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3aB. xaenpoii SuxydaeBa Alicyny CepreeBHa

BusuposBanue PII/] nist ncnoJineHusi B 04epeiHOM y4eOHOM roay

Pabouas nporpamma nepecMoTpeHa, 00CyXeHa U 0100peHa ISt
ucnosHeHus B 2028-2029 yueOHOM ro/y Ha 3aceqaHuu Kadeapsl
Kadeapa MHOCTPAHHBIX SI3bIKOB U METOIMKH NMPenoaaBaHust

IIpoTokomor 2028r. Ne
3aB. kadenpoii SukydaeBa Aiicyny CepreeBHa



1. HEJIX X 3AJAYN OCBOEHUSA JUCITAIIJINHbBI

11

U&’lu.‘ cDOpMI/IpOBaHI/Ie HWHOSI3bIYHOMN KOMMyHHKaTPIBHOﬁ KOMIICTCHIUMU I JCJI0BOI'O O6IHCHI/I$[ B yCTHOﬁ ¥ TUCbMEHHOM (1)0pMaX.

1.2

3adauu: - oCBOCHNE TPAMMATHIECKOTO U JIEKCHIECKOTO (00IIEero ¥ TEPMHUHOJIOTHYECKOT0) MHHUMYMa B 00beMe,
HEOOXOANMOM JUTS IEJI0OBOTO OOIIECHHS Ha HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHNE KOMMYHUKATHBHBIX YMEHHUH YCTHOTO M IMCBMEHHOTO JIEJIOBOTO OOLICHUSI HA NHOCTPAHHOM SI3BIKE;

- (popMUpOBaHKE YMEHHH BBIIOIHATE IEPEBOA MPO(ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA TOCYAAPCTBEHHBII
SI3BIK U 0OpATHO.

2. MECTO JUCHUIIITUHBI B CTPYKTYPE OOII

Hukn (pazger) OOIT:

2.1

TpeGoBanus K NpeABAPHUTEJbHOMN NOAr0TOBKe 00y4al0Ilerocs:

2.11

IpequiecTByOMIEH U1 H3y9IEHUS JUCUUILINHEL SBISIETCS JUCUUILTHHA «THOCTpaHHBIH A3BIK» HA IPEIBIIYIIEM YPOBHE
00pa3oBaHusI.

2.2

JMCUMIINHBI M TPAKTHKH, 151 KOTOPHIX OCBOEHHE JAHHON TUCIMILIMHBI (MOIYJIsI) HEOOXO0MMMO KAK
npe/lIecTBYOLIee:

221

BrImonHeHne, MOATOTOBKA K MPOIEAYPE 3alIUTHI U 3aIUTa BHITYCKHO!N KBATH()HKAIHOHHOW paboTEI

3.

KOMITETEHLIMY OBYYAIOIIETOCSl, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUS INCLIATLINHBI
(MOZYJIS)

YK-4: Cnioco0eH 0CcyIecTBJSITH 1eJ10BYI0 KOMMYHHMKAIIUIO B YCTHOI U mMUcbMeHHOI ¢opMax Ha rocyJapcTBEHHOM sI3bIKe

Poccuiickoii ®@eaepanuu u ”HOCTPAaHHOM(bIX) A3bIKe(aX)

HN-1.YK-4: BrageeT cuctemMoii HOPM PyCCKOro JUTEPATYPHOIO SI3bIKA MPH €ro UCMOJb30BAHUM B KauecTBe

roCyAapcTBeHHOTro si3bIka Poccuiickoii @egepanuy 1 HOPMAMH HHOCTPAHHOI0(bIX) A3BIKA(0B), HCIOJIb3YyeT Pa3JHYHbIe

(hopMbI, BUABI YCTHOI M NUCbMEHHOH KOMMYHHKAIINH.

- 3HaAcCT OC

HOBHBIE IPAMMAaTHYECKHE CTPYKTYpPbI; 00IIEYIOTPEOUTEIbHYIO, OOLIEKYIBTYPHYIO U IPO(ECCHOHANBHYIO JICKCUKY;

peYCBbIC KINIC, H€O6XO}_'[I/IMLIC JUIs1 OCYIICCTBJICHUA )16]'[03017[ KOMMYHHUKallM1 Ha THOCTPAHHOM S3bIKC
- YMECT NIOCTPOUTH BbICKA3bIBaHUS B CMOACIMPOBAHHBIX (HpCZ[J'IaFaeMLIX) CUTyanuax OGI.[IGHI/IZ Ha MHOCTPAHHOM S3bIKE, IIPABUJIBHO
HCIIOJIb3YyA Bep6aIILHLIe u HeBepGaﬂBHLIe CcpeacTea O6I.LI€HI/IH

- BJIaJIC€T

HWHOCTPAHHBIM A3BIKOM KaK CTHUJIEM ACJIOBOTO O6H.I€HI/ISI

HNJI-2.YK-4: Ucnoab3yeT si3bIKOBBIE CPeICTBA JIsI AOCTHKEHHS MPOodecCHOHATBHBIX IeJiell Ha PycCKOM U HHOCTPAHHOM(BIX)

si3pIKe(axX) B paMKaxX MEKJIMYHOCTHOTO U MEKKYJIBTYPHOTO O0IEHMS.

- 3HACT OC

00CHHOCTH CTUIMCTHUKH HAITMCAHMS O(l)I/ILU/IaJ'H)HbIX nu HeO(l)I/I]J,I/IaIIbH])IX MHUCEM

- yMeeT BECTH AENOBYIO MIEPENUCKY C YIETOM COLHOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPeACTaBUTEISIMU [P YTUX CTpaH

- BJIaICCT

TEXHUKOU JACJIOBOI'0 NMCbMa Ha MHOCTPAHHOM S3BIKC

4. CTPYKTYPA H COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HaumenoBaHue pa3/iesioB U TeM /BH]L Cemectp / | YacoB | Komneren- | Jlutepatypa | Uute | Ilpumeuanue
3aHATHSA 3aHATUS/ Kvpe JIa70%8 PAKT.

Pazgen 1. Kypc anrauiickoro si3pika

1.1 I'maroi to be. 1 2 Na-1.YK-4 JI1.1J12.1 0 Jluckyccus.
BpeMena aHrmiicKoro riaroJia rpymmisl NA-2.YK-4 [IncemenHbIE
Simple, Active. paboTHI.
[TocTpoeHne BOIIPOCUTENBEHOTO
MPENIOKECHHUS.

[IpaBuna cnoptuBHoro 3tukera. Tekct
"My profession."

How to write a resume and a job
application letter.

/J1a6/




1.2

I'naron to be.

BpemeHa aHIIIMICKOro I1arosa rpyImbl
Simple, Active.

HOCTpoeHI/Ie BOIIPOCUTECIBHOTO
MpEeIJIOKCHUA.

Tekct "My profession.”

How to write a resume and a job
application letter.

/Cp/

31,6

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

J1.1J12.1

1.3

BpemeHa aHIIMICKOro Ii1arosa rpyImmsl
Progressive, Active.

MOZ[&J'ILHLIC TJI1aroJibl U UX 3aMCHHUTECIIN.
Texcr "The sports I play."

Join the debate.

/J1a6/

WJ-1.YK-4
UJ-2.YK-4

J1.1J12.1

Juckyccus.
Ponesas urpa.

1.4

Bpemena anrnuiickoro riarosa rpymibl
Progressive, Active.

MopanpHbIe I1aroJibl U UX 3aMEHUTEIH.
Texcr "The sports I play."

Join the debate.

/Cp/

32

WJI-1.YK-4
WJI-2.YK-4

J1.1J12.1

1.5

I'maron to have
Bpemena anrnmiickoro raaroya rpymibl
Perfect, Active

OMpaTryeckas KOHCTPYKIHsS it is/was ...

that/who

Texct «The Psychodynamic and
Behavioral Approaches».

/JTa6/

V-1.VK-4
WJ-2.VK-4

J1.1J12.1

[TepeBon Tekcra.

1.6

T'maron to have
Bpemena anrnmiickoro riaroia rpymib
Perfect, Active

OMpaTryeckas KOHCTPYKIHsS it is/was ...

that/who

Texet «The Psychodynamic and
Behavioral Approachesy.

/Cp/

32

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

J1.1J12.1

1.7

BpemMena aHTIHHACKOTO I1arojia TPyIsl
Simple, Passive.

JBoitHoii coro3 both... and.

Tekcr «The Cognitive and Humanistic
Approachesy.

/J1a6/

WJ-1.YK-4
UJI-2.YK-4

JI1.1J12.1

Tecr.

1.8

BpemeHa aHIIHHCKOTO T1aroJia rpymis
Simple, Passive.

JIBoliHOM coto3 both... and.

Texcr «The Cognitive and Humanistic
Approaches».

/Cp/

32

V-1.VK-4
WJ-2.VK-4

J1.1J12.1

Paznean 2. [IpomesxxyTouHasi aTTecTalusA
(3auéT)

2.1

IoaroroBka k 3a4éty /3auér/

3,85

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

J1.1J12.1

2.2

KonrakrHas padota /KCPATT/

0,15

V-1.VK-4
WJ-2.VK-4

J1.1J12.1

Paznean 3. [IpomesxxyTouHasi aTTecTanus
(3auéT)

3.1

Toaroroska k 3a4éty /3auérCOL/

3,85

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

J1.1J12.1

3.2

Konrakrhas pa6ota /KCPATT/

0,15

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

J1.1J12.1

Paznen 4. Koncyapranun

41

Koncynpranus no mucuuruimie /Konc/

04

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

J1.1J12.1




5. ®OHJ1 OHEHOYHBIX CPEJICTB

5.1. ITosicHuTEIbHAA 3aIHCKA

1. Ha3znauenue ¢oH/a OLleHOUHBIX cpencTB. OIEHOYHbIE CPENICTBA IPEAHA3HAUYEHBI J1JIsl KOHTPOJIS U OLEHKH 00pa30BaTeIbHbIX
JOCTHKEHUN 00YYarOIIMXCsI, OCBOMBIIHX IPOrpaMMy YUeOHOH TUCIUIUTUHBI « THOCTpaHHBIN S3BIKY.

