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1. IEJIN U 3AJAYN OCBOEHUSA U CIIUITIJINHBI

1.1 | Henu:hopMupoBaHMEUHOSA3bIYHOMKOMMYHUKATUBHOMKOMIIETEHIIUH IS 1EJI0BOr 000 EHUSABYCTHOHUNICbMEHHOH(OopMaX.

1.2 | 3a0auu:-ocBoeHHETpAaMMATHY €CKOTOMIIEKCHUYECKOTOMUHIMYMaBOOheMe, HE00 X0 TMMOM LIS IEIIOBOTOOOIIIEHUSTHANHOCTPAHHOM
SI3BIKENPAOOTHICHHOA3BIYHBIMUTEKCTAMUBIIPOLIECCENPO(ECCHOHANBLHON IES TETbHOCTH;
-(pOopMHPOBaHUCYMCHUAYTCHUTUIIOHUMAHUSUTATEPATY PBITOCTICIIHATEHOCTACOCIOBAPEM;

-(popMHUPOBaHHEKOMM yHUKATUBHBIXYMEHHIICTIOBOr000ICHUTHANHOCTPAHHOMSI3BIKE.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1 | TpeGoBaHus K nMpeIBapUTeJbHOI MOATOTOBKE 00y4alolIerocs:

2.1. | IlpeamecTByOUMMHU AUCHUIIMHAME ABJISIOTCS AUCUUILIMHBI A3bIKOBOM IMOJTOTOBKU Ha MPEIBIAYILEM YPOBHE S3bIKOBOM
1 | moaroroBku.

2.2 | AMcuuniMHbI ¥ NPAKTUKH, JJIS1 KOTOPBIX OCBOEHHE AAHHON JTMCUMIJIMHBI (MOAYJIS1) HEOOX0IMMO KaK
npeauiecTByloIlee:

2.2. | BBIIIOJHEHHUE U 3aIMTA BBIMYCKHON KBATU(PUKAIIMOHHONW pabOThI

2.2.| Cnen xypc Ha HHOCTPAHHOM SI3bIKE

3. KOMIIETEHIIUY OBYYAIOIIETOCSI, ®OPMHUPYEMBIE B PE3Y.JIbTATE OCBOEHUSI 1Y CLIUILIMHBI
(MOJLYJIST)

YK-3: Cnoco0eH ocylecTBJISITh CONMAIbHOE B3aUMO/eliCTBHE M Peain30BbIBATH CBOIO POJIb B KOMaH/ie

N-4.YK-3: D¢pdexTnBHO B3auMojeiicTBYeT ¢ APYyrUMHU YJIeHAMHU KOMAHAbI, B T.4. y4acTByeT B 00MeHe HH(opManmeii,
3HAHUSIMHU M ONBITOM, U NIPe3eHTALMU Pe3yIbTATOB PAGOTHI KOMAHABI

- 3HACT IIpaBUJjia l'[pO(beCCI/IOHaJ'H)HOFO PCUCBOTO 3THUKETA
- YMECT apryMCHTUPOBAHO HU3JiaraTtb CO6CTB€HHy}0 TOYKY 3p€HHS Ha HHOCTPAHHOM S3bIKC
- BJIaACCT HaBbIKaMH BCACHUSA JUCKYCCHUHU U ITOJICMHUKH HAa NHOCTPAHHOM S3BIKE

YK-4: CniocodeH 0CylecTBJIATH /1eJIOBYI0 KOMMYHHKALMIO B YCTHO# ¥ MUCbMEHHOii (opMax Ha rocyapcTBEHHOM SI3bIKe
Poccuiickoii @egepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

HN/1-1.YK-4: Bei0upaer Ha rocyapcTBeHHOM U HHOCTPAHHOM (-bIX) A3bIKAX KOMMYHHKATHBHO NIpHeMJIeMble CTUJIb 1eJI0BOI0
o0meHus, BepdajibHble H HeBepOaIbHbIe CPEACTBA B3aUMO/eiicTBHSI ¢ IApTHePaMH.

- 3HaeT OCHOBHBIE IPaMMAaTHYECKUE CTPYKTYPHI; 00LIeyNOTpeOUTENbHYIO, OOIIEKYIBTYPHYIO U IPOGECCHOHANBHYIO JIEKCUKY;
peueBble KiInIIe, He00X0AUMBIE /IS OCYILIECTBICHHUS I€JI0BOM KOMMYHHUKALIMK HA HHOCTPAHHOM SI3BIKE;

- YMEET IIOCTPOUTH BBICKA3bIBAaHHS B CMO/ICJIMPOBAHHBIX (TIPEJIaraéMblX) CUTyallUusIX OOIIEHH HA HHOCTPAHHOM SI3bIKE, IPABUIILHO
UCTIOJIB3YS BepOabHbIe M HEBepOallbHbIE CPECTBA OOILEHHUS;

- BJIafieeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHS.

NA-2.YK-4: Bener 1e/10By10 IepeNuCKY, yYUTbIBasi 0COOCHHOCTH CTHIHMCTHKY 0(pHIHAIBHBIX H HeOHIUAIbHBIX NHCEM,
COLMOKYJIbTYPHBIE pa3in4us B popMaTe KOPPECIOHACHIUH HA FOCYAapPCTBEHHOM U MHOCTPAHHOM (-bIX) S3bIKAX

- 3HaeT 0COOEHHOCTH CTMIIHCTHKHU HAMMHCAHUSI OHIHAIBHBIX U HeO(PUINATEHBIX THCEM
- yMeeT BECTU AENOBYIO IEPENUCKY C YIETOM COLUOKYIbTYPHBIX OCOOEHHOCTEH ¢ IPEICTaBUTEIAMU APYTUX CTPaH
- BIajleeT TEXHUKOMH JIeI0BOTO MUChbMa HA UHOCTPAHHOM SI3bIKE

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

- 3HaeT OCHOBHBIE I1€PEeBOIUECKHE TpaHCHOopMalnY;
- yMeeT BBIIOJIHATE NIEPeBO MPO(ecCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYAAPCTBEHHBIH S3bIK M 00paTHO;
- BJIaJIe€T OCHOBAMHU TEXHUKH IIEpEBOJa.

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

Koxa HanmeHoBaHue pa3fieoB U TeM /BH] Cemectp | Yacos | Kommneren- | Jlurepartypa Hnre IIpumeyanune
3aHATH 3aHATHSA/ / 197071 DAKT.




Paznen 1. Conep:xanue

1.1

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs; wh-
questions. Introducing yourself and others.
Listening: Talking about yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure.

/J1ab/

12

VJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

TECT

1.2

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs; wh-
questions. Introducing yourself and others.
Listening: Talking about yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. /Cp/

15

VJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

1.3

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN

/J1a6/

16

WJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
J2.2

Ponesas urpa,
MICbMEHHBIE
paboTsbl, TeCcT

1.4

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN

/Cp/

20

VJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

1.5

Business Trips (airports, hotels). Food and
Entertaining. Business communication in
action.

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

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

/J1a6/

14

V-1.VKA4
WJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
J2.2

IIuceMenHbBIC
paboTshl, TeCT




1.6

Business Trips (airports, hotels). Food and
Entertaining. Business communication in
action.

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

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

/Cp/

16

VJ-1.VK-4
WJ1-2.YK-4
WJ1-4.YK-4

J1.1
JI1.2J12.1
J12.2

1.7

Sales. People. Telephone conversations
and Negotiations.

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

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

/J1a6/

14

WJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

J1.1
JI1.2J12.1
J12.2

Ponesas urpa

1.8

Sales. People. Telephone conversations
and Negotiations.

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

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

/Cp/

19

VJI-1.VK-4
WJ1-2.YK-4
WJ1-4.YK-4

J1.1
JI1.2J12.1
J12.2




1.9

Markets. Companies. Presentation and
Speeches.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Negotiations.
Describing companies. Present continuous.
Present simple or present continuous.
Presentation 2: starting a presentation.
Speaking: You and your company: Prepare
an introduction to a presentation. Writing:
company profile. Reading: atura aims to
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/J1ab/

16

VJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

[TepeBon
TEKCTOB

Markets. Companies. Presentation and
Speeches.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Presentation
2: starting a presentation. Speaking: You
and your company: Prepare an
introduction to a presentation. Writing:
company profile. Reading: atura aims to
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/Cp/

15

V-1.VKA4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
J2.2

The Web. Business Corespondence.

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

/J1a6/

12

VJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

ITuceMeHHbIE
paboTsl, TECT




1.12

The Web. Business Corespondence.

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

/Cp/

20

VJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
JI1.2J12.1
J12.2

1.13

Cultures. Jobs. Job Application.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't,
could /would. Identifying problems and
agreeing action. Speaking: A change of
culture: Discuss changes in a bank.
Writing: action minutes. Reading: Wal-
Mart finds its formula doesn't fit every
culture - The New York Times. Listening:
Four people talking about cultural
mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job

/J1ab/

28

WJ-1.VK4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
JI1.2J12.1
J12.2

Cultures. Jobs. Job Application.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't,
could /would. Identifying problems and
agreeing action. Speaking: A change of
culture: Discuss changes in a bank.
Writing: action minutes. Reading: Wal-
Mart finds its formula doesn't fit every
culture - The New York Times. Listening:
Four people talking about cultural
mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job.

