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1. HEJIX U 3AJAYU OCBOEHUSA TUCIMITJINHBI

1.1{L]enu: ®opMupoBaHUE UHOS3BIYHOW KOMMYHUKATUBHON KOMIETCHIMH ISl IEJIOBOTO OOIICHHUS B YCTHOW M MUCHMEHHOM
(dopmax.

1.2|3a0auu: - ocBOGHUE TPAMMATHYECKOTO U JICKCHYECKOTO (0OIIEro U TEPMHUHOJIOTHYECKOr0) MHHUMYMa B 00beMe,
HEOOXOMMOM JUIsl IEJIOBOTO OOIIEHHUSI HA HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHHE KOMMYHUKATHBHBIX YMEHHH YCTHOTO M MCbMEHHOT'O JIEJIOBOTO OOIICHUS HA MHOCTPAHHOM SI3bIKE;
- popMupoBaHUE YMEHHUH BBITIOIHSITH IMEPEBO.T PO(HECCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) Ha
rOCYJapCTBEHHBIH SI3bIK M OOPATHO.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT: b1.0

2.1|TpeGoBanus K NpeABAPHUTE]bHOI NOAT0TOBKE 00y4aIOIIerocs:

2.1.1|IIpenriecTByoNIeH Ui M3Y4SHUS TUCHUIUTAHBI SBISCTCS AUCUUILTHHA «IHOCTpaHHBIH S3bIK» HA MPEABIIYIIEM YPOBHE
o0pa3zoBaHus.

2.2|JucuMnInHbI H IPAKTHKH, /15 KOTOPBIX OCBOEHHUE JAHHOH ANCHUTLIMHBI (MOAYJIs1) HEOOX0AMMO KaK
npeauiecTByloIlee:

2.2.1|BbInonHeHue, TOAr0TOBKA K MPOIEAYPE 3allIUThI M 3al1Ta BHITYCKHOW KBANN(UKAIIMOHHOMN paboThI

3. KOMIETEHIMY OBYYAIOIEIOCSI, ®°OPMHPYEMBIE B PE3YJIbTATE OCBOEHUS1 1Y CLIATIJIMHbBI
(MOJLYJIST)

YK-3: Cnoco0eH ocylecTBJISITh CONMAIbHOE B3aUMO/elicTBHE M PeaiIn30BbIBATH CBOIO POJIb B KOMaH/ie

N-4.YK-3: D¢pdexTnBHO B3auMojeiicTBYeT ¢ APYyTrUMHU YJIeHAMU KOMAHAbI, B T.4. y4acTByeT B 00MeHe HH(popManmeii,
3HAHUSIMHU U ONIBITOM, H NMPe3eHTAIIMU Pe3yJIbTATOB Pa0OTHI KOMAH/BI

- 3HaeT MpaBuiIa NPOPECCHOHAIBHOTO PEYEBOTO STHKETA
- yMeeT apryMeHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE
- BJIaJieeT HaBbIKAMH BEJCHUS TUCKYCCHH HAa HHOCTPAHHOM SI3bIKE

YK-4: Cnioco0eH ocylecTBJISITh [1€JI0BYI0 KOMMYHMKAIMIO B YCTHOH M MHMCbMEHHOI (popMax Ha rocy1apcTBEHHOM sI3bIKe
Poccuiickoii @enepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

N-1.YK-4: BeiOupaer Ha rocy1apcTBeHHOM H HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHKATHBHO NIpHeMJIeMble CTUJIU [1e10BOro
o0menusi, BepdajibHbIe M HeBepOaIbHbIE CPEACTBA B3aUMOJEHCTBUSI C NApTHEPaMHM

- 3HAeT OCHOBHBIE IPAMMATHYECKHE CTPYKTYPHI; 00LIeyOTPeONTENbHYIO, OOIIEKYABTYPHYIO U TPOYECCHOHAIBHYIO JIEKCUKY;
peueBbIe Kiulie, He0OX0AUMBIE ISl OCYIIECTBIICHHS A€JI0BOM KOMMYHHKALIMU HA HTHOCTPAHHOM SI3bIKE

- YyMEeT MOCTPOUTH BHICKA3BbIBAHUS B CMOJCIMPOBAHHBIX (TIpeJIaraéMblX) CUTYalUsIX OOIIeHHsT Ha HHOCTPAHHOM SI3bIKE, IIPABUIILHO
UCTIONB3Ys BepOasbHbIe U HeBepOalIbHbIE CPEJICTBA OOIICHUS

- BIIaIeeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM J€JI0BOTO OOIIEHHMS

HNI-2.YK-4: Bener 1es10BYI0 nepenuckKy, y4YuTHIBask 0COO0EHHOCTH CTHJIMCTHUKH 0(PMUIHMAJLHBIX M HeoO(UIHATbHBIX HCEM,
COLMOKYJIbTYPHBIE PA3JIMYUs B (popMaTe KOPPECHOHAEHIIMH HA TOCYAaPCTBEHHOM M HHOCTPAHHOM (-bIX) A3bIKAX

- 3HAaeT 0COOEHHOCTH CTHJIMCTUKU HAMTUCAHUS O(QHUIMAIBHBIX U HEO(HUIIMAIbHBIX ITHCEM
- yMEEeT BECTH JICJIOBYIO MIEPETUCKY C YIETOM COLMOKYIbTYPHBIX 0COOCHHOCTEH ¢ MPEACTaBUTENSIMU IPYTHX CTPaH
- BJIaJIeeT TEXHUKOH JIeJIOBOTO MMHChMa HA MHOCTPAHHOM SI3BIKE

HN1-4.YK-4: [lemoHCcTpUpYyeT yMeHHEe BHINOJIHSITH NepeBo/l NPogecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
rocy1apCcTBEHHbIN A3BIK M 00PATHO

- 3HaeT OCHOBHBIC IIEPEBOIUECKUE TPaHCHOPMALIHY;
- YMEeT BBIMOJHATH MEPEBO MPO(ECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO (-bIX) Ha FOCYAAPCTBEHHBIH S3BIK H 0OPATHO;
- BIIaJICET OCHOBaMH TEXHHUKH [EPEBOA.

4. CTPYKTYPA U COJAEP KAHUE JTUCIUIIJIMHBI (MOY JIsI)

Kox HanmenoBanue pasaesos u TeM /Buj | Cemectp / | Yacos | Kommneren- | JIutepatrypa | Hute | Ilpumeuanue
|_3aHATHS 3aHATHSA/ Kvpe 10707 DAKT.

Paznen 1. Kypc anriuiickoro sisbika




1.1 T'nmaron to be. 4 nJ1-4.YK-3 JI1.1J12.1 Huckyccns.
Bpemena anrnuiickoro riarosa rpymibl na-1.YK-4 [IucemenHsie
Simple, Active. na-2.yK-4 paboThL.
ITocTpoenne BOnpoCUTENTEHOTO na-4.YK-4
MIPEAT0KEHNUSL.

IIpaBuna cnopTuBHOTO THKETA. TEKCT
"My profession."

How to write a resume and a job
application letter.

/J1ab/

1.2 T'maroxn to be. 10 na-4.yK-3 JI1.1J12.1
Bpemena anrnmuiickoro riarosa rpymibl na-1.yK-4
Simple, Active. nJ1-2.YK-4
ITocTpoenne BOnpoCUTENTEHOTO na-4.yK-4
MIPEATI0XKEHNUSL.

Tekct "My profession."”

How to write a resume and a job
application letter.

/Cp/

1.3 BpemeHa aHIIMiCKOro riarona rpynimsl 2 na-4.yK-3 J1.1J12.1 Juckyccus.
Progressive, Active. Na-1.YK-4 Pounesas urpa.
MopanbHble TIaroyisl 1 UX 3aMEHUTENH. NA-2.YK-4
Texkcr "The sports I play."” Na-4.YK-4
Join the debate.

/J1ab/

1.4 Bpemena aHrnmuiickoro riarosa rpymibl 11 na-4.yK-3 JI1.1J12.1
Progressive, Active. na-1.yK-4
MoaanpHbIC TJ1aroJIbl ¥ X 3aMEHUTEIH. nJ-2.YK-4
Tekct "The sports I play." na-4.yK-4
Join the debate.

/Cp/

1.5 I'maron to have 4 na-4.yK-3 J1.1J12.1 IlepeBon Tekcra.
Bpemena aHrnmuiickoro riarosa rpymibl na-1.YK-4
Perfect, Active na-2.YK-4
OMparuueckas KOHCTpyKUuUs it is/was ... na-4.yK-4
that/who
Tekct «The Psychodynamic and
Behavioral Approachesy.

/J1a6/

1.6 I'maron to have 25 na-4.YK-3 J1.1J12.1
BpemeHa aHIIMiiCKOro riarosa rpymnimsl na-1.yK-4
Perfect, Active Na-2.YK-4
OMdaruueckas KOHCTpyKUuUs it is/was ... na-4.yK-4
that/who
Tekcr «The Psychodynamic and
Behavioral Approachesy.

/Cp/

1.7 Bpemena arnuiickoro riarosa rpymibl 4 na-4.yK-3 JI1.1J12.1 Tecr.
Simple, Passive. UJ-1.YK-4
JBoitHo¥i coro3 both... and. Na-2.YK-4
Texcr «The Cognitive and Humanistic na-4.yK-4
Approaches».

