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1. HEJIX X 3AJAYHN OCBOEHUSA JTUCITAIIJINHBI

1.1 | enu: popmupoBaHue HHOA3BIYHON KOMMYHUKATUBHOI KOMIIETEHIIMY JUIS A€JI0BOTO OOLIEHUS B yCTHOM U MUCBMEHHOU (popMax.

1.2 | 3a0auu: - ocBOeHUE TPaMMATHIECKOTO H JIEKCHIECKOTO MHHUMYMa B 00beMe, HEOOXOTUMOM IS IEIOBOTO OOIICHUS Ha
HWHOCTPAHHOM SI3bIKE U pabOThI C MHOS3BIYHBIMHI TEKCTAMH B TpoLecce MPO(eCCHOHANBHON NesITEeNbHOCTH;

- (hopMuUpOBaHHE YMEHUI YTCHUS M TOHUMAHHUS JIUTEPATYPHI 1O CICIUATBLHOCTH CO CJIOBAPEM;

- (hopMHpOBaHHE KOMMYHHUKATUBHBIX YMEHHH EIOBOTO OOIICHHUS HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUILIIMHBI B CTPYKTYPE OOII

Huka (pazger) OOIT: F1.0

2.1 | TpeGoBaHus K NpeIBAPUTEILHOM MOAT0TOBKE 00Y4aKOIIEr0Csi:

2.1.1 | [IpeAnIeCTBYIONMINM I M3YYCHUS TUCIUIUTUHBI SBJISACTCS NUCUUILTHHA «ITHOCTPaHHBIH A3BIK» HA MPEABIAYIIEM YPOBHE
00pa3oBaHusI.

2.2 | JucuMnianHbl ¥ MPaKTHKHA, 1JIs1 KOTOPBIX OCBOEHHE TAHHOM TUCHUIINHBI (MOIYJIs1) HEOOX0IUMO KAK
npeaiecTByouiee:

2.2.1 | TloaroroBka K Mpoleype 3alluThl U 3alUTa BBIMTYCKHOW KBATH()UKAIIMOHHOM PaboThI

3. KOMIIETEHIIMHX OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS AU CIITUITIJIMHbI
MOoAayJis)

YK-3: Cnoco0eH ocylIecTBJISITH COUAILHOE B3aUMO/AelicTBHE H Peau30BbIBATH CBOIO POJIb B KOMaH/Ie

HA-1.YK-3: IlonumaeT 3pQeKTHBHOCTD MCIOJIL30BAHUS CTPATErHH COTPYAHUYECTBA VIS JOCTHKCHHUS MOCTABJICHHOM LeJIH,
onpeze/sieT CBOIO PoJib B KOMaH/e

- 3HACT 3(1)(1)6KTI/IBHOCTL HCIIOJIb30BaHU CTPATETUU COTPYAHUICCTBA JI JOCTHIKCHUA MOCTaBJICHHOU neiu,
- YMECT OIIPCACIIATH CBOIO POJIb B KOMAH/C,
- BJIaICCT CTPATCTUAMU COTPYAHUIECTBA AJIA JOCTUKCHUS IMOCTABJICHHOMN LICJIH.

HN-4.YK-3: D¢pdexTnBHO B3auMO/IeiicTBYeT ¢ APYTUMH YIeHAMH KOMAH/bI, B T.4. y4acTBYeT B 00MeHe HH(popManueii,
3HAHUSIMHU M ONBITOM, ¥ MPe3eHTAIMH Pe3yJbTATOB PadoThl KOMAH/bI

- 3HaeT NPaBUJIa MPOPECCHOHATFHOTO PEYEBOT0 STHKETA;
- yMeeT apryMeHTHPOBAHO H3J1araTh COOCTBEHHYIO TOUKY 3pEHHSI Ha HHOCTPAHHOM SI3BIKE;
- BJIaJIeeT HaBbIKaMH BEJICHUS TUCKYCCHH U TTOJIEMUKH HA HHOCTPAHHOM SI3BIKE.

YK-4: Crioco0eH oCcylecTBIISITh /IeJIOBYI0 KOMMYHUKAIUIO B YCTHOI M MUCbMEHHOi ¢opMax Ha rocy1apCTBEHHOM SI3bIKe
Poccuiickoii ®@enepanuu 1 ”HOCTPAHHOM(BIX) A3bIKe(aX)

HU/I-1.YK-4: BoioupaeT Ha rocyJapcTBEeHHOM H HHOCTPAHHOM (-bIX) SI3BIKAX KOMMYHHKATHBHO NpHeMJIeMble CTHJIb 1€J10BOT0
o01IeHus, BepdajbHbIe U HeBepOaIbHbIE CPEeACTBA B3aUMO/IECTBHSA ¢ MAPTHEPAMH.

- 3HaeT OCHOBHBIE IPaMMATHYECKUE CTPYKTYPHI; OOLIEYIOTPeOUTENbHYIO, OOIIEKYNbTYPHYIO H PO(ECCHOHAIbHYIO JIEKCHKY;
peueBble KuIle, He0OXOIUMBbIE I OCYIIECTBICHHS A€I0BOM KOMMYHHMKAIIUY HA HHOCTPAHHOM SI3BIKE;

- yMeeT IIOCTPOUTH BEICKA3bIBAHUS B CMOJICJIMPOBAHHBIX (TIPEJIaraeMblX) CUTyalUsIX OOIIEHHSI HA MHOCTPAHHOM $SI3bIKE, IPABUIILHO
HCHOINB3Ys BepOabHbIC U HeBEpOAbHBIC CPEICTBA OOIICHNS;

- BJIaflceT UHOCTPAHHBIM SI3bIKOM KaK CTUJIEM JEJI0BOTrO OOILEHHUS.

HN-2.YK-4: Bener 1e/10BYI0 MepPenucKy, YYUTHIBAsI 0COOEHHOCTH CTUJIMCTHKU 0QUIIHATBHBIX H Heo(pHUIHAIBLHBIX MHCEM,
COIMOKYJIbTYPHBIE Pa3JIN4uus B (popMaTe KOPpPEeCNOHACHIINH HA TOCYIAPCTBEHHOM H HHOCTPAHHOM (-bIX) SI3bIKAX.

- 3HAaeT OCOOEHHOCTH CTWIMCTUKYU HANMCAHUS O(QUIMAIBHBIX U HEO(PUIMANBHBIX ITHCEM;
- yMeEeT BECTH AENOBYIO NEPENUCKY C YIETOM COLUOKYIbTYPHBIX 0COOCHHOCTEH ¢ NPECTaBUTEISIMU JPYTHX CTPaH;
- BIaieeT TEXHUKOM JIEI0BOrO MUCbMa HA HHOCTPAHHOM SI3BIKE.

N/1-4.YK-4: leMoHCcTpHpYeT YMeHHE BBINOJHATD NepeBo] NPo¢ecCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyapcTBeHHbIi A3bIK H 00PaTHO.

- 3HaeT OCHOBHBIE IIepPEeBOIUECKHE TpaHCHOopMaLny;
- YM€eT BBIIOJIHATH N1EPEBO/I NPOPECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO(-bIX) Ha TOCYAAPCTBEHHBIH S3BIK M 00paTHO;
- BJIafieeT OCHOBaMHU TE€XHHKH IIepPeBOJa.




4. CTPYKTYPA U COJEPKAHUE JUCIHUAIIIMHBI (MOLY.JIs5T)

Kon HaumenoBaHue pa3iesioB U TeM /BH]L Cemectp / | Yacos | Komneren- | Jlutepatypa | Uute | Ilpumeuanue
3aHATUSA 3aHATHS/ Kypc 197070 DPDAaKT.
Paznen 1. Conep:xanue.
1.1 Introductions. Work and leisure. 1 14 WUI-1.YK-3 J1.1 0 TeCT
Jobs and studies. Nationalities. to be a/ an WUI-4.YK-3 JI1.2J12.1
with jobs; wh- questions. Introducing na-1.yK-4
yourself and others. Speaking: Meet Ua-2.yK-4
conference attendees. Writing: e-mail. na-4.YK-4
Reading: Meet Jeffrey Immelt. Listening:
Talking about yourself.
Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. Speaking: Interview
employees about working conditions.
Writing: list. Reading: Carlos Ghosn,
Superstar — CNN. /JTa6/
1.2 Introductions. Work and leisure. /Cp/ 1 16 NJ-1.YK-3 J1.1 0 Jobs and
nJ1-4.YK-3 J1.2712.1 studies.
WUa-1.YK-4 Nationalities. to
na-2.yK-4 be a/ an with
NI-4.YK-4 jobs; wh-
1.3 Business trips (airports, hotels). Food and 2 14 HJ-1.YK-3 J1.1 0 MTHChMEHHAsT
entertaining. N-4.YK-3 JI1.2J12.1 pabota,
Travel details: letters, numbers, times. WUa-1.YK-4 JIUCKYCCHSI, TECT
Can/can’t. There is/are. Making booking Na-2.yK-4
and checking arrangements. Speaking: NI-4.YK-4
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.
/JTa6/
1.4 Business trips (airports, hotels). Food and 2 16 nJ-1.YK-3 J1.1 0 Travel details:
entertaining. /Cp/ NJ1-4.YK-3 J1.2712.1 letters, numbers,
Na-1.YK-4 times.
Ua-2.VK-4 Can/can’t. There
Ua-4.YK-4 is/are. Making
15 Sales. People. 2 14 na-1.YK-3 J1.1 0 poJieBast urpa
Choosing a product or a service. Past na-4.YK-3 JI1.2J12.1
simple. Past time references. Presentation na-1.YK-4
1: presenting a product. Speaking: Sell a Ua-2.YK-4
mobile phone and service package. WU-4.YK-4

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

/JTa6/




1.6 Sales. People. /Cp/ 19 nJ-1.YK-3 J1.1 Choosing a
nJ-4.YK-3 JI1.2J12.1 product or a
na-1.YK-4 service. Past
na-2.YK-4 simple. Past
NI-4.YK-4 time references.

1.7 Markets. Companies. 16 nJ-1.YK-3 JI1.1 TIepeBoT

Types of markets. Comparatives and nJ1-4.YK-3 JI1.2J12.1 TEKCTOB,
superlatives. Much /a lot, a little /a bit. na-1.YK-4 TPE3CHTALIHSI
Meetings: participating in discussions. na-2.yK-4

Speaking: Launch a new product. Writing: nja-4.YK-4

catalogue description. Reading: Welcome

to Moscow, city of the gold Rolls Royce -

Financial Times. Listening: An interview

with a cross-cultural trainer.

Successful companies. 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.

/JTa6/

1.8 Markets. Companies. /Cp/ 19 nJ-1.YK-3 JI1.1 Types of
NI-4.VK-3 JI1.2J12.1 markets.
NI-1.VK-4 Comparatives
NI-2.VK-4 and superlatives.
N-4.YK-4 Much /a lot, a

19 The Web. 12 WI-1.VK-3 JI1.1 MUCBMEHHAS

Using the Internet. Plans for the future. NJI-4.YK-3 JI1.2J12.1 pabora, Tect
Internet terms. Time expressions. Talking Na-1.VK-4

about future plans (present continuous and NI-2.VK-4

going to); will. Making arrangements. nJ-4.yK-4

Speaking: Plan a sales trip. Writing: e-

mail. Reading: Online business model

dressed to kill — Financial Times.