/Cp/

44

VJ-1.VK4
WJI-2.VK-4
WJ1-4.VK-4

J1.1
JI1.2J12.1
J12.2

Pa3pen 2. IIpome:kyToyHas aTrecTanus
(3K3aMeH)

2.1

ITonroroBka K 3x3aMeny /Jk3aMeH/

34,75

V-1.VKA4
WJ1-2.VK-4
WJ1-4.VK-4
WJ1-4.VK-3

2.2

Konrpons CP /KCPATT/

0,25

V-1.VKA4
WJ1-2.VK-4
WJ1-4.VK-4
WJI-4.VK-3

23

KonrakrHas pab6ota /KoncOx/

WJ-1.YK-4
WJ1-2.YK-4
WJ1-4.VK-4
WJ1-4.VK-3




Paznean 3. [IpomeskyTouHas aTTeCTALUS
(3a4ér)
3.1 TToxaroroBka k 3auéry /3a4yér/ 3 8,85 | UO-1.YK-4 0
na-2.yK-4
na-4.yK-4
na-4.YK-3
3.2 Konrakthas padora /KCPATT/ 3 0,15 | UO-1.YK-4 0
na-2.yK-4
na-4.yK-4
na-4.YK-3
Pa3nen 4. IIpome:kyTouHas aTrecTanus
(3a4ér)
4.1 IToaroroBka k 3a4éty /3auét/ 2 8,85 | NA-1.YK-4 0
Ua-2.yK-4
na-4.YK-4
na-4.YK-3
4.2 Konrakrhas pa6ota /KCPATT/ 2 0,15 | UA-1.YK-4 0
Ua-2.yK-4
na-4.YK-4
na-4.YK-3
Paznen 5. [IpomexxyTouHas aTrecTanust
(3auér)
5.1 TToxaroroBka k 3auéry /3a4ér/ 1 8,85 | UO-1.YK-4 0
Ua-2.yK-4
na-4.yK-4
NA-4.YK-3
5.2 Konrakthas padora /KCPATT/ 1 0,15 | UO-1.YK-4 0
Ua-2.yK-4
na-4.yK-4
NA-4.YK-3

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. Haznauenue ¢oHIa oneHOUHBIX cpencTB. OLEeHOYHbIEe CPEeCTBA MPEeAHA3HAYEHBI UI KOHTPOJIA M OLIEHKH 00pa30BaTeIbHbIX
JIOCTHKEHUN 00YYalOLIMXCsl, OCBOMBIINX IPOTpaMMy Y4eOHOH TuCHUIUINHBI «ITHOCTPaHHBIH S3BIKY.

2. ®oHA OLIEHOYHBIX CPEJICTB BKJIIOYAET KOHTPOJILHBIE MaTepHalIbl JJIs IPOBEACHUS TEKYIEro KOHTPOJIs B (JOpMeE TECTOBBIX
3aJJaHUi, POJIEBBIX U, HAIMCAHUS JIMYHBIX U JEJIOBBIX IHCEM, IEPEBOja TEKCTOB M MIPE3CHTALIUH.

5.2. OueHo4HbIe CpeACTBa I/ TEKYIero KOHTPOJIst

BXOJIHOM KOHTPOJIb (mpuMepHbIe 3a1aHAs )

1. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export

/ a niche) market and she really enjoys the work of planning specialised tours for clients. The company is very small. It (4)

(employs / supplies) only four people and they all work in one office. This makes (5) (print / face-to-face) communication very easy.
They can talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual /
practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and bus
delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit

/ deal) of ten per cent and she’ll make monthly payments. The furniture will be delivered next week.

2. Complete the conversations with words and phrases from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

B I know. And I’m planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I’'m not sure.

Conversation 2

A How big is your company?

B Big! It has (3) of about 18,000 people.

A How much (4) do you get each year?

B Three weeks.




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

a) isn’t b) aren’t ¢) am not

2.A  areyoufrom? B Japan.

a) What  b) Where ¢) Who

3. Ricardo drive to work?

a) Is b) Do ¢) Does

4. Oscar from home.

a) sometime work

b) works sometimes

¢) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go c) isn’t go

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

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

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

B Yesterday. My flight (2) (land) at about three o’clock in the afternoon.

A And what (3) (you do) now?

B Well, it (4) (be) nine in the morning here now. |

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

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is there a car park?

5. My suggestion is to go for a cocktail.

6. Why don’t you buy a self-study course?
7. What do you think?

8. There’s something I’d like to talk to you about.
9. What day suits you?

10. What did you learn from your last job?

a) Yes, there is.

b) OK, I'll take a look at one.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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

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

Kpurepun onenxu:

Crynent BoinoiaHua 84-100% 3apanHuii «OTIMYHOY», OBBIIIEHHBIH YPOBEHB

Crynent BeinonHund4-100% 3aganuil «Xopo1o», HOPOroBblil ypOBEHb

Crynent BemonHWIS0-65% 3a1aHnii «yZOBIETBOPUTEIHHOY, IIOPOTOBEIN YPOBEHB

Crynent BeinoiaHui MeHee 50% 3a1aHuid «HEYJOBJIETBOPUTEILHO», YPOBEHb HE C(HOPMHUPOBAH

TEKYILIUI KOHTPOJIb (IIPUMEPHBIE 3AJIAHIS)
CEMECTP 1

I Complete the conversation with words from the box.

a restaurant, August, Friday, Barcelona, Germany, golf, Poland, Polish
A Is Kasia from ?

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

A Really? And is her husband also _ ?

B Yes, he is.

A Does Kasia work at home one day every week?




B Yes, that’s right. She works at home every

A When does she usually go on holiday?

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

A Do you and Kasia sometimes play _ at the weekend?

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

IT Match the sentence beginnings with the endings.

. I don’t like going a) to music.

. Jorge quite likes b)  holiday in August.

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

. We never listen e) hours.

. Susan loves going f) out to restaurants.

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

. Piet often works flexible h) football on Sunday.
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IIT Choose the best words to complete the sentences.

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

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

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

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

6 I didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have

€100,000!

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

IV Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

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

8 What do you like best about your job?

9 Where are you from?

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

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

1) 'm from Italy.

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

2 Can I speak to b) a refund.

3 I have a c¢) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s €) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

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

CEMECTP 2

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

book, buy, check in, collect, go through, take, watch

I travel abroad for work about once a month. I always (1) my ticket and

(2)  my hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive

at the airport, I can immediately

(3) security. I never (4) the in-flight movie. On the plane, I like to work on my computer.

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

at the hotel, I usually go for a walk. After a long flight, I need the exercise!




II. Choose the best word to complete the sentences.

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

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

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

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

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

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

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

My company (1) (provide) training every year for all employees. Last month, I (2) (go) on a three-day training course about
project management. It (3) (be) an interesting three days. We (4) (read) case studies about successful and unsuccessful projects and
then (5)(discuss) them. The quality of the training (6) (be) always very high and every course (7) (give) us a lot of useful
information.

IV. Match the questions with the responses.
1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

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

7 Can I pay with American Express?

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

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

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

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

CEMECTP 3

I. Complete the sentences with words from the box.

export, home, luxury, mass, niche

1. Nike sports clothing sells to a  market.

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

3. markets are usually small but profitable.

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

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

2. make b) sell abroad

3. have a workforce of ¢) launch

4. export d) employ

5. introduce e) provide

6 supply f) start

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

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

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

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

. Alfredo / stressed / was / Why / ?

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

~NO kAW~

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

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

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

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

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




6. Helena is usually in her office in the afternoon but she (work) from home today.
7. Normally delivery (take) about three weeks.

CEMECTP 4

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

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

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

4 We don’t have d) at home?

5 We have to cut e) possible.

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

7 How about studying g) to me.

II. Match the sentences with the same meaning.

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

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

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

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

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

. Our meetings are informal.

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

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

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

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

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

IV. Choose the best words to complete the conversation.

A Look at the time.

B It’s six o’clock. We (1) (should / would) go. We don’t want to be late.

(32) (Could / Would) you like to walk to the restaurant? It isn’t far. B That’s a good idea.

A (3)(Should / Could) you bring a copy of the report, please? We may want to discuss it. B I don’t think we (4)
(should / would) take that.

A Why not?

B We (5)(shouldn’t / wouldn’t) directly discuss business at this meal. They don’t do business that way here.

A But it’s a business dinner.

B Yes but we (6) (would / should) get to know each other, too. That’s very important here. A (7) (Could / Should) you
explain something to me?

B Sure.

A How are we going to make a deal if we don’t talk about business? B You need to be patient!

Kpurepuu onenku recra:

Cryzent Bbinonuun 84-100% 3anaHuil «OTIMYHOY, NOBBIIEHHbBIH YPOBEHb
Cryzent Bbinonuung4-100% 3agaHuil «XOpoI10», HOPOroBblil ypOBEHb

Crynent BemonHWIS0-65% 3a1aHnil «yZOBIETBOPUTEIHHOY, IIOPOTOBEIN YPOBEHB




CryzeHT BeinonHmI MeHee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHb HE CHOPMHUPOBAH
Onenounoe cpenctso «POJIEBASA UT'PA»

1. Tema (npoGnema) ,,At a job fair”

Konnemnmus urpst: You meet at the job fair and talk about sales position. Ponu: a) a director of a company; 0) job seeker.
OsxuaeMsblil pe3ysbTaT — HHCICHUPOBKA Oecellbl OpraHU30BaHa U IPECTaBICHa B

COOTBETCTBHU C CHTYallUeH OOIICHUS.

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

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

Pounu: a) an interviewer (Human Resources); 6) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OsxuaeMsblil pe3ysibTaT — HHCLIEHUPOBKA Oecellbl OpraHU30BaHa U IPECTaBICHA B

COOTBETCTBHU C CHTYalUei OOICHUS.

3. Tema (npobiema) ,,At the Hotel

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

MHCIICHUPOBKA Oecebl OpraHN30BaHa | MPEACTABICHA B COOTBETCTBUH C CHTYAI[HEH

obmIeHwsI.