/J1a6/

1.8 Bpemena anrnuiickoro riarosa rpymimbl 30 na-4.yK-3 JI1.1J12.1
Simple, Passive. UJ-1.YK-4
JBoitHoii coro3 both... and. Na-2.YK-4
Texcr «The Cognitive and Humanistic na-4.yK-4
Approaches».

/Cp/
Pa3nen 2. [IpomexkyTouHas aTTecTanust
(3au4ér)

2.1 TToxroroska k 3auéty /3auérCOLY/ 8,85 | UO-4.YK-3 JI.1J12.1

nJ-1.YK-4
na-2.yK-4

na-4.yK-4




2.2 Konrakrhas pa6ota /KCPATT/ 2 0,15 | UA-4.YK-3 JI1.1J12.1 0
nJ-1.YK-4
na-2.yK-4
nJ-4.YK-4

Paznen 3. [IpomexxyTouHas aTrecTanust
(3au4ér)

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

32 |Konraxrhas pa6ora /KCPATT/ 1 0,15 | UI-4.YK-3 | JI.1J12.1 0
WJI-1.YK-4
WJI-2.VK-4
WJ1-4.YK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTeILHAS 3aNIMCKA

1. Ha3znauenue goHia OLeHOUHBIX cpeacTB. OLEHOYHbIE CPENICTBA MIPEJHA3HAYEHBI JJIs1 KOHTPOJIS M OLIEHKH 00pa30BaTEeNIbHBIX
JIOCTHIKEHHI 00YYarOIIUXCsl, OCBOMBILIUX MPOrpaMMy y4eOHOH AUCHMIUTMHBI «THOCTPaHHBIH S3BIK.

2. @oHJ OLIEHOYHBIX CPEJCTB BKIIIOUAET KOHTPOJIbHBIE MaTepHalIbl Ul IPOBEJCHUS TEKYILEro KOHTPOJIS B (hOpMe TECTOBBIX 3aaHUi,
POJIEBOH UTPBI, MMCBMEHHBIX PA0O0T, UCKYCCHI, TEKCTOB [UIS YTEHHS U IEPEBOAA M MPOMEXYTOUHOH aTTecTanuy B GOpMe BOIIPOCOB K
3a4eTy.

5.2. OueHo4HbIe CPeACTBA AJIsl TEKYLIEro KOHTPOJIs

Bx0/HOH KOHTPOJIb (IPHUMEPHOE 3a1aHHE)

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.I... for a manager with a lot of experience in finance at the moment.
1 was looking

2 looked

3 look

4 am looking

4.1 ... him since childhood.
1 am knowing

2 have known

3 knew

4 know

5. Bribepure noaxonsuiee orHocutenbHoe Mecroumenue: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuaHTbl OTBETOB:

1 which

2 who

3 where

4 when

Kpurepuu oneHku:
Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIEHHBIH YPOBEHD




CryzaeHT BoionHUI 66-83% 3a1aHuil «X0pol110», IOPOroBbli YpOBEHb
Crynent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD
CryzaeHT BoinonHun Medee 50% 3aJaHuil «HEYI0BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Tect 1 (IIpumMepHbIe 3a1aHMs)

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 alot of ... . She goes to a different country every month!
1 travel opportunities

2 high salary

3 job security

4 company car

3. Match the sentence beginnings with the endings:

1 I don’t like going  a) to music.

2 Jorge quite likes  b) holiday in August.

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

5 We never listen  ¢) hours.

6 Susan loves going  f) out to restaurants.

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

5. Match the questions with the replies:

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

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

Kpurepun onenku:

Crynent Boinonuun 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryaent BemonHUN 66-83% 3amanuii «XOpOIIOy», MOPOTOBEI YPOBEHB

Cryaent Bemonaua 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BoinonHua MeHee 50% 3aJaHuil «HEYI0BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Tecr 2 (ITpumepHbie 3a1aHus)

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 vou and Kasia sometimes plav at the weekend?




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

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

Al Ursula Becker.

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

B No, I’m not. I work in television.

A your job?

B I’'m Director of Advertising.

A do you work?

B At Channel 10.

A your wife in television, too?
B No, she isn’t. She works for a magazine.

A does she do?

B She’s a graphic designer.

A she travel in her job?

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

B Two or three times a month.
A What about you? Do you work at the weekend?
B No, I

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

2 Can I speak to  b) a refund.

3T 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  g) later, please.

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

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

I travel abroad for work about once a month. I always (1) my ticket and (2) my hotel
room on the Internet. 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 [ (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?

Kpurepun onenku:

Crynent Boinonuun 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryaent BemonHUN 66-83% 3amanuii «XOpOIIO», MOPOTOBEI YPOBEHB

Cryaent Binonuui 50-65% 3ananuil «y10BIETBOPUTEILHOY, IOPOrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuil «HEeyI0BIECTBOPUTEILHOY, YPOBEHb HE cQOPMUPOBAH

Tecr 3 (ITpumepHbie 3a1aHus)

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 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.
¢) 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  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 1t’s very lightweight and compact.

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

A What about the price?

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

Kpurepun onenku:

Crynent Boinonaun 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryaent BemonHUN 66-83% 3amanuii «XOpOIIO», MOPOTOBEI YPOBEHB

Cryaent BbinonHun 50-65% 3ananuil «y10BIETBOPUTEILHOY, IOPOrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3aaHuii «HEeyI0BIETBOPUTEILHOY, YPOBEHb HE cQOPMUPOBAH

Tect 4 (IIpuMepHbIe 3aaHMs)




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.

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

2. make 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 /?

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

4. wasn’t/ work/ Ivan/ at/happy/.

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

6. Alfredo / stressed / was / Why / ?

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

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

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

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

4 We don’thave  d) at home?

5 We have to cut e) possible.

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

7 How about studying  g) to me.

Kpurepuu onenku:
Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIIEHHBIH YPOBEHD
CryzaeHT BoinonHUI 66-83% 3a1aHuil «Xopol110», IOPOroBbli ypoBEHb

Cryaent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD
Crynent BoionHuI MeHee 50% 3a1aHuii «HEeyI0BIETBOPUTENLHOY, YPOBEHb HE CHOPMUPOBAH

Tecr (TIpumepHbIe 3aaaHuUs)

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

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

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

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

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

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

7. Normally delivery (take) about three weeks.

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




c) I 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) I don’t agree.

Tania I 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. By the end of my , you will have a clear idea of our plans.

2. My today is our sales strategy.

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

4. The my presentation is export sales.

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

7. My presentation is in three

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

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

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

. Starbucks uses Facebook to learn about its customers.

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

. Facebook earns most of its money from advertising.
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. Match the sentences with the same meaning.

. At the end of the week, we have a meeting where people discuss subjects.
. We have a lot of meetings where information or instructions are given.

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

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

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

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

. Our meetings are informal.

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

. Every year, we have three weeks’ holiday.
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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.

Kpurepuu oneHku:

Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIIEHHBIH YPOBEHD

CryzaeHT BbionHUI 66-83% 3a1aHuil «X0opol110», IOPOroBbli YpOBEHb

Cryaent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BoinonHui Medee 50% 3aJaHuil «HEY10BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Tect (IIpuMepHble 3a1aHMs)
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

¢) 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 T'have 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. I1(6) have any meetings with clients.

A Oh, good.

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

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

A 1(2) start my own company.

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

Kpurepun onenku:

Crynent Boinonuun 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryaent BemonHUN 66-83% 3amanuii «XOpOIIOy», MOPOTOBEI YPOBEHB

Cryzaent BbinonHui 50-65% 3ananuil «y10BIETBOPUTEIBHOY, IIOPOrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuil «HEeyI0BIECTBOPUTEILHOY, YPOBEHb HE cQOPMUPOBAH

Tecr (TIpumepHbIe 3aaaHuUs)

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) (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. 1(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.
. I can make 15th January.
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a) People say I’'m good at giving presentations.

b) I spend a lot of time reading.

¢) How about 4.15?

d) ’'m afraid I can’t make that date.

e) [ improved my organisational skills.

f) 27th March would be fine.

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

i) [ 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¢) 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 Tagree. (6) him.

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

B (7) a manager.

Conversation 5

A What are you good at?

B (8) advertising and marketing.

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

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

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

3. Speaking directly to people is sometimes very useful.

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

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

6. Sometimes, abbreviations like GRS are fine.

Kpurepuu oneHku:

Crynent Bomonana 84-100% 3amaHuii «OTIMYHOY, TOBHIIEHHBIH YPOBEHD

CryzaeHT BoinonHUI 66-83% 3a1aHuil «XopolL10», IOPOroBbli ypoBEHb

Cryaent Bemonaua 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BbinonHua Medee 50% 3aJaHuil «HEY10BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

OneHouHoe cpenctBo "Ponesas urpa”




ITpumepHble TeMbL

1. Tema (mpobnema) «At the Hotel»

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

Pomu:

a) a guest;

0) a hotel’s manager.

O>xuziaeMblil pe3ynbTaT — MHCLIEHUPOBKA Oece/ibl OpraHu30BaHa U MPEICTaBIEHa B COOTBETCTBUM C CUTYyalel 0OLIeH s

2. Tema (mpobnema): «Food and Entertaining»

Konuenmumst urpst: You are managers in a company. You meet to discuss how to entertain a group of six foreign visitors. Discuss your
ideas and decide on the best way to entertain the visitors.

Ponu:

a) amanager;

6) a manager.

O’kuiaeMbIil pe3yibTaT — HHCIIGHUPOBKA Oece/ibl OPraHn30BaHa U MPE/ICTABICHa B COOTBETCTBUH C CUTyallel OOLICHHS.