2. ®oHA OLEHOYHBIX CPEACTB BKIIOYAET KOHTPOJIBHBIE MaTePHAIbI sl IPOBEACHHS TEKYIIEro KOHTPOJIS B (POPME TECTOBBIX
3aJaHui, POJIEBON UIPBI, MUCBMEHHBIX paboT, AUCKYCCHH, TEKCTOB JUIS YTSHUS U IIepeBOa U MPOMEXKYTOYHOM aTTecTanuu B popme
BOIIPOCOB K 3a4€Ty, 3aUeTy C OLIEHKOM.

5.2. OueHounsble cpeCcTBA JJIs TeKYIero KOHTPOJIS

BxozaHO# KOHTPOJIb (IPUMEPHOE 3aaHKE)

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 noaxosinee oTHOcHTebHOE MecTouMenue: 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 BoinoaHua 84-100% 3apaHuii «OTIMYHOY», HOBBIIICHHBIH yPOBEHb

CryneHt BoinoaHuI 66-83% 3amaHnii «XOpOIIOY», MOPOrOBBIA YPOBEHb

Crynest BeinoaHua 50-65% 3agaHuii «yOBIETBOPUTEIHHOY, IIOPOTOBbIH YPOBEHBb

Cryzent BoinosnHuI MeHee 50% 3aqanHuii «HeyI0BIETBOPUTEILHOY, YPOBEHD HE chopMHUpOBaH

Tect 1 (IIpumepHbie 3a1aHus)

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

2 flexible hours

3 high salary

4 company car

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




3 job security
4 company car

3. Match the sentence beginnings with the endings:

1 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 go on  g) from home once a month.

8 Piet often works flexible h) football on Sunday.

4. Choose the best words to complete the sentences:

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

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

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

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

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

5. Match the questions with the replies:

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

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

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

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

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

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

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

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

Kputepun ouenku:

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

CryneHT BoinoaHUI 66-83% 3amaHnii «XOpOIIOY», MOPOrOBBIH YPOBEHb

Crynest BoinonaHua 50-65% 3amaHuii «yOBIETBOPUTENHHOY, TOPOTOBBIN YPOBEHb

Crynent BeinoaHwi MeHee 50% 3alaHuii «HEYAOBIETBOPUTEIBHOY, YPOBEHb HE CHOPMUPOBAH

Tect 2 (IIpumepHble 3a1aHus)

1. Complete the conversation with words: a restaurant / August / Friday / Barcelona / Germany / golf / Poland / Polish
A ls 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. I 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, 1 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. |
usually (6) a taxi to my hotel. After | (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, | .

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

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

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

CrynenT BeimonHMI MeHee 50% 3amaHnil «HEyJOBICTBOPUTEIBHOY», YPOBEHB HE COPMUPOBAH

Tect 3 (IlpumepHbIe 3amaHwsT)

1. Choose the best word to complete the sentences.

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

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

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

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

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

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

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

1 A How coffee do we have?

B We don’t have any.

2 A How days off do you get every year?

B 21.

3 A T’ve just made a pot of tea. Would you like more?
B Yes, please.

4 A Are there a lot of engineers in your office?

B No, there aren’t . We’re all businesspeople.
5 A Do you have soup today?

B Yes, we do. We have vegetable soup.

6 A How time do you have free this afternoon?

B Sorry, I don’t have any. I’'m really busy.
7 A Are there  cars in the car park?




B Yes, there are.

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

My company (1) (provide) training every year for all employees. Last month, I (2) (go)on a

three-day training course about project management. It (3) (be) an interesting three days. We (4)

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

4. Match the questions with the responses.

1 How much is the room per night?

2 Can | have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

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

7 Can | pay with American Express?

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

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

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

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

e) Yes, that’s right.

) After 10 p.m.

2) I’d like to book a room, please.

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

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

A Tell me about your new MP3 player.

B What would you like to know?

A Tell me about the design.

B Well, it  a unique design. It’s the only player on the market now with this type of lid.

A What’s special about it?

B You can it easily. It protects the player. It makes it very tough. The target market for this model is teenagers
who want to look cool.

A What about colours?

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

A It’s very lightweight and compact.

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

A What about the price?

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

Kpurepuu oneHku:

Crynenrt BoinosHuI 84-100% 3anaHuil «OTIMYIHOY, IOBBIIEHHBINH YPOBEHb

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

Crynent Beinonaua 50-65% 3ananuil «yJ0BIETBOPUTEILHOY, IOPOTOBbIH ypOBEHB

CrynenT BoITONHUI MeHee 50% 3a1aHuil «HEeyIOBICTBOPUTEIBHOY, YPOBEHD HE CHOPMUPOBAH

Tecr 4 (IlpumepHbIe 3a1aHU)

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

1. Nike sports clothing sellstoa  market.

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

. 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%




. 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
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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 | need some training to do a) costs.

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

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

4 We don’t have  d) at home?

5 We have to cut e) possible.

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

7 How about studying @) to me.

Kputepuu ouenku:

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

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

Crynest BoinonaHua 50-65% 3anaHuii «yOBIETBOPUTEIHHO, IOPOTOBBIN YPOBEHb

CryneHt BeinoiaHmwi MeHee 50% 3alaHuii «HEYAOBIETBOPUTEIBHOY, YPOBEHb HE CHOPMUPOBaAH

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 | (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.

Kputepun ouenku:

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

CryneHT BoinoaHUI 66-83% 3amaHnii «XOpOIIOY», MOPOrOBBIH YPOBEHb

Crynest Boinonaaua 50-65% 3amaHuii «yJOBIETBOPUTEIBHOY, IIOPOTOBbIH YPOBEHBb

Crynent BeinoaHui MeHee S0% 3aaHuii «HEYJOBIETBOPUTEIBHOY, YPOBEHb HE CHOPMHUPOBAH

Tect (IIpumepHble 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! | (7) see you next week!

Kpurepuu onenku:

Crynent BbinonHua 84-100% 3anaHuil «OTIMYHOY, IOBBILIEHHBINA YPOBEHb

CryzeHT BhIIONIHUI 66-83% 3aJaHuii «XOpOI10», HOPOTOBLIN YPOBEHb

Crynest Beinonaua 50-65% 3aganuii «yOBIETBOPUTEIHHOY, IIOPOTOBBIH YPOBEHBb

CryzeHT BeIoHII MeHee 50% 3aJaHuil «HEeYIOBIETBOPHTEIHHOY», YPOBEHB HE c(HOPMUPOBAH

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, I (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.
AT(7) (not travel) anywhere yet this year but next month I’m going to Spain on holiday.

. Match the sentences with the responses.

. What time is good for you?

. What’s a good day for you?

. We could meet the other members of the team.

. There’s something I’d like to talk to you about.

. Do you have any special strengths?

. What do you do in your free time?

. What did you learn from your last job?

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

OCOoONOUTA, WNEFP W

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.




f) 27th March would be fine.

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

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

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

b) My main aim is to become

c) | 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.

Kputepuu ouenku:

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

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

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENEHOY, IOPOTOBBIA yPOBEHb

Cryzenrt BbinonHuI MeHee 50% 3a1aHuil «HEeyI0BIETBOPUTENLHOY», YPOBEHD HE C(HOPMUPOBAH

OnenouHoe cpenctBo "PoneBast urpa"

IIpumepHbIe TEMBI

1. Tema (mpo6itema) «At the Hotel»

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

Ponu:

a) a guest;

0) a hotel’s manager.

OsxuaeMblil pe3yJibTaT — HHCIIEHHPOBKA Oecelbl OpraHu30BaHa U IPEICTAaBICHa B COOTBETCTBHH C CUTYalHeil 00IIeHNSI.

2. Tema (mpobnema): «Food and Entertainingy

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;

0) amanager.

O’kuzaeMBIi pe3ysbTaT — MHCIEHUPOBKA Oecelbl OpraHN30BaHa M IPEJICTABICHA B COOTBETCTBHUH C CUTYaIHeil 00IeHNSI.




3. Tema (npobiema) «At a Trade Fair»

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

Pomu:

a) a store manager;

6) a manufacturer.

Osxunaemslii(e) pe3ynbTar(bl) — HHCIICHUPOBKA Oece bl OpraHu30BaHa U MPEJICTABICHA B COOTBETCTBUU C CUTYallUeH OOIICHUS.

4. Tema (mpo6nema) «Dealing with problemsy

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

a) a manager;

0) an office worket.

O)KI/IILaeMHﬁ Pe3yiIbTaT — MHCIICHUPOBKA 6606}.‘[])1 OpraHu3oBaHa U MPEJCTaBJICHa B COOTBETCTBUU C chyauMeﬁ 06HI€HI/I$L

5. Tema (npobnema) «Participating in discussiony

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

a) an advertising manager;

0) an advertising manager.