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

Konnemnmus: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.
Ponu: a) a guest; 6) a receptionist. OxunaeMplii pe3ynbTaT —

HMHCIIEHHPOBKa Oece bl OpraHu30BaHa M IPEJCTaBICHA B COOTBETCTBHY C CHTyanueit

o01eHus.

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

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

Pomnu: a) a manager; 6) a manager. OxuiaeMblii pe3yabTaT —

MHCLEHUPOBKA Oece/bl OpPraHM30BaHA U MPECTABICHA B COOTBETCTBHUHU C CHTYAIIUEH

oOrieHust.

6. Tema (npobnema) ,,At a Trade Fair*

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

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

7. Tema (npodiema) «Dealing with problems»

Konuemnwmst urpst: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.
Ponu: a) a manager; 6) an office worker. Oxunaemslii pe3ynbraT —

MHCIIEHHPOBKa Oece bl OpraHu30BaHa U IPEJCTaBICHA B COOTBETCTBHY C CHTyalueit

o01eHusl.

8. Tema (npobnema) «Participating in discussion»

Konuenuus urpel: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote it.
Ponu: a) an advertising manager; 6) an advertising manager. OkuaaeMbiii pe3yJbTaT — WHCIIEHUPOBKA Oece bl

OpraHW30BaHa M TIPEICTABIICHA B COOTBETCTBUH C CHTYyaIHeH OOIIeHNs.

9. Tema (npoOiema) «Presenting your company»

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

Ponu: a) a representative of company Nel; 0) a representative of company Ne2. Oxunaemblii pe3yabrar —

MHCIIEHHPOBKa Oece bl OpraHu30BaHa U IPEJCTAaBICHA B COOTBETCTBHY C CHTyanueit

o0IeHusI.

10. Tema (mpobnema) «Making arrangementsy

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

Ponu: a) a managing director; 0) a customer. OxuaaemMblii pe3yJbTaT — WHCIIEHUPOBKA Oece bl

OpraHM30BaHa U MPEICTABICHA B COOTBETCTBUY C CUTyallel OOLICHHUS.

11. Tema (npo6aema) «Identifying problems and agreeing action»
Konuenmus urpel: Two managers in the same department have a problem with an employee, Ken Darby. They meet to discuss what




to do.

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

HMHCLEHUPOBKA Oecelbl OpraHU30BaHa U NIPEJCTaBICHA B COOTBETCTBUU C CUTYallUeH
obuieHus.

12. Tema (npobuiema) «Interview skillsy»

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

Pounu: a) a director; 6) a candidate for the job. Oxugaemsblii pe3ysibTaT — HHCIICHUPOBKA OeceIb

OpraHW30BaHa M TIPEACTABIICHA B COOTBETCTBUH C CHTYaIHeH OOIIeHNS.

Kpurepun onenxu:

«OTIMYHOY, MOBBIIICHHBIH YpOBEeHb: CTYJIEHT CAMOCTOSATEIBHO PEATU3yeT YMEHUE IOCTPOUTh BHICKAa3bIBaHHS B
CMOJICIUPOBAHHBIX (TIpeyIaraeMbIX) CUTYalUsIX OOIIEHHsI Ha HHOCTPAHHOM SI3bIKE, TIPABUIIFHO HCIONB3Ys BepOaTbHbBIC

1 HeBepOaTbHbIE CPEICTBA OOLICHHS; BIIA/ICET MHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JEJIOBOTO OOIICHUSI.

«XO0poIoy», TOPOroBbIil ypoBeHb: CTYIEHT CIIOCOOCH MOKa3aTh YMEHHS MOCTPOUTH BHICKA3bIBAHUS B

CMOJICTMPOBAaHHBIX (Tpe/IIaraeMbIX) CUTyalUsX OOLICHUS] HA MHOCTPAHHOM SI3bIKE, IPABUIILHO UCIIOJIB3Ysl BepOabHbIe

U HeBepOaJIbHbIE CPENICTBA OOIICHHS;CITIOCOOCH YaCTUYHO MTOKA3aTh BIIaJICHUE MHOCTPAHHBIM SI3IKOM KaK CTHJIEM JICJIOBOTO
o01IeHus.

«Y IOBIIETBOPHUTEIHLHOY», MOPOTOBBIN YpoBeHb: CTYIEHT O PYKOBOJCTBOM MPENOAABATENsI CIOCOOCH MMOKa3aTh YMEHHS IIOCTPOHUTH
BBICKA3bIBAHUS B CMOJICTUPOBAHHBIX (MPE/JIaraeMbIX) CUTYalUsIX OOIICHHSI HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO UCTIONB3Ys
BepOabHbIe U HeBepOATbHbBIC CPEICTBA OOLICHHS; CIIOCOOCH YaCTUYHO MMOKA3aTh BJIaJICHHE HHOCTPAHHBIM S3bIKOM KaK CTHIIEM
JICJIOBOTO OOIICHHUS.

«HeynoBneTBopuTenbHO», ypoBeHb He chopmupoBan: CTYICHT 3aTPyIHSIETCS WM HE MOKET ITOKa3aTh yMEHHS

MOCTPOUTD BBICKA3bIBAHUS B CMOJICITUPOBAHHBIX (IPEAaraeMbIX) CUTYalMIX OOLICHUS HA HHOCTPAHHOM SI3bIKE, IPABUIILHO
UCTIOJIB3YS BepOabHbIe M HeBepOAIbHBIC CPEICTBA OOICHHS; HE BIIaICCT HHOCTPAHHBIM SI3bIKOM KaK CTHUJIEM

JICJIOBOTO OOIICHHS.

Onenounoe cpenactso «[IEPEBOJ] TEKCTOB»

TIpuMepHbIe TEKCTHI AJIsl IEPEBOIa C AaHTTIMHACKOTO HA PYCCKUI

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond, USA.
The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business
online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

The company has two fulltime employees. They don't have official meetings. They talk to each other. At lunchtime, they go to the
shop to talk to customers. They spend 25 per cent of the day on the phone with their web designer. The website takes a lot of time
and money.

To raise money ($300,000) to start the business, they asked 20 friends from their business school to invest money. The friends also
wear the shirts and introduce their colleagues to the company. For example, an investor who works in a large insurance company in
Houston wore their shirts, and in the past four months they got about 12 more customers from there.

Text 2

Business diary: Johan Roets as told to Jude Webber

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

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

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

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

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

Text 3

Should I stay or should I go? by Lucy Kellaway

The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and my new
colleagues are not very friendly. Now I hear that my old boss wants me back. I want to see if he is serious, but that might seem like I
am desperate to return to my old job. Besides, I don't want to be too hasty. I have worked in my new job for six months. After all, it
takes time to be accepted into a successful team."

Senior manager, male, mid-50s.

The solution

Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You know

that working there is  comfortable, and sometimes comfort is a good thing.

You say your old boss is anxious to rehire you, but don't approach him  yet. Wait and let him come to you. Try to negotiate a return




with a lot more money and a promotion.

But remember you've only been away for six months. I'm not sure that this is long

enough

to make a decision about the new place.

Some organisations don't like outsiders; it takes a while before they accept  them, and until then, they are pretty unfriendly. Spend
time working hard at your new job and be friendly.

Then, if you decide to go back to your old job, you know that you tried.

Text 4

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

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel away from the tourist areas.
However, this may not be the best option for the business traveler with a moming appointment on the far side of town. Traffic and
distance can be a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

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

Where to eat

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

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoid the rush hour, which in the evening can last until 9 p.m.

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

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

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

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

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

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

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

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

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

Executives call the brand's performance in the USA "disappointing" and "terrible". "It's been a big challenge in the US," Mr Novak

Kpurepun onenxu:

«OTIMYHOY, OBHIIEHHBIH YpOoBeHb: CTyIEHT CAaMOCTOATENBHO PEAUTH3YET YMEHHUS 110 ePEeBOLy MPOPECCHOHATBHBIX TEKCTOB C
HWHOCTPAaHHOT'O Ha TOCYIapCTBEHHBIN S3bIK U 00paTHO, BJIa/IEET OCHOBAMHU TEXHUKHU IIEpEeBO/IA.

«Xopo10y», MOPOroBelil ypoBeHb: CTYIEHT CIIOCOOEH N0Ka3aTh YMEHHUE MepeBo/ia Npo(ecCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha
rOCyJapCTBEHHBIN SA3bIK U 00paTHO, CIOCOOEH YaCTUYHO II0Ka3aTh BJIaIeHHEe OCHOBAMH TEXHUKH IEPEBO/A.

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

«HeynosnerBopurensHo», ypoBeHb He chopmupoBan: CTyIEHT 3aTpyIHIETCS WIM HE MOXKET IT0Ka3aTh yMEHHUS, He

BJIaJIe€T OCHOBAMH TEXHUKH IEPEBOA.

OnenouHoe cpenctBo «[IPE3SEHTALIS»

Temsl AJ1s Ipe3eHTanui:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenxu:

«OTIMYHOY, IOBBIIIEHHBI YPOBEHB: CTYACHT CAMOCTOSTENBHO PeaIn3yeT YMEHHE IIOCTPOUTh BBICKa3bIBAHUS B CMOIEITUPOBAHHBIX
(mpemaraeMbIx) CUTyanusx OOIICHUS] HA HHOCTPAHHOM SI3bIKE, TIPABHIILHO MCIIONb3Yys BepOallbHbIC U HEBEpOaIbHbIC CPEICTBA
OOIIeHHS, apryMEHTUPOBAHO H3JIaraTh COOCTBEHHYIO TOUKY 3PESHHS HA HMHOCTPAHHOM SI3bIKE; BIaJIeeT HABBIKAMU BEACHUS IUCKYCCUU
Y TIOJIEMUKH HA HHOCTPAHHOM $SI3bIKE H HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JEIOBOTO OOILCHUSI.

