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1. HEJIA X 3AJAYH OCBOEHUSA JUCITUITJINHBI

1.1 | Henu: hbopMupoBaHHe HHOS3bIYHON KOMMYHUKATUBHOM KOMIIETEHIIUH AJIsl JEI0BOrO OOIIEHHs B YCTHOI U NMChbMEHHOH opmMax.

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

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

- (hopMHUpOBaHHE KOMMYHHKATHBHBIX YMCHHI JCJI0BOTO OOIICHHMS HAa HHOCTPAHHOM SI3BIKE.

2. MECTO JUCIHHIIJIUHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1 | TpeGoBaHus K npeIBapUTeILHOI NOATOTOBKE 00y4Yalomerocs:

2.1.1 | IIpeamecTBYOMMM TSl U3y4EHHs AUCUUILTHHBI SIBISICTCS JUCHHUIUTNHA «THOCTpaHHBIHN SI36IK» Ha IPEIBLIYIIEM YPOBHE
00pa3oBaHusl.

2.2 | IucuMnianHbl ¥ NPAKTHKH, 1151 KOTOPbIX 0CBOCHHE IAHHON JMCHUILIMHBI (MOAY.I151) HE00X0JUMO KAK
npejuIecTByolIEe:

2.2.1 | [ToarotoBka K Mpoleaype 3aiUThl U 3aIIUTa BBIMTYCKHON KBATH(PUKAIIMOHHOW pabOThI

3. KOMIOETEHIIUY OB YYAIOIIETOCSI, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSI U CLIATLIMHBI
(MOJLYJIsT)

YK-3: Cnioco0eH ocylIecTBJISITh COMAJILHOE B3aMO/AelicTBHE M PeajJM30BbIBATH CBOIO POJIb B KOMaH/Ie

HN-1.YK-3: lonumaeT 3¢ (peKTHBHOCTb HCI0/1b30BAHUS CTPATErnu COTPYAHHYECTBA /1 AOCTHKEHUS I10CTABICHHON 1eJIH,
onpezesseT CBOI0 POJIb B KOMaH/Je

- 3HACT 3(1)(1)CKTI/IBHOCTL HCIOJIb30BAHUS CTPATCTUN COTPYAHHUYCCTBA MJId JOCTHIKCHUA MOCTaBJICHHOM eI,
- YMECT OIPEACIIATH CBOIO POJIb B KOMAH/IC,
- BJIaACCT CTPATCTUAMU COTPYAHUYICCTBA JII JOCTHIKCHU MOCTaBJICHHOM OCIIn.

HN1-4.YK-3: D¢pdexTnBHO B3anMoAeiicTBYeT ¢ APYTUMH YJeHAMH KOMAH/bI, B T.4. y4acTByeT B 00MeHe HHpopManuei,
3HAHUSIMHU M ONIBITOM, U MPe3eHTALMN Pe3yJIbTATOB PadoThl KOMAH/BI

- 3HaeT NMpaBWJIa MPOPECCHOHATFHOTO PEYEBOT0 STHKETA;
- yMeeT apryMeHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3pEHHS HA HHOCTPAHHOM SI3BIKE;
- BJIafieeT HaBbIKaMH BEAEHHS AUCKYCCUH U ITOJIEMUKH HAa HHOCTPAHHOM SI3BIKE.

YK-4: Cnoco0eH ocymiecTBJISITh 1eJI0BYI0 KOMMYHHKALMIO B YCTHOH M IHCbMeHHOH (popMAaxX HAa roCyJapCcTBEHHOM sI3bIKe
Poccuiickoii @enepanuu 1 HHOCTPAaHHOM(BIX) A3bIKe(aX)

HNI-1.YK-4: BoiOupaeT Ha rocyJapcTBeHHOM M HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHMKATHBHO NpHeMJieMble CTHJIb 1eJ10BOT0
o01ieHus1, BepOajibHble H HeBepOa/IbHbIE CPEACTBA B3aUMOJeiiCTBUS C IAPTHEPaMH.

- 3HAET OCHOBHBIC IPaMMAaTHYECKUE CTPYKTYPBI; 00LICYNOTPEOUTENbHYIO, OOIEKYIBTYPHYIO U MPOPECCHOHANBHYIO JICKCUKY;
pedeBbIe KIUIe, HeOOXOJUMBIE TSl OCYILECTBICHHS ISIOBOM KOMMYHHKAIMU HA HHOCTPAHHOM SI3BIKE;

- YMEeT MOCTPOUTH BBICKA3bIBAHHS B CMOJICIIMPOBAHHBIX (IPEIIaraeMbIX) CUTYalUAX OOLICHHS Ha WHOCTPAHHOM SI3bIKE, TIPABUIBHO
UCIIOJIB3YS BepOabHbIC M HEBEpOAIbHBIC CPEJCTBA OOICHHS;

- BIIaJICET HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JAEIIOBOTO OOLICHHS.

N-2.YK-4: Bener 1e/10BYI0 epenucKy, yYUTHIBAsI 0COOEHHOCTH CTHJIMCTUKH 0(PHMIHMAIBHBIX H HeOQUIHATBbHBIX M CEM,
COLMOKYJIbTYPHBIE PA3JIH4Hs B (popMaTe KOPPECIOHAEHIIUH HA TOCYIaPCTBEHHOM M HHOCTPAHHOM (-bIX) A3bIKaX.

- 3HaeT OCOOEHHOCTH CTHIMCTUKY HANUCAHUS O(QUIMANbHBIX U HEO(PUIHATbHBIX IIHCEM;
- yMeEET BECTU AEIOBYIO EPENUCKY C yIETOM COLUOKYIbTYPHBIX OCOOEHHOCTEN € IPEJCTaBUTEIIIMU IPYTUX CTPaH;
- BJIaZlceT TEXHUKOM JIeJIOBOrO NMChbMa HA MHOCTPAHHOM S3bIKE.

N-4.YK-4: leMOHCTpHpPYeT YMeHHe BbINOJIHATH IepeBo/] NPO(ecCHOHAIbHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyJapcTBeHHBbIii A3bIK H 00paTHO.

- 3HAaeT OCHOBHBIE MTEPEBOJUECKHE TpaHCHOPMALIIH;
- yMeeT BBIIOJIHATE IEPEeBO MPO(ecCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO(-bIX) HAa TOCYJapCTBEHHBIHN S3bIK U 00OPATHO;
- BJIaJIeET OCHOBAMH TEXHHUKH NIEPEBO/JIa.




4. CTPYKTYPA U COJEPKAHME JUCIAIIMHBI (MOY.JIsT)

Kon HaumenoBaHue pa3iesioB U TeM /BUJ Cemectp / | Yacos | Komneren- | Jluteparypa | Unrte | Ilpumeuanue
3aHATHS 3aHsATHS/ Kypc 11701 DAKT.
Paznen 1. Cogep:xanmne.
1.1 Introductions. Work and leisure. 1 14 WUa-1.VK-3 JI1.1 0 TeCT
Jobs and studies. Nationalities. to be a/ an NI-4.YK-3 JI1.2J12.1
with jobs; wh- questions. Introducing nJa-1.YK-4
yourself and others. Speaking: Meet Ua-2.YK-4
conference attendees. Writing: e-mail. na-4.vyK-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. /JIa6/
1.2 Introductions. Work and leisure. /Cp/ 1 16 Na-1.YK-3 JI1.1 0 Jobs and
na-4.YK-3 JI1.2J12.1 studies.
WUa-1.VYK-4 Nationalities. to
Na-2.vK-4 be a/ an with
U1-4.YK-4 jobs; wh-
1.3 Business trips (airports, hotels). Food and 2 14 Ua-1.YK-3 JI1.1 0 MUCbMEHHAS
entertaining. Na-4.YK-3 JI1.2J12.1 paborta,
Travel details: letters, numbers, times. WUa-1.VK-4 JTUCKYCCHSI, TECT
Can/can’t. There is/are. Making booking Ua-2.YK-4
and checking arrangements. Speaking: nJ-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.
/J1a6/
1.4 Business trips (airports, hotels). Food and 2 16 Na-1.YK-3 JI1.1 0 Travel details:
entertaining. /Cp/ n1-4.YK-3 JI1.2J12.1 letters, numbers,
Na-1.vyK-4 times.
WUa-2.VK-4 Can/can’t. There
Ua-4.YK-4 is/are. Making
1.5 Sales. People. 2 14 nJ-1.YK-3 J1.1 0 poseBast urpa
Choosing a product or a service. Past na-4.yK-3 JI1.2J12.1
simple. Past time references. Presentation nJa-1.YK-4
1: presenting a product. Speaking: Sell a nJ-2.YK-4
mobile phone and service package. Ua-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

/J1a6/




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

1.7 Markets. Companies. 16 NA-1.YK-3 J.1 MepeBO/T

Types of markets. Comparatives and Na-4.YK-3 JI1.2712.1 TEKCTOB,
superlatives. Much /a lot, a little /a bit. nJ-1.YK-4 Npe3EHTALUS
Meetings: participating in discussions. na-2.yK-4

Speaking: Launch a new product. Writing: na-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.

/J1a6/

1.8 Markets. Companies. /Cp/ 19 na-1.YK-3 J1.1 Types of
na-4.yK-3 JI1.2J12.1 markets.
NA-1.YK-4 Comparatives
NA-2.YK-4 and superlatives.
na-4.YK-4 Much /a lot, a

1.9 The Web. 12 Na-1.YK-3 JI1.1 MUChbMEHHAs

Using the Internet. Plans for the future. Na-4.YK-3 JI1.2712.1 pabora, TecT
Internet terms. Time expressions. Talking na-1.yK-4

about future plans (present continuous and NA-2.YK-4

going to); will. Making arrangements. na-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 na-1.YK-3 J1.1 Using the
na-4.yK-3 JI1.2J12.1 Internet. Plans
na-1.YK-4 for the future.
nJ-2.YK-4 Internet terms.
na-4.yK-4 Time

1.11 Cultures. Jobs. 28 UJ-1.YK-3 JI1.1 JUCKYCCHS, TECT

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

/J1a6/




1.12 Cultures. Jobs. /Cp/ 44 NA-1.YK-3 J1.1 Company
na-4.YK-3 JI1.2J12.1 cultures.
na-1.YK-4 Cultural
na-2.YK-4 mistakes.
WJ-4.VK-4 Company

1.13 Problems. 14 Na-1.YK-3 J1.1 MUCbMEHHAs

Adjectives describing problems. Present Na-4.YK-3 JI1.2712.1 pabota, posneBas
simple: negatives and questions, have got. na-1.vyK-4 Hrpa,
Telephoning: solving problems. Speaking: na-2.yK-4 JUCKYCCHS, TECT
Complain about holiday problems. na-4.yK-4

Writing: telephone message. Reading:

Survey of problems at work. /JIa6/

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

Pazpnen 2. IIpome:kyTouHast aTTecTalust
(3x3aMeH)

2.1 [TonroroBka k 3k3aMeHy /JKk3aMeH/ 34,75 | UO-1.YK-3 JI1.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
nJ-4.YK-4