OskuaaeMBIil pe3ynbTaT — HHCIICHUPOBKA Oece/bl OpraHM30BaHa M NPEACTABIICHA B COOTBETCTBHIH C CUTYAIMEeH OOIICHNS.

6. Tema (mpobiuema) «Presenting your company»

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

Pomu:

a) a representative of company Nel;

0) a representative of company Ne2.

O’xuaeMblil pe3ysbTaT — HHCIEHHPOBKA Oecelbl OpraHu30BaHa U IMPEICTaBIeHa B COOTBETCTBUH C CHUTYyalHei OOIIeHHsI.

7. Tema (npobiiema) «Making arrangementsy

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

Pomu:

a) a managing director;

0) a customer.

O’xuaeMblii pe3ysbTaT — HHCIIEHHPOBKA Oecellbl OpraHu30BaHa M IPEJICTAaBIeHa B COOTBETCTBHIH C CHTYalHell 00IeHNsI.

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

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

Ponu:

a) a manager;

0) a manager.

O’xuzaeMblii pe3ysibTaT — HHCIIEHHPOBKA Oecellbl OpraHu30BaHa M IPEJICTAaBIeHa B COOTBETCTBHIH C CHTYalHell 00IeHN .

9. Tema (npo6inema) «Interview skills»

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

Pomu:

a) a director;

0) a candidate for the job.

O’xuaeMblii pe3yJibTaT — HHCIIEHHPOBKA Oecellbl OpraHu30BaHa U IPEJICTABICHa B COOTBETCTBUH C CUTYal[ed OOIICHHSI.

Kpurepun oneHku:

OtueHka "OTIAMYHO": CTYACHT AEMOHCTPUPYET XOPOLINE HABBIKK U YMEHHsI CBOOOJHOTO PEUEBOr0 B3aUMOICHCTBHS C MAPTHEPAMHU:
yMeeT Ha4yaTh, MOAJEPKaTh H 3aKOHUUTH Oecey; coOIIoIaeT 04epEAHOCTD IPU 0OMEHe peruIiKaMu; BOCCTAaHABJINBAaeT Oeceny B
ciryuyae c0os; SIBJIIETCS aKTHBHBIM, 3aMHTEPECOBAHHBIM COOECETHMKOM; COOJII0IaET HOPMbI BEKIIMBOCTH. YMEET 3MOIIMOHAIBHO
n300pa3uTh XapakTep, HACTPOEHHE, TyBCTBA UCIIOIHIEMOT0 I'eposl B PA3INUHBIX CUTYalUsIX; YHOTPEOIsSeT CIOKHbIE
TpaMMaTUICCKNE KOHCTPYKIHUU B pEYU; JONYCKACT HE3HAUYNTCIIbHBIC TPaAMMAaTUYCCKNUEC OLHI/I6KI/I; yHOTpC6J’[ﬂCT PasroBOpHLBIC
(hopMyIBI B COOTBETCTBHHU C CUTYaIMEH OOICHNUSI.

OrmeHka "xopomo": CTyJeHT JeMOHCTPUPYET HABBIKU M YMEHUSI CBOOOTHOTO PEYEBOT0 B3aUMOICHCTBUS C MApTHEPAMH: yMEET
HayaTh, MOJ/IEPKaTh (B OOJNBIIMHCTBE CIy4aeB) U 3aKOHYUTH Oecely; COOMI0IaeT 04epEéMHOCTh TP OOMEHE PETUTHKAMH;
JEMOHCTPHPYET HAINYUe MPOOJIeMbl B IOHUMaHHH COOSCEIHUKA; HE BCETIa COOTI0IAeT HOPMBI BEXKIIMBOCTH. Y MEET SMOIMOHAIBHO
1300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA UCIIOJIHAEMOT'0 Te€pOsl B Pa3JIMUHBIX CUTYALMsX; YIIOTPEOIsIeT B peun
HPEUMYIIECTBEHHO MPOCTHIE MPEIOKEHNUS; JOIYCKAaeT HE3HAUNTEIbHBIC TPaMMaTH4eCKHe OMNOKH; YIIOTPeOseT pa3sroBOPHEIC
(hopMyIBI B COOTBETCTBHHU C CUTYaIMEH OOIICHNUS.

OrieHKa "yIOBIETBOPUTENILHO": CTYICHT HE SIBJISCTCS] aKTUBHBIM COOECETHUKOM; HE MOYKET BOCCTAHOBHUTB Oece/ly B cityyae c0osi;




HCTIONIB3YeT He3HAUNTENbHBII 00beM H3ydIeHHOH JTEKCHKH; JOMyCKaeT IpaMMaTHIECKIE OIIHOKH;
OueHka "HEYHOBIETBOPUTENLHO": CTYAEHT SABJIETCS IACCUBHBIM COOECEJHUKOM; HE MOXKET IOAAEPKATh OOIIEHHE; JOIYCKaeT
rpy0Oble IPaMMaTHUECKUE OLIHOKH.

OueHouHOE cpeAcTBO «JIucKkyccus»
HepequL TEM AJI HpOBeZ[eHI/IS{ ILI/ICKyCCI/II/II
Work and leisure.

Problems.

Business trips.

Food and entertaining.

Sales.

People.

Markets.

Companies.

The Web.

Cultures.

Jobs.

Kpurepun onenxun:

Ornenka "oTIMYHO": CTYIEHT peann3yeT yMEHHE TOCTPOUTH BHICKA3bIBAaHUS B CMOZEIMPOBAHHBIX (TIPEAIaraeMbIX) CUTYaIHIX
0O0IIeHHs] HA HTHOCTPAHHOM S$I3bIKE, PABUIILHO HCIIOJIB3Ys BepOaibHbIE U HeBepOaJIbHBIE CPEJICTBA OOIICHUS, apTyMEHTHPOBAHO
u3Jarath COOCTBEHHYIO TOUKY 3pEHHs HAa HHOCTPAHHOM SI3bIKE.

OreHka "Xopouo": CTyJIeHT ClIOCOOEH MOKa3aTh YMEHHUS IIOCTPOUTH BBICKAa3bIBaHHS B CMO/ICIMPOBAaHHBIX (TIpeiaraeMbliX)
CHTYaIHsIX OOIEHHUS HAa MHOCTPAHHOM SI3BIKE, IPABHIIBHO MCIIONB3YsI BepOaibHble U HeBepOaIbHBIE CPEACTBA OOIIEHHS, a TAKKe
n3J1araTh COOCTBEHHYIO TOUKY 3PEHHMSI HA HHOCTPAHHOM SI3BIKE.

OrieHKa "yIOBIETBOPUTENHLHO": CTYICHT IO/ PYKOBOJICTBOM TPETOAaBaTeNs CIOCOOCH MMOKa3aTh yMEHHS TOCTPOUTh BBICKA3bIBAHUS
B CMOJIETIMPOBAHHBIX (MIPE/IIaraeMbIX) CUTYaIHsIX OOIEHUSI HA HHOCTPAHHOM SI3bIKE, TPABIIILHO HUCIIONB3Ys BepOabHbIE H
HeBepOaJIbHBIC CPEACTBA OOILICHUS U U3JIarasi CBOI0 TOUKY 3pEHHsI HA HHOCTPAHHOM SI3BIKE.

OreHKa "HEYOBIETBOPUTEIIHHO": CTYIEHT 3aTPYAHSIETCS HIIM HE MOXKET II0Ka3aTh YMEHHS IOCTPOUTH BBICKA3bIBAHUS B
CMOJICTTMPOBAaHHBIX (TpEe/IIaraeMbIX) CUTyanusx oOIIeH!I HA MHOCTPAHHOM S3BIKE, IPABUIIBLHO HCIIOJIb3Ys BepOaIbHbIE U
HeBepOaJIbHBIEC CPEACTBA OOIICHHUS, a TAKXKE H3JIaraTh COOCTBEHHYIO TOUYKY 3PEHHUS] HA HHOCTPAHHOM SI3bIKE.

OnenouHoe cpenctso «IlepeBon TekcTOB»
IprMepHBIE TEKCTHI AT TIEPEBOJIa C aHTITHHCKOTO Ha PYCCKHIt

Text 1

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

Paul Trible and Paul Watson are founders of Ledbury, acompanythat makes luxury shirts. Their company is in
Richmond,

USA. The first thing they do everyday when they get to workischeck customer e-mails. They do about 95 per cent
of

their business online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond,
Virginia. The company hastwo fulltime employees. They don't have official meetings. They talk toeach other. Atlunchtime,
they goto the shop to talk to customers. They spend 25 percent of thedayon the phone with their web designer. The
website takes alotof time and money. To raise money ($300,000) to startthe business, theyasked 20 friends from their
business school to invest money. The friends alsowear the shirts and introduce their colleagues to the company. For
example,

an investor who works in alarge insurance company in Houston wore their shirts, andin the past four monthsthey got
about 12 more customers from there.

Text 2

Getting it right: doing business abroad by Natasha Stidder

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

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

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

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

Text 3

Should I stay or should | go? by Lucy Kellaway

The problem "My new job is a great disappointment. My department is badly run, top managementsdon't seemto care, and my
new colleagues are not very friendly. Now I hear that my old boss wants me back. | want to seeifhe is serious, but that might
seem like |am desperate to return to myold job. Besides, | don't want to be too hasty. | have worked in my new job for six




The solution Going backto an old employeris never abadidea. You know exactly what it is like to work for your old
boss. You know thatworking thereis comfortable, and sometimes comfort is agood thing. You say your old boss is anxious to
rehire you, but don't approach him yet. Waitand let him cometo you. Try to negotiate areturnwithalot more money and
a

promotion. But remember you've only been away for six months. I'mnotsure that this is long enoughto make a decision
about the new place. Some organisations don't like outsiders; it takes awhile before they accept them, and until then, they
are

pretty unfriendly. Spend time working hard at your new job and be friendly. Then, if you decide to go back toyour old
job,

you know that you tried.