«XO0poII0», TOPOTOBBI YPOBEHB: CTYJCHT COCOOEH MOKA3aTh YMEHUS TOCTPOUTH BHICKA3bIBAHUS B CMOJICITUPOBAHHBIX
(mpeanaraeMbIX) CUTyalUsIX OOIICHHSI HA HHOCTPAHHOM $SI3bIKE, MPABUIIBHO UCIIOJNBb3Ys BepOalibHbIe 1 HeBEpOaIbHbIC CPEACTBA
OOIIEeHNS, a TAKoKe W3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE; CIIOCOOSH YaCTUYHO IT0Ka3aTh BIaJcHUE
MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JETOBOTO OOIIEHMS, & TAK)KE HAaBBIKAMU BEJCHUS IUCKYCCHU U TIOJIEMUKH.




«Y IOBIIETBOPHUTEIBHOY», HOPOTOBHIN YPOBEHbB: CTYACHT IOl PyKOBOACTBOM IPEMOAABATENS CHOCOOEH ITOKa3aTh YMEHUS TOCTPOUTD
BBICKa3bIBaHUS B CMO/ICIIMPOBAHHBIX (IIPeUIaraeMblX) CUTyalusX OOIEHHS HA HHOCTPAHHOM sI3bIKE, TPABUIBHO UCIOJIb3YS
BepOasIbHbIE U HeBepOaIbHbIE CPEACTBA OOLIEHUS U U3J1arasi CBOK TOUKY 3p€HHS Ha HHOCTPAHHOM S3bIKE; CIIOCOOEH YaCTUYHO
110Ka3aTh BJIaJICHNE MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEIOBOTO OOLICHUSI.

«HeynoBneTBopuTenbHO», ypOBEHb HE C(POPMHUPOBAH: CTYACHT 3aTPYAHSIETCS WA HE MOXET M0Ka3aTh YMEHHS IIOCTPOUTH
BBICKa3bIBaHMUS B CMOJICTUPOBAHHEIX (TIPEIaraeMbIX) CUTyalusIX OOIIEeHNsI HA HHOCTPAHHOM S3bIKe, TPABUIIBHO UCIIONB3Ys
BepOanbHbIe U HeBepOAIbHBIE CPEICTBA OOLIEHHS; HE BlIalceT MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICJIOBOTO OOIIEHUS, HE BIIa/IeeT
HaBbIKaMH BEJICHUS IUCKYCCUU HAa MHOCTPAHHOM SI3BIKE.

5.3. Tembl NHCBMEHHBIX PadoT (3cce, pedpepaThbl, KypcoOBbIe PadOTHI U JAP.)

Hamucanue TMYHOIO U JEI0BOrO MHUChMa
Buas!l TMYHOTO IUCHEMA:

- Introduction Letter

- Friendly Letter

Bunpl gemoBoro nucema:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV

Kpurepun orieHuBaHus:

- OLICHKA «OTIMYHO» BBICTABISCTCS CTYACHTY, €CIIU CTYICHT IOKa3bIBAET IIIyOOKHE 3HAHUS TPAMMATHIECKHX CTPYKTYP;
001eynoTpeOuTenbHON, 00IIEKyIbTYPHOH 1 PO ecCHOHATBHOM JIEKCUKH; PEYEBBIX KITHIIE, HEOOXOIUMBIX ISl OCYIIECTBICHUS
JIeJI0BOM KOMMYHHUKAIMH Ha HHOCTPAHHOM SI3bIKE, OCHOBHBIX IIEPEBOIYECKUX

TpaHchopManuii.

CozepixaHue MICbMa OTpaXkaeT BCE acHeKThl, yKa3aHHBIE B 3aJaHUH; CTHIIEBOE 0(OpMIICHHE BEIOPAHO MPaBHIIEHO C YIE€TOM
TEMBI U ajJjpecara; COOJI0ICHBI IPUHSTHIC B ICJIOBOM U JIMYHOM IMHUCbME HOPMBI BEXKIMBOCTH ((OPMYJIIBI IIPUBETCTBUS,
oOpamieHus, npormanus). TeKcT MIchMa IIOCTPOSH JIOTHYHO, CPEACTBA JIOTUYECKON CBSA3H U ITyHKTYAI[MH HCIIOIb30BaHbI
NpaBWIbHO. [ paMMaTHuecKie CTPYKTYpPhI pPa3HOOOpa3HBI M UCIIOJIb30BaHbI B COOTBETCTBHH C 33JJaHUEM, cOOMoaaeTcs
JeKCHYecKast COYeTaeMOCTb.

- OIICHKA «XOPOIIO» BBICTABIICTCS CTYACHTY, €CIIH CTYJCHT MOKA3hIBACT XOPOIINI YPOBCHb 3HAHUI OCHOBHBIX IPaMMaTHICCKIX
CTPYKTYp; OOIIEYIOTPEeOUTEEHOM, OOMEKYIBTYPHON M MPOPECCHOHANBHOMN JICKCUKH; PEUSBBIX KITHUIIE, HEOOXOAMMBIX TSI
OCYILIECTBIICHUS ICIOBOM KOMMYHHKAIIUU HA MHOCTPAHHOM SI3bIKE, OCHOBHBIX IEPEBOAYCCKHE TpaHChopManuu. HekoTopeie
ACIIEKThI, YKa3aHHbBIE B 33/IaHIH, PACKPBITHI HE MMOJHOCTHIO; MMEIOTCS OT/ICNIbHBIC HAPYIICHHsI CTUIEBOTO 0(hOPMIICHHUS TUCbMA; B
OCHOBHOM COOJTIO/ICHBI IPHUHSATHIC B ICIIOBOM M JINYHOM MHCHME HOPMBI BEXKJIMBOCTH. BBICKa3bIBaHUE B OCHOBHOM JIOTUYHO;
MUMEIOTCS OTACbHBIC HEJOCTATKH IPH UCTIONIb30BAHUH CPEJICTB JIOTUUECKOM CBSA3M M MYHKTYalMH; UMEIOTCSI OT/CIIbHbIC
HapyIeHus B 0(pOPMIICHUU JICIIOBOTO MICEMa. B OCHOBHOM rpaMMaTHYECKUE CTPYKTYPBI PA3HOOOPA3HBI U HCIIOIH30BAHEI B
COOTBETCTBHH C 3aJ[aHUEM, COOIO/IAETCS JIEKCUUECKast COUETaEMOCTb.

- OLIEHKA «YIOBJICTBOPUTEIBLHO» BBICTABILSIETCS CTYACHTY, €CIIH CTYACHT MOKa3bIBaeT 0a30BbIi ypOBEHb 3HAHUH OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYD; 00IeyIOTpeOUTENEHOH, O0IEKYIbTYPHOH U PO eCCHOHATBHON JIEKCHKH; PEUYEBBIX KIIHIIE,
HEOOXOANMBIX ISl OCYLIECTBIICHHS 1€JI0BOI KOMMYHUKAIIMK HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX MIEPEBOAIECCKUX
tpaHcdopmanmii. ConepkaHne OTpaskaeT HE BCE aclleKThl, yKa3aHHbIEC B 33/laHUN; HAPYIICHUS CTHJIEBOTO OQOPMIICHHS JIEIOBOTO
MHIChMa BCTPEUYAIOTCS JOCTATOYHO YACTO; B OCHOBHOM HE COOJIOIAIOTCS IPUHSTHIC B JICJIOBOM U JIMYHOM ITHCEME HOPMBI
BE)XJIMBOCTH. BBICKa3bIBaHNE HE BCera JOTMYHO; UMEIOTCS MHOTOUYHCICHHbBIE OITMOKH B UCIIOJIb30BaHUHU CPEICTB JIOTHYECKOH
CBSI3H, UX BEIOOp OTPaHUUCH; AEIEHHE TeCTa Ha a03aIbl OTCYTCTBYET; UMEIOTCS MHOTOUYHCICHHbBIE TPAMMAaTHIECKHE U
JIEKCUYECKHe OUIMOKH B 0()OPMIICHUH TEKCTa.

- OIICHKA «HEYIOBJICTBOPUTEIBHOY BBICTABIISICTCS CTYJICHTY, €CIIU HE MOATOTOBJICHO 3ananue. CTYICHT He BlaieeT 0a30BBIM
YpOBEHb 3HAHUI OCHOBHBIX TPAMMATHUECKHX CTPYKTYp; OOIICYITOTPEOUTENHHOM, 0OIIEKYIbTYPHOH 1 TpodeccrnoHarbHOM
JICKCHKH, PCUCBBIX KITUIIIC, HEOOXOIMMBIX JIJISI OCYIICCTBIICHUS JICIIOBOW KOMMYHHUKAIIMK HA MHOCTPAHHOM SI3BIKE, OCHOBHBIX
nepeBoadeckux Tpanchopmaruii. Copepixanue He OTPaXKaeT Te aCHeKThl, KOTOPbIe YKa3aHbl B 33J]aHUH, HJIH HE COOTBETCTBYET
TpebyeMoMy 00beMy U HOpMaM HAITUCAHUSA ¥ O(POPMIICHHS JCIIOBOTO M JIMYHOTO MuchMa. OTCYTCTBYET JIOTHKA B TOCTPOCHHUU
BBICKA3bIBAHHS; TEKCT HE 0(OPMIICH.