Listening: An interview with a website

effectiveness consultant. /JIa6/

1.10 The Web. /Cp/ 16 NJ-1.YK-3 J1.1 Using the
na-4.vyKk-3 JI1.2J12.1 Internet. Plans
nJ-1.YK-4 for the future.
na-2.YK-4 Internet terms.
NJ-4.YK-4 Time

1.11 Cultures. Jobs. 28 nJ-1.YK-3 J1.1 JTACKYCCHSI, TECT

Company cultures. Cultural mistakes. nJ-4.YK-3 JI1.2J12.1
Company cultures. should /shouldn't, nJ-1.YK-4
could /would. Identifying problems and nJI-2.YK-4
agreeing action. Speaking: A change of nja-4.YK-4

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.
/JTa6/




1.12 Cultures. Jobs. /Cp/ 44 Ua-1.YK-3 JI1.1 Company
N-4.YK-3 JI1.2J12.1 cultures.
na-1.YK-4 Cultural
Na-2.VK-4 mistakes.
nja-4.YK-4 Company

1.13 Problems. 14 HI-1.VK-3 JI1.1 MMUCbMEHHAsI

Adjectives describing problems. Present nJ1-4.YK-3 JI1.2J12.1 pabora, poseBas
simple: negatives and questions, have got. na-1.yK-4 urpa,
Telephoning: solving problems. Speaking: na-2.yK-4 JIACKYCCHSI, TECT
Complain about holiday problems. nja-4.YK-4

Writing: telephone message. Reading:

Survey of problems at work. /J1a6/

1.14 Problems. /Cp/ 19 nJ-1.YK-3 J1.1 Adjectives
nJ-4.YK-3 JI1.2J12.1 describing
na-1.YK-4 problems.
na-2.YK-4 Present simple:
nJ-4.YK-4 negatives and

Pazgen 2. IIpoMeskyToUHAs aTTEeCTALUS
(3K3aMeH)

2.1 IMoaroroBka k sk3aMeHy /Ok3aMeH/ 34,75 | UI-1.YK-3 J1.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
nJI-4.YK-4

2.2 Konrpons CP /KCPATT/ 0,25 | NA-1.YK-3 J1.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
na-4.yK-4

2.3 Konrakthas padora /KoncOx/ 1 nJ-1.YK-3 J1.1
nJI-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
na-4.yK-4

Paznen 3. [IpomesxkyTouHas aTTecTamust
(3auér)

3.1 IMoxroroBka k 3auéty /3auét/ 8,85 HUa-1.YK-3 JI1.1
na-4.YK-3 JI1.2J12.1
nJ-1.YK-4
nJI-2.YK-4
nJI-4.YK-4

3.2 Konrakrthas pabora /KCPATT/ 0,15 HUa-1.YK-3 JI1.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
nJI-2.YK-4
nJ-4.YK-4

Pasnea 4. [IpomesxyTouHas aTrecTanust
(3auéT)

41 IMoaroroBka k 3auéty /3auér/ 8,85 | NA-1.YK-3 J1.1
nJ-4.YK-3 JI1.2J12.1
nJI-1.YK-4
nja-2.yK-4
nja-4.yK-4

4.2 Konrakthas pabora /KCPATT/ 0,15 Na-1.VK-3 JI1.1
nJ-4.YK-3 JI1.2J12.1
nJI-1.YK-4
nJI-2.YK-4
nja-4.YK-4

Paznen 5. IIpomesxyTouHas arrecTanust
(3auéT)

5.1 IMoxaroroBka k 3auéty /3auét/ 8,85 HI-1.YK-3 JI1.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
nJ-2.YK-4

WJ-4.VK-4




5.2 Konrakrnas pabora /KCPATT/ 1 0,15 WNa-1.YK-3 JI1.1 0
N1I-4.YK-3 JI1.2J12.1
HUa-1.YK-4
UJ1-2.YK-4
UJ1-4.YK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. ITosicHuTEIbHAA 3aIHCKA

1. Ha3znauenue ¢oH/a oLleHOUHBIX cpencTB. OIEeHOYHbBIE CPENICTBA IPEAHA3HAUYEHBI JIJIsl KOHTPOJIS U OLEHKH 00pa30BaTeIbHbIX
JIOCTHKEHUN 00YYaOIIMXCsI, OCBOMBIIHX MPOTPAMMY YUEOHOH MUCIUILTUHBI « THOCTpaHHBIN SI3BIKY.

2. ®oHA OLEHOYHBIX CPEACTB BKIIOYAET KOHTPOJIBHBIE MaTepHAaIbl A IPOBEACHHS TEKYIIET0 KOHTPOIIS B (hOPME TECTOBBIX
3aJaHuM, POJIEBON UIPBI, IPE3EHTALNH, TMCbMA, TEKCTOB JUIS YTSHUS U IIEPeBO/Ia M IPOMEKYTOUHOH aTTeCTallly B (hOpMe BOIPOCOB
Y 3aJaHUH K 9K3aMEHY U 3a4eTy.

5.2. OneHo4HbIe cpeICTBA ISl TEKYIEro KOHTPOJIS

Bxoanoit koHTpOB (IpUMEpPHOE 3aJaHHE)

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. Beibepute nmoaxosiiee oTHocuTenbHoe Mectonmenue: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuaHTs! OTBETOB:

1 which

2 who

3 where

4 when

Kputepuu ouenku:

Crynent BoinosiHuI 84-100% 3anaHuil «OTIMYHOY, IOBBIIEHHBINH YPOBEHb

CryneHT BeInoaHUI 66-83% 3amaHnii «XOpOILIOY, TOPOTOBBIH YPOBEHb

Crynest BoinoaHua 50-65% 3agaHuii «yOBIETBOPUTEIHHOY, IIOPOTOBbIH YPOBEHB

Crynest BeinoaHWI MeHee 50% 3a1aHuii «HEYO0BIETBOPUTEIBHOY, YPOBEHb HE CHOPMUPOBAH

1 CEMECTP
Texymuit KOHTpoJIb 1
Tect (IIpumepHbIe 3a1aHNA)

1. I can start work at 7:30, 8:30 or 9:30. I'm really glad | 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 Idon’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  g) from home once a month.

8 Piet often works flexible h) football on Sunday.

4. Choose the best words to complete the sentences:

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

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

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

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

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

5. Match the questions with the replies:

1 What’s the reason for your visit? a) I’'m staying at the Hilton in the town centre.

2 Where are you staying? b) I’'m here to visit my company’s head office.
3 What’s your hotel like? c) | play golf.

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

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

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

7 How many hours a week do you work? g) The room is very comfortable.

8 What do you like best about your job? h) From time to time.

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

Kpurepun onenxu:

Crynest BoinoaHua 84-100% 3apaHuii «OTIMYHOY», HOBBIIICHHBIH yPOBEHb

CryzeHT BeIIONIHUI 66-83% 3a1aHuii «XOpOII0», HOPOTOBLINH YPOBEHD

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENBHOY, IOPOTOBBIA YPOBEHb

Crynent BeinoiaHui MeHee 50% 3alaHuii «HEYAO0BIETBOPUTEIBHOY», YPOBEHb HE C(HOPMHUPOBAH

Texymuit KOHTPOIIBb 2
Tect (IlpumepHbIe 3a0aHMS)

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, |

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

2 Can | speakto  b) a refund.

31l havea 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, thisis @) later, please.

8 '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. | 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, | like to work on my
computer.

When | arrive at my destination, I don’t have to (5) my luggage because I carry it on the plane with me. I
usually (6) a taxi to my hotel. After I (7) at the hotel, 1 usually go for a walk. After a

long flight, I need the exercise!

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

1 He have a laptop. He says it isn’t necessary.

2 she have a meeting today?

3 Where you usually have lunch?

4 A Do you know Raymond Smith?

B No, | .

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?

Kputepuu ouenku:

Crynent BemoHIN 84-100% 3amaHuil «OTIMIHOY», OBBIIIEHHBIH YPOBEHb

CryneHT BoInoaHUA 66-83% 3amaHnii «XOpOIIOY, MOPOTOBBIH YPOBEHb

Crynest Boinoaaua 50-65% 3amaHuii «yJOBIETBOPUTEIHHOY, IIOPOTOBbIH YPOBEHBb

CryneHt BeinoaHuI MeHee 50% 3aiaHuil «HEYAO0BIETBOPUTEIBHOY, YPOBEHb HE CHOPMHUPOBAH

2 CEMECTP
Texymmuit KoHTpoIb 1
Tect (IIpumepHble 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 I’ve just made a pot of tea. Would you like more?
B Yes, please.

4 A Avre 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, | (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 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.

) 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.

Kpurepun onenku:

Crynest BoinoaHua 84-100% 3apaHuii «OTIMYHOY», HOBBIMICHHBIH yPOBEHb

Cryzent BemostHII 66-83% 3aqaHuii «XOpOIIOY», MOPOTOBHIN YPOBEHb

Crynent Beinonaua 50-65% 3ananuil «yJOBIETBOPUTEILHOY, IOPOTOBLIM yPOBEHB

Cryzent BoinosiHII MeHee 50% 3a1aHuii «HEeyI0BIETBOPUTEILHOY», YPOBEHb HE C(HOPMUPOBAH

Texymuit KOHTPOJIBb 2
Tect (IIpumepHbIe 3a1aHK)

. 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.

1
1
2
3
4
5

2. Write the numbers in words.
1.540




2.6,370
3.29,606
4.902,000
5.4,225,094
6.12.6%

. 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 e) provide

.supply  f)start

oA WN P W

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

When were they in Germany?

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

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

4. wasn’t/ work/ Ivan/ at/happy/.

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

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

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

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

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

4 We don’thave  d) at home?

5 We have to cut e) possible.

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

7 How about studying @) to me.

Kputepuu ouenku:

Crynent BoinosiHuI 84-100% 3anaHuil «OTIMYHOY, IOBBIIEHHBINH YPOBEHb

CryzeHT BeIIONIHUI 66-83% 3aJaHuii «XOpOII0», HOPOTOBLIN YPOBEHD

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENBHOY, IOPOTOBBIA YPOBEHb

CrynenT BbIoNHUI MeHee 50% 3a1aHmii «HEeyIOBIETBOPUTEIBHOY, YPOBCHB HE COPMUPOBAH

3 CEMECTP
Texymuit koHTpOIH 1
Tect (IlpumepHbIe 3a0aHMS)

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

2. l usually drive to work but today | (walk).

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

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

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

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

7. Normally delivery (take) about three weeks.

2. Complete the conversation with the phrases (a—g).
a) | 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) . Ithink 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. Bytheend 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

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

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

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

4. Starbucks uses Facebook to learn about its customers.

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

6. Facebook earns most of its money from advertising.

5. Match the sentences with the same meaning.

1. At the end of the week, we have a meeting where people discuss subjects.
2. We have a lot of meetings where information or instructions are given.
3. We often move documents from the network to a PC.

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

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

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

7. Our meetings are informal.

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

9. 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.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

i) We often have briefings.

Kpurepun onenku:

Crynest BoinoaHua 84-100% 3apaHuii «OTIMYHOY», HOBBIMICHHBIH yPOBEHb

CryneHt BoinoiaHUI 66-83% 3amaHnii «XOpOIIOY», MOPOTOBBIH YPOBEHb

Crynent Beinonaua 50-65% 3ananuil «yJOBIETBOPUTEILHOY, IOPOTOBLIM yPOBEHB

Cryzent BoinosnHuI MeHee 50% 3aqanuii «HeyI0BIETBOPUTEILHOY, YPOBEHb HE chopMHUpOBaH

Texymuit KOHTPOJIBb 2

Tect (IIpumepHbIe 3a1aHK)

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

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

a) welcomes new ideas and change

b) make better

C) create

d) start

e) putting needs and wants of customers first




f) offer incentives for
g) make more

h) teach

i) be in charge of

2. Complete the conversation with the correct form of will or going to.
A | 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. I (6) have any meetings with clients.

A Oh, good.

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

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

A 1(2) start my own company.