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

23 KonrakrHas pabora /KoHcOK/ 1 na-1.yK-3 J1.1
nJ-4.YK-3 J1.2J12.1
na-1.yK-4
na-2.yK-4
na-4.yK-4

Paznen 3. IIpomeskyTouHas aTTecTanus
(3auéT)

3.1 IMonroroBka k 3auéty /3auét/ 8,85 | UO-1.YK-3 J.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
na-4.yK-4

3.2 Konrakthas padora /KCPATT/ 0,15 | UO-1.YK-3 J.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
na-4.yK-4

Paznea 4. IIpome:kyTouHast aTTecTanust
(3auéT)

4.1 [TonroroBka k 3auéty /3auér/ 8,85 | NO-1.YK-3 J1.1
nJ-4.YK-3 JI1.2J12.1
na-1.yK-4
na-2.yK-4
na-4.yK-4

4.2 KonrakrHas pabora /KCPATT/ 0,15 | UA-1.YK-3 J1.1
nJ-4.YK-3 JI1.2J12.1
na-1.yK-4
Ua-2.yK-4
na-4.yK-4

Pazgen 5. IIpomeskyTounas arrecranus
(3auéT)

5.1 IMonroroBka k 3auéty /3auét/ 8,85 | UO-1.YK-3 J.1
na-4.YK-3 JI1.2J12.1
na-1.yK-4
Ua-2.yK-4

WJ1-4.VK-4




5.2 Konrakthas padora /KCPATT/ 1 0,15 | UO-1.YK-3
na-4.YK-3
nua-1.yK-4
na-2.yK-4
na-4.yK-4

J1.1
J1.2J12.1

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEILHAS 3aNIMCKA

1. Ha3HaueHue (I)OHZ[a OLCHOYHBIX CPEACTB. OL[eHO‘IHI:Ie CpeacTBa Npe€AHa3HAUYCHBI 1JIsI KOHTPOJISA 1 OLCHKHU 06pa30BaT€J’IBHI>IX

JOCTHKEHUN 00YYaIOLIMXCsl, OCBOMBIIHNX IPOTpaMMy Y4eOHOH TUCHUIUINHBI «ITHOCTPaHHBIH S3BIK.

2. ®oHA OLCHOYHBIX CPEACTB BKIIOYAET KOHTPOJILHBIE MaTepHaIbl IS IPOBEACHUS TEKYILETO0 KOHTPOJIS B pOpMe TECTOBBIX
3aJaHuM, POJIEBON MIPBI, IPE3CHTALHI, TNChMA, TEKCTOB IS YTEHHUS U MIEPEBOAA M MPOMEKYTOYHON aTTecTanuy B popMe BOIPOCOB

U 3a/IlaHUH K DK3aMEHY U 3a4eTy.

5.2. OueHo4HbIe CpeACTBa I/ TEKYIero KOHTPOJIst

BxoHO# KOHTPOIL (IPUMEPHOE 3a/1aHUE)

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. Bribepute noaxonsiiee oTHocuTenbHoe Mectoumernue: The principal of Ridgecrest High School,

years, finally decided to retire.
BapuanTs! oTBeTOB:

1 which

2 who

3 where

4 when

Kputepuu ouenku:

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

CryneHt BoinoaHua 66-83% 3amaHuii «XOpoI0», IOPOTOBbIH YPOBEHb

Crynest BoeinonaHua 50-65% 3amaHuil «y0BIETBOPUTEILHOY, IOPOTOBBII YPOBEHb

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

1 CEMECTP
Texkymuuii KoHTpOIb 1
Tect (IIpumepHble 3a1aHKs)

1. I can start work at 7:30, 8:30 or 9:30. I'm really glad I can work ... .
1 friendly boss

2 flexible hours

3 high salary

4 company car

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

... had worked there for over ten




1 travel opportunities
2 high salary

3 job security

4 company car

3. Match the sentence beginnings with the endings:

1 I don’t like going  a) to music.

2 Jorge quite likes  b) holiday in August.

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

5 We never listen  e) hours.

6 Susan loves going  f) out to restaurants.

7 Tusually go on  g) from home once a month.

8 Piet often works flexible h) football on Sunday.

4. Choose the best words to complete the sentences:

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

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

3 My holiday was nice but it wasn’t (stressful / relaxing) enough. We were very busy every day.
4 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 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) ’'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? ¢) [ 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) ’'m from Italy.

Kpurepun onenxu:

Crynent BoinoaHua 84-100% 3apaHuii «OTIMUHOY», MOBBIILIEHHBIH YPOBEHB

CryzeHT BbIONHUI 66-83% 3aJaHuil «XOpPOLIOY, IOPOTOBLIH YPOBEHb

Cryzenrt Bbinonuun 50-65% 3agaHuil «yJOBIE€TBOPUTEIBHOY, IOPOrOBBII YPOBEHb

CryzeHt BoinonHun Menee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH

Texymuii KOHTpPOIb 2
Tecr (IIpumepHbIe 3a1aHMs)

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

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

A Really? And is her husband also ?

B Yes, he is.

A Does Kasia work at home one day every week?

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

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

A Do you and Kasia sometimes play at the weekend?

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

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

Al Ursula Becker.

B Nice to meet you, Ursula. My name’s David Lopez.
A you a sales manager?

B No, I’m not. I work in television.

A your job?

B I’m Director of Advertising.

A do you work?

B At Channel 10.
A your wife in television, too?




B No, she isn’t. She works for a magazine.

A does she do?

B She’s a graphic designer.

A she travel in her job?

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

B Two or three times a month.

A What about you? Do you work at the weekend?

B No, I

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

2 CanIspeak to b)arefund.

31havea ¢) Georg Sipos, please?

4 The invoice is  d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, thisis  g) later, please.

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

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

I travel abroad for work about once a month. I always (1) my ticket and (2) my hotel
room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive at the airport, I can immediately
3) security. I never (4) the in-flight movie. On the plane, I like to work on my
computer.

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

long flight, I need the exercise!

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

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

2 she have a meeting today?

3 Where you usually have lunch?

4 A Do you know Raymond Smith?

B No, I .

5 They come to work on Mondays. It’s their day off.
6 A Do you have any questions?

B Yes, we .

7 you have training every April?

Kputepuu ouenku:

Crynest BoinoaHua 84-100% 3apaHuil «OTIMUHOY», OBBIIIEHHBIH YPOBEHb

CryneHT BinoaHuI 66-83% 3amaHuii «XOpoII0», IOPOTOBBIH YPOBEHb

Crynest BeinonaHua 50-65% 3amaHuil «yOBIETBOPUTEILHOY, IOPOTOBBIN YPOBEHb

CryneHt BoinoiaHuI MeHee 50% 3aaHuii «HEYJOBJIETBOPUTEIHHO», YPOBEHb HE C(HOPMHUPOBAH

2 CEMECTP
Texkymuuii 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?

B2l.

3 A I’ve just made a pot of tea. Would you like more?

B Yes, please.
4 A Are there a lot of engineers in your office?
B No, there aren’t . We’re all businesspeople.




5 A Do you have soup today?

B Yes, we do. We have vegetable soup.

6 A How time do you have free this afternoon?
B Sorry, I don’t have any. I'm really busy.

7 A Are there  cars in the car park?

B Yes, there are.

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

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

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

4. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

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

7 Can I pay with American Express?

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

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

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

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

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

A Tell me about your new MP3 player.

B What would you like to know?

A Tell me about the design.

B Well, it 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 onenxu:

Crynent BoinoaHua 84-100% 3apanuil «OTIMUHOY», OBBIIIEHHBIH YPOBEHB

CryneHt BoinoaHua 66-83% 3anaHuil «XOpoI0», IOPOTOBbIH YPOBEHb

Crynent BoinoaHui 50-65% 3amaHuii «yJOBIETBOPUTEILHOY, IOPOTOBBIH YPOBEHb

CryneHt BeinoiaHuI MeHee 50% 3a1aHuii «HEYJOBIETBOPUTEILHO», YPOBEHb HE C(HOPMHPOBAH

Texymuii KOHTpPOIIb 2
Tect (IIpumepHble 3a1aHKs)

1. Complete the sentences with words: export / home / luxury / mass / niche

1. Nike sports clothing sells toa  market.

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

3. markets are usually small but profitable.

4. Products sold inside the producer’s country are sold to the market.
5. markets are outside the producer’s country.

2. Write the numbers in words.
1.540




2.6,370

3.29,606

4.902,000

5.4,225,094

6.12.6%

3

1. begin a) manufacture
2. make D) sell abroad

3. have a workforce of ¢) launch
4. export  d) employ

5. introduce e) provide

6. supply  f) start

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 /?

. Match the words and phrases on the left with a word or phrase on the right with the same meaning.

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

4. wasn’t/ work/ Ivan/ at/happy/.

S5.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 ~ f) any money for this.
7 How about studying g) to me.

Kpurepuu onenku:

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

CryzeHT BbIIONHUI 66-83% 3aJaHuil «XOpPOLIOY, IOPOTOBLIH YPOBEHb

Cryzent Bbinonnun 50-65% 3agaHuil «yJOBIE€TBOPUTEIBHOY, IOPOrOBBII yPOBEHb

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

3 CEMECTP
Texymuit kKoHTpOIH 1
Tecr (IIpumepHbIe 3a1aHMs)

. Every time I go to Singapore, 1
. T'usually drive to work but today I

. Martina often
. Usually I
. At the moment, Pete
. Helena is usually in her office in the afternoon but she
. Normally delivery

N AN NS W~ =

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

b) I really like that idea.

c) [ agree with you.

d) Let’s use Facebook and Twitter.

¢) How about starting a Facebook page?

f) What about using social networking sites?

g) [ don’t agree.

Tania I think we need to send out e-mail advertisements.
Franco (1)

. Complete the sentences with the correct form (present simple or present continuous) of the verb in brackets.
(stay) at the Oriental Hotel.

(walk).

(call) China. We have three suppliers there.
(not deal) with customer complaints but today I’m helping Renée.
(talk) to Davina about the quality control problem.

(work) from home today.

(take) about three weeks.

. I think that’s a great idea. Diana, what do you think?




Diana I’m afraid (2)
Franco Why not?

Diana (3) . They don’t really use e-mail.

Tania So what should we do?

Diana (4) ?

Franco What, you mean like Facebook and Twitter?

Diana Yes.

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

Franco (6) ?

Franco Good idea. But what about Twitter?

Diana (7)

3. Complete the sentences with words and phrases: end / presentation / sections / subject / subject of / talk about / talk to you
1.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 onenxu:

Crynent BoinoaHua 84-100% 3apanuil «OTIMUHOY», OBBIIIEHHBIH YPOBEHB

CryneHt BoinoaHua 66-83% 3anaHuil «XOpoI0», IOPOTOBbIH YPOBEHb

Crynent BoinoaHui 50-65% 3amaHuii «yJOBIETBOPUTEILHOY, IOPOTOBBIH YPOBEHb

CryneHt BeinoiaHuI MeHee 50% 3a1aHuii «HEYJOBIETBOPUTEILHO», YPOBEHb HE C(HOPMHPOBAH

Texymuii KOHTpPOIIb 2

Tect (IIpumepHble 3a1aHKs)

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 Thave to move these boxes.

