavy).

IV Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

6 Do you meet your colleagues after work?
7 How many hours a week do you work?

8 What do you like best about your job?

9 Where are you from?

a) 'm staying at the Hilton in the town centre.
b) I’'m here to visit my company’s head office.
¢) [ play golf.

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

1) 'm from Italy.

V Match the sentence beginnings with the endings.
1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I 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.

CEMECTP 2

I. Complete the text with words and phrases from the box.

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. 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 (§) 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, [ need the exercise!

II. 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.

III. 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.

IV. 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.

CEMECTP 3

I. Complete the sentences with words from the box.

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.

II. 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 ¢) launch

4. export d) employ

5. introduce e) provide

6 supply f) start

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

. company / leave / the /John/Did/?

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

. wasn’t / work / Ivan / at / happy / .
.you/have/work/Do/lot/ a/of/?

. Alfredo / stressed / was / Why / ?

.a/ They/lot/ time / have / of / don’t /.

~NO AW~

IV. 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. I 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.

CEMECTP 4

I. 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.

II. 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 001N N A~ WK —

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.

i) We often have briefings.

III. 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

IV. 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.

(32) (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!

Kpurepuu ouenku recra:

Cryzent Boinonuun 84-100% 3anaHuil «OTIMYHOY», NOBBIIEHHbIH YPOBEHb

Crynent BeinonaHund4-100% 3aganuil «Xopo1o», HOPOroBblil ypOBEHb

Crynent BemonHUIS50-65% 3a1aHnii «yZOBIETBOPUTEIHHOY, IIOPOTOBEIN YPOBEHD

CryzeHT BeinonHuI MeHee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHb HE CHOPMHUPOBAH

Ouenounoe cpenctso «POJIEBASA UT'PA»

1. Tema (npoGnema) ,,At a job fair”

Konnemnmus urpst: You meet at the job fair and talk about sales position. Posu: a) a director of a company; 0) job seeker.
OsxuaeMsblii pe3ysbTaT — HHCIEHUPOBKA Oecellbl OpraHU30BaHa U IPEICTaBICHA B

COOTBETCTBHU C CHTYallUei OOIICHUS.




2. Tema (npo06iema) ,,Why are staff unhappy”

Konnemnus urpsi: Many employees of a company are unhappy, and the owners are worried that some will leave. A team from
Human Resources is interviewing people in different departments: a receptionist, a website developer, a writer and, a graphic
designer.

Pounu: a) an interviewer (Human Resources); 6) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OsxuzaeMsblil pe3ysbTaT — MHCLIEHUPOBKA Oecellbl OpraHU30BaHa U IPEJCTaBlIeHa B

COOTBETCTBHH C CHTYyalluei OOIEeHHs.

3. Tema (npobiema) ,,At the Hotel

Konunemnus urpst: The guest is telephoning the hotel’s manager and is complaining about his apartment.
Ponu: a) a guest; 0) a hotel’s manager. Oxxunaemblii pe3ynbraT —

MHCLEHUPOBKA Oece/lbl OpraHM30BaHa U MPECTABICHA B COOTBETCTBHUHU C CHTYAIIUEH

oOrieHus.

4. Tema (mmpo6nema) “Booking a Hotel Room*

Konnemnmus: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.
Ponu: a) a guest; 0) a receptionist. Oxxumaemblii pe3ysibTaT —

MHCIIEHUPOBKa Oeceabl OPraHN30BaHa U MIPEACTAaBICHA B COOTBETCTBUH C CUTyaLlueH

o0IeHusI.

5. Tema (npo6iema): “Food and Entertaining”

Konuenuus urpel: 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>xuaeMblii pe3ynbTaT —

HHCIIEHHPOBKa Oece/bl OpraHu30BaHa M IPEJCTaBICHA B COOTBETCTBHY C CHTyanueit

oOmIeHwsI.

6. Tema (npo0Giema) ,,At a Trade Fair®

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

Pounu: a) a store manager; 0) a manufacturer. Oxxugaemsiii(e) pe3yabTar(bl) — MHCIIEHUPOBKA Oece/bl OpraHn30BaHa U MPECTABICHA
B COOTBETCTBUH C CUTyalllel OOLICHHS.

7. Tema (mpobiuema) «Dealing with problems»

Konnemnmus 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; 6) an office worker. Oxunaemslii pe3ynbraT —

WHCLICHUPOBKA Oece/ibl OpraHn30BaHa U MPE/ICTABICHA B COOTBETCTBUH C CHTYaIlUCH

00IICHMSI.

8. Tema (npobnema) «Participating in discussion»

Konnemnus 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; 6) an advertising manager. OkuaaeMblii pe3yJibTaT — WHCIIGHUPOBKA Oece bl

OpraHM30BaHa U MPE/CTABICHA B COOTBETCTBUY C CUTyallel OOLICHHUS.

9. Tema (npobiuema) «Presenting your company»

Konuenuus urpel: 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; 6) a representative of company Ne2. Oxugaemsblii pe3ynbrat —

MHCIICHUPOBKA Oecebl OpraHN30BaHa | IIPEACTABICHA B COOTBETCTBUH C CHTYAITHEH

oOmIeHHSI.

10. Tema (mpobnema) «Making arrangementsy

Konuenmus urpel: 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. OxugaemMblii pe3yIbTaT — HHCLEHUPOBKA Oece bl

OpraHU30BaHa U IPE/CTABICHA B COOTBETCTBUY C CUTyaLel OOLIeHHs.

11. Tema (nmpobnema) «Identifying problems and agreeing action»

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

Ponu: a) a manager; 6) a manager. OxxuaemMblii pe3yabTaT —

MHCLEHUPOBKA Oece/bl OpraHM30BaHa U MPECTABICHA B COOTBETCTBHUHU C CHTYAIIUEH

oOrieHust.

12. Tema (npo6uiema) «Interview skills»
Konuenmus urper: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo,
Japan.




Pounu: a) a director; 0) a candidate for the job. OxugaemMsblii pe3ysibTaT — HHCIICHUPOBKA OeceIb
OpraHM30BaHa U MPE/CTABICHA B COOTBETCTBUY C CUTyallel OOLICHHUS.

Kpurepun oueHku:

«OTIMYHOY, MOBBILICHHBIA YpOBEeHb: CTYJICHT CAMOCTOSATEIBHO PEATU3yeT YMEHHUE IOCTPOUTh BHICKAa3bIBaHHS B
CMOJICITUPOBAHHBIX  (TIPeyIaraeMbIX) CUTYalUsIX OOIICHHsI Ha HHOCTPAHHOM SI3bIKE, TIPABUIIFHO HCIONB3Ys BepOaTbHbIC

Y HeBepOaTbHbIE CPEICTBA OOLICHHS; BJIA/ICET MHOCTPAHHBIM SI3bIKOM KaK CTHIIEM JEJIOBOTO OOIICHHSI.

«X0poI1oy», TOporoBsil ypoBeHb: CTYIEHT CITOCOOEH MOKa3aTh YMEHHS IIOCTPOUTH BHICKA3bIBAHMUS B

CMOJICTUPOBAHHBIX  (TIPeyIaraeMbIX) CUTYaIUsIX OOIIEHNsT Ha HHOCTPAHHOM SI3bIKE, TIPABUIIBHO MCIIONB3Ys BepOaTbHbIe

1 HeBepOaslbHbIe CPEICTBA OOIIECHHS;CIIOCOOCH YaCTUYHO TT0KA3aTh BIaJeHHe HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JEJIOBOTO
00IIeHNS.

«Y IOBIIETBOPHUTEIHLHOY», HOPOTOBBIN ypoBeHb: CTYICHT MO PYKOBOJCTBOM MPENOAABATENs CIIOCOOCH MMOKa3aTh YMEHHS IIOCTPOHUTH
BBICKA3bIBAHMUS B CMOJICTUPOBAHHBIX (TIPE/JIaraeéMbIX) CUTYalUsIX OOIICHHSI HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO UCTIOJNB3Ys
BepOabHbIe U HeBepOATbHbBIC CPEICTBA OOLICHHS; CIIOCOOCH YaCTUYHO MMOKA3aTh BJIaJICHHE HHOCTPAHHBIM S3bIKOM KaK CTHIIEM
JIETIOBOTO OOIICHUS.