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

Kpurepuu onenku:

Crynent BbinosiHuI 84-100% 3anaHuil «OTIMYIHOY, IOBBIIEHHBINH YPOBEHb

CryzeHT BIIONIHUI 66-83% 3aJaHuii «X0OpOI10», HOPOTOBLIN YPOBEHb

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENBHOY, IOPOTOBBIH YPOBEHb

Crynent BeimonHII MeHee 50% 3a1aHuii «HeYIOBIETBOPHTEIHHOY», YPOBEHBb HE c(HOPMUPOBAH

4 CEMECTP
Texymuit KoHTpOIH 1
Tect (IlpumepHbIe 3a0aHM)

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 (1) (travel) abroad more than thirty times and I (2) (visit) more
than ten different countries. Last month, | (3) (spend) two weeks in Bahrain and Dubai.

AWow. That’s interesting. (4) (you visit) the United Arab Emirates?

B Yes. | (5) (go) there last year.

A (6) (you like) it?

B Yes, it was fantastic.

Al (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?

~NOoO Ok, WD EFE W




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

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

b) I spend a lot of time reading.

c¢) How about 4.15?

d) ’'m afraid I can’t make that date.

e) | improved my organisational skills.

) 27th March would be fine.

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

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

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

b) My main aim is to become

¢) | 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.

A | agree. (6) him.

Conversation 4

A What do you want to do in the future?

B (7) a manager.

Conversation 5

A What are you good at?

B (8) advertising and marketing.
Conversation 6

A What didn’t you like about your last job?

B Well, (9) working too much overtime.

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

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

3. Speaking directly to people is sometimes very useful.

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

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

6. Sometimes, abbreviations like GRS are fine.

Kpurepuu onenku:

Crynent BeinonHua 84-100% 3apanuil «OTINYHOY», HOBBILIEHHBIH YPOBEHb

CryneHt BeinoaHua 66-83% 3agaHuii «XopoIoy, OPOroBblii YPOBEHb

Crynenrt Beinonaua 50-65% 3ananuil «yJOBIETBOPUTEILHOY, IOPOTOBLIM yPOBEHB

Cryzent BoinosnHua MeHee 50% 3aqanuii «HeyI0BIETBOPUTEILHOY», YPOBEHb HE CHOPMUPOBAH

Texymuii KOHTpOIIBb 2
Tecr (IIpumepHsbie 3a1aHMs)

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
c) used the information to improve its traditional advertisements

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

b) employees

c) 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

Aurrival times: 9.55 a.m., 3.45 p.m., 7.00 p.m. / 10.50 p.m.

Kpurepun onenxn:

Crynest BoinonaHua 84-100% 3agaHuii «OTIMYHOY», HOBBIIICHHBIH yPOBEHb

CryneHT BeinonaHUI 66-83% 3amaHnii «XOpOIIOY», OPOrOBBIH YPOBEHb

Crynest Beinonaui 50-65% 3amaHuii «yOBIETBOPUTEIHHOY, IIOPOTOBIH YPOBEHB

CryneHt BeinoiaHWI MeHee 50% 3alaHuil «HEYAO0BIETBOPUTEIBHOY, YPOBEHb HE CHOPMUPOBAH

OuenovHoe cpencTBo «PoneBast urpa»

1. Tema (mpo6ema) ,,At a job fair”

Konnemnmus urpst: You meet at the job fair and talk about sales position. Pomu:

a) a director of a company; 6) job seeker.

OsKHIaeMbIil pe3yibTaT — HHCIICHUPOBKA Oece/Ibl OpraHM30BaHa U IPEACTABIICHA B
COOTBETCTBHH C CHTYalHeH OOLICHMS.

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

Konuenmus urpel: 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.

Ponn:

a) an interviewer (Human Resources);

0) staff members (a receptionist, a website developer, a writer and, a graphic designer). Oxugaemsliii pe3yabTaT —
MHCIIEHUPOBKA Oece/ibl OPraHM30BaHa U IPECTABICHA B COOTBETCTBUH C CHTYaIHEH

oO0IIeHuSL.

3. Tema (npobiema) ,,At the Hotel

Konuenmus urpel: The guest is telephoning the hotel’s manager and is complaining about his apartment.
Ponn:

a) a guest;

0) a hotel’s manager.

O>XuIaeMslil pe3ynbTaT — HHCIICHHPOBKA Oecebl OpraHH30BaHa U IIPE/CTaBIICHA B

COOTBETCTBHH C CHTYaIeil OOIeH .

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

Konnemnmus: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.
Pomu:

a) a guest;

0) a receptionist.

OsxuaeMblil pe3ysibTaT — HHCIIEHHPOBKA Oecellbl OpraHH30BaHa H IIPEICTaBIICHA B

COOTBETCTBHH C CHTYalUei OOICHUSL.

5. Tema (npo6iiema): “Food and Entertaining”
Konuenmust urper: 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.

OsxuzaeMsblil pe3ysbTaT — MHCLIEHUPOBKA Oecellbl OpraHU30BaHa U IPeICTaBlIeHa B
COOTBETCTBUU C CUTyalluei OOLIEHUS.

Kpurepuu orieHKu:

Onenka "oTinuyHO": CTyIEeHT MOKa3bIBAET TIIyOOKHIl YpOBEHb 3HAHUH IIOCTPOEHHS BHICKA3bIBAHUS B CMOJIEIMPOBAHHBIX
(mpetaraeMbIx) CUTyanusx OOIICHHsI HA HHOCTPAHHOM SI3bIKE, MPABUIBHO MCIOJB3Ys BepOalibHbIC U HEBEpOaIbHbIC CPEICTBA
00IIeHNs; BIaAeHHsI HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEI0BOTO OOIIEHNS; HaBBIKAMU BEJCHUS IUCKYCCHU U TTOJIEMUKH Ha
MHOCTPAHHOM SI3BIKE; aKTHBHO M MPABHIBHO HCIIONB3YET MOJIE3HbIE BRIPAKEHUS LIS pa3rOBOPOB, IIEPErOBOPOB, KOMMYHHKATHBHAs
3aj1a4ya BBITIOJHCHA.

Orenka "xopomo": CTyIeHT MOKa3bIBaCT XOPOLINI YPOBEHD IIOCTPOCHUSI BBICKA3bIBAHUS B CMOJICTMPOBAHHBIX (TIPEIaracMbIX)
CHTYyaIHsX OOIICHHUS HA MHOCTPaHHOM SI3bIKE, PABHJIBHO HCIIONB3Ys BepOaibHble U HeBepOAbHbBIC CPENICTBA OOIICHHUS;
BJIa/ICHHS HHOCTPAHHBIM SI3bIKOM KaK CTHIICM JICTIOBOTO OOICHUS; HABBIKAMH BEICHHS IUCKYCCUH U MOJIEMHUKH Ha HHOCTPAaHHOM
SI3BIKE; MCIONB3YET MOJIE3HbIE BRIPAKEHHUS ISl pa3rOBOPOB, IEPETOBOPOB, KOMMYHHKATHBHAS 3aa4a BHIIIOIHEHA.

Ornenka "ynoBneTBopuTesibHO": CTYICHT MOKa3bIBaeT 0a30BbIH YPOBEHb OCTPOCHHUS BHICKA3bIBAHHUS B CMOJICTTUPOBAHHBIX
(mpemaraeMbIx) CUTyanusax OOIICHHS HA HHOCTPAHHOM SI3bIKE, MPABUIIBHO MCIIOJB3Ys BepOabHbBIC U HEBEpOAbHBIE CPEICTBA
00IIeHN; BIaAeHHsI HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEI0BOTO OOIIEHNS; HaBBIKAMU BEJCHUS IUCKYCCHU U TTOJIEMUKH Ha
MHOCTPaHHOM SI3bIKE; HEIOCTATOYHO aKTHBHO M MPABMIILHO MCIONB3YET MOJIE3HBIC BRIPAKCHUSI ISl PAa3TOBOPOB, IEPETOBOPOB,
KOMMYHHUKATHBHAsI 33]1a4a BBITIOHECHA.

OreHka "HeyIOBIETBOPUTENHHO": CTYICHT MOKa3bIBaeT HEYIOBICTBOPUTEIbHBIN YPOBEHD MIOCTPOCHHUSI BHICKA3bIBAHUS B
CMOJICITMPOBAHHBIX (TIpeIaraeMbIX) CUTYalUsIX OOIIEHHsI HA HHOCTPAHHOM SI3bIKE, MPaBHUIILHO HCIIONB3Ys BepOabHbIE H
HeBepOallbHBIE CpeIcTBa OOIICHHS; BIAJCHNS] HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHMs; HABBIKAMH BEJICHUS
JMCKYCCHH ¥ TIOJIEMHKH HA HHOCTPAHHOM SI3bIKE; CTYICHT 3aTpyJHSETCS ITOLIEePKUBATh Oecely, KOMMyHUKAaTUBHAS 3aa4a He
BBITIOJTHEHA.

OueHouHoe cpecTBo «IlepeBo] TEKCTOBY»
IIpumepHBIe TEKCTHI AT HEPEBOIA ¢ AHITIMHCKOTO Ha PYCCKUil

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 | 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. | do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What | 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. | buy notebooks and take them everywhere. | write whenever | 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."

Kputepuu ouenku:

Onenka "otan4Ho": CTYIEHT CaMOCTOATEIBHO Peaau3yeT YMEHUs 0 MePEeBOAY MPOo(heCcCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYAPCTBEHHBIN S3BIK M 0OPaTHO, BIIaJceT OCHOBAMH TEXHUKH IIEPEBOJA.

Ornenka "xopomo": CTyaeHT criocoOeH moka3arh yMeHHe IepeBo/ia MpoPecCHOHAIBLHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYJapCTBEHHBIHN SA3BIK M 00PaTHO, CIIOCOOEH YaCTHYHO IT0KAa3aTh BJIAJeHNE OCHOBAMH TEXHHKH MEPEBOJIA.

Onenka "ynoBnerBoputesibHO": CTyIEHT cIOCOOEH MO pYKOBOJCTBOM IIPEIoJiaBaTess 0Ka3aTh YMEHHUS 10 IIEPEBOY
1po¢eCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYIapCTBEHHBIN A3bIK U 00paTHO, CIOCOOEH MOKa3aTh YaCTUYHOE BJIaJICHHUE
OCHOBAaMH TE€XHHUKH II€PEBOIA

Onenka "HeynoBIeTBOpUTENbHO": CTyIEHT 3aTPYAHAETCS UM HE MOXKET 110Ka3aTh YMEHUsI, HE

BJIaJIee€T OCHOBaMHU TE€XHHKH II€PEBOJA.

Ouenoynoe cpencTBo «IIpezenTarus»

TeMbl U1 IpE3EHTALMNA:




1. Types of markets
2. Presentation of the company

Kputepuu oreHkH:

Onenka "oTinaHO": CTYIEHT CaMOCTOSTENIBHO PeaTn3yeT YMEHHE IIOCTPOUTE

BBICKA3BIBAHUS B CMOJCIUPOBAHHBIX  (TIPELIaracMbIX) CHTYAIHIX

OOIIEeHNs Ha MHOCTPAHHOM S3BIKE, IIPABMIIBHO HCIIONB3Ys BepOaNbHEIC 1

HeBepOaJbHBIE ~ CpPEICTBA  OOIIECHHMS,

apTyMEHTHUPOBAHO H3JaraTh COOCTBEHHYIO TOUKY 3PEHHUS Ha HHOCTPAHHOM SI3BIKE; BlIaJieeT HABBIKAMHU

BEJICHH JUCKYCCHUH U TIOJICMHKH HA HHOCTPAHHOM  I3bIK€ M HHOCTPAHHBIM SI36IKOM KaK

CTUJIEM JIETIOBOTO OOIIEHHUS.