BI(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. 1(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) 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:

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

CryzeHT BbIIONHUI 66-83% 3aJaHuil «XOpPOLIOY, IOPOTOBLIH YPOBEHb

Cryzent Bbinonnun 50-65% 3agaHuil «yJOBIE€TBOPUTEIBHOY, IOPOrOBBII yPOBEHb

CryzeHT BeinonHua Menee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHb HE CHOPMHUPOBAH

4 CEMECTP
Texymuit kKoHTpOIH 1
Tecr (IIpumepHbIe 3a1aHMs)

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, I (1)  (travel) abroad more than thirty times and I (2)

than ten different countries. Last month, I (3) (spend) two weeks in Bahrain and Dubai.
AWow. That’s interesting. (4) (you visit) the United Arab Emirates?

B Yes. 1(5) (go) there last year.

A (6) (you like) it?

B Yes, it was fantastic.

ATL(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?

~N N kAW~ W

(visit) more




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

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

b) I spend a lot of time reading.

¢) How about 4.15?

d) ’'m afraid I can’t make that date.

e) [ improved my organisational skills.

f) 27th March would be fine.

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

1) 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

¢) I had a problem with

d) ’'m sorry I

e) The traffic was

f) My main skills are

g) Let’s talk to

h) We should move him to

1) My flight was

Conversation 1

A (1) missed our meeting on Tuesday. (2) late.

B Don’t worry. Ajay missed it, too. We changed the meeting to tomorrow.
Conversation 2

A What happened?

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

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

A T agree. (6) him.

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

B (7) a manager.

Conversation 5

A What are you good at?

B (8) advertising and marketing.

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

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

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

3. Speaking directly to people is sometimes very useful.

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

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

6. Sometimes, abbreviations like GRS are fine.

Kpurepun onenxu:

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

CryzeHt BbIONHUI 66-83% 3aJaHuil «XOpPOLIOY, IOPOTOBLIH YPOBEHb

Cryzent Bbinonnun 50-65% 3agaHuil «yJOBIE€TBOPUTEIBHOY, IOPOrOBBII YPOBEHb

CryzeHt BoinonHun Menee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH

Texymuit KOHTPOIIH 2
Tecr (IIpumepHbIe 3aaaHMs)

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

a) contact companies

b) meet new friends

c) talk about products or services

2. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.




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

b) deal with cultural problems

c) sell products cheaply

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

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

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

b) employees

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

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

Kpurepun onenxu:

Crynest BoinoaHua 84-100% 3apanHuil «OTIMUHOY», OBBIILIEHHBIH YPOBEHB

CryneHt BoinoaHua 66-83% 3amaHuii «XOpoII0», IOPOTOBbIH YPOBEHb

Crynest BoeinonaHua 50-65% 3anaHuil «y0BIETBOPUTEILHOY, IOPOTOBBIN YPOBEHb

Crynent BoinoiaHuI MeHee 50% 3aaHuii «HEYJOBJIETBOPUTEIHHO», YPOBEHD HE C(HOPMHPOBAH

OnenouHoe cpencTBo «PoseBas urpay

1. Tema (mpobaema) ,,At a job fair”

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

a) a director of a company; 0) job seeker.

O’kuIaeMblil pe3ysbTaT — MHCIICHUPOBKA Oece/ibl OpraHM30BaHa U MPEICTaBICHA B
COOTBETCTBHH C CUTYaIMeH OOIICHHUSI.

2. Tema (npo6iema) ,,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.

Pomn:

a) an interviewer (Human Resources);

0) staff members (a receptionist, a website developer, a writer and, a graphic designer). Oxxuaaemsiii pe3yabTaT —
MHCIICHUPOBKA Oecebl OpraHM30BaHa | MPEACTABICHA B COOTBETCTBUH C CHTYAIHEH

o01eHusl.

3. Tema (npobiema) ,,At the Hotel

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

a) a guest;

0) a hotel’s manager.

O’xumaeMslil pe3ynbTaT — WHCIIEHUPOBKA Oecelbl OpraHM30BaHa | IPEACTABIICHA B

COOTBETCTBHH C CHTyalHei oOmIeH s

4. Tema (mpo6nema) “Booking a Hotel Room*

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

a) a guest;

6) a receptionist.

O’xumaeMslil pe3ynbTaT — MHCIIEHUPOBKA Oecebl OpraHM30BaHa M IPEACTABICHA B

COOTBETCTBHH C CHTyalHei oOmIeH s

5. Tema (npo6iema): “Food and Entertaining”
Konmnemnust urpsl: You are managers in a company. You meet to discuss how to entertain a group of six foreign visitors. Discuss your
ideas and decide on the best way to entertain the visitors.




Pomu:

a) a manager; 6) a manager.

OsxunaeMsblil pe3ysbTaT — MHCLIEHUPOBKA Oecellbl OpraHU30BaHa U IPEJICTaBlIeHa B
COOTBETCTBUU C CUTyalluell oOLeHus.

Kpurepun oueHku:

Ouenka "otanynao": CTyJIEHT MOKa3bIBaeT IITyOOKHI YpOBEHb 3HAHUIT MOCTPOCHNUS BHICKA3bIBAHHS B CMOJICIUPOBAHHBIX
(mpemaraeMbIx) CUTyanusx OOICHUS] HA HHOCTPAHHOM $I3bIKE, TPABHIILHO MCIIONBb3Yys BepOalibHbIE U HEBEpOaIbHbIC CPEICTBA
OO0IIeHNS; BIaAEeHIsI HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHHMs; HAaBBIKAMH BEJCHUS IUCKYCCHHU W TIOJIEMHUKH Ha
MHOCTPAaHHOM SI3BIKE; aKTHBHO Y MIPABHJIBHO HCIIONB3YET IOJIE3HBIE BBIPAKEHHS T PA3rOBOPOB, IIEPErOBOPOB, KOMMYHHUKATHBHAS
3aj1a4ya BBITIOJHEHA.

Ouenka "xopomo": CTyIeHT MOKa3bIBACT XOPOIIHMH YPOBEHb MOCTPOSHHUS BHICKA3bIBAHHS B CMOJACIUPOBAHHBIX (IPEIaracMbIX )
CHTYaIHsX OOIICHUS HAa MHOCTPAHHOM SI3BIKE, PABIIBHO UCIIONB3YsI BepOaIbHbIC H HEBEpOATbHBIC CPEACTBA OOLICHYS,
BJIaJICHHSI HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JEIOBOTO OOILCHNUS; HABBIKAMU BEICHHS AUCKYCCHHU U TMTOJICMUKH HA HHOCTPAHHOM
S3bIKE; CIOJIB3YET MOJIE3HbIE BRIPAKEHNS IS pa3roBOPOB, IEPErOBOPOB, KOMMYHUKATUBHAS 3a/lada BHIIIOJTHEHA.

Ornenka "ynoBnerBoputesibHO": CTYIEHT MOKa3bIBaeT 0a30BbIH YPOBEHB MOCTPOCHHUS BHICKA3bIBAHUS B CMOJICTTUPOBAHHBIX
(mpemaraeMbIx) CUTyanusx OOIICHUS] HA HHOCTPAHHOM SI3bIKE, TIPABHIILHO MCIIONb3Ys BepOallbHbIC U HEBEpOaIbHbIC CPEICTBA
OOIIeHNS; BIaAEeHIsI HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIETIOBOTO OOIIEHHMs; HAaBBIKAMH BEICHUS IUCKYCCHHU M TIOJIEMHUKHU Ha
MHOCTPAHHOM $I3bIKE; HEJIOCTATOYHO aKTHBHO U MPABHIBHO UCTIOJB3YET IOJIE3HbIC BBIPAKEHHS TS Pa3rOBOPOB, MIEPErOBOPOB,
KOMMYHUKAaTUBHAs 33]]a4a BHIIIOJHEHA.

OueHka "HeYHOBIETBOPUTENBHO": CTYIEHT MOKA3bIBACT HEYIOBICTBOPUTEIbHBIA YPOBEHb MOCTPOCHHUS BHICKA3bIBAHHS B
CMO/ICTMPOBAHHBIX (TMPEJIaraeMbIX) CUTYaLUsIX OOIIEHHUS Ha HHOCTPAHHOM SI3BIKE, IPABMIILHO MCIONIB3Yys BepOaIbHbIe U
HeBepOabHBIE CpeacTBa OOIICHNS; BIaJCHUSI MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJIOBOTO OOIIEHHS; HABBIKAMH BEJICHUS
JHMCKYCCHH M TIOJIEMUKH Ha HHOCTPAHHOM SI3bIKE; CTYEHT 3aTpyJHseTCS IIOANEPKUBATh Oecely, KOMMYHUKAaTUBHAS 3a/1aya He
BBITIOJTHEHA.

OueHouHoe cpencTBo «IlepeBox TeKCTOBY
IpuMepHBIe TEKCTHI AT IIEPeBOia C aHITTHICKOTO Ha PYCCKHIA

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."

Kpurepun onenxu:

Onenka "oTnuyHO": CTyIEHT CaMOCTOSATENBHO pealli3yeT YMEHHUS 110 IIepeBoaY NMpo(ecCHOHAIbHBIX TEKCTOB C HHOCTPAHHOT'O Ha
roCyJapCTBEHHBIN SA3bIK U 00paTHO, BJIaJIe€T OCHOBAMH TEXHUKH IEPEBO/A.

Onenka "xopomo": CTyneHT criocobeH 1moka3arh yMeHHe epeBo/ia MpoeCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYJapCTBEHHBIN SA3bIK U 00PATHO, CIOCOOEH YaCTUYHO TIOKa3aTh BIIAJICHHE OCHOBAMH TEXHUKH MEPEBO/IA.

Ornenka "ynoBierBoputesibHO": CTYyIEHT cIOCOOCH MO pyKOBOJCTBOM IPETOIAaBATEsl T0KA3aTh YMEHHS MO IEPEBOLY
po¢eCCUOHATBLHBIX TEKCTOB C HHOCTPAHHOTO HAa FOCYIAPCTBEHHBIN S3bIK U 00PATHO, CIIOCOOEH MOKA3aTh YACTUYHOE BIIaJICHHE
OCHOBaMH TEXHHUKH TIEPEBO/IA

Onenka "HeynoBiaeTBOpuTenbHO": CTyIeHT 3aTpyJHAETCS UM HE MOXKET I10Ka3aTh yMEHUsI, He

BJIaJIe€T OCHOBAMH TEXHUKH IEePEBOA.