«HeymoBneTBOpUTEIHHOY», YPOBEHD He chopmupoBan: CTYIEHT 3aTPYAHIETCS WIH HE MOXKET ITOKa3aTh YMEHHUS

MOCTPOUTD BBICKA3bIBAHUS B CMOICTUPOBAHHBIX (MPE/TAraeMbIX) CHTYAIUAX OOMIEHHUSI HA HHOCTPAHHOM S3BIKE, PABIIBHO
HCITIOJIb3Ys BepOasIbHbIE U HEBEPOATbHBIC CPEICTBA OOMICHUS; HE BIIAJEeeT HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM

JIEJIOBOr'O OOILEHMS.

Onenounoe cpenctso «[IEPEBOJ] TEKCTOB»

TIpuMepHbIe TEKCTHI AJIsl IEPEBOIA C AHTTTMHACKOTO HA PYCCKUI

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

Business diary: Johan Roets as told to Jude Webber

Johan Roets is Head of Personal and Business Banking for the Americas at Standard Bank. He is based in Buenos Aires.

Johan says, "I don't really have a typical day. Sometimes I have a conference call with the executive committee at 3 a.m. there is a
five-hour time difference with our head office in Johannesburg.

Usually, the Argentine day doesn't start until 10 a.m. or 11 a.m. I do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What I love about travel is the solitude to think and read. I don't like
meetings they can be incredibly unproductive and I try to avoid them. I sit on two boards and typically have six or eight meetings a
week.

“ The way I pay attention to things is to write them down. I buy notebooks and take them everywhere. I write whenever I can during
the day, and I go back and highlight important bits.

"I think the great secret in life — and business — is to focus on maximising your strengths, not improving your weaknesses. My
passions are business, technology and people."

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.




Text 4

Istanbul guide: from the bazaar to the Bosphorus by Andrew Finke

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel 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 a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

Many of the city's five-star hotels enjoy a view where you can see lights on the Bosphorus and passing ships.

Where to eat

A visit to the grand bazaar can feel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and now a
museum, is recommended. But some of the best sightseeing in Istanbul is done with a knife and fork.

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'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.

There is a metro line that takes 40 minutes from the European airport. But the last stop is not in the most convenient part of the old
city, and the chances are that you will have to continue your journey by taxi.

Cabs from the airyort are strictly confolled. All cabs in the ciry run  on a meter and are reasonably priced.

If you canreach  your destination by ferry, it  is the best way to see the city, and the boats run on time.

Text 5 Yum plans to be the McDonald's of China by Alan Rappeport

Yum! Brands, the operator of KFC, Pizza Hut and Taco Bell, plans to become the McDonald's of China. It is opening many fastfood
restaurants over the next decade.

Its chief executive, David Novak, says that Yum plans to more than double its restaurants in China by 2020. It hopes to have 9,000
across the countryin the best locations.

Yum is likely to earn  about $900m in net  income from its China business this year. It plans to build small restaurants in rail
stations and airports.

It is already the leading international restaurant company in China. which is Yum's most successful market. But the company is
trying to copy that success in India and other parts of Asia with more local dishes, extended hours and breakfast.

Intwo years, it expects to own 70 per cent of its restaurants in emerging markets and just 30 per cent in developed markets.
Currently, it owns 53 per cent of its restaurants in emerging market and 47 per cent in 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

Kpurepun onenxu:

«OTINYHOY, OBBIIEHHBIN YpoBeHb: CTYJEHT CAMOCTOSTEIBHO PEaIM3yeT YMEHHUS 10 [1ePeBOy MPOPECCHOHANBHBIX TEKCTOB C
HWHOCTPAaHHOT'O Ha TOCYIapCTBEHHBIN S3bIK U 00paTHO, BJIa/IEET OCHOBAMHU TEXHUKHU IIEpeBO/IA.

«Xopo10y», MOPOroBelil ypoBeHb: CTYIEHT CIIOCOOEH N0Ka3aTh YMEHHUE MepeBo/ia NpodecCHOHANBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha
TOCYAPCTBEHHBIH S3BIK M OOPATHO, CIIOCOOEH YaCTHYHO MTOKA3aTh BIAICHHE OCHOBAMH TEXHUKH IIEPEBO/A.

«Y IOBIIETBOPHUTENHHOY», HOPOTOBHIN YpoBeHb: CTYIEHT CIIOCOOSH OA PYKOBOACTBOM MPENOAABATEINS IOKA3aTh YMEHHS II0 IEPEBOAY
npodeccnoHaIbHBIX TEKCTOB C MHOCTPAHHOTO HA TOCYAAPCTBEHHBIH S3BIK U 00paTHO, CIIOCOOCH MOKa3aTh YaCTHYHOE BIIa/ICHHUE
OCHOBaMH TE€XHHKH II€pPeBOa.

«HeynoBneTBopuTenbHO», ypoBeHb He chopmupoBan: CTyNeHT 3aTPyJHIETCS UM HE MOXKET I10Ka3aTh yMEHUsI, He

BJIaJIe€T OCHOBAMH TEXHUKH IEePEBOA.

OnenouHoe cpenctBo «[IPESEHTALIS»

Temsl AJ1s Ipe3eHTanui:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenxu:

«OTIMYHOY, IOBBIIIEHHBIA YPOBEHB: CTYACHT CAMOCTOSTENBHO PEaIn3yeT YMEHHE IIOCTPOUTh BEICKa3bIBAHUS B CMOIEITUPOBAHHBIX
(mpeaiaraeMbIX) CUTyalUsIX OOIICHHSI HA HHOCTPAHHOM $sI3bIKE, MPABUIIBHO HCIIOJNb3Ys BepOalibHbIe 1 HeBepOaIbHbIC CPEACTBA
OOILeHHs, apryMEHTUPOBAHO H3JIaraTh COOCTBEHHYIO TOUKY 3PCHHS HA HHOCTPAHHOM SI3bIKE; BIaJIeeT HABBIKAMU BEACHUS IUCKYCCUU
Y TIOJIEMUKH HA HHOCTPAHHOM $SI3bIKE H HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JEIOBOTO OOILCHUSI.

«XO0poII0», TOPOTOBBI YPOBEHB: CTYCHT CIOCOOSH MOKa3aTh YMEHUS TOCTPOUTH BHICKA3bIBAHUS B CMOJICTUPOBAHHBIX
(mpemaraeMbIx) CUTyanusx OOIICHUsS] HA HHOCTPAHHOM SI3bIKE, TIPABHIILHO MCIIONBb3Ys BepOallbHbIC U HEBEpOaIbHbIC CPEICTBA
OO0IIeHNs, a TAaKoKe N3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE; CIIOCOOCH YaCTUYHO IT0Ka3aTh BIaJcHUE
MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JETIOBOTO OOIIEHHMS, & TAK)KE HABBIKAMU BEJCHUS IUCKYCCHU U TIOJIEMUKH.

«Y IOBIIETBOPHUTEIILHOY», TOPOTOBBIN YPOBEHbB: CTYICHT MOJ PYKOBOACTBOM MPEMNOAABATENs CHOCOOEH MOKa3aTh YMEHHUS MOCTPOUTD
BBICKA3bIBAHUS B CMOJICTUPOBAHHBIX (TMPE/JIaraeéMbIX) CUTYalUsIX OOIICHHSI HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO UCTIOJNB3Ys
BepOanbHble U HeBepOATbHbIC CPEICTBA OOLICHHS M U3JIarasi CBOIO TOUKY 3PSHHsI Ha MHOCTPAHHOM SI3bIKE; CIIOCOOCH YaCTHYHO
MOKa3aTh BIIaJCHUE HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICIIOBOTO OOICHHUSL.