Kputepuu ouenku:

OneHka "OTINYHO": CTYICHT CAMOCTOSITEIBHO peaM3yeT YMEHUs [0  MepeBoy NPOeCcCHOHAIBHBIX TEKCTOB C MHOCTPAHHOTO Ha
rOCYJapCTBEHHBIH S3bIK M 00paTHO, BIIaJZIeeT OCHOBAMH TEXHHUKH MIEPEBO/IA. .

OrieHka "XOpouIo": CTyIeHT ClIOCOOCH MOKa3aTh YMEHHUE MepeBoia  MPpodecCHOHATBHBIX TEKCTOB ¢ MHOCTPAHHOTO Ha
TOCY/IaPCTBEHHBIN S3BIK M OOPaTHO, CHOCOOEH YaCTHYHO MOKa3aTh BaJeHHE OCHOBAMHU TEXHHUKH II€PEBOIA.

OrieHKka "yIOBIETBOPUTENILHO": CTYACHT CIIOCOOEH IMOJT PYKOBOJICTBOM IPENOAaBaTelsi IOKa3aTh YMEHHSI MO MEPEBOLY
npodeccnoHaIbHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYAAapCTBEHHBIH S3bIK M 00PAaTHO, CIIOCOOEH MOKa3aTh YaCTHYHOE BIIaJCHUE
OCHOBAaMH TEXHUKH TEPEBO/A.

OreHKa "HEYJOBJIETBOPUTENIHHO": CTYICHT 3aTPYAHACTCS WM HE MOXKET MOKa3aTh YMEHUS, HE BJIaJICET OCHOBAMU TEXHHUKH
TITENEROTIA

5.3. TeMbl NUCbMEHHBIX padoT (3cce, pedepaThl, KypcoBbie padoThI U AP.)

1. Composing a resume.

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

4. Law in my life.

5. Composing an e-mail.

Kpurepuu ouenku:

- OLIEHKA «OTJIMYHOY BBICTABIISETCS CTYJICHTY, €CIIM CTYJCHT ITOKa3bIBAET INIyOOKUil ypOBEHb 3HAHUH 0COOCHHOCTEH
(hopmanbpHOTO M HE(hOPMATBHOTO OOMIEHUS, IPaBHJI TOCTPOSHHS MICBMEHHOTO PEYEBOTO BHICKA3bIBAHHS HA M3Y1aeMOM S3bIKE;
CaMOCTOSTENILHO PEaN3yeT YMEHUsI BECTHU JICJIOBYIO MIEPEMHCKY C YUETOM COLMOKYJIBTYPHBIX OCOOEHHOCTEH C MPeCTaBUTEIISIMU
JpYTUX CTpaH; BIIaJIceT TEXHUKOM MEPEBOAA U PENAKTUPOBAHMUS.

- OIICHKA «XOPOIIO» BBICTABIISIETCS CTYIEHTY, €CIIHM CTYACHT IOKa3bIBaeT XOPOILINHA yPOBEHb 3HAaHUN 0cOOEHHOCTEN (hOpMaTEHOTO
¥ He(OPMAIILHOTO OOIIEHMS, TPABMII IIOCTPOCHHUS MMCBMEHHOTO PEYEBOTO BHICKA3bIBAHMUS HA H3YYaeMOM SI3BIKE; CIIOCOOCH
MOKa3aTh YMEHUS BECTH JICJIOBYIO MEPENHICKY C YUETOM COIMOKYJIBTYPHBIX OCOOEHHOCTEH C MPEeICTaBUTEIAMU APYTHX CTPAH;
CIOCOOEH YaCTHYHO IT0KA3aTh BJIaJICHNE TEXHUKOM MepeBoa U peaaKTHPOBAHHS.

- OIICHKA «YAOBJIETBOPUTEIHFHO» BBICTABIISIETCS CTYIEHTY, €CIIM CTYACHT IOKa3bIBaeT 6a30BbIi ypOBEHb 3HAHHH 0COOEHHOCTEH
(opmanbpHOTO M HE(hOPMATIBHOTO OOIIEHUS, IPABUJI TOCTPOSHHS MUCBMEHHOTO PEYEBOTO BHICKA3bIBAHHS HA M3Y4aEMOM S3bIKE;
0] pyKOBOJICTBOM IIpenofiaBareis CocoOeH MoKka3aTh YMEHHUS BECTHU JICTIOBYIO MIEPEMUCKY C YIETOM COLMOKYIBTYPHBIX
0COOCHHOCTEN C MPEICTABUTEISIMU JIPYTUX CTPaH; CIOCOOEH YaCTUYHO TI0Ka3aTh BJIa/IeHUE TEXHUKOHN IepeBoa 1
pelaKTUPOBAHUS.

- OLICHKA «HEYJIOBIETBOPUTENBHOY BBICTABISETCS CTYAEHTY, €CIIU CTYEHT MOKA3bIBAET HEYJOBIETBOPUTENLHBIN YPOBEHb 3HAHUI
ocobOeHHOCTEeH (POPMAIIBHOTO U HE()OPMATEHOTO OOIIEHHS, IIPaBIJI HOCTPOSHHS IINCHbMEHHOTO PEYEBOr0 BBICKA3bIBAHMS Ha
M3y4aeMOoM SI3BIKE; 3aTPYAHACTCS WM HE MOXKET [T0Ka3aTh YMEHHUS BECTH JICTOBYIO NIEPEMUCKY C YIETOM COLMOKYIBTYPHBIX
0COOCHHOCTEH! C MPEICTABUTEISIMU JIPYTUX CTPaH; HE BIIaJIeeT TEXHUKOHN MePeBO/ia U peIaKTHPOBAHMS.

5.4. OueHo4YHbIE CPeACTBA JUISI MPOMEKYTOUHOMN aTTecTalMuU

Bomnpocs! k 3auety
I ITpomexxyTOUHBIN TECT

1) ITpomeXyTOUHBII TECT U1 3a¥eTa 10 TUCIHIUIHHE “VIHOCTpaHHBIN SA3BIK” BKIIIOYAET JIEKCHKO-TPAaMMaTHYECKUE 3aJaHNS U3
OaHka BOIIPOCOB, KOTOpHﬁ MpeACTaBJICH B OLICHOYHOM CPEICTBE «TecTy».
IIpumepHsble 3a1aHusA:

- give the Russian equivalents for the Active Vocabulary word-combinations;

- suggest synonyms from the Active Vocabulary list to match the given expressions;
- complete the sentences using the Active Vocabulary;

- answer the questions using the Active Vocabulary;

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

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

- read the text and answer the questions;

- complete the sentences about the text;

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

- complete the letter with the words from the box;

- match the parts of the letter to their names;

2) Hammucanwue pestome.




Kpurepun oneHku:

- «3aUTECHO» BBICTABIIETCS CTYACHTY, €CJIM C(OPMHPOBAH KaK MUHUMYM IIOPOTOBBIN YPOBEHb HHIUKATOPA JOCTIKCHUS
KOMITETEHIINH:

- IOKa3bIBaeT 0A30BBIN YPOBEHb 3HAHUIT OCHOBHBIX ITPaMMATHUECKUX CTPYKTYp; O0LIEyOTPeOUTENbHOMN, O0IIEKYIbTYPHON 1
npodeccroHaNBbHO JIEKCHKH; PEYEBBIX KIIUIIE, HEOOXOINMBIX JUIS OCYILIECTBIICHHUS JIEIOBOM KOMMYHHUKAIIMK HAa HHOCTPAHHOM
A3bIKE; 0COOCHHOCTEH CTHIIMCTUKY HallMcaHus OQUINATIBHBIX 1 HeO(QUIINAIbHBIX IIHCEM, 3HAHHH OCHOBHBIX NEPEBOIUISCKUX
TpaHchopMaIHid, a TaKKe 3HAHUH IPaBUII IPO(ECCHOHAIBHOTO PEUEBOr0 STHKETA;

- [I0J] PYKOBOJICTBOM IIPEOAaBaTeNsl CIIOCOOEH MM0Ka3aTh YMEHHsI IOCTPOSHHMS BHICKa3bIBAHUS B CMOAEIHPOBAHHBIX
(mpennaraeMbIxX) CUTYyaIUsIX OOIMIEHHUS HA MHOCTPAHHOM SI3BIKE, TPABHIIHLHO HCIIONB3YsI BepOanbHbIe U HeBepOalbHBIE CpeCcTBa
OOILEHNST; BECTH JAEIOBYIO IIEPEIHICKY C YYETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH C MPENICTaBUTENISIMHU JPYTHX CTPaH,
BBITIOJIHATH NEPEeBOJ] MPO(ECCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA FOCYIapCTBEHHBIH S3BIK U 0OPATHO, a TaKKe
apryMEHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE;

- CIIOCOOCH YaCTHYHO ITOKA3aTh BIIaJeHHE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHUS, TEXHUKON ETI0BOTO IHChMa
Ha MHOCTPAHHOM SI3bIKE; OCHOBAMH TEXHUKH IIEPEBOAA, HABBIKAMH BE/ICHHS AUCKYCCHU M TIOJIEMUKH Ha HHOCTPaHHOM SI3bIKE.