OuenouHoe cpeactBo «lIpesenTanus»

Temsl AJ1s Ipe3eHTanui:




1. Types of markets
2. Presentation of the company

Kpurepun oueHku:

Ouenka "oTauyHo": CTyJEHT CaMOCTOATENBHO Pealu3yeT YMEHUE HOCTPOUTD

BBICKA3bIBAHUSI B CMOJCIMPOBAHHBIX  (MPEJIaracéMbIX) CUTYaLUsIX

OOILeHHUS] HA HHOCTPAHHOM SI3BIKE, IPABHIBHO HCIONB3YsI BepOaibHbIe U

HeBepOaJbHBIE  CpPEICTBA  OOIICHHUS,

apryMEHTHUPOBAaHO H3JIaraTh COOCTBEHHYIO TOUKY 3pPEHHS Ha HHOCTPAHHOM SI3BIKE; BIAJECT HAaBBIKAMHU

BEJICHMS TUCKYCCHH U MIOJIEMHKH Ha HHOCTPAHHOM  SI3bIKE M HHOCTPAHHBIM SI3BIKOM Kak

CTHJIEM JEJI0BOTO OOIIEHUS.

Onenka "xopomo": CTyIeHT criocoOeH MoKa3aTh yMEHUs! IOCTPOUTH BBICKA3bIBAHUS B CMOJIEIMPOBAHHBIX

(mpeayiaraeMbIX) CUTyalUsIX OOIICHHsI Ha HHOCTPAHHOM S3bIKe, MPABUIIbHO HCIIOJB3Ysl BepOalbHbIe U HeBepOabHbIC
Cpe/ICTBa OOLICHHS, a TAKXKE U3JIaraTh COOCTBEHHYIO TOUKY 3PSHHUS HA MHOCTPAHHOM SI3BIKE;

CIOCOOEH YaCTHYHO TI0Ka3aTh BIaJCHUE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHNS, a TAK)KE HABBIKAMU BEICHUS
JCKYCCHH Y TIOJIEMHKH.

Ornenka "ynoBneTBoputesibHO": CTYIEHT MOJ] pyKOBOJCTBOM IPENOIaBaTeIsl CIOCOOSH MOKa3aTh YMEHHS IOCTPOUTh BHICKA3bIBAHHS
B CMOJICTIMPOBAHHBIX (IIPEAIaraeMbIX) CUTYaIHsX OOIEHUS HA HHOCTPAHHOM SI3bIKE, IPABIILHO HUCIIONIb3YS BepOalbHbIE U
HeBepOallbHbIe CPEICTBA OOIICHHS 1 U3JIarasi CBOKO TOYKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE;

CMOCOOEH YaCTUYHO TI0Ka3aTh BIaJCHUEC HHOCTPAHHBIM SI36IKOM KaK CTUJIEM JIEJIOBOTO OOIICHUSI.

OueHka "HeYHOBIETBOPUTENBHO": CTYICHT 3aTpyIHSICTCS MM HE MOXKET [OKa3aTh YMEHUS IOCTPOUTDH BHICKA3bIBaHHS B
CMO/ICTMPOBAHHBIX (TMPEJIaraeMbIX) CUTYaLUsIX OOIIEHHUS Ha HHOCTPAHHOM SI3BIKE, IPABMIILHO MCIONIB3Yys BepOaIbHbIe U
HeBepOabHBIE CpeacTBa OOIICHNS; HE BIaJeeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM [EJI0BOTO OOIIEeHNs, HE BlIaJeeT HaBbIKaM1
BEJICHUS TUCKYCCUH Ha MHOCTPAHHOM SI3BIKE.

5.3. Tembl NHCBMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe PadOTHI U AP.)

Temaruka oHIIHANBHBIX THCEM:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint

-CV

TemaTnka HEOPHUIIUATBHBIX ITHCEM:
- Introduction Letter
- Friendly Letter

Kpurepun onenku:

Ouenka "ommuHO": CTyZEHT MOKa3bIBaeT TIJIYOOKHH ypOBEHb 3HAHUI 0COOCHHOCTEH CTUIIMCTUKU

HAMCaHU OPUIHATBHBIX M HEOQHUIHAIBHBIX  ITHCEM,

CTPYKTYPHOM  THIIOJOTHH W  TIPAaBHI

MOCTPOCHHUS THMCHBMEHHOTO  PEYEBOTO BHICKA3bIBAHUS HA U3y4acMOM

A3BIKE; CAMOCTOSITENIBHO ~ peaau3yeT YMEHHS  BECTH JEIIOBYIO

MEepenucKy C  y4eToM

COLIMOKYJIBTYPHBIX ~ OCOOCHHOCTEH  C NPEACTaBUTEISIMU JAPYTUX

CTpaH;

BJaJeeT TEXHUKOW AET0BOr0 MUChMa HA MHOCTPAHHOM SI3BIKE.

Ornenka "xoporro": CTyIeHT MOKa3bIBaeT XOPOIINA YPOBEHb 3HAHUN 0OCOOCHHOCTEH CTUIIMCTUKH

HANKUCAHUsI OUIMATBHEIX W HCO(PHUIUANBGHBIX  IHCEM,

CTPYKTYPHOH  THUIIOJIOTUM M  TIPABHJI

MOCTPOCHHUSA  NHCBMEHHOTO PEYeBOTO BHICKA3bIBAHUS HA U3y4aeMOM

S3BIKE; CTIOCOOCH MOKa3aTh YMEHHS BECTH JEJIOBYIO MEPENICKY C  yIeTOM

COIIMOKYJIbTYPHBIX OCOOCHHOCTEH C  IPENCTaBUTEISIMH  JIPYTHX CTPaH;

CHOCcO0CH YaCTUYHO MTOKa3aTh BIaIeHUE TEXHUKOW JIETOBOTO MMHChMa Ha MHOCTPAHHOM S3BIKE.

Onenka "ynoBiaeTBopuTenbHO": CTYICHT MOKa3bIBacT 0Aa30BBIN YPOBEHb 3HAHUH OCOOCHHOCTEH CTHMIIMCTHUKY HATTHCAHUS
opHUIHAITBEHBIX U HEO(UITNATHHBIX MTICEM, CTPYKTYPHON THITOJIOTHH U IPABWII IOCTPOCHHUS MICEMEHHOTO PEYEeBOTO
BBICKa3bIBAaHHS HA U3y4aeMOM SI3bIKE; 0] PYKOBOJICTBOM ITPENOAaBATENsI CIIOCOOEH MMOKa3aTh YMEHUsI BECTH JICJIOBYIO NTEPENHCKY
C Y4E€TOM COIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEIISIMHU IPYTHX CTPaH; CIIOCOOCH YaCTHIHO MOKA3aTh BIIaCHHE
TEXHUKOM JeI0BOT0 MUChMa Ha HHOCTPAHHOM S3BIKE.

Orenka "HeynoBIeTBOPUTENBHO" : CTYIEHT IMOKa3bIBaET HEYJOBJICTBOPUTEIHHBIA YPOBEHD 3HAHUH 0COOEHHOCTEH CTHIINCTUKU
HAIKUCAHUsI O(UIHATBHBIX M HEO(PHUIIUATBHBIX MUCEM, CTPYKTYPHOU THIIOJIOTUU M MPABUII MOCTPOCHHS MTUCBMEHHOTO
pedueBOro BHICKAa3BIBAaHMS HA H3y9aeMOM S3BIKE; 3aTPyIHACTCS MIIM HE MOXKET MTOKa3aTh YMEHHUS BECTH JICIIOBYIO
MIEPENUCKY C yYETOM COLIMOKYIIBTYPHBIX OCOOCHHOCTEH C ITPEACTaBUTEIISIMH APYTUX CTPaH; He

5.4. OueHo4HbIe CpPeACTBA IS POMEKYTOYHOM aTTecCTAIUH

B konre 1,2,3 ceMecTpoB CTyIEHTHI CIAIOT 3a4€T M0 AUCIMIUINHE. 3aueT BKIIOYaeT B ceOsl CIeayIoIune 3aJaHus:
1. IIpomexxyTOuHBIH TECT
2. Make up a dialogue

1) [IpoMesxyTOUHBIH TeCT AJs 3a4eTa 1Mo AUCUUIUINHE “VHOCTpaHHBIN A3bIK BKIIIOYAET JIEKCUKO-TpaMMaTH4eCKHUe 3a1aHus,




3aJaHusl HA YTEHHE M MOHHUMaHKUEe TEKCTa, 3a/[aHKe 110 HAMCAHUIO JISJIOBOTO MTHChMA.
IIpumMepHbIc 3aaHMs:

- 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 AUagOroB:
— A job fair

— Why are staff unhappy
— At the Hotel

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

— Dealing with problems

KPUTEPHU OLIEHMBAHUS HA 3AUYETE:

- «3a4YTEHO» BBICTABISIETCS CTYACHTY, €Cli c(HOPMUPOBAH KaK MUHHMYM IOPOTOBBIN YPOBEHb MHANKATOPA TOCTHKCHUS
KOMIICTCHIIHU:

- OKa3bIBaeT 0a30BbIi YPOBEHb 3HAHHI OCHOBHBIX IPAMMATHYECKHUX CTPYKTYP; OOIIEYNOTPEeOUTENbHOM, OOLIEKYIbTYPHOH U
PO eCCUOHATBHOM JICKCUKH, PEUCBBIX KITUIIIE, HEOOXOIMMBIX IS OCYIIIECTBICHUS ICIOBOW KOMMYHHUKAIIMYA HA HHOCTPAHHOM
S3bIKE; 0OCOOCHHOCTE! CTUIIMCTUKHU HAMCAHUS O(UIHATBHBIX U HEOPHUIIUATBHBIX [TUCEM, 3HAHUH OCHOBHBIX MEPEBOJUECKIX
TpaHchopmanuii, 3 (HEKTUBHOCTH UCTIOIB30BAHUS CTPATETHU COTPYAHUYECTBA IS JOCTIDKCHHS MTOCTABICHHOMN IIEITH, a TAKIKE
3HAHWH NPaBUI NPO(ECCHOHATEHOTO PEUSBOT0 ATHKETA;

- TOJT PYKOBOJICTBOM IIPEIIOIaBaTENs CIIOCOOCH TOKa3aTh YMEHISI MOCTPOCHHUS BHICKa3bIBAHUS B CMOJICIIUPOBAHHBIX
(mperaraeMpIX) CUTyalusaX OOIICHHS Ha HHOCTPAaHHOM SI3BIKE, IPABHIILHO MCITOJIB3Ys BepOalibHbIe U HeBepOaIbHBIE CPEICTBA
OOIIICHUS; BECTH JICIIOBYIO MEPEIMUCKY C YIETOM CONMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISIME JPYTUX CTPaH;

- CHIOCOOEH YaCTHUYHO 110KA3aTh BIAICHUE MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHS, TEXHUKOH JIEI0BOTO MHChMa
HAa MHOCTPAHHOM SI3BIKE, CTPATCTUSIMH COTPYIHUICCTBA JIJIS TOCTHXKCHUS TOCTABICHHOM IICITH.