Ouenka "xopomo": CTyeHT cllocOOEH M0Ka3aTh yMEHUS IOCTPOUTH BBICKA3bIBAHUS B CMOJIEIMPOBaHHBIX

(TmpeuTaraeMpIX) CHTYAIUAX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, IPABIIIEHO UCIIONB3Ys BepOalbHbIC U HeBepOanbHbIC
CpeacTBa OOIICHNS, a TAKKe U3JIaraTh COOCTBCHHYIO TOUKY 3pCHUS Ha HHOCTPAHHOM SI3BIKE;

CIIOCOOEH YaCTHYHO TT0Ka3aTh BIaJeHHEe HHOCTPAHHBIM A3BIKOM KaK CTHIIEM JEJIOBOTO OOIIEHHS, a TakKe HaBBIKAMH BEICHHS
JVCKYCCHH W TIOJIEMHKH.

Ornenka "ynoBneTBoputTesibHO": CTYIEHT 0] pyKOBOJCTBOM IIPEIIoIaBaTes ClIOCOOCH MOKa3aTh YMEHHUS IIOCTPOUTH BBICKA3bIBAHHS
B CMOJICITIPOBAHHBIX (IIpe/IaraeMblX) CHTyalnsIX OOIIeHHs HA HHOCTPAHHOM SI3bIKE, IPABIIIBHO HCIIONB3Ys BepOanbHbIC U
HeBepOallbHBIE CPEJICTBA OOIICHNUS U U3JIarasi CBOI0 TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE;

CIIOCOOCH YAaCTHYHO IT0KA3aTh BIIaJICHHE HHOCTPAHHBIM S3BIKOM KaK CTHIIEM JIEJIOBOTO OOILICHHMS.

OueHka "HeynOBIETBOPUTENLHO": CTYNEHT 3aTpyJHACTCS WM He MOXKET I0Ka3aTh YMEHUS IOCTPOUTD BBICKA3bIBaHUS B
CMOJICTTMPOBAHHBIX (TIPEATaraeMbIX) CHTYAIHAX OOIICHNS Ha HHOCTPAHHOM SI3BIKE, IPABHIIBHO UCIIONB3Ys BepOaNbHbIE U
HeBepOaIlbHBIC CPEICTBA OOIICHHS; He BlIaJieeT MHOCTPAHHBIM A3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHNS, He BIafeeT HaBBIKAMH
BENICHUA IMCKVCCUH HAa MHOCTDAHHOM SI3BIKE.

5.3. TeMbl NUCbMEHHBIX padoT (3cce, pedepaThl, KypcoBble padoThI M AP.)

TemaTuka OCI)I/ILII/IaJ'ILHLIX IIMCEM:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint

-CV

Tematuka HeO(I)I/I]_II/IaJ'ILHLIX IIUCEM:
- Introduction Letter
- Friendly Letter

Kpurepun oueHku:

Onenka "ormnuHo": CTyIeHT NOKa3bIBa€T TIIYOOKH YpOBEHb 3HAHWH 0COOCHHOCTEH CTUIIUCTUKU

HAIMCAHUSI OQUIHATGHEIX W HEOPHUIUANBHBIX  ITHCEM,

CTPYKTYpPHOH  THIOJOTHM W  TPaBHUI

MOCTPOCHUSI NMHUCHMEHHOTO  PEYEBOTO BEICKA3bIBAHUS HA U3y4acMOM

SI3BIKE; CAMOCTOATENIFHO ~ peajn3yeT YMEHHUS  BECTH JIEJIOBYIO

MEePenuCcKy C  y4eTOM

COIIMOKYJIBTYPHBIX ~ OCOOCHHOCTEH  C MPEJCTaBUTENSIMU JPYTHUX

CTpaH;

BIIaJIeeT TEXHUKOH JIETTOBOTO MMChMa HA MHOCTPAHHOM SI3BIKE.

Onenka "xopomo": CTyIeHT ITOKa3bIBaeT XOPOUIHA yPOBEHB 3HAHUN OCOOCHHOCTEH CTHUIIHCTHKI

HAMKUCAHUSI OQUIIMATBHBIX M HCODUIIHATBHBIX  [THCEM,

CTPYKTYPHOW  THIIOJIOTHH U TIPABHII

MOCTPOCHUS  MHUCHMEHHOTO PEYEBOTO BBHICKA3BIBAHUS HA H3y4aeMOM

SI3BIKE; CTIOCOOCH TIOKa3aTh YMEHHSI BECTH JICJIOBYIO TIEPEIHCKY C  y4ETOM

COIMOKYJIbTYPHBIX OCOOEHHOCTEH C  MPENCTAaBUTENSIMU  JIPYTUX CTPaH;

CHOCOOCH YaCTUYHO MTOKA3aTh BIAaJICHUE TEXHUKOW AETIOBOTO MMChMa HA HHOCTPAHHOM SI3BIKE.

Ornenka "ynoBneTBopuTenbHO": CTYJEHT MOKa3bIBaeT 0a30BbIH YPOBEHb 3HAHUIH OCOOSHHOCTEN CTUIUCTHKY HAITUCAHUS
Oo(HIMATBEHBIX W HEO(UIHATBHBIX IIICEM, CTPYKTYPHOH THUIIOJIOTHH U MPABIII IIOCTPOCHUS MMCBbMEHHOTO PEYEBOTO
BBICKa3bIBAaHUS HA M3y4aeMOM SI3BIKE; ITOJI PYKOBOCTBOM IPEMoAaBaTelisi CHOCOOEH MoKa3aTh YMEHHS BECTH JEJOBYIO MEPEITUCKY
C YYE€TOM COIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEJCTABUTEIIIMH IPYTUX CTPaH; CIIOCOOCH YaCTHYHO TI0KA3aTh BIAICHUE
TEXHHUKOU JIEJIOBOTO MHChMa Ha HUHOCTPAHHOM SI3BIKE.

Ornenka "HeynoBIETBOPUTENbHO": CTYJCHT OKA3hIBAaCT HEYAOBICTBOPUTEIBHBIN YPOBEHD 3HAHUI 0COOCHHOCTEH CTHIIMCTHKH
HanUCaHusI O(QUITUATBHBIX U HEOPHUITHATBHBIX TTUCEM, CTPYKTYPHOH THUITOJIOTHH W TIPABHJI TIOCTPOSHUS TUCHMEHHOTO
PEYeBOTO BBICKA3bIBAHUS Ha U3y4acMOM SI3BIKE; 3aTPYIHACTCS WIK HE MOXKET ITOKAa3aTh YMEHUS BECTHU JICTIOBYIO
MIEPETHUCKY C YIETOM COIMOKYJIBTYPHBIX OCOOCHHOCTEH ¢ MPENCTaBUTEISIMH IPYTHX CTPaH; HE

5.4. OueHo4yHbIE CPeACTBA JUISI MPOMEKYTOUHOM aTTecTaAlMuU

B xonre 1,2,3 ceMecTpoB CTYJEHTHI CAAIOT 3a4€T 110 AUCIUIUINHE. 3a4eT BKIIOYaeT B ceOs CleAyIomue 3a1aHus:
1. TIIpomexxyTOYHBIH TECT
2. Make up a dialogue

1) ITpoMeXyTOUHBIH TECT /IS 3a4eTa Mo MUCIUILTHHE “HOCTpaHHBIH SA3bIK™ BKITIOYACT JIEKCHKO-TpaMMaTHIECKUE 3a1aHuUs,




3aJaHus HA YTCHUC U IIOHUMAHHUEC TCKCTA, 3aJaHUC I10 HAITMCAHUIO ACJIOBOI'O IMMHUChMa.
IIpumepHsble 3agaHus:

- 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 11ajoros:
— A job fair

— Why are staff unhappy
— At the Hotel

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

— Dealing with problems

KPUTEPUN OLIEHNBAHI S HA 3AYETE:

- «3aYTEHO» BBICTABILIETCS CTYACHTY, €CIIM CPOPMHUPOBAH KAK MUHUMYM MOPOTOBBIH yPOBEHb MHIMKATOPA JOCTIKCHHS
KOMIIETCHIIUU:

- IOKa3bIBaeT 0a30BBIN YPOBEHb 3HAHUH OCHOBHBIX IPaMMATHYECKUX CTPYKTYP; OOIIEYIOTPEeONTENbHON, O0IIEKyIbTYpHOH 1
npodeccroHaBbHOI JIEKCUKH; PEUYeBBIX KITUILE, HEOOXOAUMBIX JUIS OCYLIECTBIICHHUS JIEIOBOM KOMMYHHUKAIIMK HA HHOCTPAHHOM
A3bIKE; OCOOCHHOCTEH CTHIIMCTUKH HAIMCAHUS OQHUINAIBHBIX 1 HEOPHUIINATIBHBIX ITUCEM, 3HAHHI OCHOBHBIX ITEPEBOAYECKUX
Tpanchopmanuii, 3hHeKTHBHOCTH HCIIOIB30BAHUS CTPATETHH COTPYAHNYECTBA JUIS JOCTHXKEHHUS IIOCTABJICHHOM 1IEJIH, a TaKKe
3HAHWUH PaBUII NIPO(ECCHOHATFHOTO PEYEBOTO ITUKETA;

- IOJ1 PyKOBOJCTBOM IIPEII0IaBaTeNs CIIOCOOEH M0Ka3aTh YMEHHs TOCTPOSHHSI BEICKa3bIBAaHUS B CMOJICIMPOBAaHHBIX
(mpenlaraeMeIx) CUTyauax oOIIEeHHs Ha MHOCTPAHHOM SI3bIKE, IPABIIIBHO MCHOJIb3YsI BepOabHbIE M HeBepOalIbHBIE CPEACTBA
OOIIIEHNS; BECTH JICIOBYIO MEPEMICKY C YI€TOM COLMOKYJIBTYPHBIX 0COOEHHOCTEH C MPeICTaBUTEIIMH JPYTUX CTPaH;

- crIoco0€eH YacTHYHO 1O0Ka3aTh BIIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JISJIOBOTO OOIIEHMS, TEXHUKOH JIETI0BOTO MChMa
Ha MHOCTPAHHOM SI3bIKE, CTPATETHUSIMH COTPYAHUYECTBA IS TOCTIKEHUS TOCTABICHHON IIeITH.

- HE3aYTEeHO» BBICTABIISIETCS CTYJICHTY, €CJIM YPOBEHb HHANKATOPA TOCTHKEHUsI KOMIIETEHIIMN He C(DOPMHUPOBAH:

- IOKa3bIBAET HEYIOBJICTBOPUTEIBHBIN YPOBEHb 3HAHUH OCHOBHBIX IPaMMaTHYECKUX CTPYKTYD; 00IEeynOTpeOUTENbHOH,
00IIeKyNbTypHOH U POodeCCHOHATBHO JEKCUKH;, PEUEBBIX KIIUIIE, HEOOXOAUMBIX JIUISI OCYIIECTBICHUS J1€JI0BOI KOMMYHUKAIHH
Ha MHOCTPAHHOM SI3bIKE; 0OCOOCHHOCTEH CTHIIMCTUKH HalMCaHUs OQUIUATIBHBIX U HEO(DUIIMANBHBIX IHCEM, TIPaBHII
npodeccHOHAILHOTO PEYEBOT0 ATUKETA, & TAKIKE 3HAHUH OCHOBHBIX MEPEBOAYECKUX TpaHCHOPMALIHii;

- 3aTPyIHSIETCS WM HE MOKET II0Ka3aTh YMEHHUS ITOCTPOCHNUS BBHICKA3bIBAHUS B CMOICINPOBAHHBIX (IIPEAIaraeMbIX) CUTyalusIX
0O0IIIeH!s] HAa THOCTPAHHOM S3BIKE, IPABIIILHO UCTIOJIB3Ys BepOabHbIe U HeBepOaIbHbIE CPEICTBA OOIIEHNUS; BECTH JIEJIOBYIO
MEPENUCKY C yYETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEINSIMH APYTUX CTPaH;

- He BJIaJIceT MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHHS, TEXHUKOMN 1€JI0BOTO MIChbMa Ha HHOCTPAHHOM SI3BIKE,
CTpaTerusIMH COTPYIHNYECTBA JUIS JTOCTH)KEHHS TIOCTABJICHHOM IIEIH.