«HeynoBneTBopuTenbHO», YPOBEHb HE CHOPMHUPOBAH: CTYAEHT 3aTPYAHACTCS WM HE MOXKET IIOKa3aTh YMEHHSI IOCTPOUTH
BBICKa3bIBaHUS B CMOJICTUPOBAHHEIX (TIPEJIaraeMbIX) CUTyalusIX OOIIEeHNsI HA HHOCTPAHHOM S3bIKe, TPABUIIBHO UCIIONB3YS
BepOanbHbIe U HeBepOAIbHBIE CPEICTBA OOLIEHHS; HE BlIaIceT MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIOBOTO OOIIEHUS, HE BIIa/IeeT
HaBBIKAMH BEICHHS TUCKYCCUH HAa HHOCTPAHHOM SI3BIKE.




5.3. Tembl nucbMeHHBIX PadoT (3cce, pedpepaThbl, KypcoBble padoThI U AP.)

Hanmcanue TMYHOIO U AEJIOBOr0 IMUChMa
Buael 1M4HOr0 mUucLMa:

- Introduction Letter

- Friendly Letter

Busl nenoBoro muchma:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV

Kpurepun oneHuBaHMSA:

- OIICHKA «OTJIMYHOY» BBICTABIICTCS CTYJCHTY, €CJIA CTYICHT IMOKA3bIBACT NTyOOKUE 3HAHUS TPAMMATHUCCKUX CTPYKTYP;
00IIeyTOTpeONTENHLHOM, 0OMIEKYIBTYPHOH U MPO(EeCCHOHANBHOM JIEKCHKH; PEUSBBIX KIHIIE, HEOOXOIUMBIX JUISI OCYIIECTBICHHUS
JICIIOBOM KOMMYHHKAIIUU HA MHOCTPAHHOM SI3bIKE, OCHOBHBIX ITEPEBOTUCCKUX

TpaHchopMaIuii.

ConepkaHue MICbMa OTPaXKaeT BCE aCMCKThI, YKa3aHHbBIC B 3aIaHUM; CTHIICBOE 0()OpMIICHUE BRIOPAHO MPABIIILHO C YIETOM
TEMBbI U aJjpecara; COOJO/ICHbI PUHSTHIC B IEJIOBOM U JIMYHOM MMHUCbME HOPMBI BEXKIMBOCTH ((OPMYJIbI IIPUBETCTBUS,
oOparmieHus, mpouianus). TEeKCT MUChbMa MOCTPOCH JIOTUYHO, CPEIICTBA JIOTHYCCKON CBSI3U M MYHKTYAIllMU HCIIOJIb30BAHBI
npaBIIbHO. [ paMMaTHuecKre CTPYKTYPbl Pa3HOOOPa3HbI M UCIIOJIb30BaHbI B COOTBETCTBHH C 33JJaHUEM, COONIOAaeTCs
JICKCHYECKAsl COUCTaeMOCTb.

- OIICHKA «XOPOIIO» BBICTABIIETCS CTYACHTY, €CIH CTYACHT IOKa3hIBACT XOPOIINi YPOBEHb 3HAHUI OCHOBHBIX IPaMMaTHIECKUX
CTPYKTYD; OOIICYNOTPEOUTENBHOM, OOIIEKYILTYPHON 1 PO(PECCUOHATBHON JICKCUKH, PSUEBBIX KITUIIE, HEOOXOAMMBIX JIJIs
OCYILECTBIICHHS JeI0OBOM KOMMYHHKAIIMN HA MHOCTPAHHOM SI3BIKE, OCHOBHBIX ITepEeBOAUECKIE TpaHChopMannu. HekoTopsie
ACTICKTHI, YKa3aHHBIC B 3aJJAHHUHU, PACKPBITHI HE TIOJTHOCTHIO; UMCIOTCS OTJCIIbHBIC HAPYIIICHHUS CTUICBOTO 0(OPMIICHUS MUChMa; B
OCHOBHOM COOJIIO/ICHBI IPHUHSATHIE B JICJIOBOM M JIMYHOM IFICBME HOPMEBI BEXKJIMBOCTH. BBICKa3bIBaHNE B OCHOBHOM JIOTUYHO;
MMEIOTCS OTJIENIbHBIC HEIOCTATKH MPHU UCTOIb30BAHUM CPEACTB JIOTUUECKON CBSA3H U MMYHKTYALUU; UMEIOTCS OT/IEIbHbIE
HapymeHus B 0(pOpMIICHUH JIEIOBOTO MICEMa. B 0OCHOBHOM rpaMMaTHIecKHe CTPYKTYPHI Pa3HOOOPa3HBI 1 HCITOIB30BAHEI B
COOTBETCTBUH C 33JJaHUCM, COOJIFOIACTCS JICKCHIECCKAst COUCTAEMOCTb.

- OIICHKA «YIOBJICTBOPUTEIHLHO» BBICTABIISICTCS CTYICHTY, €CJIH CTYACHT IIOKa3bIBACT 0A30BbIi YPOBEHb 3HAHHUI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYD; 00LIEYIOTPEOUTENbHOM, OOIEKYIbTYPHOMH U MPOPeCCHOHATBHON JIEKCHKH; PEYEBBIX KIIHIIIE,
HEOOXOIUMBIX JUTS OCYIICCTBICHHS JCIOBON KOMMYHUKAIIUN HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX MEPEBOTYCCKIX
tpanchopmanmit. Coneprxanue OTpakaeT He BCe acIlieKThl, yKa3aHHbIC B 3a/laHUU; HAPYILICHUS CTHIICBOTO OQOPMIICHHS IEIOBOTO
MUCbMa BCTPEYAIOTCS IOCTATOYHO YACTO; B OCHOBHOM HE COOJIFOJTAIOTCS MPUHSATHIC B ICJIOBOM U JINYHOM MTUCHME HOPMBI
BEXJIMBOCTH. BpICKa3piBaHKE HE BCEr/a JOTMYHO; UMEIOTCS MHOTOYHCIICHHbIC OLIMOKH B UCIIOJIb30BAHUU CPE/ICTB JIOTHYECKOH
CBsI3U, X BBIOOP OTPaHUYCH; JICJICHUE TECTa Ha a03aIbl OTCYTCTBYET; MIMEIOTCSI MHOTOYUCIICHHBIC TPaMMaTHICCKHIE U
JIEKCUIEeCKUe ONTMOKH B 0(hOPMIICHUH TEKCTA.

- OLIEHKA «HEYJOBJIETBOPUTEIHHOY» BBICTABIISCTCS CTYCHTY, €CIIN HE ITOATOTOBIICHO 3agaHue. CTyAEHT He BiageeT 0a30BbIM
YPOBEHb 3HAaHUH OCHOBHBIX IPaMMAaTHYECKUX CTPYKTYp; 00IIeyNOTpeOnTEIbHON, 00IIEKyIbTYPHOI 1 podecCHOHaIbHOM
JIEKCHKH; PEUEBBIX KIIUIIE, HEOOXOANMBIX TSI OCYLIECTBICHHS AEI0BON KOMMYHUKAIMY HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX
nepeBoadeckux Tpanchopmanuid. Copepxanue He OTpaXkaeT T€ aCHEKThl, KOTOPbIe YKa3aHbl B 3aJJaHUH, UM HE COOTBETCTBYET
TpeObyeMoMy 00beMy ¥ HOpMaM HamucaHus ¥ 0()OPMIICHHUS IEIOBOTO ¥ IMYHOTO IMHChMa. OTCYTCTBYET JIOTHKA B TOCTPOSHUN
BBICKA3bIBAHHS; TEKCT HE 0(OPMIIEH.

5.4. OueHo4HBbIe CPeICTBA IS POMEKYTOYHOM aTTeCTAIUH

MEPEYEHb TEM J1J11 3AYETOB:

1 cemectp

Introductions. Work and leisure. Jobs and studies. Nationalities. to be a/ an with jobs; wh- questions. Introducing yourself and
others. Meet conference attendees. Days, months, dates. Leisure activities. Present simple. Adverbs and expressions of
frequency. Problems. Adjectives describing problems at work. Present simple: negatives and questions, have got. Telephoning:
solving problems.

2 cemecTp

Business trips (airports, hotels). Food and entertaining. 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. Sales. People. Choosing a product or a service. Past simple. Past time references. Types of
colleagues. Starting a business. Describing people. Past simple: negatives and questions. Question forms. Negotiating: dealing
with problems.