- «HE3aYTCHOY» BBICTABIISICTCS CTYJICHTY, €CIIH YPOBEHb HHIUKATOPA JOCTHKCHHS KOMIICTCHIIMU HE C(OPMHUPOBAH:

- IOKA3BIBAET HEYIOBJICTBOPUTEIHHBIN YPOBEHD 3HAHMH OCHOBHBIX TPAMMATHIECKUX CTPYKTYP; 0OIIeyNOTpeOHTEIbHOIMA,
OOMIEKYNBTYPHOU ¥ MPOGECCHOHATBHOM JICKCHUKH; PEUCBBIX KIIHIIE, HEOOXOIUMBIX JJIST OCYIICCTBICHUS ACI0BON KOMMYHUKAIHH
Ha WHOCTPAHHOM SI3bIKE; 0COOCHHOCTEH CTHIIMCTHKH HAMCAaHUS OQUIINATIBHBIX M HEO(PHUIHATLHBIX IIHCEM, TIPABHI

PO ECCUOHATBHOTO PEUYEBOT0 ATHKETA, a TAK)KE 3HAHUIA OCHOBHBIX NIEPEBOTYCCKUX TPAHCHOPMAITHIA;

- 3aTPYIHSIETCS WM HE MOYKET IIOKa3aTh YMEHHS TOCTPOSHHS BEICKA3BIBAHHS B CMOJICIIMPOBAHHBIX (TIPeIaraeéMbIX) CUTYaIHIX
OOIIICHUS] Ha UHOCTPAHHOM SI3BIKE, TIPABIIILHO HCIIONB3Ys BepOallbHbIC M HEBEpOATbHBIC CPEACTBA OOIICHHS; BECTH JCIIOBYIO
MIEPENICKY C YIETOM COIHOKYIBTYPHBIX OCOOCHHOCTEH ¢ IMPEACTaBUTEISIMH JPYTUX CTPaH;

- HE BJIaJICET MHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JICJIOBOTO OOIICHUS, TCXHUKOW JEIOBOTO MAChMa HA HHOCTPAHHOM SI3BIKE,
CTpaTEeTUSIMH COTPYIHUIECTBA IS JOCTIKEHHS TOCTABICHHOM IIEITH.

B xoHIe 4 cemecTpa CTYIEHTHI CAAIOT 3K3aMEH, KOTOPBIH BKIIIOYAET CJICIYIOIINE 3aJaHus:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. ToroBelii TecT, pa3MELIEHHBIH B CHCTEME JIEKTPOHHBIX KypcoB Moodle (moodle.gasu.ru), Bkirouaert: 1) jJekcHKo-
rpaMMaTHYeCKUe 3aanHusl, 2) 3alaHre Ha MIepeBOJT TEKCTA, 3) 3aJaHne 10 HAITMCAHUIO TUChMa. [IpuMepHbIe 3a1aHus:

1. Choose the best words to complete the text.

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

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) 1sn ’tb) aren’tc) am not

are you from?

B J apan.
a) Whatb) Wherec) Who
3. Ricardo drive to work?

a) Isb) Doc) Does

2. TemaTHka 1Majaoron

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Ways of advertising

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

— Job Interview

— Describing People

3. [TepeBon TexcTa

[IpumepHBIEC TEKCTHI:

Text 1

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

Where to stay

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

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

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

onthe Bosphorus and passing ships. Where to eat A visitto the grand bazaar can feel 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 knife and 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 a cold meze, then a hothors 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 ofthe 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.

Rut thicien't o huginace  trin ar a holiday Mc T3 and mare than 0 ather xuealthy  Chinece  tounricte  are hore o learn  ahont




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

KPUTEPHUU OLUEHMBAHIS HA 3K3AMEHE:

OICHKA «OTJIMYHOY BBICTABJISICTCS, €CIIM CTY/ICHT IMOKA3bIBACT IITyOOKOC 3HAHUC:

-rpaMMAaTHYECKHUX CTPYKTYP; OOIICYNOTPEeOUTENbHOM, OOLIEKYIbTYPHON 1 TPO(ECCHOHABHOM JIEKCUKH; PEYEBBIX KITUIIE,
HEOOXOIUMBIX JUISL OCYIICCTBICHHS ICIIOBOH KOMMYHUKAIIUN HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCAHKS O(UIMAIBHBIX  HEO(HIUATBHBIX IUCEM, CTPYKTYPHOU THIIOJIOTHU M HPABHI
MOCTPOCHHUS MUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA U3y4aEMOM SI3BIKC;

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMALIHii;

- IPaBWI MPO(YECCHOHATBLHOIO PEYCBOrO ITUKETA.

CTYIEHT CaMOCTOSTENILHO Pean3yeT YMECHUSI:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIMPOBAHHBIX (TPEIIaracMbIX) CUTyalusaX OOIICHUS Ha MHOCTPAHHOM SI3BIKE, TIPABUIIEHO
WCTIONB3Ys BepOabHbIe U HeBEpOAIbHbBIE CPEACTBA OOIICHUS;

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COLUOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTABUTEISIMHU IPYTUX CTPaH;

- nepeBoja MpohecCHOHANbHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIAPCTBEHHBII S3bIK U 00PaTHO;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PCHHUS HA HHOCTPAHHOM SI3BIKE.

CTyneHT Blajeer:

- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICJIOBOTO OOIICHHS;

- TEXHHUKOH JIeJIOBOTO MUChMa Ha HHOCTPAHHOM SI3bIKE;

- OCHOBaMU TE€XHHUKH TIEpEBOJIa

- CTpaTerusiMu COTPYJHUYIECTBA IJIsl JOCTUKEHHSI TOCTABJICHHOM LIeIH.

O1ieHKa «XOPOIIIOY» BBICTABIISICTCS, €CITU CTYACHT MOKa3bIBAET XOPOILINE 3HAHUSL:

- OCHOBHBIX I'PaMMaTHYECCKHX CTPYKTYp; OOMIECYNOTPEOUTEIBHOMN, OOIICKYIBTYPHOU U MPO(ECCHOHATHHOM JICKCUKHU; PEYEBBIX
KJIMIIE, HEOOXOJUMBIX ISl OCYILECTBIICHUS JCI0BO KOMMYHHUKAILIUA HA HHOCTPAHHOM SI3bIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HATHUCAHUS O(QUIMATHHBIX U HEO(PHUIMATBHBIX IACEM, CTPYKTYPHO! TUIOJIOTHU U IIPABHII
MOCTPOEHHUS TMChbMEHHOTO PEYSBOT0 BHICKA3bIBAHHS HA H3YYaeMOM SI3bIKE;

- OCHOBHBIX IEPEBOAYCCKUX TPaHCHOPMALHii;

- mpaBuil PO ECCHOHATLHOTO PEYEBOTO ITUKETA.

CTyzmeHT criocoOeH MoKa3aTh YMEHUSI:

- IOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TIPEIIaracMbIX) CUTyalnsAX OOIICHUS Ha MHOCTPAHHOM SI3BIKE, TIPABUIIEHO
WCTIONB3Ys BepOabHbIe U HeBEpOATbHBIE CPEACTBA OOIICHHS;

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COMMOKYIBTYPHBIX OCOOCHHOCTEH ¢ PEACTaBUTEIISAMHU IPYTUX CTPaH;

- BBITIOJIHUTb MEPEBOJ] MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYJapCTBEHHBIN SI3bIK M 00PaTHO C YaCTUYHON
MOMOIIBIO TIPETIOIABATEISL.

CryneHt cnoco0eH YacTUYHO ITOKa3aTh BIIaIeHHE:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIICHHS;

- TEXHHUKOI1 JIJIOBOTO MUChbMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBaMH TE€XHHUKH TICPEBO/IA;

- CTpaTerusiMu COTPYTHUYIECTBA IJIsl JOCTUKEHHSI TOCTABJICHHO LIeH.

OreHKa «yIOBIETBOPUTEIHFHO)» BBICTABISETCS, €CIH CTYICHT IIOKa3hIBaeT Oa30BbI YPOBCHD 3HAHHINA:

- OCHOBHBIX 'PaMMaTHYECKUX CTPYKTYP; OOLICYIOTPeONTEIEHOM, O0IEKYIBTYPHOH U MTPO(ECCHOHANTBHON JISKCHKH; PEUEBBIX
KITUIIE, HEOOXOAUMBIX JUIS OCYIECTBIICHHS JEIOBOH KOMMYHHUKAIIMN Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HATHCAHUS O(QUIIMATHHBIX U HEO(PHUIUATBHBIX IIACEM, CTPYKTYPHO! TUIOIOTHU U IIPABHII
MIOCTPOCHHUS MICEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3y9IaeMOM SI3BIKE;

- OCHOBHBIX MIEPEBOAYECKHX TpaHCHOpMAaLHiA;

- IpaBWJI MPO(HECCHOHATBFHOTO PEYEBOTO ITHKETA.

[Tox pykoBOACTBOM ITpenoaaBaTesst CHOCOOEH 1MOKa3aTh YMEHHSL:

- IOCTPOUTH BBICKA3BIBAHUS B CMOJICITMPOBAHHBIX (TIpeIIaraeMbIX) CUTyallusAX OOIIeHNS Ha MHOCTPAHHOM S3BIKE, IPAaBHUIIEHO
UCIIONIb3Ys BepOabHble U HeBepOaIbHbIE CPEICTBA OOLICHUS;

- BECTH JICJIOBYIO MIEPENICKY C YI€TOM COIMOKYIBTYPHBIX OCOOCHHOCTEH ¢ PeACTaBUTEISAMH IPYTUX CTPaH;

- BBITTOJIHUTB NEPEBO MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYJapCTBEHHBIN S3BIK M 00PAaTHO C YaCTUYHOU
MIOMOIIIBIO TIPETIOaBATEIS.

CryneHT cnocoOeH YacTHYHO MOKa3aTh BIIaJICHHE:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS;

- TEXHUKOH JIeI0BOT0O MHChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TE€XHUKH TIepeBOaa

- CTpaTeTrUsIMU COTPYIHUUYECTBA I JOCTUKEHHUS IOCTABJICHHOM LIENH.

OlueHka «HEeyIOBJIETBOPUTENBLHOY» BBICTABIISIETCS, €CIIHU CTYIEHT MOKAa3bIBAECT HEYIOBICTBOPUTEIbHBIH

YPOBEHb 3HAHMI:

- OCHOBHBIX I'PaMMaTHYCCKHUX CTPYKTYp; OOMICYMOTPEOUTETBHOMN, OOIIEKYIBTYPHOU U MPO(ECCHOHATBHOMN JICKCUKH; PEYEBBIX
KITUIIE, HEOOXOAUMBIX JUIS OCYIECTBIICHHS JEIOBOH KOMMYHHUKAIIUY HA MHOCTPAHHOM SI3BIKE;

-0COOCHHOCTEH CTUIIMCTUKU HAMMUCAHUS O(DUIIUANBHBIX U HEO(UIHATHHBIX IHCEM, CTPYKTYPHO!H THUIOJOTHH U TIPABHIT
TIOCTPOCHUS MICEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3y9IaeMOM SI3bIKE




-OCHOBHBIX IIEPEBOAUECKUX TPaHCHOPMALHii;
- IPaBWJI MPO(YECCHOHATBLHOIO PEYCBOrO ITUKETA.