B KOHIE 4 ceMeCTpa CTYACHTHBI CAat0T 9K3aMCH, KOTOprfI BKJIIOYACT CICAYIOIIUC 3aIaHN:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. IToroBsIil TECT, pa3MeIIEHHbIH B cCHCTEME DIIEKTPOHHBIX KypcoB Moodle (moodle.gasu.ru), Bxarouaert: 1) JeKCUKO-
TpaMMAaTHYCCKUE 3aJaHus, 2) 3alaHUC Ha IEPEBO/J TCKCTA, 3) 3aJJaHUC 110 HAaIlITMCaHUIO ITMCbMa. HpI/IMepHI)Ie 3aJaHus:

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.

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.

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

1 Dirk Italian.

a) isn’tb) aren’tc) am not

2.A are you from?

B Japan.

a) Whatb) Wherec) Who

3. Ricardo drive to work?

a) Isb) Doc) Does

2. TemaTuka 1uaaoroB

— 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. [lepeBon Tekcra
IIpumepHbIE TEKCTBHI:

Text 1
Istanbul guide: from the bazaar to the Bosphorusby Andrew Finke
Where to stay

If you are in Istanbul for sightseeing, then youcould stayin Sultanahmetorfind asmall s hotel away from the
tourist

areas. However, this maynot be the bestoption for the business traveler with a moming appointment onthe far side of
town. Traffic and distance can be aproblem for those onabusy schedule. The challengeis to getthe work done, but
also

find time to discover what makes Istanbul unique. Many of the city's five-star hotels enjoy aview where youcan see
lights

onthe Bosphorusand passing ships. Where to eat A visitto the grand bazaar canfeel exotic. An afternoon at Hagia
Sophia,

once a Byzantine church, then amosque and nowa museum,is recommended. But some of the best sightseeing in
Istanbul

is done with a knifeand fork. What to see There are alarge number of restaurants along the river. A Bosphorus
meal is a

great Istanbul tradition. A meal can include acold meze, then ahothorsdeuvre, followed by a perfectly cooked piece
of

fresh fish. How to travel around the city Try to arrange vyour flights to avoid the rush hour, which in the evening can last
until 9 p.m. There is ametro line 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 youwill have to continue yourjourney by taxi.Cabs from the
airyort are strictly confolled. Allcabs in the ciry run ona meter andare reasonably priced.If you can reach
your

destination by ferry, it is the bestway to see the city, and the boatsrun on time.

Text 2

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.

Ruit thic icen't 2 hiicinees  trin ar a holidav Mc 1 i and mare than 80 nthor wwealthy  Chinoce  taniricte  aro hore  tn learn  ahout




brand, says thatsometimes 15-20 percent ofitssales in New York, LasVegas and Hawaii are from Chinese tourists

KPUTEPUM OLIEHMBAHUA HA DK3AMEHE:

O1eHKa «OTJIMYHOY BBICTABJIAETCS, €CIIM CTYCHT ITOKa3bIBaeT rIyOOKOE 3HAHUE!

-rpaMMaTHYECKUX CTPYKTYP; OOIIEYIOTPeOUTENbHOM, 00IIEKYIbTYPHOH U PO ecCHOHAIBHON JIEKCUKH; PEUEBEIX KIHILE,
HEO0OXOINMBIX JUIS OCYILIECTBIICHHUS JIEJIOBO KOMMYHHUKAIIMN HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTHINCTUKH HAIIMCaHU OHIUATEHBIX H HEO(HINATBHBIX MICEM, CTPYKTYPHOM THIIOJIOTHHU U ITPaBIII
MOCTPOEHHUSI INCHbMEHHOTO PEYEBOr0 BBICKA3bIBAHHS HA M3Y4aEeMOM SI3bIKE;

- OCHOBHBIX IIEPEBOAYECKHUX TPAHCHOPMALHH;

- IpaBUJI MPOPECCUOHATILHOTO PEYEBOr0 ITHUKETA.

CTyZIeHT CaMOCTOSTEIILHO Pealn3yeT YMEHHUS:

- IOCTPOUTH BHICKA3bIBAaHHS B CMOJICIIMPOBAHHBIX (TIpeIaraeMbIX) CUTyalusIX OOLIeH!sI HAa HHOCTPAaHHOM SI3bIKE, IPABUIIBHO
HCTIONB3YS BepOallbHBIC U HeBepOaJbHBIE CPEICTBA OOIICHNUS;

- BECTH JICJIOBYIO IIEPENHCKY C YUETOM COLHOKYIBTYPHBIX OCOOEHHOCTEH C MPeCTaBUTEISIMU APYTHX CTPaH;

- IepeBoJa MPO(eCCHOHATIBHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYIAapCTBEHHBIH S3BIK U 00PATHO;

- apIryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pEHHs Ha MHOCTPAHHOM SI3bIKE.

CryneHr Biageer:

- MHOCTPAHHBIM $I3bIKOM KaK CTHJIEM JIEIOBOTO OOIIEHNS;

- TEXHHUKOI! JA€JIOBOr0 MUCEMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMM TEXHUKHU NIEPEBOIA

- CTPaTEerHsAMH COTPYJHUYESCTBA I JOCTHKCHHS ITIOCTABICHHOMN LISIIH.

O11eHKa «XOPOILIOY» BBICTABISICTCS, €CIIH CTY/ACHT MOKA3bIBACT XOPOIINE 3HAHUS:

- OCHOBHBIX IPaMMaTHYECKHUX CTPYKTYP; 0OMICYNOTPEOUTEIHHOM, O0IIEKYIBTYPHO!H U MPOGECCHOHATIBHOM JICKCHKH;, PEUEBBIX
KJIMIIE, HEOOXOMMBIX ISl OCYILECTBICHHS ACTOBONH KOMMYHHKAIIUA HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTUIMCTHKH HAIMCAHUS O(HUIIMATBHBIX M HCO(DUITHATBHBIX TUCEM, CTPYKTYPHOU THITOJIOTHH U TIPABHUIT
MOCTPOEHHUS TIMChMEHHOTO PEYECBOTO BHICKA3bIBAHHS HA U3YYaEMOM SI3BIKE;

- OCHOBHBIX NEPEBOAYCCKHUX TpaHCHOpMAITHii;

- mpaBuil MPOHECCHOHATHLHOTO PEYEBOTO ITUKETA.

CTyaeHT crnocoOeH MoKa3aTh YMEHHS:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIMPOBAHHBIX (TPEITaracMbIX) CUTYaIUsIX OOIICHHs HA HHOCTPAHHOM SI3bIKE, TPABHIBHO
UCTIONBb3Ys BepOabHble U HEBEpOAIbHBIE CPECTBA OOIICHHS,

- BECTH JICJIOBYIO MIEPEIHCKY C YUETOM COIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTABUTEISIMH JAPYTUX CTPaH;

- BBITIOJIHUTD MEPEBO NPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO HA FOCYAAapPCTBEHHBIHN S3bIK U 00PATHO C YaCTHIHOM
MOMOIIIBIO TIPETIOIaBaTeNsl.

CryneHT cnocobeH YaCTHYHO MMOKa3aTh BIaJICHUE:

- MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JCJIOBOTO OOIICHHUS;

- TEXHHUKO# JEJI0BOr0O MUChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHUKH TEPEBO/IA;

- CTpaTerusiMu COTPYTHUYECTBA sl JOCTHIKEHHSI IOCTABICHHOM [[SITH.

O1leHKa «yI0BICTBOPUTEIBHO» BBICTABISICTCS, €CIIH CTY/ICHT MOKA3bIBaeT 6Aa30BbIil yPOBEHD 3HAHHIA:

- OCHOBHBIX IPaMMAaTHYECKHUX CTPYKTYP; 0OMICYNOTPEOUTEIBHOM, O0IEKYIBTYPHO!H U MPOGECCHOHATBHOM JICKCHKH;, PEUEBBIX
KJIHIIIE, HEOOXOMMBIX ISl OCYILECTBICHHS ACIOBONH KOMMYHHUKAIIMY HA HHOCTPAHHOM SI3bIKE;

- 0COOEHHOCTEH CTUIIMCTUKU HAIIMCAHUs O(UINATBHBIX U HEOPHIIMATIbHBIX IUCEM, CTPYKTYPHO# THIIOJIOTHHU U TIPaBHJI
MOCTPOEHHUS IIMCHbMEHHOTO PEYEBOTO BHICKA3bIBAHHS HA U3YYaEMOM SI3bIKE;

- OCHOBHBIX MEPEBOAYCCKUX TpaHCHOpMAITHii;

- mpaBuil MPOHECCHOHATLHOTO PEYEBOr0 ITHKETA.

ITox pyKOBOACTBOM IIPEIOIaBaTENs CIIOCOOCH MOKa3aTh YMCHHS:

- IOCTPOUTH BHICKA3bIBAHHS B CMOJICIIMPOBAHHBIX (TPEIaraeMbIX) CUTYAIUsIX OOIICHHS HA HHOCTPAHHOM SI3bIKE, MPABUIBHO
HCIIOJB3Ys BepOalbHbIC U HEBepOaIbHBIC CPEICTBA OOIICHNUS;

- BECTH JICJIOBYIO MIEPEMICKY C YIETOM COIHOKYJIBTYPHBIX 0COOCHHOCTEH C MPEICTABUTEISIMA APYTHX CTPAH;

= BBIIIOJIHUTH nepeBozl HpO(peCCI/IOHaJ'[BHBIX TCEKCTOB C I/IHOCTpaHHOFO Ha FOCy}IapCTBeHHBIﬁ SA3BIK U O6paTHO C ‘IaCTH'—IHOﬁ
MOMOIIBIO TIPETIOIaBATEINS.

CtyaeHT crmoco0eH YaCTUYHO MOKa3aTh BIaJCHHE:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOLICHHUS;

- TCXHI/IKOf/'I JCJI0BOro MMchbMa Ha I/IHOCTpaHHOM SI3BIKC.

- OCHOBaMH TE€XHHUKH IIePeBOIa

- CTpaTeFI/IﬂMI/I COpr}IHI/I‘IeCTBa JUIST JOCTUXKCHU ST HOCTaBHeHHOﬁ OeIu.