5.4. OueHouHbIe CpeCcTBA IS MPOMEKYTOYHOI aTTeCTallUK

MEPEYEHb TEM J1J11 3AYETOB:

1 cemectp

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




2 cemecTp

Business trips (airports, hotels). Food and entertaining. Travel details: letters, numbers, times. Can/can’t. There is/are. Making
booking and checking arrangements. Eating out: food and menu terms. Some/any. Countable and uncountable nouns. Choose a
restaurant for a business meal. Sales. People. Choosing a product or a service. Past simple. Past time references. Types of
colleagues. Starting a business. Describing people. Past simple: negatives and questions. Question forms. Negotiating: dealing
with problems.

3 cemectp

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

4 cemecTp

Cultures. Jobs. Company cultures. Cultural mistakes. should /shouldn't, could /would. Identifying problems and agreeing action.
Skills you need for a job. Skills and abilities. Present perfect. Past simple and present perfect. Interview skills. Writing: a
curriculum vitae.

Kpurepun onenku:

- «3a4TCHO» BBICTABISCTCS CTYACHTY, €CITH c(HOPMUPOBAH KAK MUHUMYM MOPOTOBBIN YPOBEHb UHAUKATOPOB TOCTIKCHUS
KOMIICTCHIIHN:

- MOKa3bIBaeT 0a30BBIN YPOBEHD 3HAHUH OCHOBHBIX IPaMMATHYCCKUX CTPYKTYP; OOIICYTOTPEOUTEIHHOM, OOIICKYIBTYPHOU U
po¢eCcCHOHANBHOM JIEKCUKH; PEUEBBIX KIIUIIE, HEOOXOIMMBIX JJIS1 OCYIIIECTBICHUS 1EI0BOM KOMMYHHUKAIINY HA HHOCTPAHHOM
SI3BIKE; 0COOCHHOCTE! CTHIIMCTUKU HAMMUCAHUS O(QUIIHATBHBIX U HEO(DUIMATBHBIX ITHCEM, 3HAHUH OCHOBHBIX ITEPEBOTUCCKUX
TpaHC(hOpMAaIHi, a TaK)Ke 3HAHUH MPaBIII IPO(ECCHOHATHFHOTO PEIEBOTO ITHKETA;

- ITOJT PYKOBOJICTBOM IIPEIIOIaBaTENs CIIOCOOCH TOKa3aTh YMEHISI MOCTPOCHHUS BHICKa3bIBAHUS B CMOJICITUPOBAHHBIX
(mpemraraeMpIX) CUTyalusaX OOIICHHSI Ha HHOCTPAHHOM SI3BIKE, IPABHIILHO MCIIOJIB3Ys BepOalibHbIe U HeBepOaIbHBIE CPEICTBA
OOIIIEHNS; BECTH JIEIOBYIO MEPEITUCKY C YIETOM CONMOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTENAMH IPYTUX CTPaH,
BBIMOJTHATH MEPEBOJI MPODECCHOHATIBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha FOCYAPCTBCHHBIH S3BIK M 00PAaTHO, a TAKIKE
apryMEHTHPOBAHO M3JaraTb COOCTBEHHYIO TOYKY 3pEHUS Ha HHOCTPAHHOM SI3BIKE;

- croco0EH YaCTHYHO MOKA3aTh BIAJCHUEC HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICIOBOTO OOIICHHS, TEXHIUKOU JICJIOBOTO MUCHMa
Ha WHOCTPAHHOM $SI3bIKE; OCHOBAMH TEXHUKH IIEPEBOA, HABBIKAMH BEJICHHS JUCKYCCHH U TIOJIEMUKH Ha MHOCTPAHHOM SI3BIKE.

- HE3aYTECHOY BBICTABIISICTCS CTYJCHTY, €CIIM YPOBEHb HHANKATOPA IOCTHKEHUSI KOMIIETCHIINN HE CPOPMHUPOBaH:

- IOKa3bIBAaET HEYAOBJICTBOPUTEIbHBIN YPOBEHb 3HAHMI OCHOBHBIX IPAMMATHYECKHX CTPYKTYP; OOIIEYOTPEOUTEIHHOM,
OOIIEKYIbTYPHOH U IMTPO(PECCHOHATBHON JICKCUKH; PEUEBBIX KIIHIIIE, HEOOXOJMMBIX ISl OCYIIECTBICHUS JEI0BOH KOMMYHHKAIIUH
Ha MHOCTPAHHOM S3bIKe; 0COOCHHOCTE! CTHIIMCTUKHU HalMCaHUs OUINATBHBIX 1 HEO(PHUIUAIBHBIX TUCEM, IPABUII
npodeccHOHAIBHOTO PEYEBOT0 ITHKETA, a TAKKE 3HAHUH OCHOBHBIX IIEPEBOJUECKHUX TPaHC(HOpMAIHii;

- 3aTPyIHSIETCS WM HE MOKET MOKa3aTh YMEHHMS IIOCTPOCHNUS BHICKA3bIBAHUS B CMO/ICINPOBAHHBIX (TIPEAIaraéMbIX) CHUTYaIHAX
0O0IIEHNSI HA MTHOCTPAaHHOM SI3bIKE, TPABIIILHO MCHOJIb3Ys BepOallbHbIC U HEBEPOANbHBIE CPECTBA OOIIEHHS; BECTH JEIOBYIO
MEPENUCKY C YYETOM COLMOKYIIbTYPHBIX OCOOCHHOCTEH C IIPEACTaBUTENSIMH APYTUX CTPaH, apryMEHTUPOBAHO H3JIaraTb
COOCTBEHHYIO TOUKY 3pCHHUS HA HHOCTPAHHOM SI3BIKE, & TAKXKE BBIMIOIHATH MEPEBOA MPO(HECCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO
(-BIX) Ha TOCYIapCTBEHHBIN S3BIK U 00PATHO;

- HE BIIaJI€€T MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEIOBOTO OOIIEHHS, TEXHUKOH JIEIIOBOTO NMIChMa HA MHOCTPAHHOM SI3bIKE;
OCHOBAMHM TEXHHUKH [1€PEBO/A, HABBIKAMU BEJCHUS AUCKYCCUU U MOJEMHUKH HA HHOCTPAHHOM SI3bIKE

B xonme 4 cemectpa crynentsl caaioT DK3AMEH, KOTOpEIi BKITIOYAET CICTYIOIINE 3aIaHuUs:
l. Progressive Test.

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

3. Read and translate the text.

—_

. [IpumepHsIii TECT

Match the sentences with the responses.

. How about a cup of tea?

. Do you like football?

. Can I speak to Jorge Ramos, please?

. Is there a car park?

. My suggestion is to go for a cocktail.

. Why don’t you buy a self-study course?

. What do you think?

. There’s something I’d like to talk to you about.
. What day suits you?
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10. What did you learn from your last job?

a) Yes, there is.

b) OK, I'll take a look at one.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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

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

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

b) My subject today is

¢) One thing we could do is

d) I think

e) I have a problem with

f) I really enjoy

g) 'm afraid I can’t make

h) What about using

i) I need some

j) Can I have your

1.A my new camera. B Oh dear. I'm sorry to hear that.

2. A credit card details, please? B It’s a MasterCard. The number is ...

3. A Pascal’s is the best restaurant. The food is delicious. B Yes, I agree. The food is great.
4. A the target market? B It’s aimed at stylish young men who want to look good.
5. A training to do my job properly. B I'm sorry. It’s just not possible.

6. A social networking sites? B I’m not sure that’s a good idea.

7. A What are you going to talk about? B our new product line.

8. A Is 25th May OK for you? B 25th May.

9. A There’s a problem with Astrid. B I agree. talk to her.

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

II1. Read the article and decide if the statements are true or false.

. Management styles haven’t changed much in the past fifty years. False

. The biggest problem for 21st-century managers is controlling employees.

. In the 21st century, power comes from doing good work.

. Microsoft is a good example of 20th-century management style.

. At Microsoft, managers watch workers’ hours very carefully.

. It’s important for managers to get to know different types of people.

. Making decisions is one of the main jobs of a 21st-century manager.

. Good managers understand their teams’ thoughts and feelings.

. Global managers should try to ignore cultural issues as much as possible.

10. For Gary Kildare, respect is more important than speaking a lot of languages.
11. Face-to-face communication is the most important part of 21st-century management.
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Turning bosses into cross-cultural coaches

In the 20th century, managers often worked to control employees. But 21st-century management has different rules. Twenty-first
century managers should prepare to be coaches rather than bosses. They should influence and work with their team rather than
control it.

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

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

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

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

IV. Writing




You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to Tony
comparing the two airlines. Say which one you prefer to travel with and why. Write 60—70 words.

2. TemaTHka 1HajaoroB

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Ways of advertising

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

— Job Interview

— Describing People

3. [IpumepHBIEC TEKCTHI TS IEpeBoIa

Text 1

Luxury brands and wealthy Chinese tourists FT by Barney Jopson in New York

Ms Li is on a trip to New York. She is  travelling with ~ Affinity China, a luxury club that organises tours of New York.
But this isn't a business trip or a holiday. Ms Li and more than 80 other wealthy Chinese tourists are here to learn about luxury
brands. Many Chinese consumers come to the US and Europe to buy luxury goods. Prices are up to 50% lower than the price of
some luxury goods at home.

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

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

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

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

Text 2

The next generation of a business empire by Rachel Sanderson

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

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

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

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

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

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

Text 3

Social media sites are a hit for ads by David Gelles

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

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

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




$3m for 30 seconds, it makes sense to get the most for your
dollar," says Mr Mahoney, Chief Product and Marketing Officer for Volkswagen in the US

Text 4

Starbucks plans $80m Indian joint venture

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

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

The first outlet will open in

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

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

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

Text 5

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

Brazil has a new law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve, but
businesses are angry. The cost of hiring people is already expensive. Some people think that it will be difficult to carry out the
law.