3. Tema (npobnema) «At a Trade Fair»

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

Pomu:

a) a store manager;

6) a manufacturer.

Oxunaemslii(e) pe3ynbTar(bl) — HHCIICHUPOBKA Oece/ibl OpraHM30BaHa U MPEJICTaBlIeHa B COOTBETCTBUHU C CUTYyalMeit 0OIeHNS.

4. Tema (mpobnema) «Dealing with problems»

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

a) a manager;

6) an office worker.

OxuIaeMblil pe3ysibTaT — MHCLIEHUPOBKA Oece/[bl OpraHu30BaHa U IPEJICTaBlIeHa B COOTBETCTBUY C CUTYyanueil oOmeHus.

5. Tema (npobnema) «Participating in discussion»

Konnenuus urpel: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote it.
Pomu:

a) an advertising manager;

0) an advertising manager.

O’kHIaeMslil pe3yIbTaT — WHCIIEHHPOBKA Oecebl OPraHM30BaHa 1 IPEACTABICHA B COOTBETCTBUH C CHTYaIlHell OOIIeHHS.

6. Tema (npobnema) «Presenting your company»

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

a) a representative of company Nel;

6) a representative of company Ne2.

O>kuiaeMblil pe3ynbTaT — HHCIIEHUPOBKa Oece/ibl OpraHn30BaHa U MPEICTaBIeHa B COOTBETCTBUH C CUTyalel OOIIeHHS.

7. Tema (npobnema) «Making arrangements»

Konnennus urpsl: 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’kHIaeMslil pe3yIbTaT — WHCIIEHHPOBKA Oeceibl OPraHM30BaHa U IPEACTABICHA B COOTBETCTBUH C CHTYAaIHell OOIIeHHS.

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

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

Pomu:

a) a manager;

6) a manager.

O’kHIaeMslil pe3yIbTaT — WHCIIEHHPOBKA Oecebl OPraHM30BaHa U IPEACTABICHA B COOTBETCTBUH C CHTYaIllell OOIIeHHS.

9. Tema (npoGnema) «Interview skills»

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

a) a director;

0) a candidate for the job.




O)I(HZ[aeMBIﬁ Ppe3yiabTaT — MHCHCHUPOBKA 6€C€)II>I OpraHusoBaHa 1 MpEACTaBJICHA B COOTBETCTBUM C CHTyaHHefI 06HI€HI/I$I.

Kpurepun onenku:

OreHka "OTIMYHO": CTYJICHT IEMOHCTPUPYET XOPOIINE HABBIKKA H YMEHUS CBOOOTHOTO PEYEBOr0 B3aUMOJICHCTBUS C TAPTHEPAMHU:
yMeeT Hayarb, OAJepKaTh U 3aKOHYUTD Oecey; coOIro1aeT ouepEaHOCTh IpH 0OMEHe PeIuInKaMu; BOCCTaHABIMBAET Oeceny B
cirydae c0os; SIBISIeTCS aKTHBHBIM, 3aHHTEPECOBAaHHBIM COOECEHMKOM; COOIOIAaeT HOPMBI BEXKIMBOCTH. Y MEET SMOLIMOHAIBEHO
n300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA HCIIOIHIEMOTO I'epos B Pa3IMYHbIX CUTYalUsX; YIOTPEOIIIET CI0KHbBIE TpaMMaTHYECKHe
KOHCTPYKIIMH B PeUH; JOMyCKaeT He3HAUNTENIbHbIE TPaMMaTHIECKUE OINOKH; yIoTpeOsieT pasroBOpHbIE (YOPMYIIBI B COOTBETCTBUH C
cUTyaluel ooLeHusl.

OreHka "XopoIio": CTyJICHT IEMOHCTPUPYET HABBIKH H YMEHHSI CBOOOJHOTO PEYEBOTO B3aMMOJICHCTBHUS C MAPTHEPAaMU: YMEET HauaTh,
oJyIepKaTh (B OOJBIIMHCTBE CIIy4aeB) U 3aKOHUUTH Oeceny; coOo1aeT 0uepEqHOCTh NP OOMEHE peIIMKaMy; IEMOHCTPUPYET
HaJIM4Ke NpoOIeMbl B TOHUMaHUU cOOeCceIHUKa; He BCeria COOIIOAAET HOPMBI BEXKIIMBOCTH. Y MEET 3MOLMOHAIBEHO H300pa3nuTh
XapakTep, HaCTpOeHHe, YyBCTBA UCIOJIHIEMOT0 I'epos B pa3IMYHbIX CUTYalUsX; YIOTPEOIIeT B peyH IPEUMYIIECTBEHHO MIPOCTHIE
MIPE/IOKEHNS; OIYCKaeT He3HAYUTEIbHbBIE TPaMMaTHYECKUE OLTMOKH; YHOTPEOIseT pa3sroBOpHbIE GOPMYIIBI B COOTBETCTBHH C
cUTyaluei ooueHusl.

OreHka "y/I0BIETBOPUTENBHO": CTYJICHT HE SIBJISIETCS] aKTUBHBIM COOECEIHUKOM; HE MOKET BOCCTAHOBUTH Oecey B cirydae cOos;
HCIIOJIb3YET HE3HAYUTEIbHBIH 00beM U3yYEHHOM! JIGKCUKH; JIOITyCKAaeT rpaMMaTHYeCKUe OIHOKY;

OreHKa "HEYI0BJIETBOPUTENIBHO": CTYACHT SIBJISETCS ITACCUBHBIM COOECEHUKOM; HE MOKET MOAEPKATh O0IICHHUE; T0MyCcKaeT rpyobie
rpaMMaTHYecKue OIUOKH.

OreHo4HOE cpeacTBO «JucKyccus»
IlepeyeHs TeM IS MPOBEACHUS IUCKYCCHH:
Work and leisure.

Problems.

Business trips.

Food and entertaining.

Sales.

People.

Markets.

Companies.

The Web.

Cultures.

Jobs.

Kpurepun onenku:
Ornenka "OTJIMYHO": CTYJIEHT PEeaM3yeT yMEHHE IIOCTPOUTH BHICKA3bIBAaHUS B CMOEIMPOBAHHBIX (TPEIIaraéMbIX) CUTYaLUIX
0OIICHUS] HA HHOCTPAHHOM $I3bIKE, TIPABHIILHO HCIIOJb3ys BepOasibHbIE M HeBepOaIbHbIC CPEACTBA OOIIEHHUS, APTyMEHTHPOBAHO
u3naratb COOCTBEHHYIO TOUKY 3PEHHS HA HHOCTPAHHOM SI3BIKE.
Ornenka "xopomio": CTyIeHT CIOCOOEH IMOKa3aTh YMEHMS IIOCTPOMTH BBICKA3bIBAHUS B CMOICIUPOBAHHEIX (PEIaraéMbIX ) CUTYaI[HsIX
p Y. y p p p Y
0OLIeHUs] HA HHOCTPAHHOM $I3bIKE, IIPABHJILHO HCIIOJIb3ys BepOalibHbIe U HeBepOabHbIE CPeACTBA OOLIEHNUS, a TAKXKE H3JIaraTh
COOCTBEHHYIO TOUYKY 3PCHHUS HA HHOCTPAHHOM SI3bIKE.
OneHka "yIOBIETBOPUTENILHO": CTYJIEHT 1101 PYKOBOJICTBOM IIPENOAaBaTessi Clioco0eH Mmoka3aTb yMEHHs IOCTPOUTH BHICKa3bIBaHHS B
CMO/JICITUPOBAHHBIX (IpeAaracMbIX) CUTYyalMsIX OOLICHUSI HA MHOCTPAHHOM sI3bIKE, IPABUIILHO HCIIOJIL3YsI BepOabHbIe 1
HeBepOaJIbHbIE CPEZICTBA OOILEHHS U U3JIarasi CBOI0 TOUKY 3pEHUs HA HHOCTPAHHOM SI3BIKE.
Or1eHka "HEYIOBICTBOPUTEIIBHO": CTYJICHT 3aTPYAHSAETCS HUIH HE MOXKET II0Ka3aTh YMEHUS ITOCTPOUTH BHICKa3bIBAHUS B
Yy p Y. py. w p
CMO/JIETUPOBAHHBIX (Ipe/IaraeMplxX) CUTYallUAaX OOLUICHNSI Ha MHOCTPAHHOM $SI3bIKe, IPAaBUIIBHO UCIIOJIB3Ysl BepOabHbIe 1
HeBepOabHBIC CPE/ICTBA OOIEHHS, a TAKXKE U3JIaraTh COOCTBEHHYIO TOUKY 3pEHHS HA HHOCTPAHHOM SI3bIKE.

Ouenounoe cpenctBo «llepeBoa TekcToB»
[IpumepHBIe TEKCTHI AJIS IEPEBO/IA C AHTITMHCKOTO Ha PYCCKUI

Text 1

Business diary: Paul Trible, Paul Watson as told 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 workis check customer e-mails. They do
about 95 per cent oftheir 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. 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 start the business,
they asked 20 friends from their business schoolto invest money. The friends also wear the shirts and introduce their
colleagues to the company. For example, an investor who works in alarge insurance company in Houston wore their
shirts, andin the past four monthsthey gotabout 12 more customers from there.

Text 2
Getting it right: doing business abroad by Natasha Stidder
Good etiquette is important 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 gifts in 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 given and received with the right hand. Avoid wrapping gifts in black or white these are
believed to bring bad luck.