3 cemectp

Markets. Companies. Types of markets. Comparatives and superlatives. Much /a lot, a little /a bit. Meetings: participating in
discussions. Successful companies. Describing companies. Present continuous. Present simple or present continuous. Writing:
company profile. The Web. Using the Internet. Internet terms. Time expressions. Talking about future plans (present continuous
and going to, will). Making arrangements. Writing: e-mail.

4 cemecTp

Cultures. Jobs. Company cultures. Cultural mistakes. should /shouldn't, could /would. 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.

KPUTEPHUU OLIEHMBAHW A HA 3AYETE:

«3auTeHO», OBHINICHHEII YPOBCHB: TEMa PACKPHITA B MMOJHOM 00bEME; UCTIONIB3YEMBIH JTCKCHKO-TPAMMATHUCCKUI MaTepra
COOTBETCTBYET MMOCTABJIIEHHOW KOMMYHHKATUBHOW 3a/1a4ue; TEMOHCTPUPYETCS pa3HOOOpa3HbI CIOBAPHBIN 3a1ac 1 BiIaJIcCHUE
CJIOKHBIMU TPAMMATHYCCKUMH CTPYKTYpaMH. JICKCUKO-rpaMMaTH4ECKUE OIIMOKU IPAKTHYECKU OTCYTCTBYIOT.

«3auTeHO», TOPOTOBBIA YPOBEHB: TEMa PACKPHITA HE B MOJTHOM 00BhEME; UCTIONIB3YEMBIH JICKCHKO-TPAMMATHUCCKUN MaTepUa
COOTBETCTBYET IIOCTABJICHHON KOMMYHHKAaTHBHOM 3a/1aue; HaOIronaeTcs 3aTpyAHEHIE PH oA00pe CIIOB M HETOYHOCTH B UX
YIOTPEOJICHUH; JOIMYCKAIOTCS OTACIBHBIC JICKCUKO-TPAMMATHYCCKUE OIIUOKH.

«He 3auteHO», ypoBeHb HEe C(HOPMUPOBAH: TEMa HE PACKPHITA; JOMYCKAIOTCS MHOTOYUCIICHHBIC ICKCHUECKUE U TPAMMATUYCCKUE
OIIINOKH.

B xonme 4 cemectpa crynentsl caaioT DK3AMEH, KOTOpEIi BKITFOYAET CISTYIOIIHE 3aJaHuUs:
l. Progressive Test.

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

3. Read and translate the text.

1. ITpumepHsIit TECT

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is 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 I°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.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I 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.

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

b) My subject today is

¢) One thing we could do is

d) I think

e) [ have a problem with

f) I really enjoy

g) I’'m afraid I can’t make

h) What about using

i) I need some

j) Can I have your

1.A 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, I 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 I agree. talk to her.

10. A What do you do in your free time? B sports.

II1. Read the 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.

O 01N DN A~ W —

Turning bosses into cross-cultural coaches

In the 20th century, managers often worked to control employees. But 2 1st-century management has different rules. Twenty-first
century managers should prepare to be coaches rather than bosses. They should influence and work with their team rather than
control it.

Some experts believe that, in the 21st century, people will have power in the workplace because of what they do, not because
they have the word “manager” in their job title.

The Microsoft office near Amsterdam is a good example of this style of work. Managers here don't control workers, they trust
them. Managers don't count the hours that workers spend in the office, they look at the work that employees produce.
Management experts recommend that managers should spend time with colleagues from different backgrounds. The manager of
the future will be a coach who helps the team succeed, not the person who makes all the decisions. Coaching a team requires an
understanding of the motivations and experience of the people in the team.

Cultural sensitivity is very important in managing global teams, says Gary Kildare, a vice-president of human resources at IBM,
the technology group. “You can't speak 20 languages but you can respect everyone's culture. In some cultures people are quiet,
in others they are not,” he says. “It is about treating and respecting everyone as an individual.”

Regular communication is essential. “It can take longer to build trusting relationships because you don't always have that face-to-
face contact with people.”

IV. Writing
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.

2. TemaTnka Quanoros

— 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. [IpumepHble TEKCTHI 171 IepeBoaa
Text 1

Luxury brands and wealthy Chinese tourists FT by Barney Jopson in New York
Ms Li is on a trip to New York. She is travelling with ~ Affinity China, a luxury club that organises tours of New York.




But this isn't a business trip or a holiday. Ms Li and more than 80 other wealthy Chinese tourists are here to learn about luxury
brands. Many Chinese consumers come to the US and Europe to buy luxury goods. Prices are up to 50% lower than the price of
some luxury goods at home.

Companies organise events to show their products to Ms Li and the others in her group. Bergdorf Goodman, a department store,
puts on a fashion show in their honour. "I liked it a lot. It was my first fashion show," said Ms Li. She is the kind of person that
luxury retailers want to meet. She is the co-founder of a recruitment agency in Shanghai.

Another luxury company that organises an event for the group is Mont Blanc, the pen maker. It puts a piano in the store and Lang
Lang, the Chinese pianist, plays for the group. Estde Lauder, the cosmetics brand, gives people in

the Affinity China group samples of an expensive new eye cream.

Chinese travellers took million overseas trips in 2011 and spent a total of $69bn, an increase of 25 per cent from the previous
year. Coach, the handbag brand, says that sometimes 15-20 per cent of its sales in New York, Las Vegas and Hawaii are from
Chinese tourists.

Text 2

The next generation of a business empire by Rachel Sanderson

Alessandro Benetton became the Executive Vice-Chairman of the Italian clothing company Benetton in 2007. He is the : second
son of Luciano Benetton, the founder of the business empire which now operates in 120 countries.

His wife is Deborah Compagnoni, three-time Olympic gold medallist and one of Italy's greatest ski champions. They have three
children.

Alessandro Benetton is a graduate of Harvard Business School. He enjoys dangerous sports, which he describes as "the fun of
life".

The company began in Ponzabno, Veneto, in Italy and today is the town's largest employer. It also funds schools, culture events
and spectacular sports facilities.

Mr Benetton speaks quietly and is relaxed. He has three brothers. Before he joined the family clothing business, he was an
entrepreneur. Following Harvard, where he studied with management guru Michael Porter, he spent a year working as an analyst
at Goldman Sachs.

In 1992, Mr Benetton founded a private equity business called Investimenti. He was chairman of Benetton's Formula One team
for a decade. The team won two world drivers' championships with Michael Schumacher at the wheel.

Text 3

Social media sites are a hit for ads by David Gelles

The Super Bowl is the biggest annual advertising event in the world. It is an American football championship game that is
played every year and it is watched on television by millions of Americans. This year, 30-second advertising slots cost as much as
$3.5m.

Many companies are using the Web and social media to make the most out of their big moment. Some companies released their
ad online. Others showed a teaser, a short extract from the advertisement. Some showed a longer version of the advertisement
online. Many companies are using Twitter and Facebook.

The campaigns are mainly designed to build brand awareness. Last year, Volkswagen in the US had the hit commercial of the
Super Bowl with its Star Wars-themed advertisement. This year, it released a teaser advertisement featuring a chorus of dogs
dressed as Star Wars characters. Then Volkswagen prereleased its entire ad. "At more than

$3m for 30 seconds, it makes sense to get the most for your

dollar," says Mr Mahoney, Chief Product and Marketing Officer for Volkswagen in the US

Text 4

Starbucks plans $80m Indian joint venture

by James Crabtree in Mumbai, James Fontanella-Khan in New Delhi and Barney Jopson in New York

Starbucks is bringing coffee shops to one of the world's greatest tealoving nations, It plans an $80m Indian joint venture with Tata
Global Beverages.

The first outlet will open in

Mumbai or Delhi by September. Starbucks already has 544 stores in ~ China. By the end of the year, it could have as many as 50
stores in India. Starbucks has more than 12,000 stores in North America. TheAmericas region including a few hundred stores
in Canada and Latin America accounts for three-quarters of its revenue.

John Culver, President of Starbucks China and Asia Pacific, said: "We think  India can be one of our largest markets outside the
US." The company has  more than 17,000 stores in 55 countries.

The Indian venture is also likely to see Starbucks products sold through other parts of the wider Tata group. The Tata group is one
of India's most famous companies. It includes Taj Hotels and TajSATS an airline catering business.