Claudia Sakuraba, owner of Camaval Store, a costume shop in Sao Paulo with four employees, says: "What about when you send
an e-mail and because of problems with the Internet providers in Brazil, it doesn't arrive straight away? Or you send a text
message early in the morning and for some reason, they don't get it until the evening? It's not clear how this is all going to
work."

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

Some people say that in Sao Paulo, the main things to do are to work, eat and spend the weekend in shopping centres.

Many employers and employees spend hours answering e-mail or working on the phone. Workaholics spend time sending and
receiving office-related emails. Probably half of these are not really necessary.

Brazil's law encourages employers to prevent people working after hours when it is not necessary. If a company wants them to be
available 24/7, it pay them.

Kpurepun onenku:

OIcHKA «OTJIMYHOY BBICTABJISICTCS, €CIIM  CTY/ACHT IMOKA3bIBACT TITyOOKOE 3HAHUC:

-TpaMMaTHYECKUX CTPYKTYP; OOIMEyIoTpeOUTEIbHON, O0MEKYIBTYPHOM 1 TPO(EeCCHOHANBHON JIEKCHKH; PEUEBBIX KITHIIE,
HEOOXOIUMBIX JUTSL OCYIICCTBICHHS ACITOBOM KOMMYHUKAITUH HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HATHCAHUS O(QUIMATHHBIX U HEO(PHUIUATBHBIX IACEM, CTPYKTYPHO! TUIIOIOTHH U IIPABHII
MOCTPOCHHUS MICEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3y9aeMOM SI3BIKE;

- OCHOBHBIX ITEPEBOAYCCKUX TPaHCHOPMALIHiT;

- IpaBWJI MPO(ECCHOHATBFHOTO PEYEBOTO ITHKETA.

CTyAeHT caMOCTOSITENIbHO pealu3yeT YMEeHHUs:

- IOCTPOUTH BBICKA3BIBAHUS B CMOJICIIMPOBAHHBIX (TIpeAIaraeMbIX) CUTyallusAX OOIIeHNS Ha MHOCTPAHHOM S3BIKE, IPABUIIEHO
UCTIONB3Ys BepOallbHBIC H HEBEPOATBHBIC CPEIICTBA OOLICHHUS,

- BECTH JICJIOBYIO MIEPENICKY C YI€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ peACTaBUTEISAMH APYTUX CTPaH;

- IepeBo/ia MPOPECCHOHANBHBIX TEKCTOB ¢ MHOCTPAHHOTO HAa TOCYIAPCTBEHHBIN S3bIK H 00PATHO;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PCHHUS HA HHOCTPAHHOM SI3BIKE.

CryzneHT Blajieer:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS;

- TEXHUKOM JIeJI0BOTO MUChbMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TE€XHUKH TIEPEBOIA;

- HaBBIKAMHU BEJICHUS AUCKYCCUU U MOJIEMHUKH Ha HHOCTPAHHOM SI3BIKE.

O1eHKa «XOPOIIO» BBICTABISICTCS, €CITH CTYACHT ITOKA3hIBACT XOPOIIUC 3HAHUS:

- OCHOBHBIX I'PAMMATHYECKUX CTPYKTYP; OOLICYOTPEOUTENbHOM, OOIEKYIBTYPHOH U MPOEeCCHOHATBHON JISKCHKH; PEUEBBIX
KITUIIE, HEOOXOAUMBIX JUIS OCYIICCTBIICHUS JICIIOBOH KOMMYHHUKAIIUU HA HMHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCAHKS O(UIIMATBHBIX H HEO(HIUATBHBIX UCEM, CTPYKTYPHOM THIIOJIOTHN M PaBHII
MOCTPOCHUS MUCEMEHHOTO PEYCBOTO BHICKA3BIBAHUS HA U3y94aEMOM SI3BIKC;

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMALIHii;

- MPaBWI MPO(YECCHOHATFHOTO PEYCBOTO ITUKETA.

CTyzmeHT criocoOCH MoKa3aTh YMEHUSI:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICITMPOBAHHBIX (TIpEIIaracMbIX) CUTyalusAX OOIICHUS Ha MHOCTPAHHOM SI3BIKE, TIPABUIIEHO
WCTIONB3Ys BepOabHbIe U HeBEpOAITbHBIE CPEACTBA OOIICHUS;




- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COMMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISAMHU PYTUX CTPaH;

- BBITIOJTHUTH TEPEBOJ MPOPECCHOHATHHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYNAapCTBEHHBIHN A3BIK M 0OPaTHO C YaCTHIHON
MOMOLIBIO MIPETIOAABATENS;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PCHHUS HA HHOCTPAHHOM SI3BIKE.

CryneHT crocoOeH YacTUYHO IMOKa3aTh BIIaICHHUE:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS;

- TEXHUKOH JIeJI0BOTO MHChbMa Ha MHOCTPAHHOM SI3BIKE.

- OCHOBaMH TE€XHUKH TIEPEBOIA;

- HaBBIKAMHU BEJICHUS AUCKYCCUU U MOJIEMHUKH Ha HHOCTPAHHOM SI3BIKE.

OI1cHKA «YIOBJICTBOPUTEIHLHOY» BBICTABISCTCS, €CIH CTYJCHT NOKA3hIBACT 0a30BhIi YPOBCHD 3HAHMUIA:

- OCHOBHBIX T'PAMMATHYECKUX CTPYKTYP; OOLICYOTPEOUTENBHOM, OOIEKYIBTYPHOH U MPOECCHOHATBHON JIEKCHKH; PEUEBBIX
KITUIIE, HEOOXOAUMBIX JUIS OCYIICCTBIICHHS ICIIOBON KOMMYHHUKAIIMU HA MHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCAHKS O(UIIMATBHBIX H HEO(HIUATBHBIX MUCEM, CTPYKTYPHO! THIIOIOTHN M PABHII
MOCTPOCHUS MUCBEMEHHOTO PEYCBOTO BHICKA3hIBAHUS HAa U3y9aeMOM SI3BIKC;

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMALIHii;

- MPaBWI MPO(YECCHOHATFHOTO PEYCBOTO ITUKETA.

[oj pyKOBOJCTBOM MpENoAaBaTesst CIOCOOEH MOKa3aTh YMEHHSL:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICITMPOBAHHBIX (TIPEIIaracMbIX) CUTyalnsAX OOIICHUS Ha MHOCTPAHHOM SI3BIKE, TIPABUIIEHO
WCTIONB3Ys BepOabHbIe U HeBEpOATbHBIE CPEACTBA OOIICHUS;

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COMMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISAMH PYTUX CTPaH;

- BBITIOJIHUTbH MEPEBOJ] MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYJapCTBEHHBIN SI3bIK M 00PATHO C YaCTUYHON
MIOMOIIEIO TIPEO/IaBATEIS;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PCHUS HA HHOCTPAHHOM SI3BIKE.

CrynmeHT cnocoOeH YaCTHYHO ITOKa3aTh BIAJICHUC:

- MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOTO OOILCHHS;

- TEXHUKOH JIEIOBOTO MUChMa Ha MHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH TIepeBoia

- HaBBIKAMH BEICHUS TUCKYCCUU U TIOJICMHUKH HA HHOCTPAHHOM SI3BIKE

O1leHKa «HEYJ0BJIETBOPUTEIHHOY BBICTABIISETCS, €CIIU CTYICHT [TOKA3bIBACT HEY/IOBIECTBOPUTEIbHBIN YPOBEHb 3HAHUIA:

- OCHOBHBIX I'PaMMaTHYCCKHUX CTPYKTYp; OOMICYNOTPEOUTETBHOMN, OOIICKYIBTYPHOU U MPO(ECCHOHATBHOM JICKCUKH; PEUYEBBIX
KJIMIIIE, HEOOXOJUMBIX ISl OCYIIECTBIICHUS JSI0BO KOMMYHHKAIIUA HA HMHOCTPAHHOM SI3bIKE;

-0COOCHHOCTEH CTUIIMCTUKU HAMMUCAHUS O(DUIIUANBHBIX U HEO(DUIHATBHBIX IHCEM, CTPYKTYPHO!H THUITOJIOTHH U TIPABHIT
MOCTPOEHHS TUCHbMEHHOTO PEYEBOTO BBICKA3bIBAHHS Ha U3y4aeMOM SI3bIKE

-OCHOBHBIX ITEPEBOIUECKUX TPaHCPOpPMALIHii;

- mpaBuil MPOheCCUHOHATHLHOTO PEYEBOTO ITHKETA.

CTyIeHT 3aTpyAHSCTCS WM HE MOXKET I0Ka3aTh YMCHHUS:

- IOCTPOUTH BHICKA3bIBAHHS B CMOJICTUPOBAHHBIX (IIPE/IaraeMbIX) CUTYalUsIX OOLICHUS] HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO
WCTIONB3Ys BepOabHbIe U HeBEpOAIbHbBIE CPEACTBA OOIICHUS;

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COMMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEIISAMH PYTUX CTPaH;

BBITIOJIHUTH NIEPEBO/I NPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO HA TOCYAAPCTBEHHBIH S3bIK U 00PATHO C YaCTUYHOM
MOMOIIBIO TIPENO/IaBATEIS;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PSHUS HA HHOCTPAHHOM SI3BIKE.

CTyIeHT He BIaJIeeT:

- MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOILEHHSI.

-HE BJaJICCT TCXHUKOW JETOBOTO MMChMA HA HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHUKH MEPEBOJIA;.