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

Text 3

Should I stay or should I go? by Lucy Kellaway

The problem "My new job is a great disappointment. My departmentis badly run, top managementsdon't seemto care, and
my new colleagues are not very friendly. Now I hear that my old boss wants me back. I want to seeifhe is serious,but that
might seem like Iam desperate to return to myold job. Besides, I don't want to be too hasty. Ihave worked in my new job
for six months. After all, it takes time to be accepted into a successful team." Senior manager, male, mid-50s.

The solution Going backto an old employeris never abadidea. You know exactly what it is like to work for your
old boss. You know that working thereis comfortable, and sometimes comfort is a good thing. You say your old boss is
anxious to rehire you, butdon't approach him yet. Wait and let him cometo you. Try to negotiate a return with a lot
more money and apromotion. But remember you've onlybeen away for six months. I'm notsure that this is long
enough to make a decision about the new place. Some organisations don't like outsiders; it takes a while before they
accept them, and until then, they are pretty unfriendly. Spend time working hard at your new job and be friendly. Then,
if you decide to go back toyour old job,you know that you tried.

Kpurepun onenku:

OreHka "OTJIMYHO": CTYJICHT CAaMOCTOSITEJIbHO ~ pealli3yeT YMEHHS 10 MEPEeBOLy MPOPECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha
rOCYJIapCTBEHHBIH SI3bIK M 00paTHO, BJaJIeeT OCHOBAMH TEXHHUKH IIEPEBOJIA. .

OreHka "Xoporo": CTy/IGHT croco0eH 1MoKa3aTh yMEHHE NepeBoja MpodecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCYJIapCTBEHHBIH SI3bIK M 00paTHO, CHOCOOEH YaCTHMYHO I0Ka3aTh BJaJJeHHE OCHOBAMH TEXHUKH IEPEBO/IA.

OreHka "yIOBJIETBOPUTENBHO": CTYJICHT CIIOCOOCH MO PYKOBOJCTBOM IIPEIIOIaBaTeNsl MOKa3aTh YMEHHS IO TIEPEBOIY
po¢eCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIApCTBEHHBIN S3bIK U 00paTHO, CIIOCOOEH MOKa3aTh YaCTUYHOE BJIaJICHHE
OCHOBaMH TE€XHUKH IEPEBOJA.

OneHka "HeyIOBJIETBOPUTENHLHO": CTYAEHT 3aTPYAHACTCS WK HE MOXET M0Ka3aTh YMEHUs, HE BJIaIeeT OCHOBAaMH TEXHUKH NIEpeBOJa.

5.3. Tembl nucbMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBble 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.

Kpurepun onenku:

- OIICHKA «OTJIMYHOY BBICTABIIICTCS CTYACHTY, €CIIN CTYIEHT ITOKAa3bIBAaeT IITyOOKHH ypOBEHb 3HAHUI 0COOCHHOCTEH
(opmaEHOTO ¥ He(OPMAITEHOTO OOIICHHS, IPAaBUJI TOCTPOCHHUS MUCHEMEHHOTO PEYEBOTO BHICKA3bIBAHMS HA N3y4aeMOM SI3BIKE;
CaMOCTOSATENIFHO PeaTN3yeT YMEHHS BECTH ACTOBYIO IIEPEIHCKY C YIETOM COIIHOKYIBTYPHBIX 0COOEHHOCTEH C
MIPEICTaBUTEIISIMU IPYTHUX CTPaH; BIaJceT TEXHUKOH IePeBOa U PeAaKTHPOBAHMSL.

- OIICHKA «XOPOII0» BBICTABISCTCS CTYICHTY, €CIIH CTYACHT IOKA3bIBACT XOPOIIUI YPOBCHb 3HAHUI 0COOCHHOCTEH
(hopMabHOTO ¥ HE(OPMAITLHOTO OOIICHUS, IPABUJI MOCTPOCHHS MTUCHBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA U3Y4AEMOM SI3BIKC;
croco0eH MoKa3aTh YMECHHUS BECTH JICTIOBYIO MEPEIUCKY C YUSTOM COIMOKYIBTYPHBIX 0COOCHHOCTEH C MPEICTABUTEIISIMU
JPYTHUX CTPaH; CIIOCOOCH YaCTUYHO MOKA3aTh BIIAJICHHE TEXHUKOU MIEPEBOJIa U PEIaKTHPOBAHUSI.

- OIICHKA «Y/IOBJICTBOPUTEIIHHOY» BBICTABJISICTCS CTYICHTY, €CJIH CTYACHT IOKa3hIBaeT 0a30BbIi YPOBEHb 3HAHHI 0COOCHHOCTEH
(hopMabHOTO ¥ HE(OPMAITLHOTO OOIICHUS, IPABUJI TOCTPOCHHS MTUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA NU3Y4aEMOM SI3BIKC;
IIOJT PYKOBOJICTBOM IIPEMOgaBaTeNsl CIIOCOOEH T0Ka3aTh YMEHHS BECTH JCIIOBYIO TIEPETIHCKY C YIE€TOM COIHOKYIBTYPHBIX
0COOEHHOCTEH ¢ MpeACTaBUTEISIMH APYTUX CTPaH; CII0cOOEH YaCTHYHO MOKa3aTh BIAJCHNE TEXHUKOH IepeBoaa U
penaKTHPOBAHUS.

- OIICHKA «HEYIOBICTBOPHUTEIHHOY BBICTABISACTCS CTYACHTY, €CITH CTYICHT MTOKa3bIBACT HEYIOBIECTBOPUTEIBHBIA yPOBEHB
3HaHHUHA 0COOCHHOCTEH (hopMaTbHOTO U He(DOPMATLHOTO OOIIEHUS, TPaBUII TOCTPOCHUS TUCHMEHHOTO PEUEBOTO BHICKA3bIBAHUS
HA M3Y4aeMOM SI3bIKE; 3aTPYIHSICTCS MM HE MOXET II0Ka3aTh YMCHHSI BECTH JICIIOBYIO MICPEIICKY C YIETOM COLUOKYJIBTYPHBIX
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5.4. OneHo4YHbIe CPeACTBA IS POMEKYTOYHOM aTTecCTAUH

BOHpOCLI K 3a4€Ty

I [IpomexyTOUHBIN TECT




1) [TpoMexyTOUHBIH TEeCT IJIs 3aUeTa 1Mo AUCHUTIINHE “VIHOCTpaHHBIN S3BIK” BKIIIOYAET JICKCHKO-TPaMMAaTHIECKUE 3aIaHHS U3
0aHKa BOMPOCOB, KOTOPBI MPEICTABICH B OLIEHOUHOM cpeacTBe «TecT».
IIpumepHsbIe 3amanus:

- 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) Hamncanue pestome.

Kpurepuu onenku:

- «3a4YTEHO» BBICTABISIETCSI CTY/ACHTY, €CIIM COPMUPOBAH KaK MUHUMYM IOPOTOBBII YPOBEHb HHIUKATOPA JOCTHKECHUS
KOMICTEHITHH:

- TOKa3bIBaeT 0a30BHIN YPOBEHD 3HAHUI OCHOBHBIX IPaMMATHYECKHUX CTPYKTYP; 00IIeyOTpeONTENHHOM, OOIIEeKYTbTYpHON 1
po¢heCCHOHATBHO JIEKCUKH; PEYEBBIX KIIHIIE, HEOOXOIMMBIX ISl OCYIICCTBIICHHUS A€TI0BO KOMMYHHUKAIIMHA HA HHOCTPAHHOM
SI3BIKE; 0COOEHHOCTEW CTHIIMCTUKY HAITMCAHWUS O(PHUIHAIBHBIX W HEO(UITHATBHBIX TICEM, 3HAHUH OCHOBHBIX ITEPEBOIYECKUX
TpaHchopMaIuii, a TaKKe 3HAHUH MPaBII MPO(HECCHOHATHLHOTO PEIEBOTO ITHKETA;

- TTOJT PYKOBOJACTBOM IIPEIIOIaBaTeNsl CIIOCOOEH TI0Ka3aTh YMEHH TOCTPOSHHS BEICKa3bIBAHUS B CMOJICITMPOBAHHBIX
(mpenyiaraeMbIX) CUTyalMsX oOIIEHHsT Ha HHOCTPAHHOM $I3bIKE, IIPABIIILHO UCIIOJB3Ys BepOalibHbIE N HEBepOaIbHbIE CPECTBA
00IIEHHST; BECTH AETOBYIO IIEPEMUCKY C YIETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU IPYTUX CTPaH,
BBITIOJHATH NIEPEBOJI ITPOPECCHOHANIBHBIX TEKCTOB C MHOCTPAHHOTO (-bIX) Ha FOCYAApPCTBEHHBIN S3bIK U OOPATHO, a TAKKe
apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PEHUsI HA HHOCTPAHHOM SI3bIKE;

- CIIOcOOEH YacTHYHO M0Ka3aTh BIIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIIEHMSI, TEXHUKOH JIEJI0BOrO IMHChMa
Ha MHOCTPAHHOM SI3BIKE; OCHOBAMH TEXHUKH TIEPEBOJIa, HABBIKAMH BEICHUS JUCKYCCHH U TIOJIEMUKH Ha HMHOCTPAHHOM SI3BIKE.