Text 5

E-mail after hours? That's overtime by Joe Leahy

Brazil has a new 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 thatit 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.

Kpurepuu oneHku:

OI1cHKA «OTJINYHOY» BBICTABIISICTCS, €CIIHA CTYACHT IMOKA3bIBAET IIIyOOKOE 3HAHUE:

-rpaMMaTHYECKUX CTPYKTYP; OOIICYIOTPEOUTEIILHON, OOIIEKYIBTYPHOM U IPO(ECCHOHANBEHON JICKCUKH; PEYCBBIX KITHIIIC,
HEOOXOIUMBIX TSI OCYIICCTBICHHS ASJI0BOM KOMMYHUKAIIMK HA HHOCTPAHHOM SI3bIKC;

- 0COOCHHOCTEH CTUIIMCTHKY HATMCAHUS O(QUIIMATHHBIX U HEO(PHUIMATBHBIX IIACEM, CTPYKTYPHO! TUIOJIOTHU U IIPABHII
MOCTPOCHHUSI TUCBMEHHOT'O PEYEBOI0 BHICKA3BIBAHUS Ha H3y4aEMOM SI3bIKC;,

- OCHOBHBIX ITEpeBOIYCCKIX TpaHchopmarmit. CTyICHT CaMOCTOSATEIBHO PEAU3yeT YMCHUS:

- MOCTPOUTH BBICKA3bIBAHMS B CMOJICIMPOBAHHBIX (IPEAIaracMbIX) CUTyalnsAX OOIICHNST Ha HHOCTPAHHOM SI3BIKE,
MPaBUJIBHO MCIOJB3Ys BepOaNbHbIC U HeBepOAIbHBIC CPEACTBA OOICHHS,

- BECTH JICJIOBYIO MIEPEIUCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTABUTEISIMHU IPYTUX CTPaH;

- IepeBo/ia MPOPECCHOHANBHBIX TEKCTOB ¢ MHOCTPAHHOTO HA TOCYIapCTBEHHBIN S3bIK M 00PATHO.

CTyzneHT Blajeer:

- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICJIOBOTO OOIICHHS;

- TEXHUKO# JEJIOBOTO MHChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHUKH TIEPEBO/IA.

O1eHKa «XOPOIIO» BBICTABIISICTCS, €CIIH CTYACHT IOKA3hIBACT XOPOIIUC 3HAHUS:

- OCHOBHBIX TPAMMATHYECKUX CTPYKTYP; O0IMIEeyNOTpeOUTEIHHON, OOMIEKYIbTYPHOU U TIPO(ECCUOHATTLHON JICKCUKH;
PEYEBBIX KIIHIIIE, HEOOXOJUMBIX JJIsl OCYIICCTBICHHUS ACI0BOH KOMMYHUKAIIMH HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCAHKS O(UIMAIBHBIX H HEO(HIMABHBIX UCEM, CTPYKTYPHO!H THIIOJIIOTHN M PABHII
MOCTPOCHUS MUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HAa U3y94aEMOM SI3BIKC;

- OCHOBHBIX MEPEBOTUECKUX TpaHchopMaruii. CTyIeHT crmocoOeH MoKa3aTh YMEHUS:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TPEIIaracMbIX) CUTyalusaX OOIICHUS Ha MHOCTPAHHOM SI3BIKE,
MPaBUJIBHO MCIOJB3Ys BepOaNbHbIC U HeBepOAIbHBIC CPEACTBA OOICHHS,

- BECTH JICJIOBYIO MEPEMHUCKY C YUETOM COLUOKYIbTYPHBIX OCOOCHHOCTEH C MPEICTABUTENISIMHU JPYTHX CTPaH;

- BBINIOJIHUTH MEPEBOJI MPOGECCHOHATBLHBIX TEKCTOB C HHOCTPAHHOTO HAa TOCYNAPCTBEHHBIN SI3bIK U 0OPATHO C
YaCTHYHOM MOMOIIIBIO TIPETo/aBaTels.

CryneHT crnocoOeH YacTUYHO MMOKa3aTh BIIAJICHUE:

- MHOCTPAHHbBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOILEHHUS;

- TEXHUKOH JICIOBOTO MUChMa Ha MHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH TEPEBO/IA.

O1ieHKa «yI0BJIETBOPUTEIBHOY» BBICTABIISIETCS, €CITU CTYACHT MOKa3bIBaeT 0a30Bbli YPOBEHb 3HAHHIA:

- OCHOBHBIX I'PaMMaTHYECCKHUX CTPYKTYP; O0MICYNOTPEOUTEIHHOM, OOIICKYIBTYPHOU U MPO(HECCHOHATBHOMN JICKCUKHY;
pEUeBbIX KITUIIIE, HEOOXOAMMBIX JUISl OCYLIECTBIICHHUS [IEJIOBOMl KOMMYHHUKAIIMU HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTUIIMCTHKY HATMUCAHUS O(QUIMATBHBIX U HEO(PHUIUATBHBIX IIACEM, CTPYKTYPHOM TUIIOJIOTHU U IIPABHII
MOCTPOSHHUS TMChbMEHHOTO PEYEBOT0 BHICKA3bIBAHHS HA U3YYaEMOM SI3bIKE;

- OCHOBHBIX ITEPEBOTYCCKUX TPaHCHOpPMALIHIA.

[oj pyKOBOJCTBOM IMpeNoAaBaTesst CIOCOOEH MoKa3aTh YMEHHSL:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TPEIIaracMbIX) CUTyalusaX OOIICHUS Ha MHOCTPAHHOM SI3BIKE,
MIPABIIILHO MCIIONIB3YsI BepOAIbHBIE i HEBEPOALHBIE CPEICTBA OOIICHIS,

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU PYTUX CTPaH;

- BBITIOJIHUTD MEPEBO MPO(ECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYJAPCTBEHHBIN SI3bIK M 00PATHO C
YACTUYHOM MOMOIIBIO TIPSO IaBATEISL.

CTyzaeHT criocoOeH YaCTHYHO 1T0Ka3aTh BIIAJCHHE:

- MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICJIOBOTO OOIICHHS;

- TEXHHUKOH JIeJIOBOTO MUChMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBaMU TE€XHHUKH TIepeBOIa

OI1CHKA «HEYIOBJICTBOPUTEIBHOY BBICTABIISCTCS, €CIIU CTYACHT MOKA3bIBACT HEYIOBICTBOPUTEIBHBIN YPOBCHD 3HAHUIA:
- OCHOBHBIX TPAMMATHYECKUX CTPYKTYP; O0IMIEeyNOTpeOUTEIHHON, OOMIEKYIBTYPHOM U TIPO(ECCUOHATTLHON JICKCUKH;
PEYEBBIX KIIHIIE, HEOOXOIUMBIX ISl OCYIICCTBICHHUS ACI0BOH KOMMYHUKAIIMH HA HHOCTPAHHOM SI3BIKE;
-0COOCHHOCTEH CTHIMCTHKY HAMUCcaHust OPUIHaIbHBIX U HEODHUIMATBHBIX THCEM, CTPYKTYPHON THIIOJIOTHH U ITPaBUII
MOCTPOCHHUS MTUCEMEHHOTO PEYCBOTO BHICKA3BIBAHUS HA U3y9aEMOM SI3bIKC

-OCHOBHBIX MEPEBOIUECKHUX TPpaHCHOPMALIHIA.




CryneHT 3aTpyAHSCTCS WM HE MOXKET TI0Ka3aTh YMEHHUS:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TPEIIaracMbIX) CUTyalusaX OOIICHUS Ha MHOCTPAHHOM SI3BIKE,
MPaBUJIBHO MCIOJB3Ys BepOaNbHbIC U HeBepOAIbHBIC CPEACTBA OOICHHS,

- BECTH JICJIOBYIO MIEPENHCKY C YI€TOM COIMOKYIBTYPHBIX OCOOCHHOCTEH ¢ peACTaBUTEISIMHI IPYTHUX CTPaH;

BBIMOJIHUT MEPEBOJT NPOPECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO ~ HA FOCYJapCTBCHHBIN A3bIK M 00PAaTHO C YACTHYHON
TIOMOIIIBIO TIPETIOaBATEIS.