CTyIeHT 3aTpyIHSETCS WIIK HE MOXKET M0Ka3aTh YMEHHSI:
- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TPEIaracMbIX) CUTyalusaX OOIICHUS Ha MHOCTPAHHOM SI3bIKE, TIPABUIIEHO
WCTIONB3Ys BepOabHbIe U HeBEpOATbHBIE CPEACTBA OOIICHUS;
- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISIMU PYTUX CTPaH;

BBITIOJIHUTH IEPEBO/I NPO(EeCCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO HA TOCYAAPCTBEHHBIH A3bIK U 00PATHO C YaCTUYHOM

MOMOIIBIO TIPEIIOIaBATEISL.
CTyneHT He BiajeeT:

- MHOCTPAHHBIM A3bIKOM KaK CTHJIEM ACJI0BOTO 06HICHI/15{.
-HC BJIaJICCT TEXHUKOM JIEJIOBOTO MHChMa Ha HWHOCTPAHHOM A3BIKC,

- OCHOBaMM TCXHUKHU IEPEBOAA;
- CTpaTCTUAMM COTPYAHNYECCTBA IJIA JOCTUKCHUA

MOCTaBJICHHOM LIEH.

6. YHEBHO-METOJMYECKOE 1 UTH®OPMAIIMOHHOE OBECHEYEHUE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHasi TUTepaTypa

ABTOPBI, COCTaBUTEIH 3arnaBue HW3pmatenscTBo, T On. axpec
JI1.1 | Cnenosuu B.C. JlenoBoii anrnuiickuii 31k = Business English: MuHck: http://www.iprbookshop.ru
yueOHOe nocobue TerpaCucremc, 2012 [/28070
JI1.2 | Murskuna O.B., AHTTIHICKUH SI3BIK JJI51 IEJIOBOTO OOIICHHUS. Kemepogo: http://www.iprbookshop.ru
epuna U.B. Dkcmpecc-Kype: yueOHoe nocodue s Kemeposckwuii /61258.html
CTYJEHTOB BceX (GopM 0OydeHHs TEXHOJIOTHYECKHUI
MHCTHUTYT MUIIEBON
MIPOMBILLICHHOCTH,
2014
6.1.2. JlonoiHuTeIbHAS JUTEpPaTypa
ABTOPBI, COCTaBUTEIH 3arnaBue H3natenscTBo, T On. axpec
JI2.1 |Maitep H.I'. Amnrnuiickuil s3pIk: yde6HOe ocodue s I'opHo-Anraiick: http://elib.gasu.ru/index.ph

CTYIIEHTOB | Kypca HesI3bIKOBBIX (paKyIbTETOB PUOTATIY, 2015 p?

(6a30BbIit Kypc) option=com_abook&view
=book&id=44:anglijskij-
yazyk&ecatid=35:inostrann
ye-yazyki&Itemid=180

6.3.1 IlepeyeHs NpOrpaMMHOro odecnedeHust

6.3.1.1 | Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHbII
6.3.1.2 | MS Office
6.3.1.3 | MS WINDOWS
6.3.1.4 | SAanexc.bpayzep
6.3.1.5 | LibreOffice
6.3.1.6 | Moodle
6.3.1.7[ NVDA

6.3.2 IlepeuyeHb MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | baza nanHbIX «DneKkTpoHHAs OUOIHOTEKa ['OpHO-ANTaliCKOTO rOCYJApPCTBEHHOTO YHUBEPCHTETA)
6.3.2.2 | DnexrpoHHO-O6ubMMOTeuHas cucrema [IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

poreBas urpa

IIpe3eHTanus

8. MATEPUAJTBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MOAY JIS)

HOMep AyIUTOPUHA Ha3znavenue OcHOBHOe OCHaIlleHHue

111 A2 Y4eOHast ayTuTOpUS sl IPOBEICHHS
3aHATHUH JCKIIMOHHOTO THTIA, 3aHATUI
CEeMHUHAPCKOT0 THIIa, KYpCOBOTO
MPOSKTHPOBAHUS (BBITIOTHEHUS KYPCOBBIX
padoT), rPYIIIOBBIX W UHIUBUAYAITBHBIX
KOHCYJIbTAIMH, TEKYIIEro KOHTPOJIS 1

HpOMe)KyTO‘IHOﬁ aTTCCTalluu.

Pabouee mecto mpenogasatens. [locagounsie MecTa
oOyyaromuxcs (TI0 KOJTHYECTBY O0YYAFOIIUXCS).
VYdeHudeckas 10CKa, Mpe3eHTAIl[MOHHAs TPUOYyHa,
WHTEPaKTHBHAS JIOCKA, IPOCKTOP, HOYTOYK.




322 A2

KommerotepHsrii kiacc. Jlabopatopust
nH(OpPMATUKH U MH(POPMAIIMOHHO-
KOMMYHHUKATHUBHBIX TEXHOJIOTHH. YueOHast
ayJIUTOPUS JJIsl IPOBEICHUS 3aHATHIA
JIEKIIMOHHOTO THIIA, 3aHATHH CEMHUHAPCKOTO
TUIA, KYPCOBOTO MPOCSKTUPOBAHIS
(BBITIOTHEHHS KYPCOBBIX PaboT), TPYIIOBEIX
Y MHIVBUyaJbHBIX KOHCYIbTAIIHH,
TEKYIIETO KOHTPOJIS M TPOMEXKYTOTHOM
arrecraimu. [Tomemenne s
CaMOCTOSATENIBLHOM paboThI

Pabouee mecTo mpenogasarens. [locagounsie MecTa
oOyy4aromuxcs (10 KOJIMYECTBY 00YJaIOIINXCS).
KomrsroTepsl, yueHHUECKas JOCKA, TOJKITIOYEHUE K CETH
Wntepner

112 A2 YueOHast ay JUTOPHs AJIsl IPOBEICHUS PabGouee mecro npenoxasaress. [locagounsie Mecta
3aHATHH JEKIIMOHHOTO THUIIA, 3aHITHHA 00yJaroImuxcs (Mo KOJIUIECTBY 00yJaIOIIUXCS).
CEMHMHAPCKOro TUIA, KypCOBOIO HnuTepakTuBHAsA JOCKA C IPOEKTOPOM, KOMIIBIOTED,
MIPOEKTUPOBAHUS (BBIIOIHEHHS KYPCOBBIX ydeHUIecKas JOCKa, IPe3eHTaIllMOHHAs TpUOyHa,
paboT), rpyNIOBBIX U MHAWBUAYAIBHBIX TIOJIKJIIOYEHHE K MHTEPHETY
KOHCYJBTAIINH, TEKYIIEro KOHTPOJIS U
MPOMEKYTOUHON aTTEeCTALlUU.

320 A2 KommnerotepHslii kinace. YueOHnas ayautopust | Pabouee mecto npenoaasatens. [locanounsie MecTa
JUTSI TIPOBEICHUS 3aHATUH JICKITAOHHOTO 00yJaroImuxcs (Mo KOJIUIECTBY 00yJaIOIIUXCs).
THIIA, 3aHATHH CEMHUHAPCKOTO THIIA, KomnbroTepsl, yueHHueckas 10CKa, MOJKIIOUEHHE K CETH
KYypCOBOTO MPOEKTUPOBAHUS (BBHITOTHEHNUS Wntepuer
KypPCOBBIX padoT), IPYIIIOBBIX U
WHANBUAYAIBHBIX KOHCYIBTAINH, TEKYIIIETO
KOHTPOJISI ¥ IPOMEXKYTOUHON aTTeCTallu.
ITomerenne It CaMOCTOSTEILHON paOOTHI

301 Al Y4eOHast aymuTOpHS I IPOBEICHUS Pabouee mecTo mpenogasarens. [locagounsie Mecta
3aHSATHH JIEKIIMOHHOT'O THUIIA, 3aHATHI oOyyvaromuxcs (10 KOJIMYECTBY 00Y4aIOIINXCs).
CEMHHAPCKOTO THIIA, KyPCOBOTO WuTepakTHBHAA JOCKA C IPOSKTOPOM, KOMITBIOTED,
MPOEKTUPOBAHHUS (BBITOJHEHUS KYPCOBBIX YUeHHYEcKasl I0CKa, Npe3eHTal[MOHHas TpuOyHa,
paboT), rPYNIIOBEIX ¥ HHANBUAYAIBHBIX MTOJIKITFOYEHUE K HHTEPHETY, MUKPO(DOH, YCUITUTEIbHBIC
KOHCYJIbTAllMH, TEKYIIEro KOHTPOJIS 1 KOJIOHKH
MPOMEKYTOYHOU aTTeCcTalNH.

402 A2 Y4eOHast ayTUTOpHS AJIs IPOBEICHHUS Pabouee mecto npenonasatens. [locamouneie MecTa

3aHATHH JICKIIMOHHOTO THUIIA, 3aHATHI
CEMUHAPCKOI0 TUIA, KypPCOBOTO
MIPOEKTUPOBAHUS (BBIIOIHEHHS KYPCOBBIX
paboT), TPYNIOBEIX U WHAWBUAYIBHBIX
KOHCYJIbTallUi, TEKYIIETO KOHTPOJIS U
MPOMEXKYTOYHOM aTTeCcTallu

00yJaromuxcs (Mo KOJIUIECTBY 00yJaIOIIUXCS).
HuTepakTiBHAS JOCKA C TPOSKTOPOM, KOMITBIOTED,
yueHHYecKasl 0CKa, Mpe3eHTal[MOHHas TpUOyHa,

TIOAKIIOUYCHUE K UHTCPHETY, H.IKaCl)LI,yCI/IHI/ITCHBHLIC KOJIOHKH

9. METOAUYECKHUE YKA3AHUA UIAA OB YYAIOIIUXCS IO OCBOEHUIO TUCITUIIJIMHBI (MO Y JIsI)

MeTO)II/I‘IeCKI/Ie YKa3aHus K BbIIIOJHECHUIO JICKCUKO-IPaMMaTHYCCKUX pra)KHeHI/Iﬁ

IIpu paborte ¢ TeKCHKO-TPaMMaTHYECKUM MaTepraIoM HEOOXOANMO CTPEMUTHCS HE TOJBKO K Y3HABAHUIO CJIOBA MM
rpaMMaTH4eCcKoro 000poTa, HO M K TIOHUMAHUIO [IETIM €T0  YyHOTpeOlIeHnss B JaHHOM KOHTEKCTE.

W3zy4aemblit MaTepuai TpeOyeT MPaKTHYECKOTO IPUMEHEHHS, IPEXK/IE BCETO B BUAE JICKCUKO-TPAMMaTHUECKUX

YIIPaXHEHHH, KOTOPBIE CIIEAYET BHIOIHATH TOIBKO MOCIIE TIIATEIbHON MPopabOTKU Bcero MaTepuana. V3ydeHue rpaMMaTHKH
HeJb3s HauaTh «c cepeanHbl». Kax bl HOBBIN pa3aen 0a3upyercs Ha U3y4eHHOM Ipex e MaTepuane. OQHAKO U3ydeHHEe TOJIbKO
rpaMmartuky 0e3 MpaBHIIbHOTO NPOU3HOLICHHUS ¥ 3HAHUS JIEKCUKH OCTAeTCs «BElIblo B cebey. JIMIb KOMIUIEKCHBIH OAX0a U
MIOCTENEHHBIN IIePEeX0J] OT IMIPOCTOTO K CI0KHOMY MOKET JaTh TpeOyeMblid pe3yJbTar.