- «HE3AYTECHOY» BBICTABIISIETCS CTYJCHTY, €CJIM YPOBEHb HHIMUKATOPA JOCTHKEHUSI KOMIIETEHIIMU HE ChOPMHUPOBaH:

- IOKAa3bIBACT HEY/IOBJICTBOPUTEIBHBIN YPOBEHb 3HAHUI OCHOBHBIX TPAMMATHYECKUX CTPYKTYP; OOIIEYNOTPEOUTEIbHOM,
0O0IIEKYIBTYPHO# U MPOPEeCCHOHATIBHON JIEKCHKH; PEUEBBIX KIIHIIIE, HEOOXOJUMBIX ISl OCYIIECTBICHUS JSI0BOM
KOMMYHUKAIIMH HA HHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HATMCAHUS O(QUIHATBHBIX U HEO(PHUIUAIBHBIX ITUCEM,
MpaBUJI MPOGECCHOHATHFHOTO PEYCBOT0 ITUKETA, a TAKKE 3HAHUI OCHOBHBIX MEPEBOTYCCKHUX TPAHCHOPMAIIHIA;

- 3aTPYAHSCTCS WM HE MOKET MOKAa3aTh YMEHUS MOCTPOCHHSI BEICKA3bIBAHUS B CMOJICITUPOBAHHBIX (IIPEIaracMbIX) CUTYAIHIX
OOIIICHUST HA MHOCTPAHHOM SI3BIKE, IIPABIUIILHO UCIIOJB3Ys BepOalbHbIC M HEBEPOAIbHBIC CPEACTBA OOIICHHUS; BECTH JCIOBYIO
MEPEMUCKY C YYETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPECTaBUTEIISIMH IPYTUX CTPaH, apryMEHTHUPOBAHO H3JIaTaTh
COOCTBCHHYIO TOUKY 3pCHUS Ha HHOCTPAHHOM SI3BIKE, 2 TAK)KE BBIMIOJIHATH [IEPEBOJI IPOPECCUOHATBHBIX TEKCTOB C
MHOCTPAHHOTO (-bIX) Ha TOCYIaPCTBEHHBIH SI3bIK U 00PaTHO;

- HE BJIAJICET MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOIICHHS, TEXHUKOM [IEJIOBOTO MHChMa HA HMHOCTPAHHOM SI3bIKE;
OCHOBaMH TEXHHKHU MEPEBO/IA, HABBIKAMH BEICHUS JUCKYCCUH U MOJEMUKH HAa HHOCTPAHHOM SI3bIKE

Bomnpocs! k 3aueTy ¢ OLIeHKOIl.

1. Progress Test.
IIpumepHsIif 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

¢) 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

¢) sell products cheaply

3. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.
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b) stopped most of its traditional advertising
¢) used the information to improve its traditional advertisements

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

b) employees

¢) market

5. You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to
Tony comparing the two airlines. Say which one you prefer to travel with and why. Write 60-70 words. (Britannic / E-Z Air)
Cost: €350/ €180

Fly to: Heathrow Airport — close to London — train to city centre takes about 15 minutes and costs about €22. / Stansted Airport —
about 55 km from London — train takes about 45 minutes and costs about €26.

Free meal during flight?: Yes / No

Flights each day: 3/ 1

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

2. Translate the Text into Russian.

IIpumMepHBbIE TEKCTHI:

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 outthe Ilaw.

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 with the Internet providers in Brazil, it doesn't arrive
straight away? Oryousend atext message early in the morningand for some reason,they don't get it until the
evening? It's not clear how thisis 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 weekend in
shopping centres. Many employers and employees spend hours answering e-mail or working on the phone.
Workaholics spend time sending and receiving office-related emails. Probably half ofthese are not really
necessary. Brazil's law encourages employers to prevent people working after hours whenit is not necessary. If]
a company wants them 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 given and received with the right hand. Avoid wrapping gifts in black or white these are
believed to bring bad luck.

Middle East

Handshakes can last a long time. Do not be surprised if your hostleads you by the hand. Do not be surprised if
people interrupt meetings with phone calls or walk in unexpectedly. Expect people to muiti-task in meetings, for
example checking and sending e-mails. In meetings, it is notunusual for people to disagree sometimes loudly.
Text 3.

There has been anincreasein self-employment. It isn't because people wantto become entrepreneurs. Instead, it
is the sresult 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 percent 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 an employer if 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 the recession, the number of self-employed has increased. These people are from a wider 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 a week. 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.




OIICHKA OTJIMYHOY» BBICTABIISICTCS, €CJIM  CTYACHT IMOKAa3bIBAET IITyOOKOE 3HAHHE:

-rpaMMaTHYECKUX CTPYKTYP; OOIICyIIOTPEOUTEIILHOM, OOMIEKYILTYPHOM 1 IPO(PECCHOHATBHOM JIEKCHKH, PEUCBBIX KITHUIIIE,
HEOOXOIUMBIX TSI OCYILECTBIICHHS ICIOBON KOMMYHHUKAIIMK HA HHOCTPAHHOM SI3BIKE;

- paBwJI MPO(ECCHOHATBLHOTO PEYCBOT0 ITUKETA.

CTyIeHT CaMOCTOSATENBEHO PEATH3YeT YMCHHS:

- MOCTPOUTH BHICKA3bIBAHUS B CMOJICIIMPOBAHHEIX (TIPE/IIaracMbIX) CUTYalUsIX OOIICHUS Ha HHOCTPAHHOM SI3bIKE, IPABUIILHO
UCTOJB3Ys BepOallbHbIC M HEBEpOAIbHBIC CPEICTBA OOIICHHS,

- IepeBo/ia MPOQPECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYAapPCTBEHHBIN SI3bIK U 00PATHO;

- apryMEHTHPOBAHO MU3JIaraTh COOCTBCHHYIO TOUKY 3PCHUS HA HHOCTPAHHOM SI3BIKE.

CTyaeHT BlajieeT:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM IEJI0BOTO OOIICHHUS;

- HaBBIKAMH BEICHUS TUCKYCCHH Ha HHOCTPAHHOM SI3BIKE.

O1ieHKa «XOPOIIIOY» BBICTABIISETCS, €CJIU CTYACHT MOKA3bIBAET XOPOIIHE 3HAHUS:

- OCHOBHBIX I'PAMMaTHYECKUX CTPYKTYP; OOLIEyOTPEOUTEILHOM, OOIEKYIbTYPHOH U MPO(ECCHOHANBEHOMN JIEKCHKU; PEUEBBIX
KJIMIIe, HEOOXOJUMBIX JUISl OCYIIECTBIICHUS JeJI0BOH KOMMYHHKAIlMK HA WHOCTPAHHOM SI3BIKE;

- IpaBuUJI PO(ECCHOHATIBHOTO PEYEBOro ITHUKETA.

CryneHT cnoco0eH 1nokas3ath yYMEHUsL:

- IOCTPOUTD BBICKa3bIBAaHHSI B CMOJICIIMPOBAHHBIX (IpEIaraeMbIX) CUTyalusIX OOLIEHUsI HA HHOCTPAHHOM SI3bIKE, IPaBHIILHO
HCTIONB3Ys BepOambHbIe U HeBepOaIbHBIE CPEICTBA OOIICHNUS,

- OCHOBHBIX MEPEBOAYCCKUX TpaHCHOPMALIHIA;

- BECTH [ICJIOBYIO MIEPEMUCKY C YUE€TOM COLUOKYIbTYPHBIX OCOOCHHOCTEH C MPENCTABUTEISIMU IPYTUX CTPaH;

- BBIIIOJIHUTD MEPEBO HPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO HA FOCYAAPCTBEHHBIN SI3bIK M OOPATHO C YaCTHYHOMN
MOMOIIIBIO TPETOIaBATENS;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUYKY 3PEHUsI HA HHOCTPAHHOM SI3bIKE.

CTyIeHT crnoco0eH YacTUYHO 0Ka3aTh BJIaJICHHE!

- THOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOTO OOICHNS;

- HaBBIKAMH BEJCHUS IMCKYCCUHM HA MHOCTPAHHOM SI3bIKE.

O1eHKa «YIOBICTBOPUTEIILHOY» BBICTABISETCS, €CIIU CTYJICHT MOKA3bIBACT 0a30BbIi YPOBCHD 3HAHUIL:

- OCHOBHbBIX I'PAMMATHYECKHX CTPYKTYP; OOLIeyOTPEOUTENILHOM, OOIIEKYIbTYPHON U MPO(eCCHOHANBLHOMN JIEKCUKHU; PEUeBBIX
KJIHIIIe, HEOOXOJUMBIX [UIsl OCYIIECTBICHUS JEI0BOM KOMMYHHKAIIMK HA HHOCTPAHHOM SI3bIKE;

- npaBuil MPOECCUOHATHLHOTO PEYEBOr0 ITHKETA.

ITo pyKOBOACTBOM IPENOAaBaTENs CIIOCOOEH [T0KA3aTh YMEHHUS:

- IOCTPOUTD BBICKA3bIBAaHHSI B CMOJICIIMPOBAHHBIX (IPE/IaraeMbIX) CUTyalUsIX OOLICHUs] HA MHOCTPAHHOM SI3bIKE, PaBHIBHO
HCTIONB3Ys BepOambHbIe U HeBepOaIbHBIE CPEJICTBA OOIICHNUS,

- BBITIOJIHUTb MEPEBOJI MPOPECCHOHATIBHBIX TEKCTOB C MHOCTPAHHOIO HA FOCYJAPCTBCHHBIN S3bIK M 00PATHO C YaCTHYHOU
MTOMOIIBIO TIPENIOIaBATES

- apryMEHTHPOBAHO M3JIaraTh COOCTBCHHYIO TOUKY 3PCHUS HA HHOCTPAHHOM SI3BIKE.