CryzaeHT He BlajeerT:

- HHOCTPaHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS.

-HE BJIAJICeT TEXHUKOM JEJI0BOT0 NMHChbMa Ha HHOCTPAHHOM $I3bIKE;

- OCHOBaMH TEXHHUKH TIEPEBOIA.

6. YHEBHO-METOJUMYECKOE U UTH®OPMAIIMOHHOE OBECHEYEHUE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHasi TUTepaTypa

ABTOPBI, COCTaBUTEIHN 3arnaBue MsnarensctBO, TOx On. agpec
JI1.1 | Cnenoruu B.C. JenoBoit anrnuiickuii si3pik = Business English: | Munck: http://www.iprbookshop.ru
yueOHOe nocobue TerpaCucremc, 2012 | /28070
JI1.2 | Mursakuna O.B., AHTTIMHACKUHN SI3BIK JJIS 1€JIOBOTO OOIIEHUS. Kemepogo: http://www.iprbookshop.ru
epuna U.B. Okcenpecc-Kype: yuyeOHoe nocodue s Kemeposckuii /61258.html
CTYACHTOB BceX OpM 00ydeHHUs TEXHOJIOTHYECKHI
WHCTHUTYT MUIIEBOU
MPOMBIIIJIEHHOCTH,
2014
6.1.2. lono/iHUTeIbHAS JIUTEPATypa
ABTODBI, COCTaBUTEIHN 3ariaBue WsnarenscTBO, TOA On. agpec
JI2.1 | A6pamos B.E. DeMeHTapHas TpaMMaTHKa COBPEMEHHOTO Camapa: http://www.iprbookshop.ru
QHIIMICKOTO SI3bIKA 111 HAUMHAIOIIUX H IoBomxckuit /71909.html
MPOJOIDKAIOIINX €T0 U3yUeHHe: yueOHoe TOCYApCTBEHHBIH
ocodue Juist By30B YHUBEPCHTET
TENIEKOMMYHHUKAIU T
1 UHGOPMATUKY,
2013

6.3.1 IlepeyeHs NpPOrpaMMHOro odecnedeHust

6.3.1.1 | MS Office

6.3.1.2 | SAupexc.bpaysep

6.3.1.3 | LibreOffice

6.3.1.4 | Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHbII

6.3.1.5 MS WINDOWS

6.3.1.6 | Moodle

6.3.1.7| NVDA

6.3.1.8| PE]1 OC

6.3.2 llepeyenb HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | DnexrpoHHO-O6ubMMOTEeuHas cuctema [IPRbooks

6.3.2.2 | baza nanHbIX «1eKTpoHHas 6ubanorexa I'opHO-ANTalicKOro rocy1apCTBEHHOIO YHUBEPCUTETA

6.3.2.3 | MexBYy30BCKas 3JICKTPOHHAs OUOIHOTEeKa

7. OBPA3OBATEJIbHBIE TEXHOJIOI'MA

poJieBas urpa

IIpe3eHTanus

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUITIJINHBI (MOAY JIS)

HOMep AyIUTOPUHA Ha3znavenue OcHOBHOe OCHaIlleHHue




215 Al

KommbroTepHsIii kiacc. Y4ueOHas ayuTOPHS
JUTSL IPOBENICHUSI 3aHATUH JICKIIHOHHOTO
TUTA, 3aHATHA CEMHHAPCKOTO THIIA,
KYpPCOBOT'O MPOCSKTUPOBAHUS (BBITOIHCHUS
KYPCOBBIX paboT), TPYNIIOBBIX U
WHIUBUAYAIGHBIX KOHCYJIBTAIUH, TEKYIIIETO
KOHTPOJISI ¥ IPOMEKYTOYHON aTTeCTAIlNH.
ITomemenue st cCaMOCTOSTENBHOM PabOThI

Pabouee mecTo npenoaasarens. [locagounblie MecTa Ist
oOyy4aromuxcs (10 KOJIMYECTBY 00Y4aIOIINXCS).
Kommnsrorepsl ¢ noctynom B UuTEepHET

219 Al KommerotepHsrii kiacc. Yuebnas ayauropus | Pabouee mecto nmpenonasatesst. [Tocamodnbie Mecta aiis
JUTSL IPOBENICHUSI 3aHATUH JICKIIHOHHOTO oOyuaromuxcs (110 KOJUYECTBY 00YJIAFOIIUXCS).
TUIIA, 3aHATUHA CEMUHAPCKOTO THIIA, Kommnsrorepsl ¢ noctynom B UuTEpHET
KYpPCOBOT'O MPOCKTUPOBAHUS (BBITOIHCHUS
KYPCOBBIX paboT), TPYNIIOBEIX U
WHIUBUAYAIGHBIX KOHCYJBTAIUH, TEKYIIIETO
KOHTPOJISI ¥ IPOMEXYTOYHON aTTeCTAIlNH.
ITomemenne st caMOCTOSTENBHOM PabOThI

409 Al Kabuner MeTOIMKY TpENOaBaHUs XUMHUH. Pabouee mecto npenonaBatens. [locamounbie MecTa Jyist
Y4eOHast aymuTopus I IPOBEIECHUS 00yJaromuxcs (1Mo KOJINIECTBY 00yJaIOIIUXCS).
3aHATHUH JCKIIMOHHOTO THIIA, 3aHATUH YdeHudeckas J0CKa, MPOCKTOP, KOJIOHKH, JOKYMEHTKaMepa,
CEMHHAPCKOTO THIIA, KyPCOBOTO HOYTOYK C BBIXOJIOM B HHTEPHET, XUMHUICCKHIE PEAKTHUBEL,
MPOCKTUPOBAHUS (BBIIIOJHEHUS KYPCOBBIX XHUMHUYECKAs OCY]IA, BEITSDKHBIC CHCTEMBI, BBITIPSMUTEIIb,
paboT), TPYNIIOBHIX ¥ HHANBUAYAIBHBIX ra30MeTp, KOJUIEKIUS METAJIJIOB, HHBEHTAPH IS
KOHCYJIbTAIIHi, TEKYIIEr0 KOHTPOJIS U 00cCiTy)KMBaHUs Y4€OHOTO 000PYAOBAHHMS, TIOJKH JUIS
MPOMEKYTOYHON aTTeCTaIluu XpaHeHus yaeOHOTo 000pyJOBaHUS

421 Al JlaGoparopust opraHuIeCcKON XHMHUH. Pabouee mecTo npenogasarens. [locagounblie MecTa IIst
Y4eOHast ayTUTOpHS JJIs IPOBEICHHUS oOyuaromuxcs (110 KOJUYECTBY 00YJIArOIIUXCS).
3aHATHH JEKIINOHHOTO THIIA, 3aHATHI Y4yeHnugeckas 10CKa, XUMUYIECKHE PEaKTUBBI, XUMIYECKast
CEMHHAPCKOT'0 TUIIA, KYPCOBOTO MOCY/1a, BEITSDKHBIC CHCTEMBI, PUOOP TSI IEPErOHKH, BECHI,
MIPOEKTUPOBAHUS (BBITIOJTHEHHS KYPCOBBIX WHBEHTAapPh JUIsI 00CITY>)KUBaHHS YI€OHOTO 000Dy I0BAHYSI,
paboT), TPYNIIOBBIX M WHANBUAYAILHBIX TIOJIKH JIJIsl XpaHCHHS y4eOHOT0 000pyI0BaHMUS
KOHCYJBTAIINH, TEKYIIEro KOHTPOJIS U
MPOMEKYTOYHOU aTTECTAUU