OrieHKa «HEYIOBIETBOPUTEIILHOY BBICTABIISETCS, €CJIM CTYJIEHT IMOKa3bIBAET HEYJOBIETBOPHUTEIHHBIN

YpOBEHb 3HAHUU:

- OCHOBHBIX TPAMMATHYECKUX CTPYKTYD; 00IIEeyNOTpeOUTEIHHON, OOMIEKYIBTYPHOU U POPECCHOHATBHOMN JIEKCUKH; PEUEBBIX
KJIHIIE, HEOOXOMUMBIX JUIS OCYIIECTBICHHS JEIOBOM KOMMYHUKAIIUA HA HHOCTPAHHOM SI3BIKE;

-0COOCHHOCTEH CTHIIMCTHKH HAMMCAHUS OQUIIHATBHBIX U HEOPHINANBHBIX IHCEM, CTPYKTYPHOH THUIIOIOTHH U TIPABUIT
MOCTPOCHHUS MUCbMEHHOTO PEYEBOI0 BHICKA3BIBAHUS HA U3YyUAEMOM SI3bIKE




-OCHOBHBIX IIEPEBOUECKUX TPaHCHOPMALIUIA;

- IpaBUJI MPOPECCHOHATILHOTO PEYEBOr0 ITHUKETA.
CTyneHT 3aTpyAHAETCS WM He MOXKET I10Ka3aTh YMEHHUS:
- IOCTPOUTH BBICKA3bIBAaHHSI B CMOJIEIIMPOBAHHBIX (TIpeJyIaraeMblIX) CUTYalUsiX OOIIEHHS Ha MHOCTPAHHOM $I3bIKE, IIPaBUIIBHO
HCTIONB3YS BepOalibHBIC U HeBepOaIbHBIE CPEICTBA OOIICHNS;
- BECTH JICJIOBYIO NIEPENHCKY C YUETOM COLHOKYIBTYPHBIX OCOOEHHOCTEH C MpeCTaBUTEISIMU APYTHX CTPaH;
BBIIIOJTHATH IIEPEBO NPO(PECCHOHATIBHBIX TEKCTOB C HHOCTPAHHOTO Ha FOCYAApCTBEHHBIH A3BIK H 00PAaTHO C YaCTUYHOM
MOMOIIIBIO TIPETIoaBaTelsl.
CryneHT He BIajieeT:

- MHOCTPAHHBIM SI3IKOM KaK CTHJIEM JIEJIOBOTO OOILIECHUS.

-He BJaJeeT TEXHUKOW JIeJIOBOTO ITChMa HAa HHOCTPAHHOM SI3BIKE;
- OCHOBaMH TEXHHKH IIEPEBOJIa;
- CTPaTEerHsAMH COTPYJHUYESCTBA I JOCTHIKECHHS TOCTABICHHOMN LIEIH.

6. YHEBHO-METO/MYECKOE 1 HTH®OPMAIIMOHHOE OBECHHEYEHUE TUCHUIIJIMHBI (MOAY JIA)

6.1. Pexomenayemas autepatypa

6.1.1. OcHoBHas JUTepaTypa

ABTOpPBI, COCTABUTEIH 3arnaBue W3 natenscTBoO, TOX O anpec
JI1.1 | Cnenosuu B.C. JenoBoit anrnuiickuii 31k = Business English: | MuHck: http://www.iprbookshop.ru
yueOHOe mocobue TerpaCucremc, 2012 | /28070
JI1.2 | Mursakuna O.B., AHTIHACKAHN A3BIK IS IETIOBOTO OOIIECHHMS. Kemepogo: http://www.iprbookshop.ru
lepuna U.B. DKcnpecc-Kypc: yaeGHOe ocodue s Kemeposckuit /61258.html
CTYJCHTOB BceX (opM 00ydeHHs TEXHOJOTHYECKHH
WHCTHUTYT MUIIECBOM
HPOMBIIIICHHOCTH,
2014
6.1.2. JlononHuTeIbHAS JIUTEPATYpPa
ABTOPBI, COCTaBUTEIH 3arnaBue W3natenscTBoO, TOx On. agpec
JI2.1 |Maifep H.T. AHrmiickuii s13pIk: yaeOHOe oco0ue st T'opHO-AnTajick: http://elib.gasu.ru/index.ph

CTYAEHTOB | Kypca HEesI3bIKOBBIX (DaKyJIbTETOB PUOTATY, 2015 p?

(6a30BBIi KypC) option=com_abook&view
=book&id=44:anglijskij-
yazyk&catid=35:inostrann
ye-yazyki&Itemid=180

6.3.1 Ilepeyens mporpaMMHOro obecrne4eHust

6.3.1.1 | Kaspersky Endpoint Security ams 6usneca CTAHJIAPTHBIN
6.3.1.2 | MS Office
6.3.1.3 [ MS WINDOWS
6.3.1.4 | slunexc.bpaysep
6.3.1.5 | LibreOffice
6.3.1.6 | Moodle
6.3.1.7| NVDA

6.3.2 Ilepeyenb HHPOPMATMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | baza manHBIX «JeKTpoHHAs OndIHoTeKa ['OpHO- ANTaiCKOT0 rOCYAapCTBEHHOTO YHUBEPCUTETA»
6.3.2.2 | DnexrpoHHO-0nbnnoreunas cucrema IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOT' U

poJieBas urpa

npe3cHTalus

8. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JJUCIUIIJIMHBI (MOY JIST)

Homep ayantopuu | Ha3nauenne OcHOBHOe OCHaILleHH e

111 A2 YueOHast ayTUTOpUS s IPOBEACHUS
3aHATUH JEKIIMOHHOTO THUIIA, 3aHATHI
CEMUHApPCKOT0 TUIIA, KypCOBOTO
MIPOCKTUPOBAHMS (BBITIOTHEHUS KyPCOBBIX
paboT), TPYNIOBBIX U WHIANBUIYATbHBIX
KOHCYJIbTallU#, TEKYILIEro KOHTPOJIS U

IIPOMEKYTOUYHOM aTTeCTaluu.

Pabouee mecto nmpemonaarens. [Tocagounsie Mecta
oby4Jaromuxcs (1Mo KOTUIECTBY 00yUaroIIiXCs).
YdeHndeckas JOCKa, IPEe3CHTAIIMOHHAS TPUOYHa,
HHTEPAKTHBHAS J0CKaA, IPOEKTOP, HOYTOYK.



http://www.iprbookshop.ru/28070
http://www.iprbookshop.ru/28070
http://www.iprbookshop.ru/61258.html
http://www.iprbookshop.ru/61258.html
http://elib.gasu.ru/index.php?option=com_abook&view=book&id=44:anglijskij-yazyk&catid=35:inostrannye-yazyki&Itemid=180
http://elib.gasu.ru/index.php?option=com_abook&view=book&id=44:anglijskij-yazyk&catid=35:inostrannye-yazyki&Itemid=180
http://elib.gasu.ru/index.php?option=com_abook&view=book&id=44:anglijskij-yazyk&catid=35:inostrannye-yazyki&Itemid=180
http://elib.gasu.ru/index.php?option=com_abook&view=book&id=44:anglijskij-yazyk&catid=35:inostrannye-yazyki&Itemid=180
http://elib.gasu.ru/index.php?option=com_abook&view=book&id=44:anglijskij-yazyk&catid=35:inostrannye-yazyki&Itemid=180
http://elib.gasu.ru/index.php?option=com_abook&view=book&id=44:anglijskij-yazyk&catid=35:inostrannye-yazyki&Itemid=180

322 A2

KowmmerotepHsrii kiacc. Jlabopatopust
nH(OpMaTUKH U MHPOPMALIMOHHO-
KOMMYHHKATHBHBIX TEXHOJIOTHH. YueOHas
AyAUTOPUS JUIS IPOBEACHUS 3aHATHIH
JIEKIMOHHOTO THMA, 3aHATHI CEMHHAPCKOTO
THIIa, KypCOBOTO IPOEKTHPOBAHHUS
(BBITIOTTHEHNUS KyPCOBBIX paboT), TPYIIIOBEIX
Y MH/IMBUTYyaJIbHBIX KOHCYJIbTAINH,
TEKYIIIEro KOHTPOJIS ¥ IPOMEKYTOUHOH
arrecraiuu. [Tomemenne s
CaMOCTOATENBHOM PaboThHI

Pabouee mecTo nmpenogasarens. [locagounsie MmecTa
o0yyaromuxcs (Mo KOJIHYECTBY 00YUAIOIIUXCS).
Komnbrotepsl, yaeHuueckas 10CKa, MOAKIIOYEHNE K CETH
Hurepuer

112 A2 YueOHast ayAUuTOpHs JUIS IPOBEACHUS Pabouee mecto npenonaBaresns. [locagounsie Mecta
3aHATUH JEKIIMOHHOI0 THIIA, 3aHATHI oOy4aromuxcs (10 KOJTHYECTBY 00YJaIOIIUXCS).
CEMUHAPCKOI0 TUIA, KypCOBOT'O HHTepakTHUBHAS TOCKA C MPOEKTOPOM, KOMIIBIOTED,
MIPOEKTHPOBAHUS (BBITIOIHEHHUS KYPCOBBIX y4eHUIecKas JOCKa, IPe3eHTAIllHOHHAs TPHOYHa,
padoT), TPYIIMOBBIX U UHITUBUAYATBHBIX MOJKIIIOUEHUE K UHTEPHETY
KOHCYJBTAINH, TEKYIIEro KOHTPOJIS U
MPOMEXYTOUHOM aTTECTAIUH.

320 A2 KommbrotepHsii kitace. Yuebnas aynuropust | Pabouee mecto npenopasarens. [Tocagounsie Mecta
JUTS IPOBEICHISI 3aHATHI JICKITHOHHOTO oOyJaromuxcs (0 KOJTHYECTBY 00YIaIOIIHXCS).
THUIIA, 3aHATHI CEMUHAPCKOTO THUIIA, Kommbrotepsl, yueHu4eckast 10CKa, MOJAKIIOYEHHUE K CETH
KYpPCOBOTO IPOCKTUPOBAHUS (BHITIOTHEHUS UnTepuer
KypCOBBIX paboT), TPYNIIOBBIX U
WHIWBUAYAIEHBIX KOHCYJIBTAINH, TEKYIIErO
KOHTPOJIS ¥ IPOMEKYTOUHOM aTTeCTAIUH.
[Tomemenne i1 cCaMOCTOATENBHON PabOTHI

301 Al Y4eOHas ayIuTOpHs IS IPOBEIACHUS Pabouee mecto npernonasatens. [locanoynsie Mecta
3aHATHIA JIEKIIMOHHOTO THIA, 3aHATUN 00yJaromuxcs (Mo KOJIMYECTBY 00YUAIOIIMXCS).
CEMHHAPCKOTO TUIIA, KYpPCOBOTO HHuTepakTHBHAS JOCKA C IPOSKTOPOM, KOMITBIOTED,
MIPOEKTUPOBAHMUSI (BBITIOTHEHHS KyPCOBBIX ydeHUYecKas JOCKa, pe3eHTalnOHHas TpUOyHa,
padoT), TPYMIIIOBHIX ¥ HHIANBUAYAITBEHBIX MTOIKITFOYEHUE K HHTEPHETY, MUKPO(QOH, YCHIIUTCITEHBIE
KOHCYJIBTAIUH, TEKYIIETO KOHTPOJIS U KOJIOHKH
MPOMEKYTOYHOU aTTECTALIUH.

402 A2 YuebHast ayiuTOpus AJIsl IPOBEACHUS Pabouee mecTo mpenoaasarens. [locagounbie mecTa

3aHATHH JEKIIMOHHOIO TUIIA, 3aHATHH
CEMUHAPCKOT0 THIA, KypCOBOTO
MPOEKTUPOBAHMS (BBITOJHEHHUS KYPCOBBIX
paboT), rPyNIOBBIX U MHAWBUIYAIbHBIX
KOHCYJIbTAIlMH, TEKYIIEro KOHTPOJIS U
MPOMEKYTOUHON aTTeCTalluu

o0yJaromuxcs (o KOJTHYECTBY 00YUaIOIIHXCS).
WHTepakTHBHAS JOCKA C IIPOEKTOPOM, KOMIIBIOTED,
ydeHHYecKas A0CKa, IPe3eHTAllMOHHAs TpUOyHa,

MOAKIIOYCHNE K UHTCPHETY, HIKa(I)BI,YCI/IHI/ITeJILHHe KOJIOHKH

9. METOAUYECKHUE YKA3AHUSA JJIAA OBYYAIOIIIUXCS ITIO OCBOEHUIO JUCHUIIIMHBI (MOY JIST)

Metoandeckne yka3aHusl K BBINOJIHEHUIO JIEKCUKO-TPaMMAaTHYECKUX YIIPAKHEHUN

IIpu pabore ¢ NeKCUKO-TpaMMaTHYECKUM MaTepHajIoM HEOOXOAUMO CTPEMHUTHCS HE TOJIBKO K Y3HABAHUIO CJIOBA WJIN
rpaMMaTHIeCcKoro 000poTa, HO M K TIOHUMAaHHIO IIeJIM €T0  YIOTpeOIieHnsT B JAaHHOM KOHTEKCTe.