- KHE3aYTEHO» BBICTABIISIETCS CTYJICHTY, €CJIM YPOBEHb HHANKATOPA JOCTHKEHUSI KOMIIETEHIIMU HE COOPMHUPOBAH:

- IOKa3bIBAET HEYAOBICTBOPUTEIBHBIN YPOBEHb 3HAHUI OCHOBHBIX IPaMMAaTHIECKUX CTPYKTYP; O0OIEYIOTpeONTENbHOH,
OOILEKYIbTYPHOH M POQeCcCHOHANBHON JIEKCUKHU; PEUEeBBIX KIINIIE, HEOOXOIUMBIX JJIsl OCYILECTBICHHS AeJI0BOH KOMMYHHKAIMN
Ha MHOCTPAHHOM SI3bIKE; 0OCOOCHHOCTEH CTHIMCTHKH HAlMCAHUS OQHUIIUATBHBIX U HEO(DUIIHANBHBIX IHCEM, TIPABHIT
npodeccHoHANBHOTO PEYEBOT0 ATUKETA, & TAKIKE 3HAHWI OCHOBHBIX MIEPEBOAYECKUX TpaHCHOPMALIHIA;

- 3aTPyHSIETCS WM HE MOKET MOKa3aTh YMEHHUS ITOCTPOCHUS BEICKA3bIBAHHS B CMOJICTMPOBAHHEIX (IIPEIaraeMbIX) CUTyanusIxX
OOILeHUs] HA HTHOCTPAaHHOM SI3BIKE, [IPAaBUIILHO MCIIOJNB3Ys BepOajibHble H HeBepOallbHbIE CPE/ICTBA OOIEHNUS; BECTH JICIOBYIO
MEPENUCKY C YYETOM COIMOKYIIBTYPHBIX 0COOCHHOCTEH C MPEACTaBUTEISIMH APYTUX CTPaH, apryMEHTHPOBAHO H3JIaraTh
COOCTBEHHYIO TOUKY 3pEHHUS HA HHOCTPAHHOM S3bIKE, 8 TAK)KE BBIOJIHATH NEPEBO/I NMPO(ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO
(-pIX) Ha rOCYHapCTBEHHBIH A3BIK H 00PaTHO;

- HE BJIaJIceT MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOLIEHUsI, TEXHUKOM JIeJIOBOTO MHChMa Ha HHOCTPAHHOM SI3bIKE;
OCHOBaMHM TEXHUKH NIEPEBO/IA, HABBIKAMH BEACHHS AUCKYCCHH M IOJIEMHUKH Ha MHOCTPAHHOM SI3bIKE

Bompocsl k 3a4eTy ¢ OLICHKOH.

1. Progress Test.
IIpumepHsIii TecT:

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

a) contact companies

b) meet new friends

c) talk about products or services

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




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

2. Translate the Text into Russian.

IIpumepHBIE TEKCTBHIL:

Text 1.

Brazil has anew law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve,
but

businesses are angry. The cost of hiring people is already expensive. Some people think thatit will be difficult to
carry

out the law.

Claudia Sakuraba, owner of Camaval Store, acostume shop in Sao Paulo with four employees, says: "What about
when

you sendan e-mail and because of problems withthe Internet providers in Brazil, it doesn'tarrive straight away? Or
you

send atext message early in the morningand for some reason, they don't get it until the evening? It's not clear
how this

is all going to work."

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

help people to work more efficiently.

Some people say that in Sao Paulo, the mainthings to do are towork, eat andspend the weekendin shopping
centres.

Many employers and employees spend hours answering e-mail or working on the phone. Workaholics spend time
sending

and receiving office-related emails. Probably half of these are notreally necessary. Brazil's law encourages employers
to

prevent people working after hours whenit is not necessary. If acompany wantsthem to be available 24/7, it pay
them.

Text 2.

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

Japan

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

Exchange business cards using both hands. The following gifts should be avoided: clocks, umbrellas, white flowers
and

handkerchiefs -these signify tears or death

India

Business cards should be givenand received with the right hand. Avoid wrapping gifts in black or white these are
believed

to bring bad luck.

Middle East

Handshakes can last a long time. Do not be surprised if your hostleads you by the hand. Do not be surprised if people
interrupt meetings with phone calls orwalk in unexpectedly. Expect people to muiti-task in meetings, for example
checking

and sending e-mails. In meetings, it is notunusual for people to disagree sometimes loudly.

Text 3.

There has been anincrease in self-employment. It isn't because people wantto become entrepreneurs. Instead, it is
the s

result of people doing part-time odd jobs to avoid unemployent.

In the UK, the number of self-employed people hasrisen by 300,000 since spring 200Bto 4.14 million the
highest

since records began in 1992. This Presents 14.2 per cent ofall employment. Over the same period, the number of
employees in work has fallen by 700,000.

But the new self-employed are likely to take ajob with anemployerif they could find one. Most economists expect
unemployment to carry on rising over the coming months.

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

As a general group, two-thirds of self -employed people work 15 more than 30 hours aweek. However, things are
different

for people who have become self - employed since 2008, where almost ninein 10 work fewer than o 30 hours. In
addition,

around aquarter of self-employed people work in construction.

Kpurepun onenku:
OIICHKA «OTIMYHO» BRICTARIICTCS. €CIIM  CTVIICHT MTOKA3RIBACT TIVOOKOE 3HAHUE:




- IpaBmWJI IPO(ECCHOHATBEHOTO PEYEBOT0 ITHUKETA.

CryzneHT criocoO€eH 10Ka3aTh YMEHHS:

- IOCTPOUTH BBICKA3bIBAaHHSI B CMOJICIIMPOBAHHBIX (TIpeJyIaraeMbIX) CUTYalUsiX OOIIEHHS Ha MHOCTPAHHOM $I3bIKE, IIPaBUIIBHO
HCTIONB3YS BepOalibHBIC U HeBepOaJbHBIE CPEICTBA OOIICHNS;

- OCHOBHBIX MEPEBOAYECKUX TPAaHC(HOPMALIHIA;

- BECTH JICJIOBYIO IIEPEIUCKY € YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISAMH APYTHX CTPAaH;

- BBITTOJIHUTH MEpeBOA NPO(ECCHOHAIBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYAApCTBEHHBIH S3bIK M 00PaTHO C YaCTHYHOM
HOMOIIBIO IPENOAaBaTeIs;

- apIrYMEHTHPOBAHO M3JaraTh COOCTBEHHYIO TOUYKY 3pEHHs Ha MHOCTPAHHOM SI3bIKE.

CryneHt cioco0eH YaCTUYHO ITOKa3aTh BIIaICHUE:

- MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEIOBOTO OOIIEHNS;

- HABBIKAMH BEICHHS ITUCKYCCHU HAa HHOCTPAHHOM S3BIKE.

OreHKa «yIOBJIETBOPUTEIHHOY» BBICTABISETCS, €CIIH CTYACHT TOKA3bIBaeT 0a30BBI YPOBEHb 3HAHHM:

- OCHOBHBIX I'PaMMaTHYECKHUX CTPYKTYP; OOMICYNOTPEOUTEIHHOM, OOMIEKYIBTYPHO!N U MPOGECCHOHATBHOM JICKCUKH;, PEUEBBIX
KITHIIE, HEOOXOIUMBIX JUIS OCYIIECTBICHHS JeTOBOM KOMMYHUKAIIMHA HA HHOCTPAHHOM SI3BIKE;

- MpaBwI NMPO(HECCHOHATHFHOTO PEYCBOT0 ITHUKETA.

ITox pyKoBOACTBOM IIperoaBaTelsl CIIOCOOCH TOKa3aTh YMCHHS:

- IIOCTPOUTH BBICKA3bIBAHUA B CMOACIMPOBAHHBIX (npeﬂnaraeme) CUTyaludax 06III€HI/I$I Ha MTHOCTPAHHOM SA3BIKC, ITPaBUJILHO
HCTIONB3YS BepOalTbHbIC U HEeBepOATbHBIC CPEIICTBA OOIICHHUS;

- BBITNIOJIHUTB IICPEBO HpO(beCCI/IOHaJ'lI)HLIX TEKCTOB C MHOCTPAHHOTO Ha FOCyZLapCTBeHHLIﬁ SA3bIK U O6paTHO C YaCTUYHOU
TIOMOIIIBIO TIPETIOIaBaATEIIS,

- ApTYMCHTHUPOBAHO H3JIaraTb COGCTBCHHyIO TOYKY 3p€HUA HAa THOCTPAHHOM S3bIKE.

CrynmeHT cnoco0OeH YaCTUYHO ITOKa3aTh BIIaICHUE!

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHMS,

- HAaBBIKAMH BEICHUS TUCKYCCHUH M TIOJEMHUKH Ha HHOCTPAHHOM SI3BIKE.

Or11eHKa «HEYIOBJIETBOPUTEIHHOY BBICTABIISETCS, €CIIU CTYIEHT [TOKa3bIBaeT HEYIOBJICTBOPUTEIBHBIA YPOBEHb 3HAHMUIA:

- OCHOBHBIX TPaMMAaTHYECKHUX CTPYKTYP; 0OIIEeymoTpeOnTeIFHOH, 00IICKYIBTYPHON U TPO(ECCHOHATBHOMN JIEKCHKH; PEYEBBIX
KJINIIC, HGO6XO[[I/IMI>IX JJIA OCYIECTBJICHU A [[eHOBOﬁ KOMMYHUKAIIUU HA HHOCTPAHHOM S3bIKE;

- MpaBWJI MPO(HECCHOHATBFHOTO PEYEBOTO STHUKETA.