422 Al JlaGoparopust HEOpraHNYECKOH XUMUH. Pabouee mecTo npenogasarens. [locagounblie MecTa Ist
Y4eOHast ayTUTOpHS AJIs IPOBEICHHUS oOyuaromuxcs (110 KOJUYECTBY 00YJIArOIIUXCS).
3aHATHH JIEKIIMOHHOTO THUIIA, 3aHATHI Yuennueckas nocka, anmapar Kunmna, xumuieckue
CEMHHAPCKOT'0 TUIIA, KYPCOBOTO PEaKTHBBI, XUMHYCCKAs TOCY/1a, BHITSDKHBIC CHCTEMBI, BECHI,
MIPOEKTUPOBAHUS (BBITIOJTHEHHS KYPCOBBIX WHBEHTapPh JUIsI 00CITY>)KHBaHHS YI€OHOTO 000Dy I0BAHYSI,
paboT), TPYNIIOBBIX M WHANBUAYAILHBIX TIOJIKH JIJIsl XpaHCHHST y4eOHOT0 000pyI0BaHUS
KOHCYJBTAIINH, TEKYIIEro KOHTPOJIS U
MPOMEKYTOYHOU aTTeCTALUU

301 Al Y4eOHast ayTUTOpHS JJIs IPOBEICHHUS Pabouee mecto npenonasatens. [locagouneie MecTa

3aHATHH JICKIIMOHHOTO THUIIA, 3aHATHI
CEMUHAPCKOI0 TUIA, KypPCOBOTO
MIPOEKTUPOBAHUS (BBITIOJTHEHHS KYPCOBBIX
paboT), TPYNIIOBBIX M WHANBUAYAILHBIX
KOHCYJIbTAITUH, TEKYIIETO KOHTPOJIS 1
MPOMEXYTOUHOM aTTeCTaIlH.

00yJaromuxcs (1Mo KOJIUIECTBY 00yJaIOIIUXCs).
HuTepakTiBHAS JOCKA C IPOSKTOPOM, KOMITBIOTED,
yueHHYeCcKasl [0CKa, Npe3eHTal[MOHHas TpUOyHa,
MOJIKIIFOYCHUE K UHTCPHETY, MUKPO(DOH, YCUITUTEIEHBIC
KOJIOHKH

9. METOAUYECKHE YKA3AHUA UIAA OBYYAIOIIUXCS IO OCBOEHUIO JTUCITUIIJIMHBI (MO LY JISI)

MeTO)II/I‘IeCKI/Ie YKa3aHus 110 YTCHUIO U IIEPEBOAY TCKCTOB
Ilonumanue Tekcra JAOCTHUT'ACTCs IPU OCYIICCTBIICHUH IBYX BUI0OB YTCHUS:

1) u3yvaromiero 4YTeHus;

2) uTeHHs C OOLIMM OXBATOM COJICPIKAHUS.
TouHOE ¥ MOJTHOE MOHUMAHHE TEKCTa OCYIIECTBISCTCS IyTEM H3YYarOIIero YTeHHsI, KOTOPOE MPEAOIaracT yMEHHE

CaMOCTOSTEIFHO POBOIUTD JICKCHKO-IPAMMATHYCCKHUI aHAIHN3 TEKCTa. ITOrOM M3yJaromniero YTeHus SIBJSCTCS aICKBATHBIN [IEPEBO
TEKCTa Ha POJHOM SI3bIK C MOMOIIBIO clioBapsi. [Ipu 3TOM ciieyeT pa3BUBaTh HABBIKU MOJB30BAaHUS OTPACICBBIMHU
TEPMHUHOJIOTUUSCKUMHE CIOBAPSIMU U CIOBAPSIMU COKPAICHU.
YuTast TEKCT, MpeJHA3HAYCHHbIH ISl MOHUMaHHs OOLIETO COoep KaHusl, HEOOX0IUMO, He 00palasch K CIIOBapIO, MOHATh OCHOBHOI

CMBICJI IPOYUTAHHOTO.

O0a Bua YTEHUs CKIIA/IBIBAIOTCS M3 CIICAYIOIINX YMEHHUI:
a) IOTaJbIBaThCS O 3HAUCHUH HE3HAKOMBIX CJIOB HA OCHOBE CIIOBOOOPA30BaTENbHBIX IPU3HAKOB M KOHTEKCTA;
0) BUAETh HHTEPHALMOHAJILHBIE CJIOBA U ONPENENATh UX 3HAUCHHE,
B) HAXOINUTH 3HAKOMbIE TpaMMaTHdecKue (GOpMbI U KOHCTPYKIIMHU U YCTAHABIMBATh X S9KBUBAJICHTHI B PYCCKOM SI3BIKE;
T') UCIIOJIb30BaTh UMEIOLINICS B TEKCTE MIUTIOCTPATUBHBIA MaTepHa, CXeMbl, (GOpMYJIbl U T.IL;




) IPUMEHATH 3HAHMS 110 CIIELHAIbHBIM, OOIETEXHUIECKUM, 00IIEIKOHOMUYECKUM IPeIMETaM B KaUeCTBE OCHOBBI CMBICIIOBOH U
SI3BIKOBOI JOTaJIKU.

OpmHuM 13 3QQEeKTUBHBIX NPUEMOB (POPMUPOBAHUS CIIOCOOHOCTH CaMOCTOSTENIBHO paboTaTh C TEKCTOM SBJISIETCS IEpecKas.
IlonroroBka Kk Tepeckasy TeKcTa BKIOYaeT B ceds paslienieHHe TeKCTa Ha CMBICIOBBIE 4YacTH, BbIIEJIEHHE KIIOUYEeBBIX (pas,
COCTaBJICHHE IJIaHA NlepecKasa.

IIpu moarotoBke mepeckaza TEKCTa PEKOMEHAYETCSI BOCIOIB30BAThCS CIEAYIOMIEH MaMsITKOM:

1. Tlocne mpoyTeHus TekcTa pa30eiiTe ero Ha CMBICIOBBIE YaCTH.

2. B kaxaoW uacTM HaWauTe MNpeIUIoKeHHE (MX MOXKET ObITh HECKOJBbKO), B KOTOPOM 3aKJIHOUEH OCHOBHOH CMBICI 3TOI 4acTH
TEKCTa. BRIUImuTE 9T NpeIOKESHUSL.

3. IloguepkHuUTe B JTHUX MPEIIOKEHUAX KIHOUEBBIE CIIOBA.

4. CocraBbTe IUIaH NepecKasa.

5. Omnupasich Ha IUIaH, NEPECKAKUTE TEKCT,

6. Ommpasicb Ha KIIOYEBBIE CIIOBA, PACCKAXKHUTE TEKCT.

IIpn mnepeckaze TeKCTa PEKOMEHIyeTCs MCIOIb30BaTh PEUEBhIE KIIUIIE.

MeTtoandyeckre peKOMEHIAINH MO MOATOTOBKE MTPE3eHTAIINT
Co3zaaHue Mpe3eHTaluy COCTOUT U3 TPEX 3TaloB!
1. [InaHupoBaHUE MPE3CHTAIMN BKIIIOYAET B CeOs:
1. Onpenenenue ueneil.

2. OnpejeneHre OCHOBHOM U1 IPE3EHTALUM.
3. ITonGop NOMONHUTENBHOM HH(OpMALHH.

4. IInaHupoBaHUe BBICTYILICHUS.

5. Co3nmanue CTpyKTYphI MPE3EHTAIUH.

6. [IpoBepka JOTHKY MMOAAYN MaTepHaa.

7. IloAroToBKa 3aKJII0YEHHMS.

II. PazpaboTka Ipe3eHTaLUH.

III. 3amura npe3eHTaluy.

Metoandeckne peKOMEHaI|H 110 MOArOTOBKE POJIEBOM UIPhI

B crpykType posieBoii Urpbl KaK MMpoIecca BBACISIOTCS CISAYIOIINE COCTABIISIONINE:

- Tema;

- pony, B3ATHIE Ha Ce0s UTPAIOILINMH;

- ITPOBBIE JEHCTBUSI KaK CPEACTBA peaIn3alliy ITHX POJIEH;

- UTPOBOE YNOTpeOICHUE IPEIMETOB, T.€. 3aMEIIEeHHE PeaTbHBIX Belleld HIPOBBIMH, YCIOBHBIMH;

- pealbHbIe OTHOIICHUS MEXY UIPAIOLINMH;

- cloxeT (comepkaHue) — 00JacTh  J1eHCTBUTENILHOCTH, YCIIOBHO BOCIIPOM3BOAMMAS B UTPE.