IIpu BBIOTHEHNH YIPaXKHEHUH CHaYalIa CiieyeT 03HAaKOMUThCS C TPaMMaTHYeCKUMH KOMMEHTapUsIMH, IPOCMOTPETh 3aIKCH,
C/IeNIaHHBIC HA 3aHATHH. [IpH MOATOTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcs TakKe IPOCMOTPETh BECh JISKCHKO-TPaMMAaTHUECKUI
MaTepHai, B TOM YHUCIIEe JOMAIIHUE NMCbMEHHbIE YIIPaKHEHHUS.
CryzneHTaM peKOMEHyeTCsl HCIOIb30BaTh 00yJaloIye KOMIIBIOTEPHBIE IIPOTrPaMMBI, KOTOPBIE JAF0T BOBMOXHOCTH HE TOJIBKO
MpOCITyIIaTh NpaBUIbHOE POHETHYECKOE 0(OPMIICHHE PeUH, HO U BBIPA0OTATh HABBIKM MCIIOJIB30BAHUS ITPABUIIBHBIX JIEKCHKO-
rpaMMaTH4eCKUX CTPYKTYP IPH MOMOIIX YIPaXKHEHHUH.
IIpu n3yyeHun onpenenéHHbIX JEKCUYECKHX U IPaMMAaTHYECKUX SIBICHUIH HEMELIKOTO s13bIKa PEKOMEH/1YEeTCS UCII0JIb30BaTh CXEMB,
TaOJMILIBI U3 CIIPAaBOYHUKOB 110 FPaMMAaTHKe, TIIATEIbHO TOTOBUTH UX JJIs oOecneueHus npouHoro ycBoenus. [Ipu nocrpoenun
HEMELIKOTO IIPEUIOKEHUS ClIeyeT pacloiaraTh CjoBa B CTPOIO ONPEEeIEHHOM HOPSIJIKE, YUUTBIBAs, YTO IIOPAJOK CIIOB B
MIOBECTBOBATEILHOM, BOMPOCUTEIBLHOM U OTPULIATEIBHOM IIPEUIOKEHUAX OTIMYACTCA OT IOPS/IKa CJIOB B PYCCKOM MPEIIOKEHHH.

Meronnveckre peKOMEHIAIUH 110 TIOATOTOBKE POJIEBOI HIPhI




B cTpykType poneBoii HTphl Kak MpoLecca BEIAEISIIOTCS CIEAYIONINE COCTaBIIONINE:

* TeMa,

* pOJTH, B3ATHIC HA CEOsI UTPAIOIINMU;

* UTPOBBIC ACHCTBUS KaK CPENICTBA PEATU3AIMU dTHX POJIEH;

* UTPOBOE YMOTPEOICHUE IPEIMETOB, T. €. 3aMEIICHUE PEATbHBIX BEIICH UTPOBBIMH, YCIOBHBIMH;

* peaJIbHbIe OTHOIICHUS MEKAY UTPAIOIIUMH;

* ClOXKeT (cozepkanne) — 00JacTh ACUCTBUTEILHOCTH, YCIOBHO BOCIIPOU3BOIUMAs B UTPE.

B mpornecce posieBoit Urpbl 0TPadATHIBAIOTCS M YCBAUBAIOTCS:

1) sTHYecKHe HOPMBI M TIPaBHIIa TIOBEACHUS U ONPeAeTIeHHbIE COLMATBHBIE POJIM B TOM WJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOCHHOCTH, XapaKTePHBIC YSPThI, BO3MOXKHOCTH TEX MJIM HHBIX COILMATBHBIX TPYIIH WK ONPEISIICHHBIX KOJICKTUBOB —
AHAJIOTOB TPEANPHUATHH, QUPM, T.€. pa3IHYHbIC THIIBI dKOHOMUUYECKHUX U COLUATIBHBIX HHCTHTYTOB, YTO BIIOCIIEIACTBUU MOXET OBITH
MEPEHECCHO B COLUATILHYIO TIPAKTHKY;

3) yMeHHS COBMECTHOM KOJIJICKTUBHOMU JIEATEILHOCTH;

4) KynbTypHBIE TPAAULUN U HOPMBL.

PoneBble Urpkbl, TEMa U CIO’KET KOTOPBIX OCHOBAH Ha COAEPKaHUH TEKCTOB, MILTIOCTPUPYIOT ITOBEACHHE B CUTYAIIMH MEXKYJIBTYPHOTO
oO0IeHusI.

B kauecTBe MPUEMOB, XapaKTEPHBIX ISl METOJIa POJICBOM UIPHI BHICTYHAIOT CIIEAYIOIIHE:

- IPUEM BOCCO3/IaHHsI KOMMYHHUKATHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CUTYaILIUH;

- IPUEM BUPTYaJBbHON dKCKYPCUH, KOTOPBIA MOXKHO OPraHH30BaTh KaK C MOMOILIBI0 TEXHUYECKHUX CPENICTB, TaK U C UCIIOIb30BAHUEM
peanbHBIX (POTOMATEPHATIOB B Y4eOHOU ayTUTOPHH,

- IpUeM paMaTU3anuy, HAPaBJICHHBIN Ha CO3JaHUE YCIOBUH, IPUOIKEHHBIX K YCIOBHSAM PEAIbHOTO OOIIEHNS, CBI3aHHBIH ¢
CO3JJaHMEM CUTYaLluH OOLICHUS, ONIPEAEICHUEM LEIIH, PacIIpEeAEICHHEM POIIeii;

- ipreM pedUIeKCUBHON MACHTU(UKAIIMH, TPEIIOIATAFONIHA HACHTH(PHUKALNIO ¢ 00BEKTOM OOIICHHUS U IOBECTBOBAHHE OT UMEHHU
3TOro 0ObEKTa.

Meroauyeckue yka3aHus K HAIHCAHUIO IEIOBOTO MUChMa
Business Letter

Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a
difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of
sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get
a well drafted letter. Writing as well as receiving a letter is always special. A Letter is a platform where you can express your
innermost feelings in a straightforward manner.

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

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

Business Letter Writing

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

Meroaudeckue yka3aHus K YTCHHUIO U NEPEBOIY TEKCTOB MPO(eCCHOHATBHON HATIPABICHHOCTH

TekcThl mpodeccHoHaNbHOW HANpPaBICHHOCTH HA MHOCTPAHHOM sI3bIKE IOMHMO CBOCH OCHOBHOW  3ajgaum —
MH()OPMATHBHOCTH — IIOMOTAIOT MOMOJHNATh OONIMH M TEMAaTHYeCKUH CIIOBAapHBIM 3amac, TPEHHPYIOT B IPOM3HOLICHUH
HEMEIIKMX CIIOB ¥ BBIPQKEHMH, 3aKpEIUIIIOT IpaBWiIa I'paMMaTHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH PEUH.
IIpenrexcToBerii 3Tam:

- TIPOYTHTE 3arojiOBOK M CKaXUTe, O 4YeM (0 KOM) OyAeT MATH pedb B TEKCTE;

- O3HAKOMBTECh C HOBBIMH CIIOBAMH H CJIIOBOCOYETAHUSIMH (€CIM TaKOBbIe JaHbl K TEKCTY C IEPEBOAOM);

- [poudTaiiTe ¥ BBHIMUIINTE CJIOBA, 0003HAYAIONIKE. .. (IAeTCs PYCCKUI SKBUBAJICHT);

- BbIOGpHTE W3 TEKCTa CJIOBA, OTHOCSIIHMECS K M3y4acMoOi TeMme;

- HalJuTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexcroBbiil Tam:

- IPOYTHTE TEKCT;

- BBIIENUTE CJOBa (CJIIOBOCOYETAHHS WIIM MPEAJIOKEHHUS), KOTOPhIE HECYT BaXHYHO (KIIOUEBYIO HH(POPMAIIHIO);




- BBIIMIINTE WIM HOAYEPKHHUTE OCHOBHBIE MMEHA (TEPMMHBI, ONIpeaeIe s, 0003HaYeHHS);

- chopmynupyiiTe KIIOUEBYIO MBICIb KaxkJaoro abzara,

- OTMEThTE CJIOBO (CJIOBOCOYETAHHE), KOTOpOE JIydllle BCEro IepelaeT CoJepiKaHHEe TeKCcTa (YacTu TEeKCTa).
IlocnerexkcToBblid  ATar:

- 03arJaBbTe TEKCT;

- TPOYTHUTE BCIyX MPEAJIOKEHHs, KOTOPHIC MOSCHSIIOT Ha3BaHUE TEKCTa;

- HalauTe B TEKCTe MPELIOKEHUS ISl OUCAHMUS ...

- TOATBEpAWTE (ONPOBEPTHHUTE) CIOBAMH W3 TEKCTA CIEAYIOIIYIO MBICTD ...

- OTBETHTE Ha BOIIPOC;

- COCTaBbTE IUIAH TEKCTa;

- BBIIMIIMTE KIIOYEBBIE CJOBA, HEOOXOIUMBIE JUIs IIepecKas3a TeKCTa;

- TePecKakKUTe TEKCT, ONUPASACH Ha IUIaH;

- INIEPECKaKUTE TEKCT, ONMUPAsICh HA KIIOUEBBIE CIIOBA.

IIpn mnoaroroBke pedepupoBaHUUS TEKCTa PEKOMEHIYETCS BOCTIONb30BATHCS CIEAYIONIeH MaMITKOMN:
1. Tlocnme mpoyTeHUs TekcTa pa30eiiTe ero Ha CMBICIOBBIE YaCTH.

2. B kaxmoW uacTM HaWauTe MpeIUIoKEeHHE (MX MOXKET ObITh HECKOJBbKO), B KOTOPOM 3aKJIHOUEH OCHOBHOH CMBICI 3TOI 4YacTH
TEKCTa. BRIMUIINTE 3TH NpeAIoKEeHNUS.

3. IloguepkHuUTE B ATHUX MPEJIOKEHUAX KIHOUEBBIE CIIOBA.

4. CocraBbTe IUIaH NepecKasa.

5. Onupasich Ha IUIaH, NEPECKAKUTE TEKCT,

6. Ommpasicb Ha KIIIOYEBBIE CIIOBA, PACCKAXKUTE TEKCT.

Meroauueckue PECKOMEHAAUH 10 IMOATOTOBKE IMPE3CHTAIIUN

Co3nanue Mpe3eHTannuy COCTOUT U3 TPEX JTaloB:

1. [InaHupoBaHue MPE3CHTAIMN BKIIOYAET B CeOs:

1. Onpenenenue neneil.

2. OnpejeneHre OCHOBHOM UJIEU IPE3EHTALUM.

3. ITon6op nOMONHUTENLHOM HH(OpMALHH.

4. TlnaHupoBaHKE BBHICTYIUICHHUS.

5. Co3nmaHue CTPYKTYPHI IPE3CHTALHN.

6. [IpoBepka JOTHKH MMOAAYN MaTepHaa.