CTyI[eHT 3aTPYAHACTCA NI HE MOKET ITOKa3aTb YMCHUS:

- IOCTPOUTH BBICKA3bIBAHUS B CMOJICIIPOBAHHEIX (TIpEeIaraeMbIX) CHTYallUsIX OOIICHNU Ha MHOCTPAHHOM SI3BIKE, TPABHIILHO
MCTIONB3Ys BepOabHbIe U HEBEpOAIbHBIE CPEACTBA OOIIEHUS;

BEITTOJTHUTP TIEPEBOJT TPOPECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO HA TOCYIapCTBEHHBIH S3BIK M OOPATHO C YaCTHYHO I
MIOMOIIBIO TIPETIOIaBATEIs;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pCHUS Ha MHOCTPAHHOM SI3BIKE.

CTyneHT He BaJeeT:

- HHOCTPaHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHUS.

- HaBbIKaM# BE€ACHUA JUCKYCCUU HA HHOCTPAHHOM SA3BIKE.

6. YHAEBHO-METO/JMYECKOE H TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIIUIIJIMHbBI (MOAY JIST)

6.1. PexomMenayemas qutepatypa

6.1.1. OcHoBHast 1UTEpPaTYypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, rox On. agpec
JI1.1 | Murskuna O.B., AHTTTHACKUI A3BIK JUTS IETOBOTO OOIICHHS. Kemepogo: http://www.iprbookshop.ru
epuna U.B. Dkcrpecc-Kype: yueOHoe nocodue ams KemepoBckuii /61258.html
CTYJEHTOB BceX (popM 0OydeHHs TEXHOJIOTHYECKHH
HMHCTUTYT ITHUIIEBOI
HPOMBIIIIEHHOCTH,
2014
6.1.2. lonoiHUTEIbHAS TUTEPATypa
ABTOpEI, COCTaBHTEIH 3arnaBue W3natenscTBO, TOX Om. agpec
JI2.1 | 3emnsnoBa ML.II. MHocTpaHHbI A3bIK (AHTTIMHCKUR). Tromenb: Tromenckwuii | https://icdlib.nspu.ru/view/
Communicative english: let's read and discuss: rocyaapCTBEHHBIH icdlib/7067/read.php
yueOHO-MeToAnuecKOe ocodue yHUBepcHuTeT, 2018

6.3.1 IlepeyeHs NpPOrpaMMHOro odecnedeHust

6.3.1.1 [ Kaspersky Endpoint Security xms 6usneca CTAHAPTHBIM

6.3.1.2 | MS Office

6.3.1.3 | SInnexc.bpaysep



http://www.iprbookshop.ru/61258.html
http://www.iprbookshop.ru/61258.html
https://icdlib.nspu.ru/view/icdlib/7067/read.php
https://icdlib.nspu.ru/view/icdlib/7067/read.php

6.3.1.4 | LibreOffice

6.3.1.5 | Moodle

6.3.1.6 [ NVDA

6.3.1.7 | MS Windows

6.3.1.8 [ PEL OC

6.3.2 Ilepeyenb nHGOPMALUOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | MexBy30BCcKast 3JI€KTpOHHast OMOIHOTEKa

6.3.2.2 | DnexkrpoHHO-OMbIMOTeuHast cucrema [PRbooks

6.3.2.3 | baza nanHbIX «OnekTpoHHas OMOIMOTEKa ['OpHO-ANITaiCKOTO TOCYIapCTBEHHOT'O YHUBEPCUTETA

7. OBPA3OBATEJIBHBIE TEXHOJIOT' U

poJieBas urpa

AUCKYCCHUsL

NHCbMCHHBIC pa6OTI)I

TNIEpeBOA TEKCTa

8.

MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIHHUIIIMHBI (MOAY JIS)

Homep aypuropun

Ha3znauenmue

OCHOBHOE OCHAIIIEHHE

402 A2

VYueOHast ay JUTOpHS AJIsl IPOBECHUS
3aHATHH JEKINOHHOTO THIIA, 3aHATHH
CEMHHAPCKOI'o THIA, KypCOBOTO
MIPOEKTUPOBAHUS (BBITOJHEHHUS KYPCOBBIX
paboT), rPyNIOBBIX U UHAUBUAYAIBHBIX
KOHCYJIBTAINH, TEKYIIEr0 KOHTPOJIS 1
IIPOMEKYTOUYHOH aTTecTaluu

Pabouee mecto npenoaasarens. [locagounsie mecta
oOygaromuxcs (10 KOJTHMIECTBY 00YJaOIIIXCS).
WHTepakTHBHAs JOCKA C IIPOEKTOPOM, KOMIBIOTED,
y4eHHYecKast 10CKa, Npe3eHTallHOHHas TpuOyHa,
MOJKIIIOYEHHE K HHTEPHETY, IIKa]bL, yCHINTEIbHbIE KOJOHKH

403 A2 YueOHas ayquTopus s IPOBEACHUS Pabouee mecto mpemonaBatens. [Tocagounsie MecTa s
3aHATUHN JICKIIMOHHOTO THIIA, 3aHATUI obOy4aromuxcs (1o KOJUIEeCTBY 00 yJaromuxcs),
CEMHHAPCKOT0 THIIA, KYPCOBOTO ydeHUUYecKas Tocka, kKadeapa, MyITbTHMEIUHHBIN TPOESKTOP,
IIPOEKTHPOBAHNUS (BBITOIHEHHUS KYPCOBBIX HETOYK
paboT), TPYIIIOBBIX W MHAUBUAYAIBEHBIX
KOHCYIIbTAIUi, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOYHOU aTTECTANU

112 A2 YueOHast ayIUTOpus IS IPOBEACHUS Pabouee mecto mpemonasarens. [Tocagounsie mecta
3aHATUN JICKIIMOHHOTO TUIIA, 3aHATHI oby4aromuxcs (1o KOJUIEeCTBY 00yUaroIIuxcs).
CEMHHAPCKOT0 THIIA, KYPCOBOTO WHaTepakTHBHAS JOCKA C IPOSKTOPOM, KOMIIBIOTED,
MIPOEKTUPOBAHMS (BBITIOJTHEHHSI KYPCOBBIX YUYeHHUYECKas JO0CKa, Mpe3eHTalMOHHas TpuOyHa,
paboT), TPYIIIOBBIX W MHAUBUAYAIEHBIX MOIKITFOUCHIE K HHTEPHETY
KOHCYIIbTAIUi, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOYHOU aTTECTANU

111 A2 Y4yeOHasg ayTUTOpHUs AJIS IPOBEICHUS Pabouee mecto mpenonasatens. [locagounsie Mecta
3aHSATUHN JICKIIMOHHOTO THUIIA, 3aHATHH oOyyaromuxcs (TI0 KOJTHYECTBY 00YJAOIIIXCS).
CEMUHAPCKOTO TUTIA, KypCOBOTO Yuenunueckas 10cka, pe3eHTaloHHas TpuOyHa,
MIPOEKTHPOBAHUS (BBIIOJHEHUS KYPCOBBIX HWHTEPaKTHBHAS JIOCKA, TPOCKTOP, HOYTOYK
paboT), TPYNIOBBIX U WHIANBUIYATBHBIX
KOHCYJIbTallUi, TEKYIIEro KOHTPOJIS U
MIPOMEXYTOYHOHN aTTeCTaIlluu

320 A2 KowmmertotepHsiii kiacc. YueOnas aynutopusi | Pabouee mecto npenonasatens. [Tocamodnsie mecta

JUISL IPOBEJICHUS 3aHATHIH JTEKIIMOHHOTO
THUTIA, 3aHATHH CEMHUHAPCKOTO THIIA,
KypCOBOTO IPOEKTUPOBaHMUsI (BBITOIHEHUS
KYpPCOBBIX pa0oT), TPyNIIOBBIX U
UHAWBUYaJIbHBIX KOHCYIbTALUH, TEKYIIETO
KOHTPOJISI ¥ IPOMEKYTOYHON aTTeCTAIlNH.
ITomemienne 1t caMOCTOSITENbHON paboThI

oOyuatormuxcs (1o KOJIMYECTBY 00yJaroIIuXCst).
KoMIiproTepbl, ydeHHUeCcKast 10CKa, MOJIKIIOYCHUE K CETH
Wntepner




322 A2 KowmmerotepHsrii kiacc. Jlabopatopust Pabouee mecTo npenogasarens. [locagounsie mecTa

nH(OpMaTUKH U MHPOPMALIMOHHO- o0y4aromuxcs (10 KOJIMYECTBY 00ydarouuxcs).
KOMMYHHUKATHUBHBIX TEXHOJIOIHH. Y4eOHas KoMnbloTepsl, yaeHnYeCcKas JOCKa, OAKIIOYEHHIE K CETH
AyAUTOPUS JUIS IPOBEACHUS 3aHATHIH WnrepHer

JEKIIMOHHOTO THIIA, 3aHATHIH CEMHHAPCKOI0
THIIa, KypCOBOTO IPOEKTHPOBAHHUS
(BBITIOTTHEHNUS KyPCOBBIX paboT), TPYIIIOBEIX
Y MH/IUBUTYyaJIbHBIX KOHCYJIbTalNH,
TEKYILIEro KOHTPOJIS K IPOMEXKYTOUHON
arrecraiuu. [Tomemenne s
CaMOCTOATENBHOM PaboThHI

9. METOAUYECKHE YKA3ZAHUA JJIAA OBYYAIOIIIUXCA ITIO OCBOEHUIO JTUCHUIIIMHBI (MOY JIST)

MCTO,HI/I'-ICCKI/IC YKa3aHus 110 BBITIOJIHCHUIO CaMOCTOSITeIILHOU pa60T1>1
MCTO,HI/I'-ICCKI/IC YKa3aHus K BBIIIOJIHCHUIO JICKCUKO-TPaMMaTHYCCKUX pra)KHeHI/Iﬁ

IIpu paboTte ¢ IeKCUKO-rpaMMaTHIECKUM MaTepHaIoM HEOOX0AUMO CTPEMHUTHLCS HE TOJIBKO K Y3HABAHUIO CJIOBA HJIH
rpaMMaTH4ecKoro 000opoTa, HO M K NOHUMAHUIO 1IeJIM €r0  yrnoTpeOyieHHss B JaHHOM KOHTEKCTe.