CryneHT crnocoOeH YaCTUYHO ITOKA3aTh BIIAJICHUC:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOLICHHUS;

- HABBIKAMU BEJICHUS TUCKYCCUH U TIOJIEMUKH Ha HHOCTPAHHOM SI3BIKE.

O1ieHKa «HEYIOBJICTBOPUTEIILHOY BHICTABIISETCS, €CIIM CTYICHT MOKa3bIBACT HEYJOBICTBOPUTEIbHBIH YPOBCHb 3HAHUIA:

- OCHOBHbBIX I'PAMMATHYECKHX CTPYKTYP; OOLICYyOTPEOUTENILHOM, OOIIEKYIbTYPHON U MPO(eCCHOHANBLHON JIEKCUKHU; PEUeBBIX
KJIHIIe, HEOOXOJUMBIX ISl OCYIIECTBICHUS JEIOBOM KOMMYHHKAIIMK HA HHOCTPAHHOM SI3bIKE;

- npaBuil MPO(ECCUOHATLHOTO PEYEBOr0 ITHKETA.

CTyIeHT 3aTpyIHIETCS MM He MOXKET [T0Ka3aTh YMEHHS:

- IOCTPOUTD BBICKa3bIBAaHHSI B CMOJICIIMPOBAHHBIX (IPEIaraeMbIX) CUTyalUsIX OOLICHUs] HA MHOCTPAHHOM SI3bIKE, IPaBHILHO
UCTOJB3Ys BepOallbHbIC M HEBEpOAIbHBIC CPEICTBA OOMICHHS,

BBIIOJIHUTH MEPEBOJI MPOPECCUOHATBHBIX TEKCTOB C MHOCTPAHHOTO HAa TOCYAAPCTBEHHBIN S3bIK M 00PATHO C YaCTUYHOMN
MTOMOIIBIO TIPENIOIaBATES

- apryMEHTHPOBAHO MU3JIaraTh COOCTBCHHYIO TOUKY 3PCHUS HA HHOCTPAHHOM SI3BIKE.

CTyIeHT He BIAJICET:

- MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJI0BOTO OOIICHUSI.

- HaBBIKAMY BEJICHUS TUCKYCCHUHU HAa MHOCTPAHHOM SI3BIKE.

6. YHEBHO-METOJMYECKOE 1 TH®OPMAIIMOHHOE OBECHHEYEHHME JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHas JiUTepaTypa

ABTODBI, COCTaBUTEIHN | 3arnaBue W3narenscTBO, TOX | On. agpec




ABTODBI, COCTABHUTEIH 3arnaBue H3natenscTBo, T Om. axpec
JI1.1 |Mutskuna O.B., AHTIMHACKUH s13bIK A7 enoBoro obmenus.  |Kemeposo: http://www.iprbookshop.ru
[lepuna U.B. DKcrpecc-Kype: yueOHoe nocooue st Kemeposckuii /61258.html
CTYICHTOB BceX GOpM 00yUCHHUS TEXHOJIOTHYECKHI
MHCTHUTYT MUIIEBON
MPOMBIIIJIEHHOCTH,
2014
6.1.2. lonosiHUTeIbHAS JIUTEPATYpa
ABTODBI, COCTABHUTEIH 3arnaBue H3natenseTBo, To Om. axpec
JI2.1 |3emnsHoBa ML.II. WHocTpaHHbIA S3bIK (AHTTTMHCKUI). Tromens: TromeHckwmii |https://icdlib.nspu.ru/view/
Communicative english: let's read and discuss: [rocynapcTBeHHBIi icdlib/7067/read.php
yueOHO-MeTouueCKOe nocobue yHUBepcuTer, 2018
6.3.1 IlepeyeHs NpPOrpaMMHOro odecnedeHust
6.3.1.1|Kaspersky Endpoint Security mst 6usneca CTAHJIAPTHBIN
6.3.1.2|MS Office
6.3.1.3|MS WINDOWS
6.3.1.4| SAunexc.bpaysep
6.3.1.5|LibreOffice
6.3.1.6|Moodle
6.3.1.7INVDA
6.3.2 llepeyenb HHPOPMANMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1|MexBy30BcKasl 3]IEKTpOHHAs OUOINOTEKA
6.3.2.2|Onexkrponno-6ubnoTeunas cucrema IPRbooks
6.3.2.3|ba3a naHHbIX «neKTpoHHAast OnbnMoTeka ['opHO-ANTAalCKOro TOCYAaPCTBEHHOTO YHHBEPCUTETA

7. OBPA3OBATEJIbHBIE TEXHOJIOI'MA

poJieBas urpa

JTIUCKYCCHS

MTUCbMEHHBIE PabOTHI

NEpeBOA TEKCTA

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUITIJINHBI (MOAY JIS)

Homep ayauropuu

Ha3nauyeHnue

OcHOBHOe OCHaIlleHHue

320 A2

KommbrotepHsrii kiacc. YueOHast
ayIATOPUS JJIS IPOBEIICHUS 3aHATHI
JICKIIHOHHOTO THIIA, 3aHATHIMA
CEMHUHAPCKOI0 TUIA, KypPCOBOTO
MPOCKTHPOBAHUS (BBIMIOJHECHHS KYPCOBBIX
padoT), rPYIIOBBIX U UHIUBUAYAIBEHBIX
KOHCYJIbTAIIHi, TEKYIIEr0 KOHTPOJIS U
MMPOMEKYTOUHOM arTectanuu. [lomemenue

Pabouee mecto npenonasatens. [locagounsie MecTa
oby4Jaromuxcs (1o KOJMIECTBY 00yUJaIONTUXCS).
KoMmnbroTepsl, y4eHUYECKas T0CKa, MOJKIFUCHHE K CETH
WuTeprer

111 A2 YuebOHast ay JUTOPHS AJIsl IPOBEICHUS Pabouee mecto npenoaasarens. [locagounsie Mecta
3aHATUH JEKIIMOHHOIO TUIIA, 3aHATUI o0yuatomuxcs (10 KOJIHMYECTBY 00y4daroIuxcs).
CEMHMHAPCKOIo TUIA, KypCOBOrO YueHudeckas 10CKa, Npe3eHTalMOHHas TpuOyHa,
NPOEKTUPOBAHUS (BBIITOJHEHUS KYPCOBBIX (MHTEPaKTUBHAS I0CKa, IPOEKTOP, HOYTOYK.
paboT), TPYNIOBEIX U WHAWBUIYIBHBIX
KOHCYJIbTAIlNH, TEKYIIEr0 KOHTPOJIS U
MPOMEKYTOUHON aTTECTAIIHH.

111 A2 YuebOHast ay JUTOPHS AJIsl IPOBEICHUS Pabouee mecto npenoaasarens. [locagounsie Mecta

3aHATHH JICKIIMOHHOTO THUIIA, 3aHATHI
CEeMUHAPCKOT0 THIIA, KYpPCOBOTO
MPOEKTUPOBAHHMS (BBIMOJHEHUS KYPCOBBIX
paboT), TPYNIOBEIX U WHAWBUIYIBHBIX
KOHCYJIbTAIMH, TEKYIIEro KOHTPOJIS 1
MPOMEKYTOYHOW aTTCCTALIUH.

obydJaromuxcs (1o KOJMIECTBY 00yUJaIONTUXCs).
VYueHudeckas 10CKa, Npe3eHTAlMOHHAs TPUOYyHa,
MHTEPAKTHBHAsI JOCKA, IPOEKTOP, HOYTOYK.




9. METOAUYECKHUE YKA3ZAHUSA 1JIAA OBYYAIOIIIUXCA IO OCBOEHUIO JTUCHUIIJIMHBI (MO Y JIA)

CamocrosiTenbHas paboTa CTyIEHTOB MPEJIOIaraeT CIeIYIONUe BUIbL:

- IOJITOTOBKA K MPAKTHYECKUM 3aHATHUAM;

- YTEHHUE U TEPEBOJI TEKCTOB,

- cOCTaBJIEHHE TJI0CCAPHS 10 TEME;

- BBINOJIHEHHUE TTMCHMEHHBIX M YCTHBIX 33J[aHUH (JIEKCHKO-TPaMMaTHYeCKUX YIIPAKHCHNH, HATTMCAHHUE JCJIOBBIX MMHUCEM Ha
WHOCTPAHHOM SI3bIKE H JIP.;

- BBINOJIHEHWE KOHTPOJIBHBIX PaboT (TECTOB);

- MOJITOTOBKA K 3a4YeTy M YK3aMEHY.

Kpowme Toro, camocrositenbHas paboTa CTyA€HTa 0 U3YYSHUIO AUCLUILIMHBI OXBATHIBACT: 3ayYUBAHNE CJIOB HMHOCTPAHHOTO S3bIKa,
rpaMMaTHYECKUX MPABHII, YTCHHE TEKCTOB HA HHOCTPAHHOM SI3bIKE BCIYX B COOTBETCTBHHU C ITPABUIIAMH YTCHUS, IOHUMAHNE TEKCTOB,
IIOCTPOEHHE BOIIPOCOB M OTBETOB K TEKCTaM; IEPEBO/I HA PYCCKHUI S3bIK (YCTHBIN M MUCbMEHHBIH).