B nponecce posneBoii Urpsl 0TpadaThIBAIOTCS U yCBAUBAIOTCS:

1) aTHUeCcKHe HOPMBI ¥ TIPABHJIA IOBEICHUS M ONPEISIICHHBIE COLIMATBHBIC POJH B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOLIECTBE;
2) 0COOEHHOCTH, XapaKTEePHBIC YEPThI, BOSMOXKHOCTH TE€X WM WHBIX COLUATIBHBIX TPYIIT WIIM ONPEIETIeHHbBIX KOJIEKTHBOB —
QHAJIOTOB NPEANPHUATHH, GUpPM, T.€. pa3INYHbIe THIIBI SKOHOMHYECKHUX U COLUAIBHBIX HHCTUTYTOB, YTO BIIOCJIEACTBUU MOXET OBITH
MIEPEHECEHO B COLMAIBHYIO IPAKTUKY;

3) yMeHHS COBMECTHOM KOJIJICKTUBHOMU JIEATEILHOCTH;

4) KynbTypHBIC TPAJAULMN U HOPMBI.

PoneBble UrpbI, TEMA U CIOKET KOTOPBIX OCHOBaH Ha COJCPKAaHUH TEKCTOB, MILTIOCTPUPYIOT MOBEICHHUE B CUTYAI[MHA MEXKKYIIBTYPHOTO
oOrieHus.

B kauecTBe MpHeMoB, XapaKTEPHBIX U1l METOIA POJIEBOM UIPHI, BEICTYIAIOT CIIEAYIOINE:

- IPUEM BOCCO3/IaHHSI KOMMYHHKATHBHOTO KOHTEKCTa, KOMMYHHKATHBHON CUTYaLlUH;

- IpUEeM BUPTYaJbHON SKCKYPCHH, KOTOPBIH MOXKHO OPIaHM30BaTh KaK ¢ MOMOLIBIO TEXHUYECKHUX CPENICTB, TaK U C UCIIOIb30BaHUEM
peanbHbIX (POTOMATEPUATIOB B yueOHOW ayAUTOPHH,

- pUEM JIpaMaTU3aliK, HAPABICHHBIN HA CO3JAHUE YCIOBHM, MPUOIMKEHHBIX K YCIOBHSAM PEaIbHOTO OOIICHHUS, CBI3aHHBIN C
CO3JIaHMEM CHUTYalluH OOIICHUs, OTIpe/IeIeHIEM 1IeIIH, PacIpeaesIeHuEM PoJiei;

- mpueM pedIeKCUBHOM WACHTU(DHUKALH, TPEANOIAraloNInil HASHTUDHKAHIO ¢ 00BEKTOM OOLICHHS 1 TOBECTBOBAHHE OT UMEHHU
9TOr0 00BEKTA.

Meroandeckue yka3aHHUs K HaIIMCaHUIO IETIOBOTO MUChMa

SI3BIK HaNMMCaHUsI AETOBOTO MHCEMa OTIINYACTCS OT CTWIIS JIMYHOTO NUChMa. B 1enoBhIX muchMax si3bIK Oosee oQuIaieH u CTpor;
HE NPUHATO YIOTPeOJICHNE COKPALICHHBIX INIarOJIBHEIX (OPM, B TO BpeMs KaK KOHCTPYKIIUH CO CTPaAaTeIbHBIM 3aJI0TOM
UCIIOB3YIOTCS TOPa3o vamie. J{yist 1enoBoii mepenucKy XapakTepHO YHOTpeOIeHNEe CTaHAAPTHBIX BHIPKCHUH, HCIIONb3YEMBIX IS
MOJTBEPKICHUS MOJTYUSHHUS IEIOBBIX THCEM, JUIS BRIPAXKEHHS TIPOCHOBI, IPU COOOIICHHHU O MOCHUIKE KaTaIOrOB HIIH JOKYMEHTOB,
MIPU CCBUIKE Ha TOKYMEHTHI U T.JI. 9TH CTaHJAPTHBIC BHIPAKCHUSI HEOOXOIUMO BBIYUUTb.

BcerynurensHOe oOpalieHre THIIETCs CIISTYIOIIM 00pa3oM:

1. ecni BBI He 3HaeTe (paMUIIMIO YEIOBEKA MM JIFOJICH, K KOTOPHIM BBl 00OpaliaeTech, MMChbMO O0BIYHO HAaUMHAeTCs co ciioB Dear Sir,
Dear Sirs nnn Gentlemen.

2. Ecnu BbI MUIIUTE KEHIIMHE U HE 3HaeTe ee (haMunio, 0ObIYHBIM sBIsieTcs: oOpaieHne Dear Madam.

3. Ecnu BbI 3HaeTe (haMHITHIO ajjpecara, OOBIYHBIM O00paIllleHHEM K MY)KYHHE SIBIISCTCS

Dear Mr. Smith, x sxenmune Dear Miss Smith (HezamyxHeli xxeHimuHe), Dear Mrs. Smith (3amyxHel sxeHiune), Dear Ms. Smith
(ecnu BbI HE 3HAETE, 3aMYyKEM OHA WX HeT. DTa popMa puodperaer Bee 0osIee MIMPOKOE PACIPOCTPAHEHUE).




B nenoeom nuceme B obpamennn HEJIb3S nmucars UM nocne cioB Mr., Mrs, Ms.

OCHOBHO# TEKCT MUChMa

1. Ilucpmo-3anpoc, xanoda U T.I1.

B Havae 1enoBOro NUChMa yKa3blBaeTCsl MPUUMHA HAMTMCAHUS TAHHOTO MicbMa. OOBIYHBIM HAYAIOM MOTYT CIIYXKHUTh BhIpayKeHUs |
am writing in connection with...

I am writing to enquire about... Eciu BbI nHIeTe ouepeHOE THCEMO 0 OJTHOMY U TOMY K€ BOIPOCY, TO HAYAJIOM MOTYT SIBIISITHCS
BeIpakeHus Further to...

With reference to...

2. [luceMo-oTBET

OOBIYHBIM HA4YaJIOM SIBJISIETCS

Thank you for your letter of 12 January ( O6parute BHuManue Ha npeyior of), In reply/ answer/ response to your letter of 12
January...

B coobuiennsx 00 HCIIOTHEHUH MPOCHOBI YIIOTPEOISIFOTCS CIIETYIOIINE BHIPAKCHUS:

In accordance with your request..., According to your request..., As requested (by you/ in your letter).

IIpu u3BeIIeHNH O MOCHLIKE TOKYMEHTOB, KATAJIOTOB U T.II. 00BIYHO MCIOB3YIOTCS clenytoiue BeipaxkeHus: We are pleased/ glad to
send you..., We enclose..., We send enclosed...

JenoBoe MUCEMO OOBIYHO JETUTCS Ha a03ambl. JleneHne mo[uepKuBaeTcst CIIOBaAMH:

First of all, Firstly, Secondly, Finally

He 3a0biBaiiTe 0 ClIOBaxX, CBA3BIBAIOLINX OTICIBbHBIC YACTH MPEIIOKCHUA, 1 BBOJHBIX CIIOBaX:

Moreover, In addition to it

So, As a result, Therefore

However, On the one hand... On the other hand, In contrast

In conclusion, To sum up, On the whole

He 3a0bIBaiiTe 0 BEXIIUBBIX CJIOBAX U BHIPAKCHUIX:

I would be very pleased...

Will you be so kind to inform me...

I will be obliged if you could ...

I would appreciate if you could...

3axmounTenbHas Gopmylia BEXKIMBOCTH BKIIOYAET B ce0sl TAKHE BBHIPOKCHUS, KaK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKIr0YnuTeNbHA YacTh MUChMa — MOAIUCH — 3aBUCUT OT oOparuenus. Eciu Bbl Hauanu nucbMo ¢ obparuenust Dear Sir, Dear Sirs
Dear Madam unu Gentlemen, B KOHIIE€ TCbMa NEPE IOAMKUCHIO BbI JJOJDKHBI IOCTaBUTH ci1oBa  Yours faithfully.

Ecinu Bbl Hayany nmuceMo ¢ oOpamenust Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith 06b14HBIM OKOHUaHHEM
Oynyt cioBa Yours sincerely.