7. IloaroroBka 3aKIOYEHUS.

II. Pa3paboTka mpe3eHTanuu.

III. 3amura npe3eHTaluy.

IpaKTHYECKHE COBETHI IT0 HOATOTOBKE MIPE3CHTAIINH:

- TOTOBBTE OTIENBHO MEYATHBII TEKCT, CAN/IbI, Pa3JaTOYHBIA MaTepHaT,;

- craiiapl — BU3yasbHas MoAava HHPOPMAIMU, KOTOpast JOJDKHA COACPIKATh MUHHMYM TEKCTa, MAaKCUMYM U300paKeHHU , HECYIINX
CMBICIIOBYIO HATPY3KY, BBIIJIAAETh HATTISIHO U IIPOCTO;

- TEKCTOBOE COZIEPXKAHME MPE3EHTAIMN — YCTHAsl Pe4b WM YTEHHE, KOTOPas JOJDKHA BKIIIOYATh apIyMEHTHI, (paKThl, TOKa3aTeIbCTBA
Y OMOILINHY;

- peKOMEHAyeMOe YHCIIO CIaiaoB - 15-22;

- o0s13arenpHast HHGOPMAIHS UTS PE3CHTALMK: TeMa, (aMIITHsI U HHUIHAJIBI BBICTYIAIOIIET0; TUIAaH COOOIICHUS; KPATKUE BBIBOIBI
13 BCETO CKa3aHHOTO; CIMCOK HCIIOIb30BAaHHBIX HCTOYHUKOB;

Ipu cpenneM pacueTe BpeMEeHH NpocMOTpa — | MUHYTa Ha Claii]], KOJTMIECTBO CIaiI0B Al 1|5 MUHYTHOTO BBICTYIUICHUS HE
JIOJKHO TPEBHIMATh 15-TH.

Cruip

CoOmnronaiite enunblil cTiiib oopmitenus. M36eraiite cTuieit, KOTopbie OyAyT OTBICKaTh OT CaMO Mpe3eHTanru. BenoMorartenbHas
uHpopmarys (ynpapisrolie KHOTKK) HE JOJDKHBI MPeo0iaiaTh Hajl OCHOBHOM HH(pOpMAaIen (TEKCT, PUCYHKH).

®DoH

Js hona BeIGUpaiiTe 60iiee XOIOAHbIE TOHA (CUHUI UM 3€JICHBIH).

Vcrions3oBaHue nBETA

Ha ozmHOM cnaiine pekoMeHIyeTcsl HCIOJIb30BaTh He OoJiee TpeX HBETOB: OMUH At ()OHA, OAMH [UIS 3aT0JIOBKOB, OJHMH JUIS TEKCTA.
s poHa U TeKcTa HCIOb3yHTEe KOHTpAcTHBIC 1iBeTa. O0paTuTe 0c000€ BHUMAHKUE HA [[BET THIIEPCCHUIOK (JI0 U 1Mociie
UCTIOJIb30BAHHUS).

AnumanuonHbie 3)(eKThI

Hcnonb3yiiTe BO3MOXKHOCTH KOMIIBIOTEPHOI aHUMALIUK JJIsl IPeICTaBIeHus MHGopMaIuu Ha ciaiine. He crout 3moynotpedisiTh
pa3IMYHBIMU aHUMAIMOHHBIMU 3()(eKTaMH, OHH HE JTOJDKHBI OTBJIEKaTh BHUMAHUE OT COACPXKaHusI MH)OPMAaIMK Ha ciaijie.

MeTO)II/I‘IeCKI/Ie PCKOMCHAAIUH 10 COCTABJICHUIO NUCKYCCUHN

[TamsTKa 11O COCTABICHUIO AUCKYCCUU

B npornecce moAroToBKH K BBITOJHEHUIO 33/1aHUS (AUCKYCCHS) BHUMATEIBHO U3YYUTE €0 COJIEP)KATeIbHOE HAIlOJIHEHHE,
OIIpeAeNnTe KOHKPETHYIO CHUTYAIHI0 1 KOMMYHHKAaTHBHYIO 3a/1a4y OOLICHUS.

Cutyanust OOIIEHUS YETKO U JAKOHUYHO KOHKPETH3UPYETCS B TIEPBBIX ABYX-TPEX MPEAT0KEHHAX 3a1aHHs, I09TOMY UX CIeIyeT
YUTaTh OCOOEHHO BHUMATENEHO.

* O6s3aTenbHO 00CyaUTE BCe MpeaiaraeMble BapHaHThI, BHE 3aBHCUMOCTH OT COOCTBEHHBIX NPEATIOYTEHHH.




*ByapTe HHUIMATHBHBIM TAPTHEPOM 110 OOIICHHUIO, a HE TACCHBHO OXKHAAiiTe BONPOCOB CO CTOPOHBI cobecenHrka. Heobxommmo
HayaTh Oecey ¢ KpaTKOTO BCTYIUICHUs —00bSICHEHUsI cuTyanuu. Jlajee cieayeT akTHBHO BECTH Oecey: mpeiaraTh BapUaHThl I
00Cy>KIeHHs, 33]]aBaTh COOTBETCTBYIOIIME PEUSBOI CUTYAI[H BOMPOCHI, IPH HEOOXOMMOCTH II€PECIPALINBATh, YTOUHIThH MHCHUE
cobeceHrKa, OCYLIECTBISITH IIEPEXOJT OT OJHOTO BapUAHTA K IPYroMY, B 3aBepIlCHHE OeceIbl ITocie 00CYKACHHS BCEX BAPHAHTOB
CaMoOMy TPEIUIOKHUTh pelIeHUe. PelieHne T0MKHO JOTHYHO BHITEKAaTh U3 BCEr0 CKA3aHHOTO 00OMMHU MapTHEpaMu, He 3a0yIbTe MpH
ITOM €IIIe pa3 IOMHTEPECOBATHCS MHEHHEM COOECeTHUKA.

*BeXITMBOCTH B IHAIIOTE MIPEAIIONAraeT, MPEXKIE BCETO, MPOSBICHHE 3aHHTEPECOBAHHOCTH 110 OTHOLICHHIO K CBOEMY [TAPTHEPY IO
o01IeHu0, 00s3aTeNIbHOE pearupoOBaHNe Ha €r0 PEIUTHKH (TTyCTh TIOPOI0 ¢ MOMOIIBI0 KOPOTKUX PEILTUK pearupoBanus). Heooxommumo
BHHMATEJIBHO CITYIIATh MAPTHEPA U AaBaTh a/ICKBaTHBIC PEAKLMH HA TO, YTO OH TOBOPHT. B TaHHOM THIIE AMAJIOra Yalie BCEro
OTBETHBIMH PEaKIUsIMHU OyIyT COTNIacChe WK Hecornacue (MPUYeM BEXKIINBOE), 1, BOSMOXKHO, YAUBICHUE, COMHeHHE. [Ipu aTOM,
0€3yCI0BHO, ClIeIyeT CTapaThCs MUCIONB30BATh Pa3HOOOPa3HbIC SI3BIKOBBIC CPEICTBA TS BHIPAKECHHS TAHHBIX S3bIKOBBIX ()YHKIIUIL.
* AKTHBHO Tpeuiaraiite BapuaHThI JJIs1 00CYXKACHHS (€CTECTBEHHO, MOCTE JOCTATOYHO MOJPOOHOTO 00CYKICHHUS KaXK 0T
TPEABIIYIIETO).

*[Ipu npeIOKEHNH CBOCTO BapHaHTa CICAYET JaBaTh YCTKHE Pa3BEePHYThIC apI'yMEHTHI B €ro Monb3y. B ciydyae Hecornacus
cobeceiHIKa HEOOXOANMO PEArkpOBaTh HA €ro PEIUIMKK CBOMMH KOHTPAPIyMEHTaMH, COTJIACYs HX C €r0 TOBOAAMHU. Y MCHHE
YCIBIIATE TAPTHEPA U aJCKBaTHO M apIYMEHTHPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUTHKAX OCOOCHHO LICHHO B
JAHHOM THIIe quanora. OTHaKO COBCEM HEOoOsA3aTeNbHO BCETIa HEe COTJIAIaThCs C TAPTHEPOM, BE/lb B PEATbHON KOMMYHHUKAIIMH MBI
JIOCTaTOYHO YacTO MEePeCcMaTPUBAEM CBOIO TOUKY 3PCHUSI, B3BCILIMBAs TOBOJIBI «3a» H «IPOTUBY». [Ipu corlacnu ¢ MHEHHEM
cobeceTHIKA Ba)KHO MPUBECTH JAOTOIHHUTEIbHBIC TOBOJBI B MOJIB3Y 00CYKIaEMOT0 BapUaHTa UITH Pa3BEPHYTh apryMEHT
cobeceHuKa.

* AKTHBHOCTB M B&XKJINBOCTh COOCCEAHIKA MTPEANOIAraeT 3aMHTEPECOBAHHOCTh BO MHCHHH TTapTHEPA MO OOIICHHIO, T03TOMY B
Oecezie cieyeT HHTEPECOBAaThCSI MHCHHEM COOCCEAHIKA 110 TIOBO/LY MPE/IaraéMbIX BapHAHTOB, 3alPALINBATh €r0 COTIACHE HIIH
HECOIJIache CO CBOCH TOUYKOiT 3peHust. I1pn HeoOX0JMMOCTH MOXKHO 33/1aTh YTOYHSIOLINE BOMPOCHI, IIEPECIPOCHTH COOSCETHNKA.
Heo0x0auMo yYUTHIBaTh MHEHHE COOSCEHUKA U MPUBOJUMBIC KM apTyMEHTBI IPU MPHHATAN OKOHYATEIFHOTO PELICHHS, KOTOPOe
JIOJDKHO CTaTh JIOTUUECKUM 3aBepLICHHEM quaiora. Eciu penieHne IpoTHBOPEUUT COACPIKAHUIO POBEACHHON OeceIpl,
KOMMYHUKATUBHAs 33]]a4a MOXKET 0Ka3aThCs HEBBIMOJIHEHHON. DTO 03HAYAET, YTO YYACTHUK Oecenbl (PopMaNbHO MPOroBapuBal CBOU
JIOBOJIbI, HE CIICITUII 33 PEIUTHKaMHU COOSCeTHIKA 1 JIOTHKON Pa3BUTHS TUAJIOra.

*/lHUIMATHBHOCTH B Oecezie mpearonaraeT yMeHHe BOBJICYb MapTHEPa B AUAIOr. B TaHHOM THIIE [Hanora 3TO MPOSBISICTCS HE
TOJIBKO B yMECHHH 3aIPOCHTh MHCHHE COOCCeIHNKA, HO M B MPUIIIALICHHUH [IPEIaraTh CBOM BAPHAHTHI ISl 00CYKICHHS.

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