Wzy4aemplit MaTepuan TpedyeT MpakTHYECKOTO IIPUMEHEHHS, TPEXKIe BCETO B BUIE JIEKCUKO-TPAMMATHIECKHX

YIIpaXHEHHH, KOTOPBIE CIIeyeT BHIOIHATH TOJBKO MOCIE TIIATENFHOM NpOpadOTKH BCero MaTeprana. l3yueHne rpaMMaTuku
HeJb3s HauaTh «C cepeAnHbI». Kax b1l HOBBIN pa3aen 6a3upyercs Ha U3y4eHHOM Npesxe MaTepuaine. O1HaKo U3ydeHHe TOJIBKO
rpaMMaTuKu 0e3 MpaBHIILHOTO MPOU3HOLICHUS ¥ 3HAHHS JIEKCUKH OCTAETCs «BEIBI0 B ceOey. JIMIIb KOMIICKCHBIH MOIX0/ 1
MOCTETIEHHBIHN MEPEX0/1 OT MPOCTOrO K CIOKHOMY MOXKET JJaTh TpeOyeMbIld pe3yJIbTar.

TIpu BBINOTHEHNH YIPaXKHEHUH CHAaYalIa CIeyeT 03HAKOMUTBCS C TPaMMaTHYeCKUMHI KOMMEHTapUSIMH, IPOCMOTPETH 3aIHCH,
c/ienaHHble Ha 3aHATHH. [IpH IOAroTOBKE K KOHTPOJIBHBIM padOTaM TpeOyeTcsl TaKXKe MIPOCMOTPETh BECh JIEKCHKO-TPaMMAaTHYECKUHA
MaTepHal, B TOM YKCIIC IOMAIIHUE TUCbMEHHbIE YIIPaKHEHHUS.

CryzneHTaM peKOMEHTyeTcsl HCIIOIb30BaTh 00yJaloIie KOMIIBIOTEPHBIE IPOTPAMMBI, KOTOPBIE JAlOT BO3ZMOKHOCTH HE TOJIBKO
MIPOCIyIIATh NPaBUIIbHOE (OHETHUECKOE OPOPMIICHHE PEUH, HO U BEIPAOOTATh HAaBBIKH HCIIOIb30BAHUS MPABIIBHBIX JIEKCHKO-
rpaMMaTHYECKUX CTPYKTYP IPH TOMOIIHN YIPAKHEHHUH.

IIpu n3yyeHnn onpeaeaEHHBIX JEKCHYECKUX U TPAMMATHYECKHX SIBICHUHA HEMEIKOTO SI3bIKa PEKOMEHIyeTCsI UCTIONIb30BaTh CXEMBI,
TaOJIMIIBI U3 CIIPABOYHUKOB 10 TPaMMaTHKE, TIIATEILHO TOTOBUTD UX JJIsl 0OecredeHns: MpoyHoro ycBoeHus. [Ipu nocrpoenmnu
HEMEIIKOTO MPEUIOKEHUS CIIeyeT PacIoaraTb CJI0Ba B CTPOTO ONPEAEIEHHOM IOPSAKE, YUUTHIBAs, YTO HOPSAOK CIIOB B
TIOBECTBOBATEIIFHOM, BOIIPOCUTEILHOM U OTPULIATEIHHOM IPEUIOKEHUAX OTIMYACTCS OT MOPSAIKA CIIOB B PYCCKOM IPEAIOKESHUH.

MeTO,HI/I‘-IeCKI/Ie PEKOMEHAAUU 11O MOATOTOBKE pOHeBOﬁ Urpbl

B cTpyKTYype poseBoit UTphI Kak polecca BEIACISAIOTCS CIeTyIONINe COCTABISIONINE:

* TEMa,;

* POJTH, B3ATHIE Ha Ce0sl UTPAIOIIUMU;

* UTPOBBIE ACUCTBHS KaK CPEACTBA peallU3alMy 3TUX POJIeH;

* UTPOBOE YNOTPEOICHUE MTPEIMETOB, T. €. 3aMELICHUE PEaIbHBIX BEIEi UTPOBBIMHU, YCIIOBHBIMH;

* peaJIbHbIC OTHOLICHUS MEXKIy UTPAFOLIMH;

* CIOXKeET (colepxaHue) — 00JacTh ACHCTBUTEILHOCTH, YCIOBHO BOCIIPOU3BOIUMAs B HTPE.

B nporiecce poneBoit UTpBI 0TPadaTHIBAIOTCS U YCBaUBAIOTCSL:

1) sTHYEeCcKHe HOPMBI ¥ IPABHJIA TIOBEICHHUS U ONpeNIeNIeHHbIE COLMAIBHBIE PO B TOM HJIM HHOM STHOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOEHHOCTH, XapaKTEePHBIE YePThI, BOSMOKHOCTH T€X WK WHBIX COLUAIBHBIX TPYIIIT WIIH OMPEACICHHBIX KOJUICKTHBOB —
aHAJIOTOB TPEANIPUATHIA, PUPM, T.€. PA3THUYHBIC THUITBI SKOHOMHUYECKHX M COLUAIBHBIX HHCTUTYTOB, YTO BIIOCJICICTBUN MOXET OBbITh
MEPEHECEHO B COLIMAIBHYIO MPAKTUKY;

3) yMEHHS COBMECTHOM KOJUIGKTUBHOM JIESTEILHOCTH;

4) KyIbTYpHBIC TPAAULUH U HOPMBL.

PoneBble Hrpbl, TEMa U CIOKET KOTOPBIX OCHOBAH Ha COACPIKAHUH TEKCTOB, WILTIOCTPUPYIOT OBEICHUE B CUTYAIlMU MEXKYJIBTYPHOTO
oOreHus.

B kadecTBe MpUEeMOB, XapaKTEPHBIX AJISI METOJA POJIEBOI UTPBI BBICTYIAIOT CIIETYIOLINE:

- IPUEM BOCCO3/IaHHsI KOMMYHHUKATHBHOTO KOHTEKCTa, KOMMYHHKAaTHBHON CUTYalLlUH;

- IPUEM BHPTYaJIIbHOW 3KCKYPCHH, KOTOPBI MOYXXHO OPTraHU30BaTh KaK C MOMOILBI0 TEXHHYECKUX CPENICTB, TaK U C UCMOJIb30BaHUEM
peanbHBIX (OTOMATEPHATIOB B y4eOHON ayIUTOPHH,

- IPUEM JIpaMaTH3alliH, HAaTPaBJICHHBII HA CO3J1aHUE YCIOBHH, MPUOJIMKEHHBIX K YCIIOBUSM PEAbHOTO OOLICHUS, CBA3aHHBIH C
CO3JIaHMEM CUTYalluH OOIICHUSI, ONIPEICIICHAEM [IeIIH, pacpe/ieIeHHEM poJieii;

- ipueM pedIeKCUBHOM NACHTU(DHUKAIMHY, PEANONIaraloni UICHTUPHUKAIMIO C 00BEKTOM OOIIEHNUS U TIOBECTBOBAHUE OT HMEHHU
3TOro 00bEeKTa.

MeTOILI/I‘-IeCKI/Ie yKa3aHI/I$I K HalTMCaHUIO JCJIOBOIO IMHMChbMa
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 ykazaHHs K YTEHHIO ¥ IEPEBOLY TEKCTOB PO eCCHOHAIBLHOM HAaIlPaBICHHOCTH

TekcTel mpodeccHoHanbHOW HANpaBIEHHOCTH HAa WHOCTPAHHOM S3BIKE IMOMEMO CBOEH OCHOBHOM  3agauyd — HHGOPMATHBHOCTH
— TIOMOTAIOT NOMOJHUTh OOLUMH ¥ TEMAaTUYECKUH CIIOBApHBIM 3amac, TPEHUPYIOT B IPOUHOUICHUH HEMELKHX CJIOB U
BBIPOKEHHUH, 3aKpEIUIIOT MpaBWja TI'PAMMATHKH, COCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOW PEYH.
IIpenrekcroBelii 3Tam:

- TPOYTHTE 3arojOBOK M CKaXHTe, O dYeM (0 KOM) OyIeT MITH pedub B TEKCTE;

- O3HAaKOMBTECh C HOBBIMHM CJIOBAMU M CJIIOBOCOYETAaHMSAMM (€CIM TaKOBbIE JaHBl K TEKCTY C IIEPEBOJIOM);
- I[poydTaiiTe W BBHIUIINTE CJIOBA, 0003HAYAIOLINE. .. (TAETCS PYCCKUI DKBHBAJICHT);

- BbIOEpUTE W3 TEKCTa CIIOBA, OTHOCAIIMECS K M3ydaeMoi Teme;

- HallIuTe B TEKCTE HE3HAKOMBIE CJIOBA.