- HaBBIKAMH BEICHUS TUCKYCCUU M TIOJIEMHUKH Ha HHOCTPAHHOM SI3BIKE.

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

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHasi TUTepaTypa

ABTOpBI, COCTaBUTEIHN 3arnaBue WznarenbcTBo, oA On. anpec
JI1.1 | Iesenesa C.A. JlenoBoii aHrnmiickuii: yueOHoe nocodue s Mocksa: FOHUTU- http://www.iprbookshop.ru
BY30B JAHA, 2017 /71767 .html
JI1.2 | Mursakuna O.B., AHTTIMACKUHN SI3BIK JJIS 1E€JIOBOTO OOIIEHUS. Kemepogo: http://www.iprbookshop.ru
[llepuna U.B. Okcempecc-Kype: yuyeOHoe nocodue s Kemeposckuii /61258.html
CTYAEHTOB BceX popM 00ydeHus TEXHOJIOTHYECKHUH
WHCTUTYT MUIIEBOI
MPOMBIIITIEHHOCTH,
2014

6.1.2. lonosiHUTeIbHAS JIUTEPATypa

ABTODBI, COCTaBUTENU 3arnaBue W3narensctBo, rox On. agpec




ABTOPBI, COCTaBUTEIHN 3arnaBue MsnarensctBO, rox On. agpec
JI2.1 |Maitep H.I'. Amnrnuiickuil a3pik: yye6HOE nocobue I'opHo-Anraiick: http://elib.gasu.ru/index.ph
PHUOTATY, 2014 p?
option=com_abook&view
=book&id=323:anglijskij-
yazyk3&catid=35:inostran
nye-yazyki&ltemid=180
JI2.2 | A6pamos B.E. OneMeHTapHas rpaMMaTHKa COBPEMEHHOTO Camapa: http://www.iprbookshop.ru
QHITIMHICKOTO SI3bIKA JJIS1 HAUMHAIOIIUX H IoBomxckuit /71909.html
MPOJOIDKAIOIINX €T0 U3YUeHHe: yueOHoe TOCYapCTBEHHBIH
noco6ue i By30B YHUBEPCHUTET
TEeJIeKOMMYHUKAIHI
1 uHGOPMATUKY,
2013
6.3.1 IlepeyeHs NpOrpaMMHOro odecnedeHust
6.3.1.1 | MS Office
6.3.1.2 | SAanexc.bpayzep
6.3.1.3 | LibreOffice
6.3.1.4 | Kaspersky Endpoint Security ans 6usneca CTAHAPTHBIN
6.3.1.5| MS WINDOWS
6.3.1.6 | Moodle
6.3.1.7| NVDA
6.3.1.8 | Internet Explorer/ Edge
6.3.1.9|PEJ OC
6.3.2 [lepeyenb HHPOPMANMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1 | MexBy30BCKasl 3JIEeKTpOHHast OuOnuoTeka
6.3.2.2 | baza nanHbIX «1eKTpoHHAas 6ubanorexa I'opHO-ANTalicKOro rocy1apCTBEHHOIO YHUBEPCUTETA
6.3.2.3 | DnexkTpoHHO-OMbIHOTEUHAast cuctema [PRbooks

7. OBPA3OBATEJIbHBIE TEXHOJIOI'MA

poJieBas urpa

npe3eHTanus

8

. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIIMHBI (MOJY JIA)

Homep ayauropun

Hasznauenue

OcHOBHOe OCHaIlleHHe

408 A2

VYueOHast ayTUTOpUS IS IPOBEICHUS
3aHATHUI JCKIIMOHHOTO THTIA, 3aHATUI
CEeMHUHAPCKOT0 THIIa, KYpCOBOTO
MIPOSKTUPOBAHUS (BBITIOTHEHUE KYPCOBBIX
paboT), TPYNIOBBIX U WHANBHUIYAITbHBIX
KOHCYJIBTAIHiA, TEKYIIIETO KOHTPOJIS U
MPOMEXYTOYHOM aTTeCTAlH

Pabouee mecto npenogaBatens. [locamounsie Mecta
oOyyaromuxcs (TI0 KOJTHYECTBY 00YJAFOIITIXCS)

204 A2

JlabopaTopus conmansHOU paboThL. YueOHas
ayJIMUTOPHS JJIsl IPOBEICHUS 3aHITHI
JICKITHOHHOTO THIIA, 3aHATHI CEMUHAPCKOTO
THUIa, KYPCOBOTO MPOCKTUPOBAHHSI
(BBITIOJTHEHUE KYPCOBBIX pabOoT), TPYIIOBBIX
W MHAMBUIYaJIbHBIX KOHCYJIbTAIUH,
TEKYIIETro KOHTPOIISA U MIPOMEKYTOTHOM
aTTecTaluu

Pabouee mecto npenopasarens. [Tocagounsie Mecta
obydJaromuxcs (1Mo KOIUIECTBY 00yUJaIONTUXCs).
WnrtepaktuBHas nocka, npoekrop SMART V30, HoyrOyk

207 A4

Kommnsrorepnsriit knacc. [lomemnienue ans
CaMOCTOSATEIILHOW PabOTHI

ITepconanbHBIe KOMIIBIOTEPHI. Pabodee MecTo
npemnoasarens. [Tocagounsie MecTa oOy4aromuxcs (o
KOJIMYECTBY OOYJArOIIIXCS)

9. METOAUYECKHUE YKA3ZAHUSA JJIAA OBYYAIOIIUXCA IO OCBOEHUIO JUCHUIIJIMHBI (MO Y JIA)

Meroauyeckue yKa3aHHs 110 YTCHHUIO M EPEBOIY TEKCTOB
TToHMMaHKE TEKCTa TOCTHIASTCs IPH OCYIICCTBICHUH IBYX BUJOB UTCHHS:
1) u3ydvaromiero 4YTeHus;

2) uTeHHs C OOLIMM OXBATOM COJICPIKAHUS.




TodHOE M TTOJTHOE TOHMMAaHHUE TEKCTa OCYHICCTBIIACTCA ITYTEM U3YyYarOIICTO YTCHUA, KOTOPOC NPEAIIOIarac€T yMCHHUE

CaMOCTOATCIIBHO IPOBOAUTH J'ICKCI/IKO-I"paMMaTI/I‘IeCKI/Iﬁ a”anu3 Tekcra. Mrorom H3y4Jaromero 4TCHUs sABJISICTCA a[[eKBaTHLIfI epeBo g
TCKCTAa Ha pO)IHOfI SA3BIK C IOMOIIBIO CJIOBAPH. HpI/I OTOM CJICAYCT Pa3BHBATb HABBIKU ITOJIB30BaHUS OTPACIICBBIMU
TCPMUHOJIOTHICCKUMU CJIOBApsIMU U CJIOBApsIMU COKpaHIeHPIfI.

Yuras TCKCT, Hpe)lHa3Ha‘IeHHLII>1 JJIL IIOHUMaHUsL 06HI€1"0 COACpIKaHu, HeO6XOZ[I/IMO, HC 06pamas{cr> K CJIOBapro, IIOHATH OCHOBHOM
CMBICJI IPOYUTAHHOTO.

O0a Bua YTEHUSI CKIIA/IBIBAIOTCS U3 CIICAYIOIINX YMEHHUI:

a) IOTaJbIBaThCS O 3HAUCHUH HE3HAKOMBIX CJIOB HA OCHOBE CIIOBOOOPA30BaTENbHBIX IPU3HAKOB M KOHTEKCTA;

0) BUAETh HHTEPHALMOHAIBHBIE CJIOBA U ONPENENATh UX 3HAUCHHE,

B) HAXOMTh 3HAKOMbIE TpaMMaTHYECKHe (POPMBI U KOHCTPYKIIMU U YCTAHABIMBATH UX YKBUBAJICHTHI B PYCCKOM SI3BIKE;

T') KCIOJIb30BATh UMEIOIIUIICS B TEKCTE HILTFOCTPATHBHBIA MaTepua, CXeMbl, pOPMYIIBI U T.I1.;

1) IPUMEHSTh 3HaHUS 110 ClIeIUaIbHBIM, O0IIETEXHUYECKUM, O0IIE3KOHOMUYECKUM IIPEIMETaM B Ka4eCTBE OCHOBBI CMBICIIOBOH U
SI3BIKOBO JOTaJIKU.

OpauM u3 3PQPEeKTHBHBIX NPUEMOB (HOPMHUPOBAHUS CIIOCOOHOCTH CAMOCTOSTENLHO paboTaTh C TEKCTOM SBJSIETCS IEpecKas.
INogroroBka Kk mepeckady TeKCTa BKIIOYAaeT B ceOs pas3leneHue TeKCTa Ha CMBICIOBBIE YacTH, BBIACNCHHE KIIOUYEBBIX (pas,
COCTaBJICHHE IIaHa MepecKasa.

IIpu moaroToBke mepeckaza TEKCTa PEKOMEHAYETCSI BOCIOIB30BAThCS CIEAYIOMIEH MaMsTKOM:

1. Tlocne mnpouTeHus TekcTa pa30eHTe ero Ha CMBICIOBBIE YACTH.

2. B kaxnmoii dYacTu HaiguTe npemokKeHue (MX MOXKeT OBITh HECKOJbKO), B KOTOPOM 3aKJIIOYeH OCHOBHOW CMBICI 3TOH YacTu
TEKCTa. BRIMUIINTE 3TH NpeAIokKEeHNUS.