W3zy4aemblit MaTepuain TpedyeT MpakTHYECKOTO IIPUMEHEHHS, TPEXKIE BCETO B BUJIE JIEKCUKO-TPAMMATHIECKHX

YIpaKHEHUH, KOTOPBIE CIIEAYeT BHIIOJIHATH TOJIBKO MOCIE TIIATEIbHOM MPOpadOTKH Bcero Marepuana. V3yueHue rpaMMaTHKHI
HeJIb3s HauaTh «C cepequHbl». Kaxkaplit HOBBIN pa3zes 6a3upyeTcs Ha H3y4eHHOM Npexae Martepuaie. OqHAKO U3ydeHHE TOJIBKO
rpaMMaTHKH 0€3 IPaBUILHOTO IIPOU3HOUIEHHS M 3HAHUS JICKCUKH OCTAeTCs «BEIbI0 B ceOey. JINIIb KOMIUIEKCHBIH MOAX0A U
MOCTENEHHBIH IepeXo OT IIPOCTOTO K CIOKHOMY MOXKET JaTh TpeOyeMblil pe3yabTaT.

IIpu BBITOMTHEHUH YIPaXXHEHUH CHaYaja cIeayeT 03HAKOMHUTHCS ¢ IpaMMaTHUYEeCKUMU KOMMEHTApUSIMHU, POCMOTPETH 3aIIHCH,
cenaHHble Ha 3aHATHH. [Ip1 IOATroTOBKE K KOHTPOJIBHBIM padoTaM TpeGyeTcs TakKe IMPOCMOTPETh BECh JIEKCUKO-TPaMMAaTHUECKUH
MaTrepHai, B TOM YUCIIE JOMAIIHHAE MCbMEHHBIE YIIPaXXHEHMUSL.
CryneHTaM peKOMEH1yeTCs HCII0JIb30BaTh 00yyaroIue KOMIbIOTEPHbIE IPOTPAMMBI, KOTOPBIE JIAI0T BO3MOXHOCTD HE TOJIBKO
MPOCITyLIATh IPaBUIbHOE hOHETHUECKOE 0OPMIICHHE PEUH, HO ¥ BEIPAOOTATh HABBIKH HCIIOIb30BAHMUS NPaBUIILHBIX JIEKCHKO-
rpaMMaTHYECKUX CTPYKTYP MPH MOMOIIH YIPaKHEHHUH.
IIpu u3yyennn onpenenéHHbIX JIEKCUIECKUX U TPAMMATUYECKUX SBJICHUI HEMEIIKOTO SI3bIKa PEKOMEHIYETCSI HCIIOJIb30BaTh CXEMBI,
TaONUIBI U3 CIPAaBOYHUKOB IO IPaMMATHKE, TIIATENIFHO TOTOBUTH UX 171 obecrieueHus MpouHoro ycoeHus. [Ipu noctpoennn
HEMEIKOTO MPEIIOKEHUS CIIEAYET pacloaraTh CJioBa B CTPOrO ONPEAEIEHHOM NOPSAKE, YIUTHIBAsI, YTO MOPSIOK CIOB B
TIOBECTBOBATEIBHOM, BOIIPOCUTEIBHOM M OTPULATEILHOM MPEATIOKEHUSAX OTINYAETCS OT MOPSAKA CIIOB B PYCCKOM IPEIOKEHUN.

MeTO,HI/I‘-IGCKI/Ie PEKOMEHAANUU 10 MMOATOTOBKE poneBoﬁ Urpbl




B cTpyKType poneBoii UTpbl Kak Ipolecca BEIACTISIOTCS CIeIyIONNe COCTABIAIOINE:

* TEMa,;

* poJTH, B3ATHIC HA Ce0sI UTPAIOIIIUMU;

* UTPOBBIC ACHCTBUSI KaK CPEIICTBA PEAU3AINU STHX POJICH;

* UTPOBOE YIOTPEOJICHHE MPEIMETOB, T. €. 3aMEIICHHE PEabHBIX BEIleH UTPOBBIMH, YCIOBHBIMH,

* peaJIbHbIe OTHOILIECHUS MEXKAY UTPAIOIIUMU;

* CIOXKeT (coJiepaHne) — 00JacTh ACUCTBUTEILHOCTH, YCIOBHO BOCIIPOU3BOIUMAS B HTPE.

B mporiecce poneBoit Urpsl 0TpadaTHIBAIOTCS U YCBAUBAIOTCS:

1) aTHYecKHe HOPMBI U IIPaBuIIa TIOBEJACHHS U ONIPEeIeHHbIe COLAIBHBIE POJIH B TOM MJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOCHHOCTH, XapaKTEePHBIE YePThI, BO3MOKHOCTH TE€X WIIH MHBIX COIMATBHBIX TPYII WK ONPE/CICHHBIX KOJUIEKTHBOB —
AHAJIOTOB MPEANPHUATHH, QUPM, T.€. pa3THIHbIC TUIIBI SKOHOMHYECKUX M COIHANBHBIX HHCTUTYTOB, YTO BIIOCICICTBHU MOXKET OBITh
MIEPEHECEHO B COLHANBHYIO MMPAKTHUKY;

3) yMeHHs COBMECTHOM KOJUIEKTHBHOM IS TENHHOCTH;

4) KyIbTYpHBIE TPAAUIIUNA U HOPMBIL.

PoneBble Urphl, TeMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPYKAHUH TEKCTOB, WIUTIOCTPUPYIOT IOBEICHUE B CUTYAllUH MEKKYIbTYPHOTO
oO0IIeHusL.

B kauecTBe MPUEMOB, XapaKTEPHBIX JJISI METOIA POJICBOIl UTPhI BBICTYIAIOT CIICYIOINE:

- MPUEM BOCCO3/IaHHsI KOMMYHHUKAaTHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CUTYAIIUH;

- IPUEM BUPTYaJBbHON 9KCKYPCUH, KOTOPBIH MOXKHO OPTraHH30BaTh KaK C MOMOIIBI0 TEXHHYECKUAX CPENICTB, TAaK U C UCTIOIb30BAHUEM
peanbHBIX POTOMATEPHATIOB B YUSOHOH ayTUTOPHH,

- IpUeM JIpaMaTU3alny, HalPaBJICHHBIN Ha CO3JaHNE YCIOBHIA, MPUOIIKEHHBIX K YCIOBHAM PEaJbHOTO OOIICHHS, CBSI3aHHBIH C
CO3JJaHMEM CUTYalluH OOILIEHUsI, ONIPE/IeICHNEM eI, paclpe/ieIeHHEM POJIeH;

- ipreM pedIIeKCUBHON HICHTU(DHKAIINH, TPEIONATAIONIHA UICHTHOUKAIMIO ¢ 00bEKTOM OOIICHHS U TIOBECTBOBAHUE OT HMEHH
3TOro 00bEKTa.

MCTOZ[I/I‘{GCKI/IG yKaSaHI/IH K HAaITMCAaHUIO ACJIOBOI'O ITMChbMa
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.

MCTO}II/I‘ICCKI/IC YKa3aHus K YTCHUIO U IEPEBOAY TEKCTOB l'[pO(IJeCCHOHaJ'[BHOﬁ HanpaBJICHHOCTH

TekcThl TPOQEecCHOHANBLHONW HAIMpPABICHHOCTH Ha MHOCTPAHHOM  SI3bIKE TIOMHMO CBOCH OCHOBHOHM  3amaud —
WHOOPMATUBHOCTH — TIOMOTAIOT MOIMOJIHUTh OOMMA W TEeMAaTHYECKUi CIIOBApHBIN 3arac, TPEHUPYIOT B TPOU3HOUICHUH
HEMEIKUX CIIOB W BBIPAXEHWH, 3aKpeIUIIOT IpaBWiia TpaMMaTHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOW pedH.
IIpenrexkcroBblil  3TaI:

- TPOYTHTE 3arojOBOK W CKaXHuTe, O dYeM (0 KOM) OyaeT UATH pedb B TEKCTE;

- O3HAKOMBTECh C HOBBIMH CJIOBAMH H CJIIOBOCOYETAHUSIMHU (€CIM TaKOBBIE JaHbl K TEKCTY C MEPEBOJIOM);

- TpPOYMTAHTEe W BBHINHUIINTE CJIOBa, 0003HAYAIOIIHE. .. (IAETCS PYCCKUI KBHBAJICHT);

- BbIOGpHTE M3 TEKCTa CJIOBA, OTHOCAIIMECS K U3ydaeMoil Teme;

- HaWAUTE B TEKCTE HE3HAKOMEBIC CJIOBA.

TexcToBBIM dTal:

- IPOYTHUTE TEKCT;

- BBIJCIIUTE CIIOBa (CJIOBOCOUYETAHHS WIIH MPEIJIOKEHHs), KOTOpPBIE HECYyT BaxXHYIO (KIIOYeBYI0 HH(HOPMAITHIO);




- BBIIMIIMTE WIM MOAYEPKHUTE OCHOBHBIE HMEHA (TEPMUHBI, ONIPEAEIeH s, 0003HAUCHN);

- chopmynupyiTe KIIOUEBYIO MBICIb KaxJo0ro ad3ana;

- OTMEThTE CIJIOBO (CJIOBOCOYETAHHE), KOTOpOE JIydllle BCEro IepelNaceT CoAep)KaHHe TeKcTa (4acTH TEeKCTa).
ITocnerexkcToBbIid  ATar:

- 03arJaBbTE TEKCT;

- TPOYTUTE BCIYX MPEAJIOKEHHS, KOTOpHIE MOSCHSIIOT Ha3BaHUE TEKCTa;

- HalanTe B TEKCTe NPEIUIOKCHUS MJISI OITMCAHHMSA ...

- TOATBEpAUTE (ONMPOBEPTHHUTE) CIOBAMH U3 TEKCTA CIEAYIOIIYIO MBICID ...

- OTBETHTE Ha BOIIPOC;

- COCTaBbTE IUIAH TEKCTa;

- BBIIMIIMTE KIIOYEBBIE CJIOBA, HEOOXOIUMBIE ISl IIepecKas3a TeKCTa;

- TepecKakKUTe TEKCT, ONUPAsCh Ha IJIaH;

- INepecKa)kuTe TEKCT, OMHPAsCh Ha KIIOUEBEHIE CIIOBA.

IIpu mnoaroroBke pedepupoBaHUUS TEKCTa PEKOMEHIYETCsl BOCIIONB30BATHCS CIIENYIOMIEH NaMIATKOM:
1. Tlocme mnpoyTeHUs] TeKCTa pa30OeiiTe ero Ha CMBICIOBBIC YaCcTH.

2. B kaxnoW yacTh HaWAWTE TMpeUIOKEHHE (MX MOXKET OBITh HECKOJBKO), B KOTOPOM 3aKIFOUEH OCHOBHOH CMBICH 3TOM 4acTH
TEKCTa. BBIMUIINTE 3T NpeAIoKEeHNUS.