MeTOZ[I/I‘{eCKI/Ie YKa3aHus 110 BBINIOJHCHUIO CaMOCTOSITEILHOM pa60T1>1
MeTOZ[I/I‘{eCKI/Ie YKa3aHHs K BBIITOJIHECHUIO JICKCUKO-TPAMMATUYCCKUX pra)I(HeHI/Iﬁ

ITpu paboTe ¢ TEKCUKO-TPaMMAaTHYECKUM MaTepHaIoM HEOOXOIUMO CTPEMUTHCS HE TOJBKO K Y3HABAHUIO CIIOBA WM
rpaMMaTH4ecKoro o00opoTa, HO M K [TOHUMAHUIO 1IeJIM €r0  ynotpeOiieHus B JIaHHOM KOHTEKCTe.

W3y4aemblii MaTepuan Tpe0yeT NPaKTHIECKOTO MPUMEHEHHS, IPEXKE BCErO B BUAE JIEKCUKO-TPAMMAaTHYECKUX YIIPaKHEHUH, KOTOPHIE
CJIEZyeT BBINOJIHATH TOJIBKO MOCIIE TIIATEIbHOM NPOpaObOTKH Bcero Marepuana. V3yueHue rpaMMaTHKH HEllb3s HayaTh «C
cepeauHbl». Kaxplii HOBBIN pasien 0a3upyercs Ha U3y4eHHOM Mpex e matepuae. OIHAKO U3yUYeHHE TOJIbKO TpaMMaTHKH 0e3
MIPABHJIBHOTO MPOM3HOLIEHHS ¥ 3HAHUSI JICKCHKU OCTaeTCsI «BEIbIO B ceOey. JINIIb KOMIUIEKCHBIN ITOX0 ¥ IOCTEIEHHbIH Iepexo. OT
IIPOCTOTO K CJI0XXKHOMY MOKET JIaTh TpeOYyeMblil pe3ynbrarT.

[Tpu BEIMOTHEHNHN YNpa)KHEHUH CHayasa ClieyeT 03HAKOMUTHCS C TPAMMATHYECKUMH KOMMEHTapHAMH, IPOCMOTPETH 3aIIHCH,
ceJaHHbIe Ha 3aHATHU. [IpH MOArOTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcs TakKe IPOCMOTPETh BECh JIEKCUKO-IPaMMAaTHUECKUI
Marepua, B TOM YHCIie JOMAIIHIE THChbMEHHbIE YIPaKHEHHSL.

CryneHTaM peKOMEH/IyeTCsl HCII0b30BaTh 00y4aloe KOMIIBIOTEpHBIE IIPOrPaMMBbl, KOTOPbIE Aal0T BO3MOXKHOCTh HE TOJIBKO
[IPOCITyIIaTh NPaBIIIbHOE (hOHETHUECKOEe OPOPMIICHHE PEUH, HO U BEIPAOOTATh HABBIKH UCIIOIb30BaHUS MTPABMILHBIX JEKCHKO-
rpaMMAaTHYECKUX CTPYKTYP MPH ITOMOIIN YIPaKHEHHM.

ITpu n3yyeHun onpenenEHHBIX JEKCHUECKUX ¥ IPaMMaTHIECKHX SBJICHHH HEMELIKOTO SI3bIKa PEKOMEHIyeTCs HCIIOIb30BaTh CXEMBI,
TaOJIHULIbI U3 CIPAaBOYHHUKOB 110 TPAMMAaTHKE, TIIATEIbHO TOTOBUTH UX Il oOecneueHus mpo4Horo ycBoeHus. [Ipu noctpoenun
HEMEIIKOTO MPEIOKEHNS CIEAYET pacIoaraTh CI0Ba B CTPOTO ONPEIeNEHHOM MOPSIIKE, YIUTHIBAsI, YTO MOPSIOK CIOB B
[IOBECTBOBATEIILHOM, BOIIPOCUTEIILHOM U OTPHLIATEIILHOM MPEUIOKEHHUIX OTJIMYAETCSA OT HOPSJIKA CJIOB B PYCCKOM IIPEJIOKEHHH.

MeTOZ[I/I‘{eCKI/Ie PCKOMEHAAIUU 10 ITOATOTOBKE pOJ'IeBOfI UI'pbL

B cTpykType poseBoii Urpbl Kak IPOLECCa BBIACISIOTCS CIACAYIOINE COCTABISOIIHNE:

* TeMa;

* POJIH, B3SITHIC Ha CeOsI HTPAOIINMHY;

* UTPOBBIC JCUCTBUS KaK CPENICTBA pealn3alliy dTHX POJIei;

* UITPOBOE YMOTPEOICHHUE MIPEAMETOB, T. €. 3aMCIICHUC PEaIbHbIX BEICH HIPOBBIMH, YCIOBHBIMH;

* pealbHbIC OTHOIICHUS MEXY UIPAIOLINMH;

* cloxeT (coepkaHue) — 00JIACTh JCHCTBUTEIBHOCTH, YCIOBHO BOCIIPOU3BOIUMAsI B UTPE.

B nporecce posieBoit Urpbl 0TpadaTHIBAIOTCS U YCBAUBAIOTCS:

1) aTHYeCcKHEe HOPMBI | TIPABIJIA TIOBEACHHUS U OMPE/ICICHHBIC COLHAIBHBIC POJIE B TOM WIIH HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0c0OEHHOCTH, XapaKTEPHBIC YEPTHI, BO3MOXKHOCTH TEX HJIM HHBIX COLMAIBHBIX IPYIII WK OMPEICICHHBIX KOJUIEKTHBOB — AHAJIOTOB
NPEANPUSITH, GUPM, T.€. pa3THYHbIC THIIHI SKOHOMUUYECKUX M COIHATbHBIX HHCTUTYTOB, YTO BIIOCIICCTBUH MOXET OBITh IEPEHECEHO
B COLMANBHYIO IPAKTHKY;

3) yMeHHS COBMECTHOU KOJIJICKTUBHOM JCSTEIbHOCTH;

4) KyIbTypHBIC TPAIUIUH U HOPMBI.

PoneBbie UIpBl, TEMa U CIOXKET KOTOPBIX OCHOBaH Ha COACPIKAHUH TEKCTOB, MILTIOCTPUPYIOT MOBEICHHE B CHTYAI[MU MEKKYIbTYPHOTO
oO1meHus.

B xauecTBe MPUEMOB, XapaKTEPHBIX ISl METOJIA POJICBOI UTPBI BEICTYIAIOT CIEAYIOLIHE:

- IpEeM BOCCO3/IaHMsI KOMMYHHKATHBHOTO KOHTEKCTA, KOMMYHHKATHBHOW CUTYaLHH;

- IPUEM BHPTYaJIbHON SKCKYPCHH, KOTOPBIH MOKHO OPraHM30BaTh KaK C MOMOIIBIO TEXHHYECKUX CPENICTB, TAK M C UCTIOIb30BAHUEM
peanbHbIX (OTOMATEPUATIOB B y4eOHOU ayAUTOPHH,

- IpUeM JIpaMaTU3aliy, HAPABICHHBIN HA CO3JJAHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBUSM PEATbHOTO OOIICHNUS, CBSI3aHHBIH ¢
CO3IaHHEM CUTYyaIMH OOLICHMS, OMPEISICHUEM LICIH, PacpeIeICHHEM POJIeii;

- mpueM pedIeKCUBHOM UICHTU(DHUKAIMH, PEANOIAraAlOINI UICHTU(PHUKAIHIO C 00BEKTOM OOIICHHS H IOBECTBOBAHHUE OT UMEHH
9TOTO OOBEKTA.

Meroandeckue YKa3aHuA K HAITMCAHUIO AE€JIOBOTO ITKUCbMa

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 MPOGEeCCHOHANBHOM HAPaBIeHHOCTH

TekcThl MPO(ECCHOHANBHOW HAMPABICHHOCTH Ha MHOCTPAHHOM SI3bIKE IOMHMO CBOSH OCHOBHOW  3agadul —
MH()OPMATHBHOCTH — TIOMOTAIOT IOTIOJHUTE OOIIM M TEMaTHYeCKUH CIIOBApHBIN 3alac, TPEHUPYIOT B IIPOM3HOLICHHH
HEMEIIKHX CIIOB ¥ BBIPAXKCHHH, 3aKpEIUIIOT MpaBHiIa TPaMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM PevH.
[IpenrekcroBelii  Tam:

- TMPOYTHTE 3arojOBOK M CKaXKHUTE, O 4YeM (0 KOM) OyAeT HATH pedb B TEKCTE;

- O3HAaKOMbTECh C HOBBIMH CIIOBAMH H CJIOBOCOYCTAHWSIMU (€CIM TaKOBbIE JaHbI K TEKCTYy C MEPEBOIOM);
- TMpoYHWTalTe W BBHINUIIATE CJIOBA, 0003HAYANONIHE. .. (IAETCS PYCCKUN 9KBUBAJICHT);

- BbIOGpHTE U3 TEKCTa CIIOBA, OTHOCSIIMECS K M3ydaeMou Teme;

- HalauTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexcToBBI 3Tam:

- IPOYTHTE TEKCT;

- BBIIENUTE CJOBa (CIOBOCOYETAHUS WIHM NPEIIOKCHUS), KOTOPhIE HECYT BAXHYIO (KIIOUEBYIO HHPOPMAIIHUIO);
- BBIIMIINTE WIM IOAYEPKHUTE OCHOBHBIE MMEHA (TEPMHUHBI, ONIPEIeIeHNs, 0003HAUCHHS);

- chopMynmupyiiTe KIIOYEBYIO MBICIb KaXKA0Tro ab3ama;

- OTMEThTE CIIOBO (CJIIOBOCOYETAHHE), KOTOPOE JyYllle BCEro IepeaacT CoAepKaHHe TeKcTa (4acTH TEKCTa).
IToCIIeTeKCTOBBIH  JTAar:

- 03arJaBbTe TEKCT;

- TPOYTUTE BCIYX MPEAJIOKEHHS, KOTOPbIC MOSCHSIIOT Ha3BaHHE TEKCTa,

- HalauTe B TEKCTe NPEIUIOKCHUS ISl OTUCAHHSA ...