3. IlomuepkHHTE B O3THX MPEATIOKEHUIX KIIOUYEBBIE CIOBA.

4. CocraBpTe IUIaH TIepecKasa.

5. Omnmpasich Ha IUIaH, TEPECKAXUTE TEKCT,

6. Ommpasicb Ha KIIIOYEBBIE CIIOBA, PACCKAXKHUTE TEKCT.

IIpu mnepeckase TEKCTa pPEKOMEHYETCS UCIIOJIb30BaTh PEUYEBbIEC KITHILE.

Meroauyeckue peKOMEHJALUY [0 OArOTOBKE IPE3EHTALUU
Co3naHue npe3eHTalul COCTOUT U3 TPEX 3TaloB:
ITnanupoBaHue Npe3eHTALUN BKIIOYAET B CEOSL:
. Onpenenenue nenei.

. Onpenenenrie OCHOBHOM UeH MPE3EHTAIIHH.

. [Mon6op pononHUTENBHOI HHpOPMALIHH.

. [InanupoBanue BBICTYIICHHUS.

. Co3zaHue CTPYKTYpbl IPE3CHTALUY.

. [IpoBepka oruku nojayy Marepuana.

. IloaroToBKa 3aKII0YEHUSL.

II. PazpaboTka Npe3eHTaLUM.

[II. 3ammra npe3enTanuy.

NN AW =

Meronndeckre peKOMEHIAIMH 110 TIOATOTOBKE POJIEBOI UIPhI

B cTpykType poneBoii HTpbl Kak MpoLecca BEIACISIIOTCS CIEAYIONINE COCTaBIIONINE:

- TeMa;

- poJH, B3ATHIC Ha Ce0s UTPAIOIINMH;

- UTPOBBIE JCHCTBUS KaK CPENICTBA pean3alliy dTHX POJIeii;

- UTPOBOE YMOTPEOICHUE PEIMETOB, T.€. 3aMEIICHHE PEATbHBIX Belllell HIPOBBIMH, YCIOBHBIMH;

- pealbHbIe OTHOIICHUS MEXY UIPAIOLINMHE;

- cloxeT (cozepkaHue) — 00JacTh  JICHCTBUTENILHOCTH, YCIIOBHO BOCIIPOM3BOAMMAS B UTPE.

B mporecce posieBoit Hrpbl 0TPadATHIBAIOTCS U YCBAUBAIOTCS:

1) sTHYecKHe HOPMBI M IIPaBHIIa TIOBEACHUS U ONPEAeTICHHbIE COLMATBHBIE POJIU B TOM WJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOCHHOCTH, XapaKTePHBIC YSPTHI, BO3MOXKHOCTH TEX MJIM HHBIX COILMATBHBIX TPYIIH WIN ONPEISIICHHBIX KOJIICKTUBOB —
AHAJIOTOB TMPEAIPHUATHHA, QUPM, T.€. pa3IHYHbIC THIIHI dKOHOMUUECKHUX U COLUATIBHBIX HHCTHTYTOB, YTO BIIOCIIEICTBUU MOXET OBITH
MEPEHECCHO B COLUATILHYIO TIPAKTHKY;

3) yMeHHsI COBMECTHOW KOJICKTUBHOM JAEATEIbHOCTH;

4) KynbTypHBIE TPAAULUN U HOPMBL.

PoneBble Urphl, TEMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPKaHUH TEKCTOB, WILTIOCTPUPYIOT ITOBEACHHUE B CUTYAIIMH MEXKYJIBTYPHOTO
o0IeHusI.

B kauecTBe MpHeMoB, XapaKTEPHBIX ISl METOJIa POJIEBOM UIPHI, BEICTYIAIOT CIIEAYIOINE:

- IPUEM BOCCO3/IaHHsI KOMMYHHUKATHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CUTYalUH;

- IPUEM BUPTYaJbHON dKCKYPCUH, KOTOPBIH MOKHO OPraHH30BaTh KaK C MOMOIIBI0 TEXHUYECKHUX CPENICTB, TaK U C UCIIOIb30BAHUEM
peanbHBIX (POTOMATEPHATIOB B Y4eOHOU ayTUTOPHH,

- IpUeM paMaTU3alny, HAPABJICHHBIN Ha CO3JaHUE YCIOBUH, IPUOIMKEHHBIX K YCIOBHSAM PEaIbHOTO OOIIEHNS, CBI3aHHBIH ¢
CO3JJaHMEM CUTYaLluH OOLICHUS, ONIPEAEICHUEM LIETIH, PacIIpeAEICHHEM POIIeii;

- mpreM pedUIeKCUBHON MICHTU(UKAIINH, TPEIOIArAFONINA HACHTH(PHUKALUIO ¢ 00BEKTOM OOIICHHUS U TIOBECTBOBAHHE OT UMEHHU
9TOr0 00BEKTA.

Meroauueckue YKa3aHus K HAITMCAHWUIO ACJIOBOI'O ITUCbMa




SI3BIK HaNMMCaHUsI AETOBOTO MHCEMa OTIIMYACTCS OT CTWIIS JIMYHOTO NUChMa. B 1enoBBIX MuchMax s3bIK Oosee oQuIaieH u cTpor;
HE MPUHATO YNOTPeOIeHHE COKPAIICHHBIX TIaroJIbHBIX (GOpM, B TO BpeMsl KaK KOHCTPYKIIMHU CO CTPaJaTeIbHBIM 3aJI0rOM
HCTIONb3YIOTCS TOpa3no 4aie. J{iis 1eoBoi NepenicKu XapakKTepHO yHOTpeOIeHHe CTAaHAAPTHBIX BHIPAKEHUH, HCIIOTb3YEMBIX IS
MOJTBEPKICHUS MOTYUSHHUS IEIOBBIX THCEM, JUIS BRIPAKEHHS IIPOCHOBI, IPU COOOIICHHH O MOCHUIKE KaTaIOrOB HIIH JOKYMEHTOB,
MIPU CCBUIKE Ha TOKYMEHTHI U T.JI. 9TH CTaHJAPTHBIC BEIPAXKCHUSI HEOOXOIUMO BBIYUUTb.

BerynuTenbHoe oOpaliieHre MUIIETCs CIASTYOUM 00pa3oM:

1. ecniit BBI He 3HaeTe (paMUIIMIO YEIOBEKA MM JIFOJICH, K KOTOPHIM BBl OOpaliaeTech, MMChbMO OOBIYHO HAaUMHAeTCs co cioB Dear Sir,
Dear Sirs nnn Gentlemen.

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

3. Eciu BBl 3HaeTe (haMuIIUIo afpecaTa, OObIMHBIM OOpALICHHEM K MY)KYHHE SBIISCTCS

Dear Mr. Smith, x >xenmune Dear Miss Smith (HezamyxHeli xxeniuHe), Dear Mrs. Smith (3amyxHel sxeHiune), Dear Ms. Smith
(ecnu BbI HE 3HAETE, 3aMYyKEM OHA WX HeT. DTa popMa mpuodperaer Bce 0osIee MIUPOKOE PACIPOCTPAaHEHHE).

B nenoBom nuceme B obpamennn HEJIB3S nmucars UM nocne cio Mr., Mrs, Ms.

OCHOBHO# TEKCT MUChbMa

1. ITruceMo-3anpoc, kanoda  T.11.

B Hauaze nenoBoro nuchkMa yKasplBaeTCs IPUYMHA HAIMMCAHUS JaHHOTO nUucbMa. OOBIYHBIM HAYAJIOM MOTYT CIIY>KHTh BBIp)KEHHUS |
am writing in connection with...

I am writing to enquire about... Eciii BbI umieTe o4epeHOe TUCHMO 10 OJJHOMY U TOMY K€ BOIIPOCY, TO HAYaJIOM MOTYT SIBISITBCS
BeIpaxkeHus Further to...

With reference to...

2. IluceMo-oTBET

OOBIYHBIM HaYaJIOM SIBIISIETCS

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

B coo0meHusx 00 HCIONHEHUH IPOCHObI YIOTPEOIAI0TCS CIEIYIOIIUE BEIPAXKEHUS:

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

IIpy M3BEIICHHUH O MOCBUIKE TOKYMEHTOB, KaTaJIOTOB U T.II. OOBIMHO UCIIONB3YIOTCS cieytolue BeipaxeHus: We are pleased/ glad to
send you..., We enclose..., We send enclosed...

JlenoBoe mucbMO OOBIYHO JEeTHUTCS Ha ad3arpbl. JleneHne mouepKuBaeTcst CIIOBaAMHU:

First of all, Firstly, Secondly, Finally

He 3a0biBaiiTe 0 ClOBax, CBA3BIBAIOLINX OTJCIBbHBIC YACTH MPEIIOKCHUHA, 1 BBOJHBIX CIIOBaX:

Moreover, In addition to it

So, As a result, Therefore

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

In conclusion, To sum up, On the whole

He 3a0biBaiiTe 0 BEXJIMBBIX CJIOBaX M BBIPAKCHHUSIX:

I would be very pleased...

Will you be so kind to inform me...

I will be obliged if you could ...

I would appreciate if you could...

3akitounTenbHas Gopmylia BeXKIMBOCTH BKIIOYAET B ce0sl TAKHE BHIPKCHUS, KaK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKI4UTENbHAS YaCTh MUChMa — MOJIMKCh — 3aBUCHT OT oOpaiteHus. Eciu Bbl Hauanu nuckMo ¢ obpaienus Dear Sir, Dear Sirs
Dear Madam unu Gentlemen, B KOHIIE TMChbMa NIEpPE/1 TIOMKCHIO BbI JIOJDKHBI TOCTaBUTH ciioBa  Yours faithfully.

Ecnu BbI Havanu nrcbMo ¢ oopaiienus Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith 0ObIYHBIM OKOHYUaHHEM
Oynyt cioBa Yours sincerely.