TexkcToBBIN 3Tar:

- IPOYTHUTE TEKCT;

- BBIIENHTE CJOBa (CIOBOCOYETAHUS WM IPEIUIOKEHUS), KOTOpBIE HECYT BaXHYIO (KIFOUYEBYIO HH()OPMAIIHIO);
- BBIIUIIATE WJIM TOTYEPKHHUTE OCHOBHBIC HMEHA (TEPMUHBI, ONPEHeIeH s, 0003HAUCHH);

- chopMynmupyiTe KIIOYEBYI0O MBICIb KaXKIOTro ab3ama;

- OTMEThTE CIJIOBO (CJIIOBOCOYETAaHHE), KOTOpOE Jydllle BCEro IepelJaeT CoAep)KaHWe TeKcTa (4acTH TEKCTa).
IlocnerexcToBblit 3Tarm:

- 03arJaBbTE TEKCT;

- HOPOYTHUTEC BCIYX MNPCATIOKCHUSA, KOTOPBIC MMOSCHAOT HA3BAHUC TCKCTA,

- HaliiuTe B TEKCTE TMPEIUIOKEHHS ISl ONUCAHMUS ...

- rmoxaTBepAMTEe (OTPOBEPTHUTE) CIIOBAMH M3 TEKCTA CIEAYIOIIYIO MBICTD ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIAH TEKCTA;

- BBINMIIMTE KJIIOYEBBIE CJIOBA, HEOOXOIUMBIC ISl IEPEeCcKa3a TEKCTa;

- TEPECKAXKUTE TCKCT, OIIUPAACh Ha IUIAH;

- TIEPECKaXXHTE TEKCT, OMMPAsICh Ha KIFOUEBBIC CIIOBA.

IIpu mnoaroroBke pedepupoBaHUUS TEKCTa PEKOMEHIYETCSl BOCTIOIb30BATHCS ClIEAYIOMIEH NaMIATKOM:

1. Tlocne mnpouTeHus Tekcra pa30OeliTe ero Ha CMBICIOBBIE YACTH.

2. B kaxnol dacTM HalguTe MNpeIoKeHHe (MX MOXKET ObITh HECKOJbKO), B KOTOPOM 3aK/IIOYEH OCHOBHOM CMBICII 3TOW YacTH
TEKCTa. BRIMUIIUTE 3T NpeAIoKeHus.

3. TloguepkHuTe B 3TUX NPEATOKECHUSIX KIIOUEBBIE CIIOBA.

4. CocraBbTe IUIaH MepeckKasa.

5. Omnmupasich Ha IUIaH, IEPECKAKUTE TEKCT,

6. Omnupasicb Ha KIIOYEBBIE CJIOBA, PACCKAKUTE TEKCT.

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

ITamsTKa MO COCTABICHUIO JUCKYCCUU

B mporecce moAroToBKY K BHIIOIHEHUIO 3a/1aHUA (AUCKYCCHUS) BHUMATEIBHO U3YYUTE €0 COJIEPXKATEIbHOE HAallOJIHEHNE,
OIpeIeNINTe KOHKPETHYIO CUTYAIMIO 1 KOMMYHUKAaTHBHYIO 3a/1a4y OOLIeHNS.

Curyanust oOIIeHHS YeTKO U JJAKOHMYHO KOHKPETU3UPYETCS B IMEPBBIX ABYX-TPEX MPEUIOKEHHUAX 3aJIlaHUs, [IO3TOMY HUX CIEIyeT
YUTaTh OCOOCHHO BHUMATEIIBHO.

* O6s3aTenbHO 00CyauTE BCE MpeAaraeMbple BapHaHThl, BHE 3aBHCHMOCTH OT COOCTBEHHBIX MPEANOYTEHUI.




*ByapTe HHUIMATHBHBIM TAPTHEPOM [0 OOIICHHIO, 8 He TACCHBHO OXKU/IAWTE BOIIPOCOB CO CTOPOHBI cobecenHrka. Heobxommmo
HayaTh Oecey ¢ KpaTKOTo BCTYIUICHHS —00BSICHEHUsI CUTyaluu. Jlanee cieayeT akTHBHO BECTH Oece/ly: TpeiaraTb BapHaHThl s
00CyKIeHH s, 33]1aBaTh COOTBETCTBYIOLIME PEUCBOM CUTYAIIMU BOIPOCHI, IPU HEOOXOAUMOCTH MePECIPAIIUBATh, YTOYHATh MHEHHE
cobeceHrKa, OCYIIECTBILIT MEPEXO/T OT OJJHOTO BapHAHTa K IPYroMy, B 3aBeplLICHHE Oecebl Mocie 00CYXKICHUS BCEX BaPUAHTOB
CaMOMYy TIPEIUIOKHUTH pelieHue. PelieHre JOMKHO JTOTHYHO BBITEKATh U3 BCETO CKa3aHHOTO 00OMMH MapTHEpaMH, He 3a0yAbTe MpU
ITOM ellie Pa3 MOUHTEPECOBATHCS MHEHHEM COOECeTHUKA.

*BexITMBOCTD B JHAJIOTE MIPEAIIOIATAET, IPEKAE BCETO, MPOSIBICHNUE 3aHHTEPECOBAHHOCTH [0 OTHOIICHHUIO K CBOEMY MAPTHEPY I10
o01IeHHI0, 0053aTeNIbHOE pearipoOBaHUe HA €r0 PEIUTHKH (ITYCTh MOPOIO C TIOMOIIBI0 KOPOTKHUX PEIUIMK pearupoBanus). Heobxoanmo
BHHMATEJIBHO CIYIIATh MAPTHEPA U IaBaTh a[CKBATHBIC PEAKI[MU HA TO, YTO OH TOBOPUT. B TaHHOM THIIE Uaora 4amie BCero
OTBETHBIMH PEaKIUsIMHU OyIyT COTTIACHe WK Hecoracue (PUYeM BEXIINBOE), H, BO3MOXKHO, YIUBICHUE, COMHEHHUE. [IpH 3TOM,
6€3yCII0BHO, CIIETyeT CTapaThCsl UCIOIB30BATh Pa3HOOOPa3HbBIC I3BIKOBBIC CPEICTBA JUIS BHIPAKCHHUS TAHHBIX S3BIKOBBIX ()YHKITUH.
* AKTHBHO TIpeJuiaraiite BapuaHThI JJIs1 00CYKICHUS (€CTECTBEHHO, MOCIIE TOCTATOYHO MOJAPOOHOT0 00CYKICHUS KaXKI0TO
MPEIBIYIETO).

*[Ipu npe/yIoKEHHH CBOCTO BapHAHTA CICAYET JaBaTh YSTKHE Pa3BEePHYTHIC apIyMEHTHI B €ro NONb3y. B cirydae Hecormacus
cobeceiHIKa HEOOXOAUMO PEarupoBaTh Ha €ro PEIUIMKH CBOMMH KOHTPApryMEHTaMH, COIIacysl UX C €ro JOBOJaMH. Y MEHHUE
YCIBIIATE MAPTHEPA U a[IeKBATHO W apIyMEHTHPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKAX OCOOCHHO LICHHO B
JIAHHOM THIIe quanora. OTHAKO COBCEM HEe0O0sM3aTeNbHO BCETIa HE COTAIIAThCS C TTAPTHEPOM, BElb B PEaIbHOM KOMMYHUKAIIMU MBI
JIOCTaTOYHO YaCTO MEePecMaTPUBAEM CBOIO TOUKY 3PEHHS, B3BELIMBAsI IOBOBI «3a» U «IIPOTHBY. [IpH coriacku ¢ MHEHHEM
cobeceTHKA Ba)KHO MPUBECTH JOTOIHUTEIBHBIE JOBOIBI B MOJIB3Y 00CYKIaeMOT0 BApHAHTA HIIH Pa3BEePHYTh apryMEHT
co0eceHuKa.

* AKTHBHOCTB U B&XKJIMBOCTH COOECEAHMKA MIPEIIIONAaraeT 3anHTEPECOBAHHOCTh BO MHCHHH MAPTHEPA 110 OOLICHHUIO, TI03TOMY B
Geceie cieryeT HHTEPECOBAaTHCSI MHCHHEM COOECEIHUKA 110 IOBOY IIPEAIaracMbIX BAPUAHTOB, 3aPALIUBATE €r0 COTIIACHE HIIH
HECOrJIacHe O CBOEi TOuKo# 3peHus. IIpu HeoOXOJMMOCTH MOXKHO 33/IaTh YTOYHSIOIINE BOIPOCHI, IIEPECIPOCHTH COOECETHHUKA.
Heo06x0anMo yYUTHIBATh MHEHHE COOSCEHUKA U MIPUBOUMBIC UM apTYMEHTHI IPU MPHUHATHH OKOHYATEIHFHOTO PEIICHH s, KOTOPOe
JIOJDKHO CTaTh JIOTHUSCKUM 3aBeplIeHHEM Juanora. Eciu penieHne IpoTHBOPEUUT COIEPKAHHIO IPOBEICHHON OeceIbl,
KOMMYHHKATHBHAsI 33]1a4a MOXKET OKa3aThCsl HEBBITIOMHEHHO. DTO 03HAYaET, YTO YUYaCTHHUK Oece bl popMaIbHO MPOroBapuBal CBOH
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 MHCHHE COOECeJHNKA, HO M B IPUIJIALICHUH [IPEJIaTaTh CBOM BAPHAHTHI sl 00CYKICHHS.

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