3. TloguepkHuTE B O3TUX NPEATOKECHUSIX KIFOUEBBIE CIIOBA.

4. CocraBbTe IUIaH NepeckKasa.

5. Onwupasce Ha IIIaH, NEPECKAKUTE TEKCT,

6. Ommpasicb Ha KIIOYEBBIE CIIOBA, PACCKAKHUTE TEKCT.

Meroaunueckue PEKOMECHIAUM 110 IIOATOTOBKE NPE3CHTAIINN

Co3maHue Mpe3eHTally COCTOUT U3 TPEX 3TAIOB:

1. [InaHupoBaHuE MPE3CHTAINN BKIIIOYAET B ceOsL:

1. Ompenenenne nenen.

2. OmnpezerneHre OCHOBHOM UJIeH IIPE3EHTALUH.

3. ITonGop nonoaHUTENbHOM HHpOpMaLuH.

4. I1naHupoBaHUe BBICTYILUICHHUS.

5. Coznanue CTPYKTYpBI IPEe3eHTaIN.

6. [IpoBepka JIOTUKH [TOIaYN MaTepHuana.

7. IloaroroBka 3aKJIFOYEHUS.

I1. Pa3paboTka mpe3eHTanuu.

[II. 3ammra npe3eHTaIHH.

IIpakTUyeckue COBETHI IO MOATOTOBKE IPE3CHTALIH!

- TOTOBBTE OTJEJIBHO MEeYaTHbIM TEKCT, Cai/ibl, pa3aTOYHBINA MaTepua;

- craipl — BU3yasbHas nofada HHGOPMAIUH, KOTOpas H0JDKHA COAEPKATh MUHUMYM TEKCTa, MAKCUMYM H300paxeHHH, HeCYIIX
CMBICIIOBYIO HAarpy3Ky, BHITVIAAETh HAMVISAHO U IIPOCTO;

- TEKCTOBOE COJIEpKaHHe TPE3EHTAIlMN — YCTHAsI Pedb WM YTEHHE, KOTOpas JOJDKHA BKIIIOYATh apryMEHTHI, (paKThl, TOKa3aTebCTBa
W 3MOIIMY;

- PEKOMEHIyeMOe YUCIIO CIaioB - 15-22;

- O6$ISaTCJ'lea$l I/IH(i)OpMa]J,I/lﬂ JUI IPE3CHTAalUuU: TEMaA, (paMI/IJ'lI/lﬂ W MHUIUAJIbI BBICTYNAIOLICTO, TUIaH COO6HL€HI/I$I; KpaTKHEC BBIBOJbI
U3 BCETO CKa3aHHOT'0; CIIMCOK MCIONIb30BAHHBIX HCTOUHHUKOB,

IIpu cpeanem pacueTe BpeMeHH IPOCMOTpa — 1 MUHYTa Ha Ccllaii/l, KOJMYECTBO CIAaiA0B U1 15 MUHYTHOIO BBICTYIUIEHHS HE
JIOJDKHO TpeBbIIIaTh 15-Tu.

Cruiip

Cobimopaiite equubil ¢TI 0opmieHus. 30eraiiTe cTrieil, KoTopble OyayT OTBIEKATh OT caMoil pe3eHTanny. BenomoraTenbHast
rHpopManus (YIpasIsIOLIHe KHONKH) He JOJDKHBI IPeo0agaTh Hall OCHOBHOW HH(pOpMaNuel (TEKCT, pUCYHKH).

Do

st hona BeIGupaiiTe 6oiee XOJI0AHbIE TOHA (CUHUI WX 3€JICHBIN).

Hcnons3oBanue 1sera

Ha onmHOM craiine pekOMeHIyeTCsl HCIIONIb30BaTh He 0oJiee TPeX LBETOB: OJUH I ()OHA, OAUH JUIS 3aT0JIOBKOB, OJIMH JUTS TEKCTA.
Jnst hoHa W TekcTa HCHONB3yHTe KOHTpacTHBIE IBeTa. OOpaTHTe 0c000€ BHUMAaHKE Ha IBET THIIEPCCHUIOK (0 U mociie
UCIIOJIb30BaHMU).

AnnManmoHHbIe 3G exThI

Hcnonb3yiiTe BO3MOKHOCTH KOMIIBIOTEPHOM aHUMALUHK I NpeACTaBlIeHus nHopManuu Ha ciaiine. He crout 3moynorpedisaTs
Pa3IUYHBIMU aHUMAIMOHHBIMU 3((eKTamMu, OHM HE TOJDKHBI OTBIEKAaTh BHUMAHKE OT COAEPX aHU MHOPMAIUU Ha claize.

MCTO}II/I‘ICCKI/IC PCKOMEHAAIUU IO COCTABJICHUIO JUCKYCCUHN

ITamsTKa 1O COCTaBIEHUIO JUCKYCCUU

B nporecce moAroTOBKY K BEIIOJIHEHHUIO 3aJaHuUs (AUCKyCCUs) BHUMATEJILHO U3YUHTE €r0 COAEPKaTeNnbHOe HallOJHEHHE,
OIIPEAENIUTE KOHKPETHYIO CUTYalUI0 U KOMMYHHUKAaTUBHYIO 3a/1a4y OOLIECHHS.

Cutyanyst oOIEHUS YETKO U JTAKOHUYHO KOHKPETU3UPYETCs B IEPBBIX ABYX-TPEX MPEATI0KEHHAX 3alaHUs, I09TOMY UX CIEIyeT
YUTaTh OCOOEHHO BHUMATENbHO.

* O0s13aTeNbHO 00CYUTE BCE MIPeAIaraeMble BApHAHThI, BHE 3aBUCUMOCTH OT COOCTBEHHBIX IIPEANOYTEHUI.




*ByapTe MHUIMATHBHBIM TAPTHEPOM 110 OOIICHHUIO, 8 HE MACCHBHO OJKHIAiiTe BOIPOCOB CO CTOPOHBI cobecenHrka. Heobxommmo
HayaTh Oecey ¢ KpaTKOTO BCTYIUICHHS —00BSICHEHMsI CUTyaluu. Jlanee cieyeT akTHBHO BECTH Oecelly: IpeiaraTb BApHaHThl IS
00CYyKIeHH s, 33]]aBaTh COOTBETCTBYIOLIHE PEUCBOI CUTYaI[MU BOIPOCHI, IPU HEOOXOAUMOCTH TIePECIPaLINBaTh, YTOUHIThH MHCHUE
cobeceHrKa, OCYIIECTBILITH MEPEXO/T OT OJJHOTO BapHAHTa K IPYroMy, B 3aBeplLICHHE Oecebl Mocie 00CYXKICHUS BCEX BapUAHTOB
CaMOMYy TIPEIUIOKHUTH pelieHue. PelieHre JOMKHO JOTHYHO BRITEKATh U3 BCETO CKa3aHHOTO 000OMMU MapTHEPaMHU, He 3a0yIbTe IpH
ITOM ellie Pa3 IOUHTEPECOBATHCS MHEHHEM COOCCETHUKA.

*BexITMBOCTD B JHAJIOTE MIPEAIIOIATAET, IPEKAE BCETO, MPOSIBICHNUE 3aHHTEPECOBAHHOCTH [0 OTHOIICHHUIO K CBOEMY MAPTHEPY I10
o01IeH0, 00s3aTeNIbHOE pearipoBaHUe HA €r0 PEIUTHKH (ITYCTh MOPOO C TIOMOIIBIO KOPOTKHX PEILTUK pearupoBanus). Heooxomumo
BHHMATEJIBHO CIYIIATh MAPTHEPA U IaBATh a[CKBATHBIC PEAKI[MU HA TO, YTO OH TOBOPUT. B JaHHOM THIIE [Haora 4amie BCero
OTBETHBIMH PEaKIUsIMU OyIyT COTTIACKE WITH Hecoryiacue (IPUYeM BEXKIIMBOE), H, BO3ZMOXKHO, YIUBICHUE, COMHEHHUE. [IpH 3TOM,
0€3yCII0BHO, CIIEIyeT CTapaThCsl UCIOIB30BaTh Pa3HOOOPA3HbIC A3BIKOBBIC CPENICTBA JUIS BRIPAKCHUS JTAHHBIX SI3BIKOBBIX () YHKI[HH.
* AKTHBHO TIpeJuiaraiite BapuaHThI JJIs1 00CYKICHUS (€CTECTBEHHO, MOCIIE TOCTATOYHO MOJAPOOHOT0 00CYKICHUS KaXKI0TO
MPEIBIYIETO).

*[Ipu npeIOKEHUH CBOCTO BapHAHTA CICAYET JaBaTh YSTKHE Pa3BEPHYTHIC apTyMEHTHI B €r0 10Jb3y. B cirydae Hecoriacus
cobeceiHIKa HEOOXOAUMO PEarupoBaTh Ha €ro PEIUIMKH CBOMMH KOHTPApryMEHTaMH, COIIacysl UX C €ro JOBOJaMH. Y MEHHUE
YCIBIIATE TAPTHEPA U a[IeKBATHO W apIYMEHTHPOBAHHO PEarrpoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUTHKAX OCOOCHHO LICHHO B
JIAHHOM THIIe quanora. OTHAKO COBCEM HEe0O0sM3aTeNbHO BCETIa HE COTAIIAThCS C TTAPTHEPOM, BElb B PEaIbHOM KOMMYHUKAIIMU MBI
JIOCTaTOYHO YaCcTO MepecMaTPUBAEM CBOIO TOUKY 3PEHHS, B3BSIIMBAsI JOBOIBI «3a» U «IPOTUBY. [Ipu coracuu ¢ MHCHUEM
cobeceTHIKA BaXKHO MPUBECTH JOMOIHATEIBHBIC JOBOBI B MOJIB3Y 00CYKAaeMOTO BApHaHTa W Pa3BePHYTh apTyMEHT
cobeceHuKa.

* AKTHBHOCTB U B&XKJIMBOCTH COOECEIHMKA MIPEII0IaraeT 3aMHTEePECOBAHHOCTh BO MHCHHH MTAPTHEPA 110 OOLICHHUIO, II03TOMY B
Geceie cieryeT HHTEPECOBATHCSI MHCHHEM COOECEIHNKA 10 TIOBOLY MPE/IaraeMbIX BApHAHTOB, 3alPALINBATH €TO COTIACHE HITH
HECOrJIacHe O CBOEi TOuKo# 3peHus. IIpu HeoOXOJMMOCTH MOXKHO 33/IaTh YTOYHSIOIINE BOIPOCHI, IIEPECIPOCHTH COOECETHHUKA.
Heo0x0anMo yUUTHIBATh MHEHHE COOECEIHNKA U MIPUBOMMBIC KM apTYMEHTBI ITPU MPUHITHH OKOHYATEIILHOTO PEIICHHUS, KOTOPOe
JIOJDKHO CTaTh JIOTHUSCKUM 3aBeplIeHHEM Juanora. Eciu penieHne IpoTHBOPEUUT COIEPKAHHIO IPOBEICHHON OeceIbl,
KOMMYHHKATHBHAsI 33]1a14a MOXKET OKa3aThCsl HEBBITIOMHEHHOM. DTO 03HAYAET, YTO YIACTHUK Oeceibl (POPMATBHO MPOTOBAPUBAI CBOU
JIOBO/IbI, HE CIICITUI 33 PEILTHKAMHU COOECeTHIKA 1 JIOTHKON Pa3BUTHS TUAJIOTa.

*lHuIMaTHBHOCTH B Oeceie mpearnonaraeT yMeHre BOBJIEYb MapTHEePa B HAIOT. B TaHHOM THIIE [HAIora 3TO MPOSIBISETCS HE
TOJIBKO B YMEHHH 3alPOCHTh MHEHHE COOCCeTHNKA, HO M B IPUIIIALICHHUH [IPEUIATaTh CBOM BAPUAHTHI AJIS 0OCYKICHHUSL.

* Heo6x01MMO IIOMHHTB, YTO AUAJIOT — 3TO HE 0OMEH MOHOJIOTaMH.