- TOATBepAUTE (OMPOBEPTHHUTE) CJIOBAMHU M3 TEKCTa CICAYIOIIYIO MBICTD ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE ILIaH TEKCTa;

- BBINMLINTE KIIOYEBHIE CJIOBa, HEOOXOAMMBIE AJISI IepecKa3a TEKCTa,

- TEpeCKaKUTE TEKCT, OIHUPAsCh Ha TUIaH;

- IepecKaXuTe TeKCT, ONHPAsCh Ha KIIOYEBHIE CIIOBA.

Ilpu mnoArotoBke pedepupoBaHUUS TEKCTAa PEKOMEHIYETCSl BOCIIOIB30BATHCS CIEMYIONICH MaMITKOM:

1. TMocne mnpouTeHus TekcTa pas30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B kaxnoil yacTH HaiiguTe mpemioKeHue (MX MOXET OBITh HECKONbKO), B KOTOPOM 3aKIIOYCH OCHOBHOM CMBICI ITOM
YaCTH TEKCTA. BrImuimuTe 5TH NpeioKeHusl.

3. TlomuepkHWTE B OSTHX MNPEITOKEHUSIX KIIOUYEBBIC CIIOBA.

4. CocraBbTe IUIaH MEpeCcKasa.

5. Onwupasch Ha MUIaH, MEPECKAKHUTE TEKCT,

6. Onmpasch Ha KIIOYEBBIE CJIOBA, PACCKAKHUTE TEKCT.

MeTOZ[I/I‘{eCKI/Ie PECKOMEHAAIUU 10 COCTABJICHHUIO JUCKYCCUUN

[TamsTKa O COCTABICHUIO AUCKYCCUU

B nporecce TOATOTOBKY K BBITOJHEHHIO 331aHUs (AUCKYCCHS) BHUMATEIbHO H3YUHUTE €r0 COACPIKaTeNbHOE HATOJIHEHNE, ONIPEEINTe
KOHKPETHYIO CUTYallil0 U KOMMYHHKATUBHYIO 331a4y OOLIEHHUS.

Cutyanus oOImEeHNs YeTKO U JJAKOHUYHO KOHKPETH3UPYETCS B IEPBBIX IBYX-TPEX MPEATOKEHHUAX 3aAaHHs, TIOITOMY HX CIIETyeT
YUTaTh OCOOCHHO BHUMATEIbHO.




* O0s13aTeNbHO 0OCYIHUTE BCE MpeiaraeéMble BApUAHTBI, BHE 38BUCUMOCTH OT COOCTBEHHBIX MPEAMOYTCHHH.

*BynpTe HHUIIMATHBHBIM ITIAPTHEPOM IO OOIICHHUIO, a HE MACCHBHO OXKHIaiiTe BOPOCOB CO CTOPOHBI cobecenHnka. Heobxommmo
HayaTh Oecely ¢ KpaTKOTo BCTYIUICHHS —00BSICHEHHs CUTyaluu. Jlanee cleyeT akTHBHO BECTH Oecelly: peiaraTb BApUaHThl IS
00CYXICHHS, 33/1aBaTh COOTBETCTBYIOIINE PEYCBON CUTYAIIMH BOIPOCHI, IIPH HEOOXOJUMOCTH [EPECIIPAIINBATE, YyTOYHITh MHECHUC
cobeceTHHKa, OCYIIECTBILSTD TIEPEX0/1 OT OJHOTO BapUaHTa K IPYTOMY, B 3aBepllieHne Oecebl ociie 00CYKACHHS BCEX BAPUAHTOB
CaMoMy MPEUIOKUTh pelIeHHe. PelieHne JO/MKHO JIOTHYHO BBITEKATh M3 BCETO CKa3aHHOTO 000MMH MapTHEpaMHu, He 3a0yabTe IpH
9TOM ellle Pa3 HOMHTEPECOBATHCS MHCHUEM COOCCEIHUKA.

*BeXIMBOCTH B IMANOre MPEAIIONATaeT, IIPEXKIE BCErO, POSBICHUE 3aNHTEPECOBAHHOCTH 110 OTHOLICHHIO K CBOEMY MapTHEPY 110
00IIeHHI0, 00513aTENIbHOE PearupoBaHKe HA €r0 PEIUTUKY (IIYCTh MOPOIO C MOMOIIBIO KOPOTKUX PEIUIMK pearupoBanus). Heooxoaumo
BHHUMATEJIBHO CITyLIATh TAPTHEPA U IaBaTh aJICKBATHBIC PEAKLMK HA TO, YTO OH FTOBOPHT. B TaHHOM THIIe Auanora Jaiie BCero
OTBETHBIMH PEAKIMAMH OYIyT COTJIACUE WM Hecornacke (MpuieM BeXIIMBOE), ¥, BOSMOXHO, YAUBICHHE, COMHeHHe. [Ipu aToM,
6e3yCIIOBHO, CICAYET CTapaThCsi HCIOJIb30BATh PA3HOOOPAa3HbIE SI3BIKOBBIC CPE/ICTBA Ul BRIPAKCHHS TAHHBIX S3bIKOBBIX (DYHKIHH.
*AKTHBHO Tpe/iaraiiTe BapuaHThl 1715l 00CY>KACHHS (€CTECTBEHHO, MOCIE JOCTATOYHO MOIPOOHOT0 00CYNKIASHHUS KaXI0r0O
MIPEBILIYIIETO).

IIpu npeUIoKESHUH CBOETO BapHaHTa CIICyeT aBaTh YSTKHUE Pa3BepPHYTHIC apryMEHTHI B €ro ToNb3y. B ciyyae Hecormacus
cobecenHIKa HEOOXOIMMO PEarupoBaTh Ha €ro PEIUTMKHA CBOMMH KOHTPAPryMEHTaMH, COTJIACYS HX C €0 I0BOJAaMH. Y MCHHE
YCIBINIATh MapTHEPa ¥ aJICKBaTHO ¥ apryMEHTUPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKaX OCOOCHHO IICHHO B JAHHOM
turne auanora. OJHaAKO COBCEM HEOO0s3aTeIbHO BCET/Ia HE COMUIAIATRCS C MAPTHEPOM, BE/Ib B PEaIbHON KOMMYHHKAIIMH MBI
JIOCTATOYHO YacTO MEPECMATPHBACM CBOIO TOYKY 3PCHUSI, B3BEIIMBAs TOBO/IBI «3a» U «IIPOTHBY. [IpH cornacuu ¢ MHEHHEM
coOeceTHIKa BaYKHO MPUBECTH JIOTIOJIHUTENBHBIC TOBOIBI B MOJIb3Y 00CYKJaEMOr0 BApUAHTA HJIH Pa3BEPHYTh apryMEHT COOCCEeJHUKA.
* AKTHBHOCTB U BSXKJIMBOCTh COOCCEIHUKA MTPEAIIONIAraeT 3aMHTEPECOBAHHOCTh BO MHEHHH [IapPTHEPA [0 OOLICHHIO, II09TOMY B Oeceie
CJIEIyeT MHTEPECOBATHCSI MHEHUEM cOOSCeHUKA MO MOBOAY MPEAIaracMbIX BAPHAHTOB, 3aMPAIINBATh €0 COTNIACHE MM HECOTTIache
co cBoeit TouKo#i 3peHns. IIpu He0OX0JMMOCTH MOXKHO 33/1aTh YTOYHSIOLIHE BOIPOCHI, IIEPECIPOCHTh COOECETHIKA.

Heo0xomuMo yuuThIBaTh MHEHHE COOSCEHUKA U MMPUBOUMBIC KM apTYMEHTHI ITPU MPHHITHU OKOHYATEIFHOTO PELICHHs, KOTOPOe
JIOJDKHO CTATh JIOTHYECKUM 3aBeplLIeHneM auanora. Eciu perenne npoTHBOPEYHT COACPKAHUIO IPOBEICHHON Oecesl,
KOMMYHUKATHBHAS 33]]a4a MOXKET OKa3aThCsl HEBBIMIOIHEHHON. DTO 03HAYAET, YTO YYaCTHUK Oecebl (POPMAIIbHO MIPOroBaprBall CBOU
JIOBOJIBI, HE CICAMI 33 PEIINKaMHU COOECEAHHNKA U JIOTUKOH Pa3BUTHS JHAIIOTA.

*IHUIMATUBHOCTH B Oece/ie MpearoiaracT yMeHHe BOBJICYb MAapTHEPA B UANIOT. B TAaHHOM THIIE JUAIOra 3TO MPOSBISETCS HE TOIBKO
B YMEHHH 3aIIPOCUTh MHEHHE COOCCEAHNKA, HO U B IPHUIJIAIICHUH NPEJIaraTh CBOU BapUAHTHI AT OOCYKACHUSL.

* Heo0X0IMMO MOMHHTB, YTO AUATIOT — 3TO HE 0OMEH MOHOJIOTAMH.




